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NOTICE

MEETING OF PERSONNEL & PUBLIC SAFETY COMMITTEE
(Personnel/Police/ESDA/Fire)
(Meehling/Blaies/Matchett/Trout)

A Personnel and Public Safety Committee Meeting of the Village of Freeburg will be held
at the Municipal Center, Executive Board Room, Wednesday, October 25, 2017, at 6:00
p.m.

PERSONNEL AND PUBLIC SAFETY COMMITTEE MEETING

POLICE COMMITTEE
A. Old Business
1. Police Department Expansion

B. New Business
1. Thank You from Resident
Omnigo Software Quote
Placement of StormReady Sign
Communications Roll Call Net
External Antenna Cable Entry
Communication Acknowledgement Procedure
7. Executive Session to Discuss Personnel, 5 ILCS 120/2-(c)(1)

SN

PERSONNEL COMMITTEE:
A. 0Old Business
1. Approval of September 27, 2017 Minutes
2. Job Descriptions

B. New Business
1. Part-Time Public Works Hire

C. General Concerns
D. Public Participation

E. Adjourn

At said Personnel Meeting, the Village Trustees may vote on whether or not to hold an Executive Session to discuss
the selection of a person to fill a public office [5 ILCS, 120/2 — (¢) (3)], litigation [5 ILCS, 120/2 - (c)(11)] personnel [5
ILCS, 120/2 - (c)(1]]; real estate transactions [5 ILCS, 120/2 - (c)(5)], collective negotiating matters between the
public body and its employees or their representatives [5 ILCS 120/2 (C)(2) or discussion of executive session
minutes, 5 ILCS, 120/2-(c)(21)]

VILLAGE BOARD OF TRUSTEES MEETINGS ARE HELD ON THE FIRST AND THIRD MONDAY OF EVERY MONTH
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VILLAGE OF FREEBURG

DEPARTMENT OF POLICE

14 SOUTHGATE CENTER*FREEBURG, IL 62243 * 618/539-3132 * 618/539-9872

Car #89 2017 Bill
Car #90 2006 Inv. Ruhmann
Car #91 2011 PT VEH. CASEY'S
Car #92 2016 Terry (8/2017) ROGER'S TOWING
Car #93 2013 PT VEH.
Car #94 2008 Chris
Car #95 2013 Dan
Car #96 2013 Dave
Car #97 | 2015 K-9 |Joel
Car #99 | 2017, Fd Ex |Mike F.
Car #100 2003 Chief, Truck
Month: September, 2017
ON OFF TOTAL
CAR# MILEAGE MILEAGE MILES GALLONS M.P.G. $ AMT
89/2017 9181 9951 770 62.79 12.26 160.42
90/2006 70535 71207 672 48.61 13.82 $124.00
912011 90430 91025 595 56.7 10.49 $145.75
922016 27580 28499 919 79.11 11.62 $202.55
93/2013 35610 35972 362 38.191 9.48 $95.56
94/2008 109350 110320 970 73.856 13.13 $187.44
95/2013 53748 54666 918 94.59 9.7 $238.55
96/2013 87871 58577 706 51.52 13.7 $132.00
97/2015 43633 44588 955 100.31 9.52 $257.03
99/2017 440 932 492 54.527 9.02 $138.35
100/2003 175316 176094 778 53.69 14.49 $136.00
XXX XXX 8,137 713.893 127.23| $1,817.65
&éxux . ) h& .)r/‘lﬂi-—b‘-f

Laura McGarry

c:vehreprt  Microsoft Excel
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Information Technologies, LLC

Quotation Number: Q201711786
Date: 10/13/2017

Page: 1 of 6
To: FREEBURG POLICE DEPARTMENT This quotation is based on the following agency profile:
14 SOUTHGATE CENTER
FREEBURG, IL 62243
Project Description: HOSTED SERVICE - RMS AND MOBILE ~ For Information, Contact: Drew Steward
| Item Notes | Lic/Qty Monthly Fee One-Time Costs
Hosted Service (N 1 250.00 0.00
Hosted Service - Additional LAN Workstation (2) 5 200.00 0.00
Hosted Service - Mobile Workstation (3) 6 330.00 0.00
Services - Installation / Setup of Hosted Service (4) 1 0.00 209.00
Services - Installation / Setup of Hosted LAN Workstation (5) 5 0.00 250.00
Services - Installation / Setup of Hosted Mobile Workstation (6) 6 0.00 594.00
Services - Installation / Setup of Hosted Regional Data Sharing (7) 1 0.00 250.00
Services - Installation / Setup of Hosted NCIC Interface (8) 1 0.00 250.00
Services - Installation / Setup of Hosted IL Traffic Crash Report (9) 1 0.00 250.00
Services - Hosted User Training - Single Module (web based) (10) 2 0.00 418.00
Enterprise Framework (11) 1 0.00 0.00
ITI Web Access (12) 1 0.00 0.00
Regional Data Sharing (13) 1 0.00 0.00
Workstation / Mobile Map (web based) (14) 1 36.00 0.00
Interface, NCIC IL LEADS (15) 1 105.00 0.00
Personnel Management 1 0.00 0.00
Law Enforcement Records Management 1 0.00 0.00
Interface, IL Traffic Crash Report (electronic submission) (16) 1 95.00 0.00
Interface, ITI CAD to RMS Web Service (17) 1 72.00 0.00
Discount 1 -245.00 0.00
This quotation is valid through 12/31/2017 and is subject to the terms, One-Time Cost 2,221.00
conditions, and requirements below. Sales Tax 0.00
Shipping & Handling 0.00
Total One-Time Costs 2,221.00
Monthly Hosted Cost 843.00

TOTAL DUE WITH ORDER (3 Months Service plus One-Time Costs) 4,750.00

Notes:




Omnigo Software
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(1) This service includes hosting the ITI modules listed on this quotation. The service includes ITI's client software on one LAN
workstation (provided by agency) at the agency site.

(2) This provides additional licenses (5) for use of the software on agency provided LAN workstations.
This workstations are designed to be used as three (3) concurrent licenses.

(3) This provides additional licenses (6) for use of the software on agency provided mobile workstations.
These Mobile workstations are designed to be used as three (3) concurrent licenses.

(4) Includes installation and setup of first LAN workstation.

Includes setup and configuration of all subscribed medules. ITI will coordinate with your Site Administrator to obtain necessary information
to complete the configuration. In addition, ITI will perform the following:

* Remote software installation on each subscribed workstation.
ITl reserves the right to limit services related to the development of custom reports to ten hours per year.

Agency will be responsible for completing configuration worksheets (Excel files) prior to going on-line, including, but not limited to:

* Users List
* Street List
* Charge Code List

(5) Includes remote setup of ITI's client applications on five (5) Local Area Network (LAN) workstations. Your Site Administrator will need
to provide ITI remote access to complete this installation.

(6) Includes remote setup of ITI's client applications on six (6) mobile workstations. Your Site Administrator will need to provide ITI
remote access to complete this installation. For the purposes of this setup, the mobile workstations should be connected to the internet
inside your office. Installation over a wireless network is not supported.

(7) 1Tl will install the Regional Data Sharing software and assist your Site Administrator with configuration of Sharing Agreements.

(8) This includes remote installation and configuration of ITI's NCIC interface.
(9) ITI will install and configure the lllinois Crash Report with the assistance of your System Administrator.

(10) This service provides two web based classes of approximately two hours each to teach the use of Records Management. Multiple
Agency personnel may participate in the training. | T will remotely connect to a single workstation at the Agency to perform this training.

(11) Requires Microsoft SQL Client Access License for each workstation. Tl provides these licenses with Hosted Service. The licenses
remain the property of ITI.

(12) Web Access is a web based application allowing agencies to view data from many of ITl's applications on most web based devices,
including tablets and mobile phones (iOS, Android). Web Access also provides access to reports written in ITI's Query Report Writer and
email access within the ITI Public Safety Framework. Web Access also includes ITI's Next Generation Dashboard, including RSS Tiles
from Police One's Daily News and Video Clips.

Web Access runs under Microsoft's Internet Information Services (I1S) and is provided with a ten (1 0) concurrent user license on ITl's
Hosted Service or an open license for on premise systems. Agencies with on premise server(s) will need to setup external access for use
outside of the agency's network.

(13) Hosted Service to provide Regional Data Sharing through ITI's Records Management Software. This will provide the capability to
share RMS data, of your choosing, with other agencies who have ITI's Enterprise Records Management and Regional Data Sharing.
(14) ITI's Workstation / Mobile Map is a web based application available to run in ITI's Public Safety Software. The map utilizes open
source data from the OpenStreetMap Foundation (OSMF), provided through MapBox.com. A separate ITI Workstation / Mobile Map
license is required for each workstation (PC) upon which the map will be displayed. This license does not include Dispatch Map licenses
which are available separately. Agency provided map layers can be added at additional cost.

The ITl Workstation / Mobile Map is intended as an add-on tool for use by staff utilizing ITI's Enterprise Public Safety software, and as
such should be relied upon only as a secondary source of information to that available through Agency entered data. [Tl is not
responsible for the operation of the map or the accuracy of the map data, including routing plans and instructions provided. Agency
agrees to hold ITI harmless and to indemnify ITI in any claim regarding the ITI Dispatch Map.
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(15) This interface is for inquiries only. Only certain inquiries are supported. Contact ITI for more details.

A separate, stand-alone PC is required to run this interface software. The workstation will also require a Microsoft SQL Client Access
License.

NCIC Interface PC Requirements:

« Dedicated PC meeting ITl's minimum workstation requirements (see www.itiusa.com/pdf/hardwarerequirements.pdf)
+ Internet access.

* LAN connectivity with access to the Server where the IT| software is installed.

* WAN connectivity to the state system.

The state will need to be involved to allow access from your interface PC to the State system. ITI will assist your agency with this process
but ultimately it is the agency's responsibility to see that this connectivity is established.

+ Before the NCIC interface can be installed, your agency will need to request terminal IDs from the state to be used with the NCIC
interface. The terminal IDs currently used at your NCIC terminals cannot be used. New terminal IDs that will be used solely by the
interface must be requested. Your agency will need one terminal ID per workstation authorized to make inquiries through the interface.
This includes each CAD workstation, station based workstation and mobile workstation that will make inquiries to the NCIC interface. ITI
can assist you in determining how many terminal IDs you need to request. Please contact IT if you need additional information or
assistance in requesting terminal IDs from your state. IT IS YOUR RESPONSIBILITY TO OBTAIN THESE TERMINAL IDs. 1TI CANNOT
REQUEST THESE TERMINAL IDs FOR YOU AS THE STATE REQUIRES THIS REQUEST COME FROM YOUR AGENCY. TERMINAL
IDs MUST BE REQUESTED WELL IN ADVANCE OF THEIR NEED. CONTACT YOUR STATE NCIC COORDINATOR FOR
REQUIREMENTS.

Should any of these requirements above not be met at the time of your onsite installation, ITI can install and test your interface remotely
after your on-site installation has occurred.

(16) This interface provides the ability to enter and print accident reports through the ITI Public Safety Software that follows the state
specification for accident reporting. The following reports are available to be printed:

IL Traffic Crash Report
Driver Information Exchange
IL Motorist Report

Accident reports may be entered directly through an Offense / Incident report or independently in an accident specific module. The data
entry form follows the printed state report to expedite the data entry process. When the report is complete and ready to submit, the user
can validate the report and then select to submit the report to IDOT electronically. Once a report has been successfully submitted and
approved by IDOT, a Control Number will be pushed down from the state and added to the report automatically.

This interface integrates with the Query Report Writer module allowing for numerous accident statistics to be generated as well.

ITI's electronic crash reporting software has been certified by the State of lllinois. However, the State of lllincis requires your agency to
electronically submit 20 sample crash reports, of varying nature, in order to pass agency certification prior to the electronic transmission of
actual crash reports. Your agency is responsible for entering these sample reports in your system and coordinating with the State of
lllinois as required in order to receive certification. This may include multiple submissions in order to meet all State requirements for
completeness and accuracy. ITl is not responsible for performing or coordinating this process, but will be available to answer questions
related to the software.

(17) This interface provides the ability to export CAD event information from the ITl Public Safety software to a remote agency using ITl's
Enterprise Records Management software.

Exported data includes:
Report number
Event location
Persons
Vehicles
NCIC responses attached to the event
Unit information such as when a unit was dispatched, arrived and cleared
Event notes
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Configuration is available to specify the numeric system used for complaint numbers exported to the remote agency. This includes the
ability for a remote agency to use their existing report number configuration so that reports opened by the interface stay in sequence with
those opened locally.

This interface exports data from the host agency's CAD to the remote agencies RMS using a web service which requires connectivity
between the two locations. Your IT staff or contractor may be required to open ports in your firewall to support this communication.

TERMS AND CONDITIONS:
PAYMENT TERMS:

ALL HARDWARE (PRINTERS, ADVANCED AUTHENTICATION TOKENS, DRIVER'S LICENSE SCANNERS, PAPER PRODUCTS, ETC.)
AND MICROSOFT SQL LICENSE SALES ARE FINAL AND NO RETURNS WILL BE ACCEPTED.

Information Technologies, LLC's (ITI) Hosted Service requires payment in advance. Invoicing is on a semi-annual basis. Agency will
have the right to cancel this service by simply not making payment for additional months of service. To avoid interruption in service,
payment for the current month of service must be received by ITI prior to the first day of the month. Unless otherwise indicated herein,
prices are subject to change. [Tl will accept pre-payment for manths of service at the current price in effect at the time of payment.
Pre-paid months of service are not subject to refund.

By accepting this Agreement, Agency accepts responsibility for payment to ITI within the terms outlined herein. In the event that Agency
is ordering products or services on behalf of another entity, Agency accepts responsibility for payment and will not involve ITI in collection
efforts.

ITI will not be responsible for Agency’s inability to utilize the software or access data in the event of non-payment and Agency agrees to
hold ITI harmless in this event. All services will cease upon completion of any pre-paid service period.

Tl retains the right to cancel this service, or to not offer service for periods after any pre-paid service period. Pricing and Terms and
Conditions are subject to change after any pre-paid service period.

SOFTWARE SUPPORT:

Your agency must designate at least one "Site Administrator" who will be responsible for working with ITI on configuration and support
issues. Up to two Site Administrators can be designated. The Site Administrator(s) must have attended ITI's web based training on all
modules included in your Hosted Services subscription.

Only Site Administrators are eligible to receive telephone technical support. Support is available Monday through Friday (excluding
holidays), 8:00 AM - 5:00 PM central time.

After hours telephone technical support is available (24x7) on a per-incident basis at ITI's current After Hours support fee (currently $
75.00). This incident based fee will be charged, net 30 days, regardless of the time required. By requesting After Hours support, Agency
agrees to make payment for services provided. Agency further agrees that ITI may suspend service and/or support in the event of any
unpaid After Hours support charges.

For support purposes, IT! utilizes software web connectivity tools to connect to the client agency workstation(s). Client agency is
responsible for ensuring that ITI has the proper connectivity and authentication to utilize these tools. A successful connectivity test will be
required prior to scheduling software installation or other services. Client agency is responsible for all appropriate security measures
including, but not limited to, an internet firewall.

ITl reserves the right to refuse support to an agency that is more than two releases behind and refuses to apply updates. In the event of
such action, no refund of un-used portions of service will be made. ITI will work with the agency on a mutually-agreeable update schedule
to be performed during ITI's normal business hours.

SOFTWARE LICENSING:

ITI's Hosted Service includes a workstation license for the number of workstations subscribed. As a result of subscribing to ITI's Hosted
Service, Agency WILL NOT be acquiring any license to use the provided software beyond the term of this Agreement and WILL NOT
ACQUIRE ANY OWNERSHIP of any of the software provided.

BROADBAND CONNECTION REQUIRED:

ITI's Hosted Service requires a broadband internet connection acceptable to ITI. Prior to installation, ITI will need remote access to test
your connection for verification of broadband speed and connection integrity.
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DATA SECURITY:

ITI utilizes state-of-the-art technologies to protect your data as it is communicated between your PCs and our data center. These
measures include the use of rolling connections with public / private key exchanges for 256 bit data encryption. Our encryption utilizes
Advanced Encryption Standard (AES). AES is the cryptography standard adopted by the U.S. Government and is in use worldwide.

Access to the agency's database is through the ITI Public Safety Software only. Direct access through Microsoft SQL Server Management
Studio, third party tools or other applications is not allowed.,

ITI does not provide hardware, local area network, cabling, firewall or internet routing services, which are the responsibility of the
subscribing agency. ITI's offering is limited to the use of our software along with our services to setup and support our software.

AVAILABILITY OF SERVICE:

ITI will have the right to cancel the availability of this service with 30 days notice. In the event of cancellation, Agency’s full recourse shall
be limited to repayment of any prepaid months of service.

Agency agrees that this service is a low cost alternative to purchasing, installing, setting up and maintaining an in-house server and
related software. As such, Agency agrees that some periods of outage, without notice, will occur due to circumstances beyond ITI's
control (power, internet connectivity, hardware failure, etc.). ITI does not guarantee uninterrupted service. In the event of an outage or
un-planned event at the hosting site, use of the software will be interrupted. Agency is encouraged to maintain paper copies of all reports
and agrees to hold ITI harmless in all circumstances involving loss of use of the software. In the event of an outage at the hosting site
lasting more than 72 consecutive hours, ITI will offer a pro-rated discount for the next month of purchased service equal to the outage
period.

All Agency workstations using ITl's software must meet ITI's minimum workstation requirements published at
http://www.itiusa.com/pdf/HardwareRequirements.pdf and must be protected with an anti-virus software application (not provided by IT1)
that is under a maintenance agreement to receive the most current software and pattern updates from the Agency's chosen vendor. 1TI
shall have the right to immediately deny access, without prior notice, to any workstation found to be inadequately protected or currently
infected with any software virus, worm, spyware or similar malware. In this event, Agency will be responsible for the removal / repair of the
workstation and will receive no credit for lost periods of service.

RESPONSIBILITY FOR HARDWARE / OPERATING SYSTEM:

ITl is not responsible for hardware or operating system software on Agency's PCs. ITI's responsibility is for ITI software and hosting
services only. No hardware is included. Agency is responsible for providing broadband internet connectivity, including router
configuration, as deemed necessary by IT! for the proper operation of the software.

SOFTWARE UPDATES / UPGRADES:

As part of this service, ITI will perform updates / upgrades to the ITI software. ITI will have the right to increase the minimum PC
requirements as needed to support future enhancements to the software.

CANCELLATION / TERMINATION:
Upon cancellation or termination, Agency shall remove all IT| software from their workstation(s).
ACCESS TO DATA AFTER CANCELLATION / TERMINATION:

Upon request, and for a period of 30 days after cancellation / termination of service, Agency may request an electronic copy of their data
(Database Archive) by paying a Database Archive fee of $ 299.00. ITI will provide the archive on CD or DVD media in Microsoft SQL
Server backup form. After this 30 day period, all Agency data will be purged from ITI's system and will not be recoverable.

Note: SQL Server backup form includes copies of the database tables and not printable data that can be utilized through conventional
means such as a word processor. A database conversion by a qualified programmer or database administrator would be necessary to
import this data into other software. These services are not provided or available from ITI.

ENTIRE AGREEMENT:

This Agreement constitutes the entire agreement of the parties with regard to the subject matter hereof and may not be modified, amended
or terminated except by written agreement, specifically referencing this Agreement, and signed by both parties hereto.

Agency acknowledges and agrees that any purchase order issued by Agency, in accordance with this agreement, is intended only to
establish payment authority for Agency's internal accounting purposes. No purchase order shall be considered to be a counteroffer,
amendment, maodification, or other revision to the terms of this agreement. No term or condition included in Agency's purchase order will
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have any force or effect.

PRODUCTS NOT INCLUDED:

ITI's product offering is limited to those ITI software modules and third-party products specifically listed in this proposal. Additional
products or interfaces not specifically listed in this proposal are not included.

SERVICES NOT INCLUDED:

With the exception of those specified herein, this proposal does not include services such as data conversion, software installation,
training, configuration, configuration review, or startup assistance, including on-site services.

In the event that any Federal, State, County or Municipal agency or body requires on-site activities to certify software for use by your
Agency, your Agency will be responsible for paying actual travel, lodging, meals and related expenses for [Tl personnel involved in said
certification.

Hosted Service:

EXTERNAL ACCESS VIA WEB BROWSER:

Agency may, at no additional cost, choose to have limited read-only access to their data, plus read/write access to ITI email, via a web
based application (ITI Web Access) that utilizes SSL encryption. Control over which Agency employees can access this application is
available to Agency via software configuration. In the event that ITI Web Access is enabled, Agency acknowledges the inherent security
risks with web based applications. 1Tl recommends stringent policies and procedures be adopted and enforced by Agency for external
access, password strength, regular password changes and related issues. Agency chooses to have ITI Web Access available as
indicated below.

(Initials): Agency chooses to have ITI Web Access enabled.

(Initials): Agency chooses to NOT have IT| Web Access enabled.
ACCEPTANCE:

By signing below, and making payment for services as outlined herein, | accept this proposal and enter into this Agreement with
Information Technologies, LLC. | acknowledge that | have the legal right to enter into this agreement on behalf of this Agency.

Agency Name:

Signature:

Name (printed):

Title:

Date:
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From: Eugene Kramer <generadio@att.net>

Sent: Tuesday, October 17, 2017 12:17 PM

To: Julie Polson

Subject: Agenda items for Oct 25, 2017 Personnel/Public Safety/Police Committee Meeting

Ms. Julie,

Please add me to the agenda for the Oct. 25, 2017 6:00 PM meeting to cover:

1. Request placement of our newest StormReady® issued street sign (our qualified renewal sign has
been in the office since | picked it up from NWS earlier this year).

A. Options for its installation: possibly co-located to the entry of the Municipal Center's Main
parking lot.

B. Entry/exist not yet covered along the roadway of the Village (we have two signs at present :
North and East.

2. Establish a Communications "Role Call Net" with each department on the First Tuesday of the
month similar to the Statewide Tornado siren test and the IEMA Region Wide Starcom test net. This
would be conducted from our ESDA office on BOTH our Village FCC licensed (KNGW-

976) frequency of 154.100 MHz VHF as well as our City-wide Starcom radio test. ALL personnel
issued both the VHF (Wouxon) portable radios and the Starcom portable radios would be tested on
this monthly date. Since all other tests on the first Tuesday of the month centers around 10 AM and
10:30 AM - would like to conduct this test either earlier , 9:30 AM, or later 1:30 PM, whichever would
work with Public Works, Police, and Fire Department personnel. The Freeburg ESDA office already
conducts such a communication test with School Districts 70/77 through our "MOA" consistent with
the FCC to be on their frequency under KKL-809 just prior to our Tornado siren testing on the First
Tuesday of the month at 9:50 AM.

3. External antenna cable entry of our Inverted "V" HF support ARES antenna system to the ESDA
office and possible relocation from local radio tower as center point to the antenna system to reduce
digital noise interference.

4. Discuss communication "acknowledgement" procedure from all emergency departments when
ESDA office is active during Severe Weather alerts as well as response to update data as received
from our local ESDA sections of Skywarn/ARES , Meteorologists from NWS on Weatherchat-
computer interface, instrument readings related to wind locally, "potential" concerns for Department
responses via either radio and or text to public safety department heads of Police, Public Works, etc.,
and acknowledgement thereof.

Thank you,

Gene Kramer, Coordinator
Freeburg ESDA

#14 Southgate Center
Freeburg, Illinois 62243
Office: 618-539-9996
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Tt Al PERSONNEL AND PUBLIC SAFETY COMMITTEE MEETING Michael I. Schutzenhofer
Lisa Meehling Wednesday, September 27, 2017 at 6:00 p.m. Weilmuenster & Keck, P.C.

Chairperson Lisa Meehling called the meeting of the Personnel and Public Safety
Committee to order on Wednesday, September 27, 2017 at 6:23 p.m. Those present were
Chairperson Lisa Meehling, Trustee Mike Blaies, Trustee Ray Matchett, Trustee Matt Trout,
Mayor Seth Speiser, Trustee Denise Albers, Trustee Dean Pruett, Village Clerk Jerry Menard,
Chief Mike Schutzenhofer, Public Works Director John Tolan, Village Attorney Fred Keck, Village
Administrator Tony Funderburg and Office Manager Julie Polson.

POLICE:

A. OLD BUSINESS:

1. Police Department Expansion: LRB provided estimate in the amount of $340,318 for the
police department expansion. Mayor Speiser stated it is a rough estimate. Trustee Meehling
is concerned about all of the other needs for that building which include security, sally port
issues, exhaust, drains, etc. She stated this is not the total building cost. Tony stated the plan
for the expansion is to include a double garage, interview room, evidence room, storage,
basement, booking area and office space. Chief Schutzenhofer agreed with Tony in that this
will make it a simple, streamlined process. The committee asked for the previous numbers
that Tony compiled for this project. The next step would be to prepare a RFP to get the bid
process going. There is currently $330,000 available, and Tony believes it should be financed
over 20 years. Trustee Trout stated we should look into additional storage on the admin side.

B. NEW BUSINESS:
Attorney General Opinion on 911 Call Recordings: Attorney Keck stated Attorney General Lisa
Madigan is all about transparency. In the case cited, she found that 911 calls are subject to
public disclosure under FOIA.

| o

2. Drug and Alcohol Testing Policy for Officer Involved Shootings: Attorney Keck stated this
new law went into effect on August 25t stating officers have to be tested if they are involved
in a shooting. Fred stated he will work on a MOU to incorporate this into the police CBA.

3. Requests for Stop Signs at N. Main Street/W. St. Clair and also a School Zone Sign v St.
Joseph’s School: The committee agreed to the school zone sign on Alton. Mike doesn't see
who will benefit from the stop sign at N. Main and W. St. Clair. He stated it becomes a safety
issue for the fire department.

PERSONNEL:
A. OLD BUSINESS:

1. Approval of August 30, 2017 Minutes: Trustee Matt Trout motioned to approve the August
30, 2017 Minutes with correction and Trustee Ray Matchett seconded the motion. All voting
yea, the motion carried.

2. Cleaning Bids for Village Hall: Tony advised we have a cleaning firm in place. Item can be
taken off the agenda.

Personnel/Police Committee Meeting
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B. NEW BUSINESS:

1. Job Descriptions: Attorney Keck stated Tony put a lot of work into these job descriptions and
much more inclusive. He has a few minor revisions to the descriptions. He will revise
references to weight restrictions and to lifting or pulling. Once Tony has received any further
suggestions, he will send them out for review and will then move forward. Attorney Keck
recommends using an ordinance to adopt the appointed position job descriptions. Those need
to be in code book. Fred stated the job descriptions needed to be done first. Next, we will
concentrate on completing the employee handbook.

John received a complaint regarding the slag that was used on the roads. He passed out the
material safety data sheet as well as an informational article regarding the two main kinds of slag
and its effect.

2. Executive Session to Discuss Executive Session Minutes, 5 ILCS 120/2-(c)(21):

EXECUTIVE SESSION
7:08 P.M.

Trustee Matt Trout motioned to enter Executive Session to Discuss Executive Session
Minutes, 5 ILCS 120/2-(c)(21) and Trustee Ray Matchett seconded the motion. All voting
aye, the motion carried.

EXECUTIVE SESSION ENDED
7:49 P.M.

The regular session the Personnel/Police committee reconvened at 7:49 p.m.
C. GENERAL CONCERNS: None
D. PUBLIC PARTICIPATION: None.

E. ADJOURN: Trustee Matt Trout motioned to adjourn at 7:50 p.m. and Trustee Ray
Matchett seconded the motion. All voting yea, the motion carried.

@&w PQLLW_

Julie Polson
Office Manager

Personnel/Police Committee Meeting
Wednesday, September 27, 2017
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Village of Freeburg Job Description Village Administrator

JOB TITLE: Village Administrator

DEPARTMENT: Administration

REPORTS TO: Mayor and Village Board of Trustees
STATUS: Full-time

FLSA STATUS: Exempt

Prepared Date: 10/9/2017 TF FK

JOB SUMMARY:

The Village Administrator shall be appointed by the Mayor, said appointment
being subject to confirmation by the Board of Trustees.

The Village Administrator shall serve at the pleasure of the Mayor and the Board
of Trustees.

The Village Administrator shall be appointed on the basis of education and
professional ability. The appointment shall be made without regard to political
considerations, race, religion, age, or sex. The successful candidate need not be a
resident of the village at the time of appointment, but shall become a resident of
the village within 180 days of assuming office, unless the residency requirement
is waived by the Board of Trustees.

ESSENTIAL DUTIES:;

Supervise and coordinate the administrative functions of all departments, offices
and agencies of the Village.

Prepare the agenda for regular meetings of the Board of Trustees.

Keep the Village President and Board of Trustees informed of the activities of the
various departments.

Act as purchasing agent for the village within limitations and under conditions as
established from time-to-time by the Board of Trustees.

Effectively and efficiently administer the policies adopted by the Board of
Trustees.

Recommend various courses of actions to the Board of Trustees along with
possible alternatives.

Promote good relations with other governmental agencies and the public.
Coordinate the enforcement of ordinances and the codes of the Village of
Freeburg.

Recommend personnel actions to the Village President and Board of Trustees,
including original appointment, salary and wage adjustments, promotions,
demotions, lay-offs, suspensions, discharges, and other disciplinary actions.
Attend all Village Board meetings and committee meetings, and participate, as
required, in all discussions. Participation does not include the right to vote.
Assist the Mayor and Board of Trustees as the Chief administrative officer of the
Village and perform such duties as may be directed by the Mayor and the Board
of Trustees.
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Coordinate activities between the departments through the department heads
to ensure efficient utilization of resources and maximize interdepartmental
coordination.

Prepare the Village’s annual budget, Tax Levy and Appropriation Ordinance With
the assistance of the Office manager and Accounting Clerk.

Make such reports to the Mayor and Board of Trustees as may be required
concerning the operations of the Village departments and offices.

Propose and recommend to the Village Board of Trustees such personnel rules
and regulations as may be useful for management of policies, handbooks,
manuals and collective bargaining.

Prepare an annual report at the end of the fiscal year on the workings of the
various village departments.

Participate in the collective bargaining process of the Village.

Oversee the operations of the Village departments.

Oversee the investigation of and responses to resident inquiries and complaints
related to the operations of the Village based upon reports of directors.
Participate in the development and implementation of economic development
programs for the Village, including business retention, expansion and
recruitment.

Serve as a liaison to Chamber of Commerce and various civic organizations.
Research and apply for governmental grants as appropriate.

Complete annual 3-5 year plan with the assistance of Public Works Director and
review with Mayor and Board of Trustees.

Perform such other duties which may be required of him or her from
time-to-time by the Village President and Board of Trustees,

MINIMUM QUALIFICATIONS:

EDUCATION, TRAINING AND EXPERIENCE

o Bachelor’s Degree in Public Administration or related field of study
acceptable to the Board of Trustees.
Accounting experience.
Minimum of three years of experience as an assistant administrator.
Excellent working knowledge of the principles of municipal government.
Good communication skills.
Valid lllinois driver’s license.
Driving record acceptable to the Village.
These qualifications may be waived by the Board of Trustees

g Q0 0 000

LICENSURE, CERTIFICATION, OR OTHER QUALIFICATIONS
o Must reside in the Village of Freeburg within 180 days of taking office
unless waived by the Board of Trustees.

WORKING CONDITIONS:

Exposure to outdoor weather conditions
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e Exposure to fumes or dust
» Office environment and travel to multiple locations to attend meetings.
OTHER JOB REQUIREMENTS
e Position requires time outside of normal working hours for events and meetings.

SUPERVISORY RESPONSIBILITIES
® Supervise and coordinate the administrative functions of all departments, offices
and agencies of the Village.

PHYSICAL REQUIREMENTS

* Ability to quickly bend, stretch, twist, or reach out with one's body, arms, and/or
legs

* Ability to climb staircases, ladders, and/or step stools

e Ability to lift and/or move on a regular basis a maximum of 50 pounds.

¢ Requires effective audio-visual discrimination and perception to make quick and
accurate observations and ensure the safety of employees and others in
response to exposure to the hazards associated with this position

* Specific vision abilities required by this job include close vision, distance vision,
limited color vision, peripheral vision, depth perception, and the ability to adjust
focus.

e Ability to respond to emergency calls outside of normal shift hours, work
irregular shifts on occasion, due to personnel shortage, workload, work in
progress and emergency situations.

¢ Tolerance for working in adverse weather conditions or other unusual conditions
such as, but not limited to, cold, heat, rain, snow, wind, dark, dusty and noisy
surroundings.

e Must be able to communicate effectively with others.

* Must be able to see to the degree necessary to read and analyze complex data.

* Manual dexterity necessary to operate office machinery, computer keyboard,
telephones, etc.

MENTAL REQUIREMENTS

e Constant mental alertness and attention to detail to ensure work is performed in
compliance with all specifications/regulations and to maintain a safe work
environment

e Must possess excellent planning/organizational skills and ability to delegate work
in order to ensure completion of all projects within required deadlines

* Must be able to use independent judgment, problem-solving skills, and ability to
apply knowledge and experience to all situations in order to determine
materials, parts, and equipment requirements

* Must be able to read and understand technical information, manuals, policies,
procedures, work orders, blueprints, diagrams and Material Safety Data Sheet
guidelines

e Must have excellent problem-solving skills.
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KNOWLEDGE, SKILLS, ABILITIES, AND OTHER WORK REQUIREMENTS

SALARY

Experience with federal, state and local laws, ordinances, rules and regulations
relating to municipal government.

Experience with federal, state, regional and county programs, procedures and
funding sources related to municipal government.

Experience with planning, developing and controlling large budgets.
Experience with principles and practices of administration, supervision and
training.

Experience with contract law and developing, reviewing, negotiating and
enforcing contracts.

Experience with federal and state grant applications and administration
procedures.

Experience with Village organization, operations, policies and objectives.
Experience with language, grammar, spelling, punctuation and vocabulary
interpersonal skills.

Experience directing the operation of a diverse workforce.

Ability to plan, organize, control and direct the activities, services, operations,
budgets and policy formulation of a Village.

Ability to represent and promote the Village.

Ability to negotiate and administer contracts with outside vendors and service
providers.

Ability to provide clear and concise recommendations and alternative solutions.
Ability to develop a vision for the future and set up the steps to reach specific
goals.

Ability to effectively and persuasively communicate, both verbally and in writing.
Experience with laws, rules and regulations related to assigned duties.

Ability to use tact in dealing with members of the general public

Pass a Village of Freeburg drug test and be able to perform essential job
functions

The salary of the Village Administrator shall be as determined by the Board of
Trustees from time to time.

Note: The preceding statements describe the general nature and level of work
performed by the individual assigned to this position. This is not an exhaustive list of
all duties, responsibilities, and skills required of this position. Nothing in this job
description restricts management’s right to assign or reassign duties, tasks, and
responsibilities to this job at any time.
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JOB TITLE: Public Works Director

DEPARTMENT: Public Works

REPORTS TO: Head Lineman/Public Works Director
STATUS: Full-time

FLSA STATUS: Exempt

Prepared Date: 10/9/2017 TF

JOB SUMMARY:

The Director of Public Works shall plan, organize, direct and evaluate the
activities of the Public Works Department; administer Village public works
activities, construction, maintenance and testing, including building
maintenance, vehicle maintenance, street construction and maintenance and
electric generation and distribution system construction, maintenance and
repair.

Create safe work practices and procedures.

The Director shall attend all Committee and Board meetings.

The Director shall be appointed by the Mayor, by and with the advice and
consent of the Village Board and shall hold office until a successor is appointed
and qualified.

ESSENTIAL DUTIES:

Plan, organize, direct and evaluate the village’s public work s functions; oversee
village electric department, street maintenance and construction, storm sewers
and drainage, equipment, pool and building maintenance.

The Director shall exercise general management and control over the respective
department and

Shall supervise over and be responsible for the conduct and performance of all
employees of the departments as a Department Head in accordance with the
Employee Code, if any.

Shall be responsible for the operation and maintenance of the Village's water
system and sewer system as provided in this Code.

Shall be the custodian of all vehicles, equipment, structures, and property
provided by the Village for the use of his department.

Shall enforce the provisions of this Chapter and make such inspections,
measurements, and tests as necessary for that purpose.

Shall perform such other duties as may be assigned to him by the provisions of
this Code or by the Village Board.

Direct the development of capital improvement plans and the subsequent
construction of public works projects; review engineering plans for private
developments; inspect construction of public facilities by private developers.
Direct, coordinate and encourage the development of strategies to resolve
Village issues related to public works.
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* Supervise and evaluate the performance of assigned staff; interview and make
recommendations to the Village Board for the selection of employees, transfers,
promotions, reassignment, termination and/or disciplinary actions.

* Direct the planning, preparation and control of department budgets, including
operating and capital improvement budgets.

e Control and authorize expenditures in accordance with established limitations.

* Prepare and update short and long range strategic plans to assure the
department’s contribution to the Village’s overall plan and strategies; participate
in the development of regional plans.

* Manage the coordination of department activities with other departments and
agencies.

* Represent the Village on regional and State committees.

* Serve as a member of the management team, participating in the Village’s
strategic planning efforts and addressing Village-wide policy and management
issues.

* Present departmental issues and recommendations requiring policy direction to
the Mayor.

* Communicate and coordinate efforts with a variety of individuals and
organizations, including employees and executive staff, local cities, citizens,
contractors, employers, boards, committees and public and private sector
agencies.

¢ Make available Public Works services to the public and others.

e Take an active part in planning and scheduling construction and maintenance
projects to meet with Village’s infrastructure needs.

e Participate in the review of municipal engineering and public works plans,
drawings and plats submitted by engineering consultants, developers and other
engineers or technicians.

* Direct the inspection and review of construction projects; assure compliance
with federal, State and local laws, codes and ordinances.

e Oversee the administration of federal and State construction project grants.

® Assist Village Administrator in the preparation of grant applications.

* Coordinate short and long term planning and project reviews with other Village
functions to assure consistent efforts to meet the public’s needs.

® Direct procedures for the replacement of Village vehicles and equipment as
necessary.

* Communicate with, respond to and resolve complaints, conflicts, concerns and
questions from citizens, contractors, customers, developers and public and
private agencies regarding department services, activities and programs.

® Prepare reports for Mayor, Board of Trustees and others as necessary.

® Provide input to annual 3-5 year plan.

e ldentify infrastructure system problems and recommend solutions to prevent
extended service interruptions.

e Perform related duties as assigned.
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MINIMUM QUALIFICATIONS:
¢ EDUCATION, TRAINING AND EXPERIENCE
o Bachelor’s degree in Engineering or extensive prior experience in Public
Works management acceptable to the Board of Trustees.
o Seven years of progressive experience in management of public works in
a public sector setting.
e Valid lllinois driver’s license.
® Driving record acceptable to the Village.
* Residency in Freeburg.
®  LICENSURE, CERTIFICATION, OR OTHER QUALIFICATIONS
© Must possess a valid lllinois Class B Commercial Driver's License (CDL)
within 30 days of hire date.
© Must have valid First Aid card with Cardiopulmonary Resuscitation (CPR)
endorsement

WORKING CONDITIONS:

e Exposure to outdoor weather conditions

* Office environment; travel to a variety of locations for site visits or to attend
meetings.

* Exposure to fumes or dust

* Exposure to hazardous conditions (e.g., traffic, heavy machinery, high voltage
electricity)

* Work performed above or below ground level

SUPERVISORY RESPONSIBILITIES
* Responsible for the Public Works and Electric Departments personnel.

PHYSICAL REQUIREMENTS

* Ability to quickly bend, stretch, twist, or reach out with one's body, arms, and/or
legs

® Must be able to communicate effectively with others and be able to see to the
degree necessary to read and analyze complex data.

* Must be able to sit and stand for extended periods of time.

¢ Ability to traverse rough and/or uneven surfaces to conduct project inspections.

* Ability to climb staircases, ladders, and/or step stools

* Ability to climb poles, structures and ladders; to climb on, off and around trucks
and other equipment and to work in elevated positions up to 150 feet.

* Ability to lift and/or move on a regular basis a maximum of 50 pounds.

¢ While performing duties of this position, employee will regularly be required to
use hands to handle, feel or operate objects, tools or controls and reach with
hands and arms.

* Ability to stand, walk, sit, climb, balance, stoop, kneel, crouch and crawl! for
extended or continuous periods of time.
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Ability to respond to emergency calls outside of normal shift hours, work
irregular shifts on occasion, due to personnel shortage, workload, work in
progress and emergency situations.

Tolerance for working in adverse weather conditions or other unusual conditions
such as, but not limited to, cold, heat, rain, snow, wind, dark, dusty, noisy and
cramped surroundings.

Ability to access difficult to enter spaces (e.g., roofs, basements, cramped
quarters)

Ability to operate applicable hand tools, power tools, equipment, vehicles and
machinery

Ability to tolerate heights while working

MENTAL REQUIREMENTS

Constant mental alertness and attention to detail to ensure work is performed in
compliance with all specifications/regulations and to maintain a safe work
environment

Must possess excellent planning/organizational skills and ability to delegate work
in order to ensure completion of all projects within required deadlines

Must be able to use independent judgment, problem-solving skills, and ability to

~ apply knowledge and experience to all situations in order to determine

SALARY

materials, parts, and equipment requirements

Must possess excellent mechanical aptitude and spatial reasoning abilities in
order to determine the best method to accomplish desired results

Must be able to read and understand technical information, manuals, policies,
procedures, work orders, blueprints, diagrams and Material Safety Data Sheet
guidelines

Must have excellent problem-solving skills

The Director shall receive such salary as may be provided by the annual budget
of the Village Board at the time of the appointment.

KNOWLEDGE, SKILLS, ABILITIES, AND OTHER WORK REQUIREMENTS

Experience with federal, state and local laws, ordinances, rules and regulations
relating to municipal public works projects and activities.

Experience with federal and state-wide environmental concerns and regulations.
Experience with technical aspects of electric systems, street maintenance, water
distribution systems and wastewater systems.

Experience with federal, state, regional and county programs, procedures and
funding sources related to assigned duties.

Experience with planning, developing and controlling large budgets.

Experience with principles and practices of administration, supervision and
training.
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e Experience with contract law and developing, reviewing, negotiating and
enforcing construction contracts.

e Experience with federal and state grant applications and administration
procedures.

* Experience with laws, rules and regulations related to assigned duties.

e Experience with Village organization, operations, policies and objectives.

e Experience with of a computer terminal and word processing software.

e Experience with technical record-keeping techniques and requirements.

e Interpersonal skills.

e Experience directing the operation of a diverse work force.

* Ability to plan, organize, control and direct the activities, services, operations,
budgets and policy formulation of Village public works.

» Ability to represent the Village and attend various board, commission and
committee meetings.

e Ability to negotiate and administer contracts with outside vendors and service
providers.

e Ability to analyze complex issues and impacts and provide clear and concise
recommendations and alternative solutions.

e Ability to develop a vision for the future and set up the steps to reach specific
goals.

e Ability to develop schedules, personnel assignments, work programs and cost
estimations for assigned tasks.

e Ability to direct the maintenance of complex, detailed and official records, files
and reports.

e Ability to maintain current knowledge of technological advances in the field of
public works.

e Ability to effectively and persuasively communicate, both verbally and in writing.

e Ability to promote the plans and programs of the public works department and
Village administration to managers, supervisors and employees.

e Ability to physically perform the essential job functions.

e First aid, CPR, AED operations, pole top and bucket rescue training.

e Ability to use tact in dealing with members of the general public

e Knowledge of basic electronics.

* Knowledge of proper and safe operations of equipment used in the Village of
Freeburg including, but not limited to, the following: trucks, trailers, trenchers,
backhoes, fault-finding equipment, test equipment and computers.

e Pass a Village of Freeburg drug test and be able to perform essential job
functions

e Pass a Village of Freeburg physical examination and be able to perform essential
job functions

Note: The preceding statements describe the general nature and level of work
performed by the individual assigned to this position. This is not an exhaustive list of
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all duties, responsibilities, and skills required of this position. Nothing in this job
description restricts management’s right to assign or reassign duties, tasks, and
responsibilities to this job at any time.
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JOB TITLE: Zoning Administrator
DEPARTMENT: Admin

REPORTS TO: Village Administrator
STATUS: Part-time

FLSA STATUS: Non-Exempt
Prepared Date: 10/9/2017 TF

JOB SUMMARY:

The Zoning Administrator is responsible for the overall administration and
enforcement of the Village of Freeburg Zoning Ordinances.

Accepts and reviews zoning permit applications. Determines compliance with the
provisions of the Zoning Ordinance and completeness of the application.

The Director shall attend all Legal and Ordinance Committee and Board
meetings.

The Director shall be appointed by the Mayor, by and with the advice and
consent of the Village Board and shall hold office until a successor is appointed
and qualified.

ey
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ESSENTIAL DUTIES:

Must become thoroughly familiar with the zoning ordinances and appropriate
forms for the Village of Freeburg.

Issues the appropriate land-use permit when all provisions of the Ordinance are
in compliance and maintains a complete file of permits issued. Notifies applicant,
in writing, if the proposed use is not in compliance with ordinance standards,
and assists with an appropriate alternative administrative remedies necessary to
attain compliance.

Performs inspection duties to ensure land use changes are in compliance with
the Zoning Ordinance. The use of check lists and instruction lists is required.
Identifies, inventories, and monitors nonconforming uses.

Attends the Combined Planning Commission and Zoning Board of Appeals
meetings, as needed, to report on zoning issues and advise on issues related to
zoning administration. Evening meetings can be expected.

Review, inspect, and approve all property splits (land divisions, platted
subdivision splits and combinations, and properties exempt from land division).
Conducts technical reviews, site inspections, and makes staff reports to the
Combined Planning Commission and Zoning Board of Appeals Planning
Commission-and-Zoning-Board-ef-Appeals-on specific project proposals such as,
but not limited to, special use permit applications, conditional use permit
applications, zoning amendments, variances, and appeals.

Ability to write with clarity, to carry basic communications with permit
applicants, related government agencies and other offices as necessary.
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e Shall enforce the provisions of this Chapter and make such inspections,
measurements, and tests as necessary for that purpose.

* Shall perform such other duties as may be assigned to him by the provisions of
thls Code or by the Village Board.
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¢ Control and authorize expenditures in accordance with established limitations.

® Prepare and update short and long range strategic plans to assure the
department’s contribution to the Village’s overall plan and strategies; participate
in the development of regional plans.

* Manage the coordination of department activities with other departments and
agencies.

e Represent the Village on regional and State committees.

* Communicate and coordinate efforts with a variety of individuals and
organizations, including employees and executive staff, local cities, citizens,
contractors, employers, boards, committees and public and private sector
agencies.

e Participate in the review of municipal engineering and public works plans,
drawings and plats submitted by engineering consultants, developers and other
engineers or technicians.

* Assist in Bdirecting the inspection and review of construction projects; assure
compliance with federal, State and local laws, codes and ordinances.

* Oversee the administration of federal and State construction project grants.

¢ Assist Village Administrator in the preparation of grant applications.

¢ Coordinate short and long term planning and project reviews with other Village
functions to assure consistent efforts to meet the public’s needs.

* Communicate with, respond to and resolve complaints, conflicts, concerns and
questions from citizens, contractors, customers, developers and public and
private agencies regarding department services, activities and programs.

* Prepare reports for Mayor, Board of Trustees and others as necessary.

e Provide input to annual 3-5 year plan.

¢ ldentifyinfrastrocturesystem-problems-andrecommend-selutions-to-prevent
extended-serviea-intersuptions,

e Perform related duties as assigned.

ZONING ENFORCEMENT:
® Investigates alleged violations of the Ordinance and advises

landowners/applicants of necessary corrective measures. Keeps an inventory of
said violations, including dated photographs and/or other evidence.
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* Presents case facts and explains decisions of the Zoning Administrator’s office
before the Village Board.

* Develops recommendations regarding zoning amendments, zoning permit fee
structures, zoning forms; and may propose solutions to any problem
encountered in administering the Zoning Ordinance.

* Coordinates the enforcement of the zoning ordinance with the enforcement of
other related land use statutes and codes by active cooperation with other
appropriate agencies.

OFFICE ADMINISTRATION:

* Submits, at least monthly, report of zoning permit fees collected to the Village
Board.

e Submits one copy of the zoning permit applications to the tax assessor in a
timely manner.

o Administersand-Follows procedures and policies established for the office.

* Distributes zoning ordinances to Combined Planning Commission and Zoning
Board of Appeals members, and to the public.

* Keeps the zoning map, text, and office records up-to-date by recording all
amendments and retaining all official documents; and makes copies of the
zoning ordinance available to the public.

* Works with the appropriate staff or offices (such as but not limited to, Village
Clerk, Combined Plan Commission and Board of Appeals, Office Manager) to
prepare, publish, post, send and/or deliver public notices and/or meetings and
hearings.

e Turnsin written report (each month or frequent) to the legislative body, which
itemizes mileage and expenses and hours worked.

® Turns in written (annual, or more frequent) reports which includes: permit
issues/denials, appeals, request for amendments, request for variances, and
other pertinent zoning administration information.

* Attends meetings of the legislative body, as necessary, usually evening meetings.

PusBLIC RELATIONS, ASSISTANCE, PERSONAL DEVELOPMENT:

* Ability to work and communicate with elected and appointed officials, and the
public, with appropriate etiquette and diplomacy.

* Assists the general public, applicants, developers, and their representatives with
zoning inquiries, proposals, and applications. Directs the individual(s) to the
proper agency/agencies for other needed permits.

e Attends professional schools, seminars, and/or conferences as needed to stay
up-to-date on laws, zoning trends, and other information pertinent to zoning.

* Beaccessible to the public with established hours at Village Hall.



Village of Freeburg Job Description Zoning Administrator

EDUCATION, TRAINING AND EXPERIENCE:

Ar-employee-in-this-class-ulUpon appointment, the Zoning Administrator should
have the equivalent of the following training and experience:
o Graduation from an accredited high school or GED equivalent with
drafting and/or site plan and blueprint reading skills.
o A deductive, logical system of thought common in reading and
interpreting legal documents.
o An ability to read legal descriptions and similar pertinent documents to
zoning administration.
o Optionally, an associate’s or higher degree in planning, geography,
economies, or a related field.
Some basic computer skills and knowledge in use of word processing, data base,
and computer operating systems.
Prefer individuals who have working knowledge of zoning law or past experience
as a zoning administrator.
Ability to work and communicate with other elected and appointed officials and
the public with appropriate etiquette and diplomacy (written and oral).
Telephone etiquette and skills.
Ability to speak before groups and organizations.
Knowledge of construction and construction terms as appropriate to zoning
reviews.
Ability to pay close attention to details.
Must possess good organizational skills.
o Prioritize and schedule work load appropriately.
o Be able to work independently with little supervision.
o Meet deadlines.
Must have current, valid lllinois vehicle operator’s license and provide own
transportation.
Driving record acceptable to the Village.
Must reside in the Village of Freeburg within 180 days of taking office unless
waived by the board.

WORKING CONDITIONS/ENVIRONMENTAL FACTORS:

Office environment; travel to a variety of locations for site visits or to attend
meetings.

Exposure to outdoor weather conditions, despite weather conditions, and
exposure to environmental allergens (grasses, weeds, pollens, trees) due to little
flexibility for scheduling.

Regularly travel to locations throughout municipality.

Subject to irregular or extended working hours in order to meet schedules and
respond to complaints as quickly as possible.

Subject to work related calls after hours.
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PHYSICAL REQUIREMENTS:

Ability to quickly bend, stretch, twist, or reach out with one's body, arms, and/or
legs

Must be able to communicate effectively with others and be able to see to the
degree necessary to read and analyze complex data.

Must be able to sit and stand for extended periods of time.

Ability to traverse rough and/or uneven surfaces to conduct project inspections.
Ability to climb staircases, ladders, and/or step stools

Ability to lift and/or move on a regular basis a maximum of 25 pounds.

While performing duties of this position, employee will regularly be required to
use hands to handle, feel or operate objects, tools or controls and reach with
hands and arms.

Ability to stand, walk, sit, climb, balance, stoop, kneel, crouch and crawl for
extended or continuous periods of time.

Sitting at a desk to operate computers, review applications and site plans, and
meet with public.

Prolonged walking over uneven terrain, on stairs, hand grip to pull one’s self over
obstacles in order to conduct site inspections, perform site inspections, specific
studies, and evaluations.

Operating a vehicle (including at night) to attend various meetings, site
inspections, and other functions.

MENTAL REQUIREMENTS:

[ ]

SALARY:

Constant mental alertness and attention to detail to ensure work is performed in
compliance with all specifications/regulations and to maintain a safe work
environment

Must possess excellent planning/organizational skills and ability to delegate work
in order to ensure completion of all projects within required deadlines

Must be able to use independent judgment, problem-solving skills, and ability to
apply knowledge and experience to all situations.

Must be able to read and understand technical information, manuals, policies,
procedures, work orders, blueprints, diagrams and Material Safety Data Sheet
guidelines

Must have excellent problem-solving skills

The Director shall receive such salary as may be provided by the annual budget
of the Village Board at the time of the appointment.

KNOWLEDGE, SKILLS, ABILITIES, AND OTHER WORK REQUIREMENTS:

Experience with federal, state and local laws, ordinances, rules and regulations
relating to projects and activities.
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* Experience with federal and state-wide environmental concerns and regulations.

* Experience with contract law and developing, reviewing, negotiating and
enforcing construction contracts.

e Experience with federal and state grant applications and administration
procedures.

¢ Experience with laws, rules and regulations related to assigned duties.

* Experience with Village organization, operations, policies and objectives.

e Experience with of a computer terminal and word processing software.

o buperiencedirectingthe-eperation-ofa-diverseworkforce.

o Abilibvto-plan-organize-controtand-directthe-activitiesservicesoperations,
budgetsand-pelicy-fermulationefMillagepublicworks.

* Ability to analyze complex issues and impacts and provide clear and concise
recommendations and alternative solutions.

¢ Ability to develop a vision for the future and set up the steps to reach specific
goals.

* Ability to direct the maintenance of complex, detailed and official records, files
and reports.

* Ability to maintain current knowledge of technological advances in the field ef-of
zoningpeblewerks,

¢ Ability to effectively and persuasively communicate, both verbally and in writing.

e Ability to physically perform the essential job functions.

e Ability to use tact in dealing with members of the general public

e Knowledge of basic electronics.

* Passa Village of Freeburg drug test and be able to perform essential job
functions

e Pass a Village of Freeburg physical examination and be able to perform essential
job functions

Note: The preceding statements describe the general nature and level of work
performed by the individual assigned to this position. This is not an exhaustive list of
all duties, responsibilities, and skills required of this position. Nothing in this job
description restricts management’s right to assign or reassign duties, tasks, and
responsibilities to this job at any time.
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JOB TITLE: Head Lineman

DEPARTMENT: Public Works

REPORTS TO: Public Works Director

STATUS: Full-time

FLSA STATUS: Non-exempt

Prepared Date:

JOB SUMMARY:
¢ To facilitate construction, operation, and maintenance of the services for transmitting
power from distribution points to consumers within the Village of Freeburg. Work is
frequently performed in close proximity to high tension wires requiring skill and safe
work practices and procedures.
* The Head Lineman Position shall coordinate with the Public Works Director the day-to-
day operation and long range plans of the Village Electric Department

ESSENTIAL DUTIES:

¢ Installs, maintains, and operates the electrical system facilities, including distribution
systems and substations.

e Operates utility vehicles, including boom truck, service trucks, and other specialized
equipment and machinery used in the electric industry.

¢ Installs and maintains wood poles and steel towers, involving setting, framing, and
installing hardware, guys, and other related materials.

* Installs and removes transformers, capacitors, switches, conductors, and other similar
equipment.

* Installs and maintains underground conductors, conduits, vaults, transformers, high
voltage elbows, terminators, splices, and secondary voltage conductors and
connections.

e Performs the electric utility connections, disconnections, and the more hazardous
electrical work concerning customer service activity, as required.

» Flags traffic, as necessary.

* Performs rubber glove work on energized lines per applicable Safety rules.

¢ Will have supervisory responsibilities of the Electric Dept., work force on a daily basis.

e Will assist the Public Works Director with supervisory responsibilities in his absence.

¢ Will coordinate and direct the Electric Dept., in emergency situations to include
emergency generation.

e Will oversee the electric generation (power plant and North sub) to include exercising
the units on a monthly basis, maintenance of the generators and all equipment
associated with the power plants.

* Will supervise and coordinate with the Village’s electrical engineer compliance and
maintenance issues.

* Supervise and evaluate the performance of the Electric Dept., employees; assist in
interviewing and make recommendations to the Village Board for hiring purposes,
transfers, promotions, reassignment, termination and/or disciplinary actions.

® Assistin the planning, preparation and control of the Electric Dept., budget including
operating and capital improvements.
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Assist in controlling and authorizing expenditures in the Electric Dept., within the
established limitations, to include monitoring and documenting department
expenditures.

Coordinate with the Public Works Director the Electric Dept.’s work duties with other
departments.

Attend Electric Committee meetings, Board meetings and all other meetings as deemed
necessary.

Attend IMEA meetings and functions as deemed necessary.

Communicate with outside vendors, IMEA and administration via a village email
account.

Monitor and schedule training for apprenticeship programs and safety training for the
Electric Dept.

Purchase materials, supplies and equipment needed for the Electric Dept.

Monitor tools, supply inventory, equipment and condition and maintenance of the
Electric Dept., buildings to insure adequate and safe working conditions.

Develop, implement, or evaluate maintenance policies and procedures:

Determine work schedules, overtime assignments, daily work activities based on
priority, availability of personnel, equipment and skill of personnel.

MINIMUM QUALIFICATIONS:

EDUCATION, TRAINING AND EXPERIENCE

o 5year’s experience in line work. Power Plant experience would be preferred,
along with a general knowledge of municipal public works.

o Completion of the Village of Freeburg’s 4 year journeyman lineman apprentice
program

LICENSURE, CERTIFICATION, OR OTHER QUALIFICATIONS

o Must possess a valid lllinois Class B Commercial Driver's License (CDL) within 30
days of hire date.

o - Must reside in the Village of Freeburg as stated in the Collective Bargaining
Agreement negotiated between the Village of Freeburg and the Public Works
Department.

o Must have valid First Aid card with Cardiopulmonary Resuscitation (CPR)
endorsement

WORKING CONDITIONS:

Exposure to outdoor weather conditions

Exposure to fumes or dust

Exposure to hazardous conditions (e.g., traffic, heavy machinery, high voltage electricity)
Work performed above or below ground level

SUPERVISORY RESPONSIBILITIES

May direct all crews in absence of Public Works Director.
Directs Electric Crew

PHYsIcAL REQUIREMENTS

Ability to quickly bend, stretch, twist, or reach out with one's body, arms, and/or legs
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Ability to climb staircases, ladders, and/or step stools

Ability to climb poles, structures and ladders; to climb on, off and around trucks and
other equipment and to work in elevated positions up to 150 feet.

Ability to lift and/or move on a regular basis a maximum of 50 pounds.

While performing duties of this position, employee will regularly be required to use
hands to handle, feel or operate objects, tools or controls and reach with hands and
arms.

Ability to stand, walk, sit, climb, balance, stoop, kneel, crouch and crawl for extended or
continuous periods of time.

Requires effective audio-visual discrimination and perception to make quick and
accurate observations and ensure the safety of employees and others in response to
exposure to the hazards associated with this position

Specific vision abilities required by this job include close vision, distance vision, limited
color vision, peripheral vision, depth perception, and the ability to adjust focus.
Ability to respond to emergency calls outside of normal shift hours, work irregular shifts
on occasion, due to personnel shortage, workload, work in progress and emergency
situations.

Tolerance for working in adverse weather conditions or other unusual conditions such
as, but not limited to, cold, heat, rain, snow, wind, dark, dusty, noisy and cramped
surroundings.

Ability to access difficult to enter spaces (e.g., roofs, basements, cramped quarters)
Ability to operate applicable hand tools, power tools, equipment, vehicles and
machinery

Ability to tolerate heights while working

MENTAL REQUIREMENTS

Constant mental alertness and attention to detail to ensure work is performed in
compliance with all specifications/regulations and to maintain a safe work environment
Must possess excellent planning/organizational skills and ability to delegate work in
order to ensure completion of all projects within required deadlines

Must be able to use independent judgment, problem-solving skills, and ability to apply
knowledge and experience to all situations in order to determine materials, parts, and
equipment requirements

Must possess excellent mechanical aptitude and spatial reasoning abilities in order to
determine the best method to accomplish desired results

Must be able to read and understand technical information, manuals, policies,
procedures, work orders, blueprints, diagrams and Material Safety Data Sheet
guidelines

Must have excellent problem-solving skills and be able to troubleshoot malfunctions in
power lines and transformers and other power equipment

KNOWLEDGE, SKILLS, ABILITIES, AND OTHER WORK REQUIREMENTS

Worker is substantially subject to hazards while working with, or near electrical current.
First aid, CPR, AED operations, pole top and bucket rescue training.

Ability to use tact in dealing with members of the general public

Knowledge of basic electronics.



Village of Freeburg Job Description Head Lineman
e Knowledge of proper and safe operations of equipment used in the Village of Freeburg
including, but not limited to, the following: bucket trucks, digger-derrick trucks, trailers,
trenchers, backhoes, fault-finding equipment, test equipment and computers.
® Passa Village of Freeburg drug test and be able to perform essential job functions
e Pass a Village of Freeburg physical examination and be able to perform essential job
functions

Note: The preceding statements describe the general nature and level of work performed by
the individual assigned to this position. This is not an exhaustive list of all duties,
responsibilities, and skills required of this position. Nothing in this job description restricts
management’s right to assign or reassign duties, tasks, and responsibilities to this job at any

time.
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JOB TITLE: Crew Worker
DEPARTMENT: Public Works
REPORTS TO: Public Works Director
STATUS: Full-time

FLSA STATUS: Non-exempt
Prepared Date: 10/2/2017 TF

JOB SUMMARY:
¢ To facilitate construction, operation, and maintenance of village services.
e Performs any combination of following duties to maintain and repair property of
municipality, using variety of machines, tools, and equipment: Receives written work
orders or verbal instructions from Public Works Director.

ESSENTIAL DUTIES:

e Cuts grass and trims weeds on town property and parks, using lawn mower and weed
trimmer.

e Digs flower beds and plants flowers, using gardening tools.

e Constructs decorative flower garden borders from wood, using hand tools.

e Cleans buildings, washes windows, and empties trash cans, using brooms, cleaning
supplies, and floor buffer.

e Paints interior and exterior walls and trim, using paint and painting tools.

e Operates backhoe to dig trenches for water and sewer pipe.

e Drives truck and loads fallen tree limbs and roadside trash onto truck, and delivers refuse
to landfill.

* Repairs streets and sidewalks with asphalt, cold patching materials, and concrete, using
shovel, hand roller, trowel, level, and long-handled tamp.

* Removes and replaces damaged parking meters and traffic signs.

e Operates snow removal equipment to maintain streets, sidewalks, and driveways.

e Reads water meters and records reading in logbook.

e Maintains and repairs municipal buildings' plumbing and electrical systems, including
replacing worn or defective parts, such as switches and fuses.

e Repairs or replaces building brick, stone, and concrete.

e Maintains and repairs wood parts of buildings, using carpenter tools.

e Replaces worn or damaged parts, such as hoses, wiring, and belts, in machines and
equipment, such as truck, street sweeper, and riding mower,

e Hand washes vehicles.

e Operates utility vehicles, including boom truck, service trucks, and other specialized
equipment and machinery.

e Flags traffic, as necessary.

e Assist with Leaf Collection Program — operates the leaf machine, rakes leaves to the
machine, provides traffic control and drives the truck pulling the leaf machine.

e Assist with the overall maintenance of the water distribution system to include water
main install, water main repair, water service install and repair.
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Assist with overall maintenance of Village streets and roads to include culverts, ditching
and storm water control.

Assist with operation and maintenance of the municipal pool.

Assist with maintenance of all Village own properties to include the Village Park.

Assist with overall maintenance of Village vehicles and equipment.

Assist with overall maintenance of the Village sewer collection system to include
operation of sewer machine, installation of backflow valves and maintenance of lift
stations.

Assist with operation and maintenance of Village wastewater treatment plants.

Assist with traffic control to include flagging and safe traffic control

Operate utility vehicles, backhoes, service trucks, leaf machine, roller, tractor, mowers
and any other specialized equipment and machinery in a safe manner.

MINIMUM QUALIFICATIONS:

EDUCATION, TRAINING AND EXPERIENCE
o Graduation from high school or GED.
LICENSURE, CERTIFICATION, OR OTHER QUALIFICATIONS

o Must possess a valid lllinois Class B Commercial Driver's License (CDL) within 30
days of hire date.

o Must reside in the Village of Freeburg as stated in the Collective Bargaining
Agreement negotiated between the Village of Freeburg and the Public Works
Department.

o Must have valid First Aid card with Cardiopulmonary Resuscitation (CPR)
endorsement

WORKING CONDITIONS:

Exposure to outdoor weather conditions

Exposure to fumes or dust

Exposure to hazardous conditions (e.g., traffic, heavy machinery, high voltage electricity)
Work performed above or below ground level

SUPERVISORY RESPONSIBILITIES

N/A

PHYSICAL REQUIREMENTS

Ability to quickly bend, stretch, twist, or reach out with one's body, arms, and/or legs
Ability to climb staircases, ladders, and/or step stools

Ability to lift and/or move on a regular basis a maximum of 50 pounds.

While performing duties of this position, employee will regularly be required to use
hands to handle, feel or operate objects, tools or controls and reach with hands and
arms.

Ability to stand, walk, sit, climb, balance, stoop, kneel, crouch and crawl for extended or
continuous periods of time.
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* Requires effective audio-visual discrimination and perception to make quick and
accurate observations and ensure the safety of employees and others in response to
exposure to the hazards associated with this position

* Specific vision abilities required by this job include close vision, distance vision, limited
color vision, peripheral vision, depth perception, and the ability to adjust focus.

* Ability to respond to emergency calls outside of normal shift hours, work irregular shifts
on occasion, due to personnel shortage, workload, work in progress and emergency
situations.

e Tolerance for working in adverse weather conditions or other unusual conditions such
as, but not limited to, cold, heat, rain, snow, wind, dark, dusty, noisy and cramped
surroundings.

* Ability to access difficult to enter spaces (e.g., roofs, basements, cramped quarters)

* Ability to operate applicable hand tools, power tools, equipment, vehicles and
machinery

e Ability to tolerate heights while working

MENTAL REQUIREMENTS

* Constant mental alertness and attention to detail to ensure work is performed in
compliance with all specifications/regulations and to maintain a safe work environment

¢ Must possess excellent planning/organizational skills and ability to delegate work in
order to ensure completion of all projects within required deadlines

* Must be able to use independent judgment, problem-solving skills, and ability to apply
knowledge and experience to all situations in order to determine materials, parts, and
equipment requirements

* Must possess excellent mechanical aptitude and spatial reasoning abilities in order to
determine the best method to accomplish desired results

* Must be able to read and understand technical information, manuals, policies,
procedures, work orders, blueprints, diagrams and Material Safety Data Sheet
guidelines

* Must have excellent problem-solving skills and be able to troubleshoot malfunctions in
power lines and transformers and other power equipment

KNOWLEDGE, SKILLS, ABILITIES, AND OTHER WORK REQUIREMENTS

e First aid, CPR, AED operations, pole top and bucket rescue training.

e Ability to use tact in dealing with members of the general public

¢ Knowledge of basic electronics.

* Knowledge of proper and safe operations of equipment used in the Village of Freeburg
including, but not limited to, the following: trucks, digger-derrick trucks, trailers,
trenchers, backhoes, fault-finding equipment, test equipment and computers.

* Passa Village of Freeburg drug test and be able to perform essential job functions

* Pass a Village of Freeburg physical examination and be able to perform essential job
functions
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Note: The preceding statements describe the general nature and level of work performed by
the individual assigned to this position. This is not an exhaustive list of all duties,
responsibilities, and skills required of this position. Nothing in this job description restricts
management’s right to assign or reassign duties, tasks, and responsibilities to this job at any
time.



Village of Freeburg Job Description Journeyman Lineman

JOB TITLE: Journeyman Lineman

DEPARTMENT: Public Works

REPORTS TO: Head Lineman/Public Works Director
STATUS: Full-time

FLSA STATUS: Non-exempt

Prepared Date: 10/9/2017 TF

JOB SUMMARY:

To facilitate construction, operation, and maintenance of the services for transmitting
power from distribution points to consumers within the Village of Freeburg. Work is
frequently performed in close proximity to high tension wires requiring skill and safe
work practices and procedures.

ESSENTIAL DUTIES:

Installs, maintains, and operates the electrical system facilities, including distribution
systems and substations.

Operates utility vehicles, including boom truck, service trucks, and other specialized
equipment and machinery used in the electric industry.

Installs and maintains wood poles and steel towers, involving setting, framing, and
installing hardware, guys, and other related materials.

Installs and removes transformers, capacitors, switches, conductors, and other similar
equipment.

Installs and maintains underground conductors, conduits, vaults, transformers, high
voltage elbows, terminators, splices, and secondary voltage conductors and connections.
Performs the electric utility connections, disconnections, and the more hazardous
electrical work concerning customer service activity, as required.

Flags traffic, as necessary.

Performs rubber glove work on energized lines per applicable Safety rules.

MINIMUM QUALIFICATIONS:

EDUCATION, TRAINING AND EXPERIENCE

o Graduation from high school or GED.

o Completion of the Village of Freeburg’s 4 year journeyman lineman apprentice
program

LICENSURE, CERTIFICATION, OR OTHER QUALIFICATIONS

o Must possess a valid Illinois Class B Commercial Driver's License (CDL) within 30
days of hire date.

o Must reside in the Village of Freeburg as stated in the Collective Bargaining
Agreement negotiated between the Village of Freeburg and the Public Works
Department.

© Must have valid First Aid card with Cardiopulmonary Resuscitation (CPR)
endorsement
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WORKING CONDITIONS:

e Exposure to outdoor weather conditions

e Exposure to fumes or dust

® Exposure to hazardous conditions (e.g., traffic, heavy machinery, high voltage electricity)
* Work performed above or below ground level

SUPERVISORY RESPONSIBILITIES
e May direct crew in absence of Head Lineman as directed by Public Works Director.

PHYSICAL REQUIREMENTS

* Ability to quickly bend, stretch, twist, or reach out with one's body, arms, and/or legs

» Ability to climb staircases, ladders, and/or step stools

e Ability to climb poles, structures and ladders; to climb on, off and around trucks and
other equipment and to work in elevated positions up to 150 feet.

¢ Ability to lift and/or move on a regular basis a maximum of 50 pounds.

e While performing duties of this position, employee will regularly be required to use
hands to handle, feel or operate objects, tools or controls and reach with hands and
armes.

e Ability to stand, walk, sit, climb, balance, stoop, kneel, crouch and craw! for extended or
continuous periods of time.

* Requires effective audio-visual discrimination and perception to make quick and
accurate observations and ensure the safety of employees and others in response to
exposure to the hazards associated with this position

e Specific vision abilities required by this job include close vision, distance vision, limited
color vision, peripheral vision, depth perception, and the ability to adjust focus.

* Ability to respond to emergency calls outside of normal shift hours, work irregular shifts
on occasion, due to personnel shortage, workload, work in progress and emergency
situations.

* Tolerance for working in adverse weather conditions or other unusual conditions such
as, but not limited to, cold, heat, rain, snow, wind, dark, dusty, noisy and cramped
surroundings.

¢ Ability to access difficult to enter spaces (e.g., roofs, basements, cramped quarters)

e Ability to operate applicable hand tools, power tools, equipment, vehicles and
machinery

e Ability to tolerate heights while working

MENTAL REQUIREMENTS
e Constant mental alertness and attention to detail to ensure work is performed in
compliance with all specifications/regulations and to maintain a safe work environment
e Must possess excellent planning/organizational skills and ability to delegate work in
order to ensure completion of all projects within required deadlines
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Must be able to use independent judgment, problem-solving skills, and ability to apply
knowledge and experience to all situations in order to determine materials, parts, and
equipment requirements

Must possess excellent mechanical aptitude and spatial reasoning abilities in order to
determine the best method to accomplish desired results

Must be able to read and understand technical information, manuals, policies,
procedures, work orders, blueprints, diagrams and Material Safety Data Sheet
guidelines

Must have excellent problem-solving skills and be able to troubleshoot malfunctions in
power lines and transformers and other power equipment

KNOWLEDGE, SKILLS, ABILITIES, AND OTHER WORK REQUIREMENTS

Worker is substantially subject to hazards while working with, or near electrical current.
First aid, CPR, AED operations, pole top and bucket rescue training.

Ability to use tact in dealing with members of the general public

Knowledge of basic electronics.

Knowledge of proper and safe operations of equipment used in the Village of Freeburg
including, but not limited to, the following: bucket trucks, digger-derrick trucks, trailers,
trenchers, backhoes, fault-finding equipment, test equipment and computers.

Pass a Village of Freeburg drug test and be able to perform essential job functions

Pass a Village of Freeburg physical examination and be able to perform essential job
functions

Note: The preceding statements describe the general nature and level of work performed by
the individual assigned to this position. This is not an exhaustive list of all duties,
responsibilities, and skills required of this position. Nothing in this job description restricts
management’s right to assign or reassign duties, tasks, and responsibilities to this job at any

time.
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JOB TITLE: Finance Clerk

DEPARTMENT: Administration

REPORTS TO: Office Manager/Village Administrator
STATUS: Full-time

FLSA STATUS: Non-exempt

Prepared Date: 10/2/2017 TF

JOB SUMMARY:

*®

Performs a variety of complex, supervisory, professional, administrative and technical
accounting and finance functions in maintaining the fiscal records and systems and
treasury functions of the Village as well as supervising the operations of utility billing
and customer service. S nance

Serves as Accounting-Clerk in the Village Office

Responsible to the Administrative Administrator and Treasurer for accounting duties of
the Village Office. Assures compliance of state and federal regulations as relative to
programs directed.

This position is a non-exempt, full-time hourly position that requires a forty (40) hour
workweek. The position demands the ability to coordinate multiple resources in a
professional and efficient manner. The position has frequent interaction with other
departments and is responsible to the Office Manager.

ESSENTIAL DUTIES:

The Finance Clerk shall perform the bookkeeping duties of the Village, including but not
limited to maintaining the General Ledger, accounts payable, accounts receivable, utility
billing, and all related reports. Recommend course of action to the Office Manager, which
will enhance or increase productivity within feasible financial constraints of the Village.
The Finance Clerk shall assist the Office Manager and the Village Administrator in
preparing the annual Budget, Appropriation and Tax Levy.

The Finance Clerk shall assist the Village Treasurer in preparing a daily and itemized list of
all moneys received and delivering a copy of the same to the Village Board and pay over
to the Treasurer all moneys received by him or her and take a receipt therefore.

The Finance Clerk shall assist the Village Treasurer in keeping an accurate register of
warrants drawn upon the Treasury, specifying the date, to whom payable, the amount,
and the particular fund or appropriations to which the same is chargeable.

The Finance Clerk shall maintain an accurate record of accounts of the Village's funds on
hand and as relative to budgetary, appropriation and tax levy amounts. The records shall
be available once a month or for inspection at a lesser time period as prescribed by the
Village Board.

The Finance Clerk shall perform other duties as assigned to her or him by the Village
Administrator or Office Manager.
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e Performs the accounting duties of the Village, including but not limited to, accounts
payable, accounts receivable, utility billing, and all related reports.

® Assist Village Administrator in the budget, appropriation and tax levy preparation process.

® Assists in the utility billing process, including bill preparation through collection and
disconnection process.

® Maintain a general knowledge of federal and state regulations pertaining to the operation
of municipal government sufficient to operate the office and reports to the Administrative
Assistant.

¢ Other duties as assigned by the Village Administrator or Office Manager

¢ Communicates adopted financial plans, policies and procedures to staff and the general
public.

® Assures that assigned areas of responsibility are performed within budget; performs cost
control activities; monitors revenues and expenditures in assigned area to assure sound
fiscal control; prepares annual budget requests; assures effective and efficient use of
budgeted funds, personnel, materials, facilities, and time.

e Determines work procedures, prepares work schedules, and expedites workflow; studies
and standardizes procedures to improve efficiency and effectiveness of operations. Issues
written and oral instructions; assigns duties and examines work for exactness, neatness
and conformance to policies and procedures.

® Prepares a variety of studies, reports and related information for decision-making
purposes. Serves as chief financial advisor to the Village Administrator and Village
Treasurer.

e Establishes and maintains internal control procedures and assures that state and national
standard accounting procedures are maintained.

* Supervises the collection of taxes, fees, other receipts and monies owed to the Village of
Freeburg in accordance with laws and regulations.

e Maintains financial records.

e Develops financial studies and plans. Forecasts, estimates, and monitors the financial
condition of the Village to assure the fiscal wellbeing of the Village.

® Prepares monthly and annual financial reports.

* Oversees the central computerized financial and management information system of the
Village.

e Assists in budget preparation and execution.

e Oversees the posting and reconciliation of ledgers and accounts.

e Directs the preparation of state and federal reports, including tax reports.

* Oversees accounts payable processing.

® Assures the investment of Village funds, consistent with law and best practices in
municipal government.

* Attends regular and special Village Board meetings as needed. Prepares reports for
Committee Meetings as directed.
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MINIMUM QUALIFICATIONS:

EDUCATION, TRAINING AND EXPERIENCE
o Bachelor’'s Degree in accounting and/or High School diploma and a minimum of
five (5) years related accounting/bookkeeping experience at the discretion of the
Village Board of Trustees.

SUPERVISORY RESPONSIBILITIES

N/A

PERSONAL ATTRIBUTES

*

Must be honest and trustworthy

Must be respectful

Must possess cultural awareness and sensitivity
Must be flexible

Must demonstrate sound work ethics

RESIDENTIAL REQUIREMENTS

[ ]

Must reside in the Village of Freeburg as stated in the Collective Bargaining Agreement
negotiated between the Village of Freeburg and the Village Hall Office Workers.

WORKING CONDITIONS:

The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with ADA disabilities to perform the
essential functions.

The noise level in the work environment is usually quiet.

PHYSICAL REQUIREMENTS

Ability to climb staircases, ladders, and/or step stools

Ability to lift and/or move on a regular basis a maximum of 25 pounds.

Ability to stand, walk and sit for extended or continuous periods of time.

Ability to spend long hours sitting and using office equipment and computers, which can
cause muscle strain.

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with ADA disabilities to perform the
essential functions.

MENTAL REQUIREMENTS

Constant mental alertness and attention to detail to ensure work is performed in
compliance with all specifications/regulations and to maintain a safe work environment
Must possess excellent planning/organizational skills and ability to delegate work in order
to ensure completion of all projects within required deadlines
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L ]

SALARY

Must be able to use independent judgment, problem-solving skills, and ability to apply
knowledge and experience to all situations.

Must be able to spend long hours in intense concentration. The incumbent must also
spend long hours on the computer entering financial information which requires
attention to detail and high levels of accuracy.

Must also deal with a wide variety of people on various issues.

The Finance Clerk shall receive a salary as provided for in the union contract.

KNOWLEDGE, SKILLS, ABILITIES, AND OTHER WORK REQUIREMENTS

Knowledge of basic electronics.

Pass a Village of Freeburg drug test and be able to perform essential job functions

Pass a Village of Freeburg physical examination and be able to perform essential job
functions.

Considerable knowledge of the principles and practices of accounting /bookkeeping.
Ability to communicate effectively verbally and in writing. Ability to prepare accurate and
grammatically correct written reports.

Ability to prioritize work projects and meet deadlines.

Ability to provide quality training and clear instructions to other staff members.

Ability to work effectively with the Village Board and various other Boards and
Commissions.

Ability to understand and follow complex oral and written instructions.

Thorough knowledge of personal computer applications; ability to operate software
applications.

Ability to maintain confidentiality when situation warrants.

Ability to work independently, needing little supervision to complete tasks.

Experience in operations, management, personnel, and risk management.

Able to develop effective working relationships based upon respect, trust, and
confidence.

Disciplined and persuasive, while fair and poised in relations with fellow employees and
the general public.

Requires ability to independently conduct research, gather data, analyze information,
prepare reports, and make recommendations.

Able to develop effective working relationships based upon respect, trust, and
confidence.

Requires ability to independently conduct research, gather data, analyze information,
prepare reports, and make recommendations.

Requires ability to use tact, judgment, courtesy and initiative.

Ability to prepare and analyze complex financial reports; ability to maintain efficient and
effective financial systems and procedures; ability to effectively supervise staff; ability to
establish and maintain effective working relationships with employees and Village
officials; ability to communicate effectively orally and in writing.
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TooLs AND EQUIPMENT USED
e Personal computer, including word processing and spreadsheet software; mainframe
computer system; 10-key calculator; phone; copy machine; fax machine.

Note: The preceding statements describe the general nature and level of work performed by
the individual assigned to this position. This is not an exhaustive list of all duties,
responsibilities, and skills required of this position. Nothing in this job description restricts
management’s right to assign or reassign duties, tasks, and responsibilities to this job at any
time.
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JOB TITLE: Utility Billing Clerk
DEPARTMENT: Administration
REPORTS TO: Village Administrator
STATUS: Full-time

FLSA STATUS: Non-exempt
Prepared Date: 10/2/2017 TF

JoB SUMMARY:
e This position responsibility will include but is not limited to water, sewer, and electric
billing, accounts receivable and payable entries.

ESSENTIAL DUTIES:

e The duties listed are for illustrative purposes and do not necessarily include all the
duties or activities performed by this position. Actual duties performed will vary on a
day-to-day basis.

e Prepare water, sewer, and storm sewer billing.

e Enter meter readings.

e Maintain the sewer, water, and storm sewer billing system which includes adding
entries and final billing accounts.

e Prepares receipts and deposits.

e Enters utility payments into fund and utility billing system.

e Maintain list of current utility customers.

e Prepares assessment searches for utility accounts.

® Assists Zoning Administration in the issuance of building permits.

e Notarizes documents.

¢ Prepares monthly reports for the council regarding the utility bills Utility Billing Clerk

e Coordinates with the Maintenance Department to assure all water meters are in
working order

* Enter receipts and disbursements as directed by the city clerk in the accounting
program.

* Answer phones and handle appropriately.

e Greet and handle resident inquiries.

e Filing

e Other duties as assigned by the office manager or administrator.

e Be able to back-up the office manager or finance clerk in their absence.

e |nvoice for water and meter supplies.

e Deal with the public.

e Process handheld readings.

e (Collect payments from drop box.

e Prepare deposits to bank

e Produce final billings
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e Send out late notices

e Prepare disconnect listing

¢ Input and monitor direct debits

e Monitor suspended trash accounts

e Follow-up on unpaid final bills.

e Prepare notice of lien and/or lien.

e Do meter replacements.

e Coordinate and pick up payments at banks.

e Monitor LIHEAP payments.

e Prepare list of Medical Emergency locations.

e Reconcile FSH accounts at year-end.

e Monitor NSF customers.

e Prepare electric excise tax return monthly.

e Monitor fuel factor.

e Prepare requests for water and/or sewer credits.

e Prepare adjustments/corrections to utility accounts when verified.
e Man the front window.

e Balance cash register daily.

e Bill trailer parks for unmetered water usage monthly.
e Process refunds to customers on final accounts.

MINIMUM QUALIFICATIONS:
e EpucATION, TRAINING AND EXPERIENCE
o High school graduation or equivalent
o At least two years of billing experience, preferably in the public sector;
* Knowledge of accounts receivable; knowledge of accounts payable;
e Valid driver’s license,
e Proficient in the use of Windows based computer programs;
e Ability to effectively communicate verbally and in writing.
* Any combination of education and experience that provides equivalent knowledge,
skills, and abilities will be considered.
e Background Check Required: Criminal BCA, Outstate BCA, and Reference

KNOWLEDGE, SKILLS, ABILITIES, AND OTHER WORK REQUIREMENTS
¢ Good knowledge of office practices and procedures.
¢ Skill and proficiency in the operation of window based computer programs.
¢ Ability to perform general clerical work requiring a high degree of accuracy.
e Ability to efficiently organize work tasks.
e Ability to deal confidently and effectively with members of the public, both in person
and on the telephone.



Village of Freeburg Job Description Utility Billing Clerk

Ability to communicate openly with the village clerk and board of trustees both verbally
and in writing.
Ability to communicate effectively in English.
Have a general understanding of village government.
Ability to use tact in dealing with members of the general public
Knowledge of proper and safe operations of equipment used in the Village of Freeburg.
Pass a Village of Freeburg drug test and be able to perform essential job functions
Pass a Village of Freeburg physical examination and be able to perform essential job
functions
The incumbent must demonstrate the following skills:
o Effective verbal and listening communications skills
o Attention to detail and high level of accuracy
o Effective written communications skills
o Computer skills including the spreadsheet and word processing programs, and e-
mail at a highly proficient level
o Stress management skills

PERSONAL ATTRIBUTES

[ ]

Must be honest and trustworthy

Must be respectful

Must possess cultural awareness and sensitivity
Must be flexible

Must demonstrate sound work ethics

RESIDENTIAL REQUIREMENTS

Must reside in the Village of Freeburg as stated in the Collective Bargaining Agreement
negotiated between the Village of Freeburg and the Village Hall Office Workers.

SUPERVISORY RESPONSIBILITIES

N/A

PHYsICAL REQUIREMENTS

Ability to quickly bend, stretch, twist, or reach out with one's body, arms, and/or legs
Ability to climb staircases, ladders, and/or step stools

Ability to lift and/or move on a regular basis a maximum of 25 pounds.

Ability to stand, walk or sit for extended or continuous periods of time.

Requires effective audio-visual discrimination and perception to make quick and
accurate observations and ensure the safety of employees and others in response to
exposure to the hazards associated with this position
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Specific vision abilities required by this job include close vision, distance vision, limited
color vision, peripheral vision, depth perception, and the ability to adjust focus.

Ability to respond to emergency calls outside of normal shift hours, work irregular shifts
on occasion, due to personnel shortage, workload, work in progress and emergency
situations.

Ability to spend long hours sitting and using office equipment and computers, which can
cause muscle strain.

MENTAL REQUIREMENTS

Constant mental alertness and attention to detail to ensure work is performed in
compliance with all specifications/regulations and to maintain a safe work environment
Must possess excellent planning/organizational skills and ability to delegate work in
order to ensure completion of all projects within required deadlines

Must be able to use independent judgment, problem-solving skills, and ability to apply
knowledge and experience to all situations.

Must also deal with a wide variety of people on various issues.

Note: The preceding statements describe the general nature and level of work performed by
the individual assigned to this position. This is not an exhaustive list of all duties,
responsibilities, and skills required of this position. Nothing in this job description restricts
management’s right to assign or reassign duties, tasks, and responsibilities to this job at any

time.
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JOB TITLE: POLICE DEPARTMENT ADMINISTRATIVE ASSISTANT
DEPARTMENT: Police Department

REPORTS TO: Chief of Police

STATUS: Full-time

FLSA STATUS: Non-exempt

Prepared Date: 108/249/2017 TF

Job Summary:

e The Police Department Secretary is responsible for typing all police department
correspondences, entering daily reports in the computer system and special projects
assigned by the Chief of Police.

e This position is a full-time hourly position that requires a forty (40) hour workweek. The
position demands the ability to coordinate multiple resources in a professional and
efficient manner. The position has frequent interaction with the public and other
departments and is responsible to the Chief of Police.

Essential Duties:

* The Police Department Administrative Assistant is responsible for the administrative and
support functions of the Police Department and ESDA offices.

* Ability to read, analyze, and interpret general business periodicals, professional journals,
technical procedures, or governmental regulations. Ability to write reports, business
correspondence, and procedure manuals. Ability to effectively present information and
respond to questions from groups of managers, clients, customers, and the general
public.

e Ability to calculate figures and amounts such as discounts, interest, proportions, and
percentages.

e Ability to apply common sense understanding to carryout instructions furnished in
written, oral, or diagram form. Ability to deal with problems involving several concrete
variables in standardized situations.

e Police Department Duties.

o Provide public assistance and information to the public;
Maintain record keeping and file maintenance;
Keep the Chief of Police informed of situations as they come in;
Prepare the News Release for the local publishing office;
Log all citations;
Assist with insurance forms to agencies requesting reports and mail;
Prepare and provide criminal reports to requesting agencies and/or individuals;
Maintain and log 10-50 lllinois Traffic Crash Reports and route to IDOT;

O 0 CcC 0 0 0 0
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Maintain, log and route the Illinois Uniform Crime Reporting data to lllinois State
Police;

Maintain and update Illinois Law Enforcement Training forms for State of lllinois;
Maintain and update LEADS files for annual audit;

Maintain Criminal History Files for audit;

Maintain the Registered Sex Offender files;

Maintain Racial Profile data;

Maintain and update Training logs for Officers;

Radio dispatches Officers on required calls and relays necessary information to
the dispatched Officer;

Assist the Chief and Officer on duty with data base information;

Inform Officers of upcoming court cases and route hard copy;

Provide Background checks to agencies and the public as requested;

Performs various word processing and spreadsheet tasks;

Processes incoming and outgoing mail and shipping;

Assist with nuisance violation notices and help maintain files;

Maintain FPD data bases;

Update Business listings for officers;

Maintain and order necessary office supplies, forms and janitorial supplies as
needed;

Prepare purchase orders for A/P and maintain files and route to Administrative
office;

Order officer uniforms and track uniform allowance;

All other duties as assigned by Chief of Police.

e ESDA Duties.

@]

)
O
O

O O

Support the Coordinator with weather alert system;

Monitor daily weather and record status when required;

Sound the monthly warning system;

Be on call to support the ESDA weather alert Monday through Friday and sound
the alert sirens as needed;

Sort and route mail and route purchase orders to accounting department;

Copy and mail monthly calendars to all ESDA shelter volunteers, Triage nurses and
MOSES teams;

Assist Coordinator with scheduling monthly ESDA meetings;

All other duties as assigned by ESDA Coordinator subject to approval of the Police
Chief.

MINIMUM QUALIFICATIONS
¢ Education, Training and Experience

(0]

Bachelor’s Degree and/or High School diploma and a minimum of five (5) years
law enforcement related administrative experience at the discretion of the
Village Board of Trustees.
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* Microsoft Word, Microsoft Excel, Microsoft FrontPage, Adobe Photoshop, Outlook,
Police records software experience a plus.

e To perform this job successfully, an individual must be able to perform each essential
duty satisfactorily. The requirements listed below are representative of the knowledge,
skill, and/or ability required. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

SALARY

® The Police Department Administrative Assistant shall receive an hourly rate of pay as
provided for by the current union contract.

Working Conditions:

* The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential fundamentals of the job.

PERSONAL ATTRIBUTES
e Must be honest and trustworthy
e  Must be respectful
® Must possess cultural awareness and sensitivity
e Must be flexible
e Must demonstrate sound work ethics

RESIDENTIAL REQUIREMENTS
* Must reside in the Village of Freeburg as stated in the Collective Bargaining Agreement
negotiated between the Village of Freeburg and the Public Works Department.

PHYSICAL REQUIREMENTS

* Ability to quickly bend, stretch, twist, or reach out with one's body, arms, and/or legs

e Ability to climb staircases, ladders, and/or step stools

* Ability to lift and/or move on a regular basis a maximum of 25 pounds.

e Ability to stand, walk or sit for continuous periods of time.

* Requires effective audio-visual discrimination and perception to make quick and accurate
observations and ensure the safety of employees and others in response to exposure to
the hazards associated with this position

* Specific vision abilities required by this job include close vision, distance vision, limited
color vision, peripheral vision, depth perception, and the ability to adjust focus.

* Ability to respond to emergency calls outside of normal shift hours, work irregular shifts
on occasion, due to personnel shortage, workload, work in progress and emergency
situations,
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Ability to spend long hours sitting and using office equipment and computers, which can
cause muscle strain.

IMENTAL REQUIREMENTS

®

SALARY
L ]

Constant mental alertness and attention to detail to ensure work is performed in
compliance with all specifications/regulations and to maintain a safe work environment
Must possess excellent planning/organizational skills and ability to delegate work in order
to ensure completion of all projects within required deadlines

Must be able to use independent judgment, problem-solving skills, and ability to apply
knowledge and experience to all situations.

Must be able to spend long hours in intense concentration. The incumbent must also
spend long hours on the computer entering financial information which requires
attention to detail and high levels of accuracy.

Must also deal with a wide variety of people on various issues.

The Office Manager shall receive a salary as provided for in the union contract.

KNOWLEDGE, SKILLS, ABILITIES, AND OTHER WORK REQUIREMENTS

Ability to use tact in dealing with members of the general public

Knowledge of proper and safe operations of equipment used in the Village of Freeburg.
Pass a Village of Freeburg drug test and be able to perform essential job functions

Pass a Village of Freeburg physical examination and be able to perform essential job
functions

Note: The preceding statements describe the general nature and level of work performed by
the individual assigned to this position. This is not an exhaustive list of all duties,
responsibilities, and skills required of this position. Nothing in this job description restricts
management’s right to assign or reassign duties, tasks, and responsibilities to this job at any

time.
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JOB TITLE: Office Manager

DEPARTMENT: Administration

REPORTS TO: Village Administrator, Mayor, Board of Trustees
STATUS: Full-time

FLSA STATUS: Non-exempt

Prepared Date: 10/9/2017 TF FK

JOB SUMMARY:

The Office Manager is responsible for organizing and coordinating the office operations
and procedures in order to ensure organizational effectiveness and efficiency. Fhis
This position is a full-time hourly position that requires a minimum forty (40) hour
workweek. This position requires the incumbent to be available for evening and weekend
meetings. The position demands the ability to coordinate multiple resources in a
professional and efficient manner. The position has frequent interaction with other
departments, and the general public. The Office Manager will be included in closed
sessions.

Shall assist the Village Clerk in the performance of duties as set forth in Sections 1-2-69,
1-2-72, 1-2-73 of the Village Code of Ordinances.

ESSENTIAL DUTIES:
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ent--Assist the Village Administrator in the day-to-day operations of the
Corporate Office. Recommend courses of action to the Village Administrator which will
enhance or increase productivity within feasible financial constraints of the Village.

¢ __The Office Manager shall be required to attend all committee meetings and prepare

written minutes of said meetings.
The Office Manager shall maintain a schedule of all meetings and will follow the posting

and notification requirements of said meetings.
The Office Manager shall prepare and distribute the appropriate meeting packets.

The Office Manager shall post all meeting packets on the website.

F

The Office Manager shall be required to maintain audio recordings of all meetings.
Responsible for filing ordinances, utility liens, easements, and any other such
documents at the St. Clair County Recorder’s Office.

The Office Manager shall manage and prepare the Village payroll for all persons who
come under appropriation for salaries.

The Office Manager shall assist the Village Administrator in preparing, on or before the
fifteenth (15'™") of March in each year, and before the annual appropriation to be made
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by the Village Board, a report of estimates of monies necessary to defray the expenses of
the corporation during the current fiscal year. Such reports shall classify the different
objects and branches of expenditures, giving as nearly as may be estimated the amount
required for each; and for the purpose of making such a report, he or she is hereby
authorized to require of all officers, their statement of the condition and expenses of their
respective offices or departments with any proposed improvements and the probable
expense thereof, all contracts made and unfinished and the amount of any and all
unexpended appropriations of the preceding year. Such reports shall show the aggregate
income of the preceding fiscal year, from all sources, the amount of liabilities outstanding
upon which interest is to be paid, the bonds and debts payable during the year, when due
and when payable and, in such report, he or she shall give such other information to the
Village Board as he or she may deem necessary to the end that the Village Board may fully
understand the money.

The Office Manager shall, under the direction of the Committee on Finance, assist the
Village Administrator in opening and keeping a complete set of books in which, among
other things, shall be set forth the appropriation, budget and tax levy amounts of the
fiscal year for which each distinct object and branch of expenditures and also the receipts
from each and every source of revenue so far as he or she can ascertain the same.

The Office Manager shall prepare reports regarding delinquent special assessments as are
required by statute and shall assist in making a monthly report to the Board of Trustees
showing what money has been received and the source thereof.

In all cases where the Village requires a license to be obtained for the purpose of engaging
in or carrying on any business or occupation and the licensee is required to obtain from
the Village a printed license or certificate, it shall -=ay be the duty of the Office Manager
to assist the Administrator in delivering such license or certificate.

In all cases where the Village requires a liquor license to be obtained, it is the duty of the

Office Manager to issue the approved license and keep up-to-date records of liquor
licenses issued within the Village.
In all cases where the Village requires a video gaming license to be obtained, it is the duty

of the Office Manager to issue the approved license and keep up-to-date records of video

gaming licenses issued within the Village.

H—

The Office Manager shall assist the Village Administrator in maintaining and filing of
various insurance premiums, claims, and records necessary to operate efficiently the
Village’s insurance programs, which have been accepted and approved for use by the
Village Board. Such records shall be maintained within the corporate office of the Village.
The Office Manager shall keep in his or her office in a book or books kept expressly for
that purpose a correct list of all the outstanding bonds of the Village, showing the number
and amount of each, for and to whom the bonds are issued; and when the Village bonds
are issued, or purchased, or paid, or cancelled, the book or books shall show that fact;
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[and in the annual report, the Office Manager shall describe particularly the bonds sold
during the year and the terms of sale with each and every item of expense thereof]. (See
65 ILCS 5/3.1-35-110)

e __The Office Manager shall, on or before the regular meeting in each month, make out and

submit to the Village Board a statement or report in writing of all the monies received and
warrants drawn during the preceding month, showing therein from or what sources and
on what account monies were received, and for what purposes and on what account the
warrants were drawn or paid.

Deputy Registrar for the Village of Freeburg to include handling voter registration for

Freeburg residents. Oversee and maintain election files and preparation of election

packets. Responsible for maintaining all election paperwork and filing appropriate

paperwork with the St. Clair County Clerk’s Office.

Provide Administrative support to the Combined Planning/Zoning Board. Responsible for

preparation of publication notices and packets to the board members and public. Attend

meetings and provide written transcription of the minutes and maintain audio recordings.

Oversees Recycling Center and maintains maintenance schedules. Also responsible to

schedule quarterly electronics recycling events held at Village Hall.

A e
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Maintain office services Main Activities: _

o Assist in Bdesigning and implementing office policies

o Assist in -Bestablishing standards and procedures

o Organize office operations and procedures

- e—Supenvise-off icestaff

Monitor and record long distance phone calls
Prepare time sheets and maintain employee attendance records
Prepare and maintain OSHA logs
Ensure all Department of Labor/OSHA-required postings are made available to
departments and posted as required
o Oversee and maintain content of the Village of Freeburg website
e—Lontrol-correspondenses
o Review and approve supply requisitions
o Liaise with other agencies, organizations and groups
o Update organizational memberships
©__Maintain office equipment
o]
O
@]

© © ©C O

Maintain the official Ordinance and Resolution record books
Maintain Village of Freeburg Website
Prepare Quarterly Village of Freeburg Newsletter

|
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o Provide on the job and other training opportunities when requested
e—Sypervise-staff

o—Evaltate-staf-perdormance
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e Maintain office records Main Activities:
o Design filing systems
Ensure filing systems are maintained and up to date
Define procedures for record retention
Ensure protection and security of files and records
Ensure effective transfer of files and records
Transfer and dispose records according to retention schedules and policies
o Ensure personnel files are up to date and secure

O ¢ 0 0 O

e Maintain office efficiency Main Activities:
o Assist in Pplanning and implementing office systems, layout and equipment
procurement
Maintain and replenish inventory
Check stock to determine inventory levels
Anticipate needed supplies
o Verify receipt of supply
e Perform other related duties as required

o O ©

MinIMUM QUALIFICATIONS:
e EDUCATION, TRAINING AND EXPERIENCE

o Bachelor’'s Degree and/or High School diploma and a minimum of five (5) years
related human resources experience at the discretion of the Village Board of
Trustees.

o Must possess a valid Driver's License within 30 days of hire date.

o The Office Manager shall be hired on the basis of education and professional
ability. The selection shall be made without regard to political considerations,
race, religion, age, or sex.

e KNOWLEDGE, SKILLS AND ABILITIES
o Knowledge The incumbent must have proficient knowledge in the following areas:
= Knowledge of office administration
= Knowledge of human resource management and-supervision
= Ability to maintain a high level of accuracy in preparing and entering
information
o The incumbent must demonstrate the following skills:
= Excellent interpersonal skills
= Team building skills
=  Analytical and problem solving skills
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= Decision making skills

» Effective verbal and listening communications skills

= Attention to detail and high level of accuracy

= Very effective organizational skills

* Effective written communications skills

® Computer skills including the spreadsheet and word processing programs,
and e-mail at a highly proficient level

= Stress management skills

= Time management skills fersonal-Atiributes

* The incumbent must maintain strict confidentiality in performing the
duties of the Finance and Administration Officer.

PERSONAL ATTRIBUTES

Must be honest and trustworthy

Must be respectful

Must possess cultural awareness and sensitivity
Must be flexible

Must demonstrate sound work ethics

RESIDENTIAL REQUIREMENTS
Must reside in the Village of Freeburg as stated in the Collective Bargaining Agreement
negotiated between the Village of Freeburg and the Public Works Department.

PHYSICAL REQUIREMENTS

Ability to quickly bend, stretch, twist, or reach out with one's body, arms, and/or legs
Ability to climb staircases, ladders, and/or step stools

Ability to lift and/or move on a regular basis a maximum of 25 pounds.

Ability to stand, walk or sit for continuous periods of time.

Requires effective audio-visual discrimination and perception to make quick and accurate
observations and ensure the safety of employees and others in response to exposure to
the hazards associated with this position

Specific vision abilities required by this job include close vision, distance vision, limited
color vision, peripheral vision, depth perception, and the ability to adjust focus.

Ability to respond to emergency calls outside of normal shift hours, work irregular shifts
on occasion, due to personnel shortage, workload, work in progress and emergency
situations.

Ability to spend long hours sitting and using office equipment and computers, which can
cause muscle strain.
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MENTAL REQUIREMENTS

e Constant mental alertness and attention to detail to ensure work is performed in
compliance with all specifications/regulations and to maintain a safe work environment

e Must possess excellent planning/organizational skills and ability to delegate work in order
to ensure completion of all projects within required deadlines

® Must be able to use independent judgment, problem-solving skills, and ability to apply
knowledge and experience to all situations.

e Must be able to spend long hours in intense concentration. The incumbent must also
spend long hours on the computer entering financial information which requires
attention to detail and high levels of accuracy.

e Must also deal with a wide variety of people on various issues.

SALARY
e The Office Manager shall receive a salary as provided for in the union contract.

KNOWLEDGE, SKILLS, ABILITIES, AND OTHER WORK REQUIREMENTS
» Ability to use tact in dealing with members of the general public
* Knowledge of proper and safe operations of equipment used in the Village of Freeburg.
e Pass a Village of Freeburg drug test and be able to perform essential job functions
¢ Pass a Village of Freeburg physical examination and be able to perform essential job
functions

Note: The preceding statements describe the general nature and level of work performed by
the individual assigned to this position. This is not an exhaustive list of all duties,
responsibilities, and skills required of this position. Nothing in this job description restricts
management’s right to assign or reassign duties, tasks, and responsibilities to this job at any
time.



