Agenda Item 7

MEMORANDUM

TO: Personnel, Legislative and Public Affairs Subcommittee
SUBJECT:  Recommended Revisions to P-MRNRD Wage and Salary Administration Program

a. Pay Range Revisions (Midpoints)
b. Adjustment Guide Revisions ("n" Factor)

DATE: January 24, 2007

FROM: John Winkler, General Manager

The P-MRNRD Wage and Salary Administration Program, as outlined in the Directors Policy
Manual, requires the General Manager to provide recommendations to the Personnel, Legislative
and Public Affairs Subcommittee for revisions in the Wage and Salary Pay Ranges (midpoints) and
revisions in the Adjustment Guide ("n" factor) to be used for calendar year 2007. The PLPA
Subcommittee is to review this information and make recommendations to the Board for
consideration and action.

Base data from the Omaha job market is used to determine the recommended midpoint values and
the "n" factor. The base data is taken from the 2006 Nebraska State Salary Survey (dated,
November, 2006), which is prepared by the Nebraska Department of Personnel. The P-MRNRD is
a participant in this survey. The “n” factor for CY 2006 was 3.1%.

a. Pay Range Revisions (Midpoints): Attached is the following information used to
determine suggested midpoints for CY 2007:

1. Spreadsheet showing the midpoints using base data from the 2006 State Salary
Survey. Approximately 180 benchmark positions in the Omaha area are used to
calculate the updates.

2. Regression calculation used to determine the proposed P-MRNRD payline and
midpoints for calendar year 2007.

3. Chart showing the proposed P-MRNRD payline (the straight line) and the
midpoints.

4. Chart showing the current (2006) and proposed pay ranges for calendar year 2007.
The red numbers are the proposed numbers for CY2007. The numbers in the
middle box (yellow) are the midpoints. Please note that pay ranges vary from -2.6%
for Salary Grade 2 through 2.0% for Salary Grade 5. The average increase in
midpoint is 1.0%, which is the proposed *n” factor for CY 2007. The GM

recommends that the midpoints for SG 2 and 3 (showing negative numbers) remain
at CY 2006 levels.



RECOMMENDATION: It is recommended that the wage and salary pay ranges for SG 2
and 3 remain at CY 2006 levels and that pay ranges for SG 4 through SG 21 be adjusted
to the proposed ranges, as presented, and that the changes be effective January 1, 2007.

b. Adjustment Guide Revisions ("n" Factor): The Wage and Salary Administration
Program provides an example wage and salary increase guide which includes three factors-
evaluation period, adjustment factor, and annual pay range change. A copy of the example guide is
attached. The second Adjustment Guide shows the proposed Adjustment Factors for calendar year
2007, using 1% as the "n" factor to compute Adjustment Factors. The Adjustment Factors for last
year (2006) are also shown.

RECOMMENDATION: It is recommended that an "'n'' Factor of 1.0% (average increase
in midpoint values) be used to compute Adjustment Factors for
Calendar Year 2007 and that the resulting Adjustment Guide be
effective January 1, 2007.

If these recommendations are adopted, the estimated dollar impact on base salaries for calendar year
2007 (January 1, 2007 through December 31, 2007), would be approximately $42,000.

Attached is a chart showing the history of the Wage and Salary Administration Program for
calendar year 2007 through 1982 and cost of living adjustments made from 1981 through 1973,
Also attached for your review is a copy of the proposed P-MRNRD Wage and Salary
Administration Program for 2007.



2002 arers

siees  [eoves  |evor s[sove $J0zwe  s|ce6e  § @692 $|.ivSe S|i6tc $]09lc  S|ce8r  S]scii  S]Ovdl  S[605H  §]e9dl srorr  slestl  g[iwz STs¥e  s]s00r $
JSpRlo] sdes ) 1se
IVOE S [BEWE § (6L $ |EI'VE S [Z0PE S |9E6Z § 9042 § | 2622 § (6912 & [ 2622 & | 226L & Bl § [999) § [GLGH § |24€L & JOETE S | vOZL § |06LE S | V66 S [Zr0is
g I 3 Z £} zl gl 6 ! 2L 61 8 £} ] 5l 41 8 v L 3
eeL  S|8Eve $|ovvel $lcess  S|oedvy $[/szece S|ollse $|/aGrc $ (99998 5| GBISZ $| LLViE §|6vea G| Zitee $|09¥6  §|¥590c S| v0ehe 8| EE96  S|09ZF §|ve6  §|v60Z
ZEE
orsz §
%6 §
6802 § 8roz  $ [T e §
EE CINTE] EEE EE
66L  § £ 8 CEE LTI ) PTS T
] ] sgEl  § FEEE O
OE0E B K ] 602§ sl § e
6.2 $lovez  $leosz ¢ erel  gleress g6l § 658+ $|8968 §
I EEE EEEE veve §|evez $|ereL  $ 88el  § [ GO
6e€e  $|6lle $[e0te S TS EEE T T sKel § ek sloovk  §
vase  $|z8sz $|eeve s|sree  s|es8l  §|lvee $[ee0z $[ir91 S| Ev8L § R B
b2ve  3|egve slovve  S|zvee s|eeet  ¢|eokz  s|06BL  $[asel  $]o0BSE § gL $[i9zt S|OFEZE %
seee  $|zgie s|esve S|aEie  s|zeel  $[£61 $|esvz $[em  $[Lst § BEEL $[GgEl $(|i0L §
EESE  $|is9c s|96Ge  $|irsz s|viel  $|ozge  §|o02dE s |89il $|vwSL 3690 S |ZGEL  $|8vil  §|seet  §
5682 ¢8G9 $|irve s|vese s|ilee S|¥iz §edel  $[912 S0k s[&rvl S |egtk  $|OLEL  §|ue0F 8
ivee  Slesuz  s|ess2 s|eeze s|vise $[see $[eel  §[e0SL  §[ze9r s [s08l  §|fect $| 0002 §|E9Er  S|6CMr  ©
eoie  $[Jove  $|cloe Slevee  s|ioze  s|ezee sfezde s[eviz  §[869L S |evSH & €St  S[EE9r  § |6tk S|SBl §|bver 8| 1GEF  §
VIEE  § IE Sger S|IvsE  $|20vE  $|v6e  S|geee s sz s|ci02 s|osiz  $[essl $[6LSL §)8crl $|sEel S|evil $|seli § 01§
8l6E S]8EVE §|16ar  Sieve  $(6856  S|asee  s[ovoe $|igez  $|ivez s|eg9r §|BZse S |v@Sl  S|ee0z  $ |69l §|980L 8]9Lv! % |Scet S|eBle  §|r66  §|oror ¢
0208 8198 81-98 L1098 91-98 5198 rI-O8 ELDS Z1-98 DS 0LBs =S §-98 £-98 08 508 =) 898 z98 108
2002 ‘Aenuep

£00Z ‘g2 Aenuep

uoneulo| AsAing Asejes s1els




8e°0¥
0.'8€
c0'LE
ve'Se
99'te
86°LE
0g0¢e
29'8¢
¥6'9¢
VXA
65°€c
16°1¢
g€e0e
SS'81
1891
6L'SI
LS'ElL
e8'L1
L0l
iv'8
08'9

uonenby
aulfed

Buisn
ajey
ApnoH

¥8'G86'€8%
Sc'e6 08%
S9'000°LL8
S0'80S'EL$
Sv'SL0'0LS
98'¢cS 99%
92'080°€9%
99°/ES'65%
L0°S¥0'95%
IR A RA R
/8°650'6¥%
B2'L95°SPS
89'v.0°CvS
80'28S'8ES
67'680'GES
68'96S°LES
620l 8C%
69°'L19'vES
OL'6LL'LES
05'9¢9°LI3$
06EELFIS

uonenbg
aulfed
Buisn
Aejeg
[enuuy

Ie

08°28L'SL Lr'9ES 02

ov'0LS‘LL 8E'VES 6}

02'662°98 6t LYS 8t

0v'066'0L EL'VES Ll

09°192'0L 20'veS 9l

08'890°19 9€£'629% st

08'¥82'9S 90°.2% vl

09'G28'95 [AS A el

02'SLL'SY 69°1L2S ¢l

09'Szv'av ze'ees H

((g uwnjoo) . 0L1) + 6I1=A 09210}y cL'6LS o1

(epein) Aeg , JUBIDIEOD X) + UBISUOD =A 0v'2¥6'GE TAVA R 6

uonenb3 suijfey 08'259'vE 99'91% 8

00°09.°2¢ SL'GLS L

09'Lv9'82 LLELS 9

00¥v.L'62 0E'vLS S

0z SUONBAISSTO JO "ON 0g'ero'se vo'zLS 14

6£S61£6°0 parenbs H 00'2SL've 06°LLS €

LEECL629°] (shuaioyeo X 02'529°02 v6'6$ ¢

LELOOLL'S JuBISuUOn 0922212 V0LS l

andinQ uoissalbay
Aejeg aley apeln)

|enuuy AnoH Aeq

900z ‘Aenuep

iAluQ ey AunoH induj

Aamning Alejes woi4 uonewlo)

G002 JesA Jepusien) 104

NOILYINDTVO NOISS3IHD3IY AJAHNS AHYIVS

90AD uonenba



apelir) Alejeg
Oc 6L 8L LI 91 SIL %L € 2L L Ob 6 8 L 9 S v+ € 2 1|

L

0

®
L
L 2
4

L

e & L & L & L & & & . -
v v v b v v v v v v v v v

L

e
v

0000}

- 0000¢

0000€

0000S

00009

n 00004

—— N/ 00008

00006

000001}

Aening Alejeg a1e1S 9002

Aejeg |enuuy



Calenday Year - 2007

WAGE AND SALARY PAY RANGES

Proposed Salary Ranges - January, 2007

Adopted

Salary 80% Mid-Point 120%
Grade| Current Proposed Current Proposed % Current Proposed
2 | $14,470.86 | $14,101.20| $18,088.57| $17,626.50] -2.6% | $21,706.28 $21,151.80
3 | $16,993.78 | $16,895.28 | $21,242.22| $21,119.10] -0.6% | $25,490.66 $25,342.92
4 | $19,516.70 | $19,689.35 | $24,395.87| $24,611.69] 0.9% | $29,275.04 $29,534.03
5 | $22,039.61 | $2248343| $27,549.51| $28,104.29] 2.0% | $33,059.41 $33,725.15
6 | $24,794.98 | $25277.51| $30,993.72| $31,596.89] 1.9% | $37,192.46 | $37.916.27
7 | $27,578.22 | $28,071.59| $34,472.77| $35,089.49| 1.8% | $41,367.32 $42,107.39
8 | $30,361.46 | $30,86566| $37,951.82| $38,582.08| 1.7% | $45542.18 $46,298.50
9 | $33,144.70 | $33,659.74 | $41,430.87| $42,074.68] 1.6% | $49,717.04 $50,489.62
10 | $35,927.94 | $36,453.82 | $44,909.93| $45,567.28] 1.5% | $53,891.92 $54,680.74
11 | $38,711.18 | $39,247.90| $48,388.98| $49,059.87] 1.4% | $58,066.78 $58,871.84
12 | $41,494.42 | $42041.98| $51,868.03] $52,552.47] 1.3% | $62,241.64 $63,062.96
13 | $44,277.66 | $44,836.06 | $55,347.08| $56,045.07] 1.3% | $66,416.50 $67,254.08
14 | $47,060.90 | $47,630.13| $58,826.13] $59,537.66] 1.2% | $70,591.36 $71,445.19
15 | $49,844.15| $50,424.21 | $62,305.19] $63,030.26] 1.2% | $74,766.23 $75,636.31
16 | $52,627.39 | $53,218.29 | $65,784.24| $66,522.86] 1.1% | $78,941.09 $79,827.43
17 | $55,410.63 | $56,012.36 | $69,263.29] $70,015.45] 1.1% | $83,115.95 $84,018.54
18 | $58,193.87 | $58,806.44 | $72,742.34] $73,508.05] 1.1% | $87,290.81 $88,209.66
19 | $60,977.12 | $61,600.52 | $76,221.40] $77,000.65] 1.0% | $91,465.68 $92,400.78
20 | $63,760.36 | $64,394.60 | $79,700.45| $80,493.25| 1.0% | $95,640.54 $96,591.90
21 | $66,543.60 | $67,188.67 | $83,179.50| $83,985.84] 1.0% | $99,815.40 | $100,783.01
1.0% = "n" factor for CY 2007

Recommendation the CY 2006 midpoints be used.

\sal info\sal-07
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L. WAGE AND SALARY ADMINISTRATION POLICY:

A. Policy: It is the policy of the District to provide steady employment at a salary or wage rate
comparable to the prevailing rate for similar services in the District.

B. Purpose: The Wage and Salary Administration Program, which has been established to
implement this policy 1s intended to:

1. Aftract, retain and motivate employees by offering adequate wages regardless of race,
religion, national origin, sex, age, color, handicap or political beliefs.

2. Compensate those who are able to make the greatest coniributions to the advancement of
the District.

3. Standardize salaries and wage rates for jobs of equal worth to the District in an effort to
provide fair treatment for all employees.

4. Establish a system whereby both employee and supervisor may know what opportunity the
Job offers, what advancement may take place and what performance is expected.

5. Provide guidelines for the effective administration of the program by supervisory and
management personnel.

II. JOB DESCRIPTIONS:

A. Policy: Tt is the policy of the District to have a current job description for each personnel
position which the District includes in the table of organization. The job description is a statement
of the purpose for and major duties and responsibilities of each position. It will include title,
position classification and salary grade, normal work schedule, office location, and supervisor's
title. The description of the job will include a description, specific responsibilities, and work
requirements. An example job description is attached (Attachment 1). The development and
updating of job descriptions shall be the responsibility of the General Manager and shall include
mput from the employee, supervisor and management personnel of the District.

B. Purpose: The job descriptions adopted by the District are intended to:
1. Assist in the hiring of new employees by providing a summary of the experience, education
and skills, which are required of a new employee. It will also assist the new employee in

understanding the duties and responsibilities of the position.

2. Provide a guide to the supervisor in establishing an appropriate employee development
program so that the employee can better fulfill the duties and responsibilities.

3. To provide a comprehensive summary of the expectations of the position so that it may be
used for job comparison purposes to other jobs in the District and jobs outside the District.



III. JOB EVALUATION AND COMPARISON ANALYSIS

A. Policy: Since jobs differ in their value to the District, the job evaluation and comparison
analysis is intended to assess the relative worth of individual jobs, thus developing a structure
according to value. The General Manager will perform this analysis.

B. Purpose: The job evaluation and comparison analysis involves evaluating each job in the
District and ranking those jobs.

. Method:

The process of evaluation is based on the concept that all jobs are a composite of similar basic
identifiable elements. All jobs require know how, which can generally be described as the skill or
knowledge required for a competent performance. Another basic common element is problem
solving which is generally defined as the amount of self-starting thinking required for reasoning,
evaluating, creating, analyzing and arriving at conclusions. A third basic common element is
accountability or the degree to which the job is answerable for an action and its consequences. All
three items will be considered when evaluating specific jobs.

For the job comparison analysis, the primary source that will be employed to assist in establishing
the comparative value for each position will be the State of Nebraska Classification System. The
Nebraska Classification System will be used since it shows the relative importance of specific jobs
to other jobs in that organization. That is, how the State feels their jobs rate from most valued to
least valued.

1. The duties and responsibilities contained in District job descriptions are analyzed and then
matched to similar data in the State system.

2. If'the job cannot be matched specifically, then a job is compared to other jobs with similar
duties and responsibilities in that system or to similar jobs within the District.

IV. JOB GROUPING AND GRADES

A. Policy: Utilizing the approach outlined in the Job Evaluation and Comparison Analysis section,
cach position with the District shall be assigned a salary grade by the General Manager.

B. Purpose: The Job Evaluation and Comparison Analysis shows the comparative value of each
job to the District. These jobs are grouped along with other jobs of approximate equal value into
specific grades. The salary grade schedule for the District is shown on Page 5.



SALARY GRADE SCHEDULE - JANUARY, 2007

SALARY GRADE POSITION
Salary Grade 2 Night Security (Part Time) (2 positions)
Office Aide {Temporary) (1 position)
Salary Grade 3 Laborer (Temporary) (2 positions)

Groundskeeper (Temporary) (6 positions)

Salary Grade 4

Engineering Aide/Surveyor (Temporary)
Project Bookkeeper (Part Time)
Water Supply Technician (Part Time)

Salary Grade 5

Engineering Aide/Surveyor
Groundskeeper

Custodian

Salary Grade 6

Field Office Secretary (4 positions)
Receptionist/Secretary

Medium Equipment Operator (2 positions)
Lead Groundskeeper (2 positions}
Conservation Technician

Accounting Assistant

Water Supply Operator (2 positions)

Salary Grade 7

District Secretary
NRCS Administrative Secretary — NRC

Salary Grade 8

Assistant O&M Superintendent

Heavy Equipment Operator (2 positions)
Engineering Aide/Drafter

Assistant Park Superintendent

Water Supply Superintendent (2 positions)

Salary Grade 9

Purchasing Agent
Field Representative (4 positions)
Education/Volunteer Specialist

Salary Grade 10

Q&M Superintendent

Administrative Coordinator

District Accountant

Engineering Aide/Survey Coordinator

Salary Grade 11

Park Superintendent

Salary Grade 12

Salary Grade 13

Natura] Resources Planner
Information/Education Coordinator

IT Coordinator

Salary Grade 14

Land and Water Programs Coordinator
Water Resources Engineer
Construction Engineer

Environmental Coordinator

Project Manager

Salary Grade 18

000000000000000000000000000000‘00000000000

Assistant General Manager




V. WAGE AND SALARY PAY RANGES

A. Policy: The Board of Directors of the District shall establish wage and salary pay ranges for
each salary grade. The wage and salary pay ranges shall indicate the minimum, mid-point and
maximum value. The primary source of information to be used in establishing wage and salary pay
ranges will be the State Salary Survey published annually by the Nebraska Department of
Personnel.

B. Purpose: Wage and salary pay ranges are established for each salary grade to:

1. Establish wage and salary rates that are comparable to other employers in the Omaha area
as shown by established salary surveys.

2. To establish minimum or hiring rates for each grade and to establish maximum rates for
each grade.

A rate of 80% of mid-point will be considered as the minimum rate for that salary grade. A rate of
75% of mid-point may be used when it is determined to be in the District's interest by the General
Manager. The maximum rate will normally be 120% of mid-point and the top rate paid to an
employee within that salary range, usually after several years of service. New employees will
generally be hired at the minimum for their salary grade unless they possess special qualifications or
prevailing wage and salary conditions require otherwise. The wage and salary pay ranges are
shown on Page 7.



Papio-Missouri River NRD
Wage and Salary Pay Ranges

January 1, 2007
Salary 80% Mid-Point 120%
Grade
2 $14,470.86 $18,088.57* $21,706.29
3 $16,993.78 $21,242.22% $25,490.66
4 $19,516.69 $24,611.69 $29,275.04
5 $22,039.61 $28,104.29 $33,059.41
6 $25,277.51 $31,596.89 $37,916.27
7 $28,071.59 $35,089.49 $42,107.39
8 $30,865.66 $38,582.08 $46,298.50
9 $33,659.74 $42,074.68 $50,489.62
10 $36,453.82 $45,567.28 $54,680.74
11 $39,247.90 $49,059.87 $58,871.84
12 $42,041.98 $52,552.47 $63,062.96
13 $44.836.06 $56,045.07 $67,254.08
14 $47,630.13 $59,537.66 $71,445.19
15 $50,424.21 $63,030.26 $75,636.31
16 $53,218.29 $66,522.86 $79,827.43
17 $56,012.36 $70,015.45 $84,018.54
18 $58,806.44 $73,508.05 $88,209.66
19 $61,600.52 $77,000.65 $92,400.78
20 $64,394.60 $80,493.25 $96,591.90
21 $67,188.67 $83,985.84 $100,783.01




V1. PERFORMANCE REVIEW AND APPRAISAL

A. Policy: It is the policy of the District to have the performance of employees reviewed
periodically and an appraisal of that performance documented.

B. Purpese: The purpose of the performance review and appraisal is to:

I. Provide timely and planned information to an employee on histher performance in
relationship to the requirements of the job.

2. Provide supervisors with an opportunity to guide the employee in an effort to obtain and
sustain maximum performance.

3. Provide an objective basis upon which wage and salary adjustments are based.

The formal review and appraisal is not intended to replace the need for continuous and informal
communication between the employee and supervisor regarding job performance.

C. Training: All supervisory personnel of the District who are responsible for performance
reviews and appraisals will have a minimum of 1 day per year of formal training in completing and
communicating the performance appraisal. This training will be scheduled during the period
October - December of each year. Non-District personnel who are trained and experienced in
performance appraisal procedures and concepts and conducting training sessions will perform this
training session. In addition, the General Manager will provide such additional training as is
considered necessary to provide for uniform appraisal techniques by District supervisory personnel.

D. Frequency: All new employees will be formally reviewed near the end of the 90 day
probationary period. No wage or salary adjustment will be made at this time but a decision will be
made as to whether the probationary employee will become a regular employee or be released from
District employment. A performance review and appraisal will be conducted near the end of the
first 6 month period of employment and the first wage and salary adjustment may be made at this
time based on the performance review and the Adjustment Guide.

Following the initial performance review and appraisal, subsequent performance reviews and
appraisals will be made in accordance with the time period provided for in the Adjustment Guide.
The specific date for a future performance review and appraisal will be established at the time of
the previous review.

If a District employee accepts a promotion or lateral transfer to a new position, the date of
promotion or transfer will be used to determine the next evaluation date.

Interim performance reviews and appraisals may be requested by an employee or initiated by the
supervisor when it is determined that this is in the best interest of the employee or the District to
address performance deficiencies.

Performance reviews and appraisals will be made no more than 15 days prior to and no later than
the effective date for wage or salary adjustments.

E. Appraisal Form: A uniform appraisal form shall be used by all supervisory personnel for
3



performance review and appraisal documentation. The appraisal form to be used, which contains
instructions on its use, is attached (Attachment 2). The appraisal form may be revised or modified
from time to time by the General Manager.

VII. WAGE AND SALARY ADJUSTMENTS

A. Policy: The General Manager of the District will be responsible for making wage and salary
adjustments in accordance with this Wage and Salary Administration Program. The General
Manager also has the authority to adjust the compensation of an employee on a temporary basis
when there is a considerable increase in accountabilities and duties to that employee due to an
extended leave by another employee.

B. Adjustment Guide: The Adjustment Guide that will be used by supervisory and management
personnel in making wage and salary adjustments is shown on Page 13.

The increase guide, shown on Page 12, will be used as a pattern for revision of the Adjustment
Guide. The "n" value in the adjustment factor equation shown in each box is the annual pay range
change, expressed in decimal form. Numerically, it represents the average change in midpoint
values of the District wage and salary pay ranges from year to year. For example, if the average
increase in midpoints is 5.0% and the adjustment factor formula is

AF.=1029 /2, the adjustment factor for that box in the guide is (1.029) x (1.0 + [0.05/2]) = (1.029)
x (1.025) = 1.055. The evaluation period (E.P.) shown in each box is the time until the next
evaluation. The time periods shown in the center of each box of the increase guide are merely an
indication of the average amount of time required for an employee to progress through that box,
assuming a constant level of performance and no change in the wage and salary pay ranges for the
evaluation period shown.

The adjustment factors computed in the increase guide are transferred to the coinciding box on the
adjustment guide and form the basis for the wage and salary adjustments. The evaluation periods
shown in each box of the adjustment guide are the same as found on the increase guide.

If an employee falls outside the Wage and Salary Adjustment Guide, the General Manager has the
authority to adjust an employee's salary a maximum of 2.5%. (Example: An employee who is at
106% of midpoint and receives a rating of "Meets Expectations" or above on his/her appraisal, the
General Manager could authorize a 2.5% salary increase.)

C. Approval: The General Manager will determine wage and salary adjustments based on the
evaluation rating and in accordance with the evaluation periods and adjustment factors provided for
in the Adjustment Guide. An example computation is shown on the attached Salary Adjustment
Worksheet (Attachment 3).

D. Length of Service Increase: The District recognizes that because of the number of positions
with the District, there exists limited opportunities for advancement to positions of greater
responsibility and duties that utilize the job skills and knowledge which are gained through
experience as an employee of the District. In recognition of the increased value to the District of
an employee who has demonstrated a rating of “Meets Expectations” or above job performance
and because of the knowledge and experience gained, it is the policy of the District to increase
the salary grade of a position by one grade level following the completion of seven years, fifteen
years and twenty-five years of continuous employment in a position.

9



Part-time employees are eligible for length of service salary grade increases on a pro rata basis.

The wage and salary pay range for the adjusted salary grade will be used in determining wage
and salary adjustments.

Performance appraisals for employees who have completed seven years, fifteen years and twenty-
five years of employment will consider the experience and additional productivity that is
expected of an employee who has been with the District in the same position for an extended
period of time.

Policy amended by the Board of Directors February 12, 1998.

10
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VIII. REVIEW AND UPDATING
A. Job Descriptions

B. Salary Grades

C. Wage and Salary Pay Ranges

D. Adjustment Guide: The General Manager will periodically review and update job descriptions
and salary grades. The General Manager shall report any changes in job descriptions and salary
grades to the Board of Directors at the next regular Board meeting.

The General Manager, in consultation with management and supervisory personnel of the District
and considering the input of individual employees, will each year provide recommendations to the
Personnel, Legislative and Public Affairs Subcommittee for changes in wage and salary pay ranges
and the adjustment guide as soon as the State Salary Survey is available from the State of Nebraska
Personnel Department.  The Subcommittee will review this information and make a
recommendation to the Board for consideration and action. The actions shall be effective
retroactively January Ist of each year.

13



PAPIO-MISSOURI RIVER NATURAL RESOURCES DISTRICT
JOB DESCRIPTION

DATE: May, 1997

POSITION TITLE: CUSTODIAN/FACILITY MAINTENANCE TECHNICIAN

POSITION DEFINITION/CLASSIFICATION - SALARY GRADE: Full Time/Hourly - 5

NORMAL WORK SCHEDULE: As arranged

OFFICE LOCATION: 8901 S. 154 St., Omaha, NE 68138

SUPERVISOR: Park Superintendent

DESCRIPTION: This employee will perform general custodial and facility maintenance duties at
the Natural Resources Center and provide night security at closing of the NRC and park facility.

SPECIFIC RESPONSIBILITIES:

L. Duties shall include the general janitorial maintenance and upkeep of the District's
office (Natural Resources Center) such as collecting and disposing of refuse and
wastepaper, wash windows, cleaning of restrooms, dusting, washing and waxing of
tile floors, sweeping and vacuuming carpets and replacing light bulbs.

2. Employee must also check and refill paper towel, toilet tissue and soap dispensers
so as to have them available for daily use.

3. Shall be responsible for ordering and maintaining cleaning and material needs.

4, Duties will also include moving furniture and equipment within the building as
required.

5. Duties will also include the monitoring of after hour activities in the NRC and the

recreation area to include the secure closing of the park facility and the NRC.

6. Shall be responsible for general groundskeeping duties for the Natural Resources
Center including (but not limited to) mowing, raking, planting, snow removal,
collecting and disposing of refuse.

7. Employee's duties shall also include the general maintenance and repair of
equipment, buildings, grounds and facilities.

8. Employee may also be asked to coordinate volunteer workers at the NRC and on
park grounds.

9. Performs related work as required.

10.  May be required to assist with emergency operations work in accordance with

14



11.

emergency operations program.

May be required to assist with special weekend activities, i.e. runs, walks, large
groups in NRC.

12, Employee must maintain close coordination with the supervisor.
13. Should be aware of and understand District policies and procedures.
14. Inform supervisory staff of broken or malfunctioning equipment/fixtures and report
safety hazards.
WORK REQUIREMENTS:

Education and Experience:

1.
2.

Lh

Dimensions:

Bk~

Attachment 1

Previous experience is preferred, although not required, for this position.
Knowledge of the position will be acquired as the work is performed.

The employee must be able communicate, both orally and in writing, and follow
instructions.

A driver's license valid in Nebraska is required.

Pre-employment medical exam required (including drug testing).

Must be free of physical handicaps that would prevent the employee from
performing safe and efficient equipment operations.

Physical strength and agility sufficient to do strenuous equipment operation and
manual labor under varying weather and job site conditions.

Work may also involve extended work hours.

Must be able to lift a minimum of forty (40) pounds.

40% of time spent cleaning and maintaining NRC.

20% of time spent on grounds work around NRC.

20% of time spent assisting and monitoring activities being held in NRC.
20% of time spent in park security, i.e., securing and closing park at night.

I5



PAPIO-MISSOURI RIVER
NATURAL RESOURCES DISTRICT

Employee Performance Appraisal Form

Name Department

Title Report Period From To

GENERAL INSTRUCTIONS/PURPOSE:

This form is to be used as a tool to set priorities and review performance for employees. Please review the
employee's job description and major accountabilities. Decide together, with the employee, their
performance priorities for and list those in Part [ of this form. It is important that you both agree and
understand which priorities will be evaluated. At the time of review, comment on performance in each
priority to date and show specifics to support that rating. It is recommended that semi-annual updates be
completed with employees with a year end final evaluation. You should have at least 5 major performance
priorities listed. You may attach additional copies of Part I to this report if necessary.

To complete Part I and Part 11 please review each Performance Priority and Important Factors and
comment on the employee's performance. Be sure to describe specifically the employee's performance for
each item listed. Part III List personal development goals and objectives for the employee to work on.
This should be developed at the beginning of the year and progress reviewed semi-annually. Part IV
Employee comments about their performance, the review, and overall general comments. Part V
Supervisor's comments about overall performance.

PERFORMANCE RATING DEFINITIONS:

1) Unacceptable Performance level unacceptable. Consistently failed to meet performance priorities
and position requirements. Does not merit retention unless immediate corrective
action is possible. An action plan is required for any rating at this level.

2) Falls Below Some aspects of performance are acceptable or approach the established priorities and
Expectations expectations. Definite improvements are necessary within a specified time period.
Action statement or plan is required for any rating at this level.

3) Meets Performance is fully acceptable; performance priorities, responsibilities and
Expectations accountabilities outlined are met consistently and are done in an acceptable manner.
4) Exceeds The majority of the performance priorities exceed expectations. Employee also
Expectations assumes additional responsibilities which are above and beyond basic expectations
of the position.
5) Far Exceeds All the performance priorities exceed expectations. Demonstrates exceptional
Expectations contributions and accomplishments.  Regularly goes beyond expectations of

position. Actively seeks out additional responsibility beyond position requirements.

16



1. Unacceptable

PART I - PERFORMANCE PRIORITIES 2. Below Expectations
List in Priority order and 3. Meets Expectations
include comments and ratings. 4, Exceeds Expectations
5. Far Exceeds Expectations
PRIORITIES REVIEW COMMENTS Supv. | Emp.
Rating | Rating




1. Unacceptable

PARTII - IMPORTANT FACTORS REVIEW 2. Below Expectations
Include comments, specific examples and ratings. 3. Meets Expectations
4, Exceeds Expectations
5. Far Exceeds Expectations
FACTOR REVIEW COMMENTS Supv. | Emp.
Rating | Rating

|. Technical Competence - The employee
displays the competence required to successfully
accomplish the requirements necessary for the
position.

2. Communications - The employee is able to
communicate information clearly, logically and
convincingly either orally or written,

3. Problem Solving - The employee recognizes
the need, analyzes all the information, considers a
number of possibie solutions/alternatives, and
makes sound decisions or recommendations.

4. Teamwork - The employee builds a cohesive
unit, is suppettive of employees and teams and
demonstrates tact and patience. The employee is
sensitive to differences in people and strives for
success by others.

5. Continuous Improvement - The employee
adds value by improving the department's
function. The employee is continually looking at
ways to improve their position, their area, their
department. The employee is not satisfied with
the status quo.

6. Personal Responsibility - The emplovee takes
ownership for their performance and actions.
Attempts to improve their skills and contributions
to the District. Possesses acceptable attendance
record.

7. Supervisor Responsibility - The employee
coaches, supports and assists in the development
of people and conducts performance appraisal
reviews on a timely manner.

8.

18




PARTIII
PERSONAL DEVELOPMENT GOALS: SUPERVISOR & EMPLOYEE DEVELOPMENT

PART IV -- EMPLOYEE REVIEW/COMMENTS

PARTV -- SUPERVISOR COMMENTS/SUMMARY

Please check the appropriate overall Performance Rating below:

l 2 3 4 5
Unacceptable Falls Below Meets Exceeds Far Exceeds
Expectations Expectations Expectations Expectations
Employee Date Second Manager Date
Reviewer Date Third Manager Date
General Manager Date

Attachment 2
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Example
Salary Adjustment Worksheet

Name: Mary Smith
Job Title: Project Coordinator
Date: 1/4/2006

Length of Service

No

Salary Grade: 9 Increase: Yes x .
Adjusted Salary Grade: 11
$49,059.8
Current Salary: $48,689.59 Midpoint: 7
%of Midpoint: 99.2%
Current Performance Evaluation
Level: Meets Expectations
Adjustment Factor*: 1.037
Adjusted
Salary: $50,491.10 $1,801.51 increase
% of Midpoint*: 102.9%
1/4/200
Effective Date: 7
1/4/200
Next Evaluation Date: 8

* Based on Current Adjustment Guide and Salary Range

Comments:
Salary Grade increased to 11 pursuant to 15 years in position.

(General Manager's Signature) (Date)

Attachment 3
Attachment 3 - Mary Smith - 2007
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