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Date: April 10, 2000

ADDENDUM NO. 1

TAC-3

TEMPORARY PERSONNEL SERVICE

FOR THE

CITY OF TULSA

NIGP CODE: 961-30

This addendum No. 1, consisting of the following information, shall be made a part of the bid specifications for the subject bid.

1. REPLACE  PAGES 8 THRU 17 WITH THE ATTACHED PAGES.

All other provisions remain the same.

Please include this addendum with your bid submittal.

                    _________________________________________ 
                                  _______________________________

                                            COMPANY NAME

 

                   SIGNATURE

A

Price Sheet Summary

Vendor Name:_______________________________ Signature:________________________ Date:__________________

You will be able to obtain a copy of the Bid Summary on the City of Tulsa’s Purchase-Net Fax-on-Demand and Website shortly after bid opening.
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TAC-3

TEMPORARY PERSONNEL SERVICES

CITY OF TULSA

A.
General Requirements
1.
Issuing Office

This Request for Bid is issued by:

City of Tulsa, Department of Purchasing

John Ogren, Director of Purchasing

200 Civic Center, Suite 802

Tulsa, Ok 74103

(918) 596-7550

2.
Delivery of Bids
The vendor is to deliver six (6) signed copies of their bid and attachments in the form, order and detail specified in this request in a sealed envelope prior to the hour indicated.  While we appreciate the opportunity to review and to see your presentation materials and brochures, please address the specific items specified in this request in the order referenced in this proposal.  Bids should be delivered to the City of Tulsa Clerk's Office, 200 Civic Center, Suite 109 by 5:00 p.m. on April 19, 2000.  No bid shall be accepted from any one person, firm or corporation that is in arrears on any obligation to the City.

All bids shall be signed by an individual or officer who is duly authorized to bind the bidder to the terms of its proposal.  All proposals must be completed in ink or typewritten.  Penciling will not be accepted.

3.
Clarification of Bid Requirements
A MANDATORY PRE-BID CONFERENCE is scheduled for  Friday April 14, 2000, at 9:00 am at The Maxwell Convention Center,100 Civic Center in the Arena Board Room

           .
Opening of Bids
Bids will be opened on Thursday, April 20, 2000 at 8:30 A.M.  in the Francis Campbell City Council Meeting Hall.

5.
Rights to Further Negotiate or Reject
The City of Tulsa reserves the right to further negotiate with the successful vendor after proposals are opened if such is deemed necessary in the opinion of the City. The City reserves the right to reject any or all bids.

Bids cannot be altered, amended or added to by the vendor after the submission deadline.  Any alternation, interlineation, or erasure made before opening time and date must be initialed by the signer of the proposal guaranteeing authenticity.

\
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6.
Award of Contract
The Mayor shall have the authority to award contracts within the purview of the Purchasing ordinance, Section 406E of Title 6.

The primary objective of this Request for Bid and the resultant contracts will be to maximize the quality and minimize the cost to the City for the services of temporary Labor and Trade (LT) personnel.  Cost is not the only factor which will be considered.  The City of Tulsa is looking for the lowest secure bid meeting all specifications and providing the best service opportunities.

A contract will likely be awarded to two primary and one back-up vendor whose proposals are determined to be the most advantageous to the City. If for any reason, the primary vendor is unable to fulfill the requirements of the contract, the back-up vendor will assume the role of primary vendor.  The successful vendor will not be allowed to sub-contract with any other vendor for the provision of these services without prior written approval of the City of Tulsa.

Each vendor fully understands and hereby agrees by the submission of this proposal that a contract with the City of Tulsa will allow the City to audit the vendor's books and records relating to positions filled for the City, during the vendor's normal business hours.  Audit shall be allowed within five days by the vendor and will be conducted within five days upon receipt of a written request from the City. The audit will be conducted during the vendor's normal business hours.  All vendors further agree to provide the City staff reasonable access to any administrative assistance that may be required for examination and audit of the vendor's books and records as relate to the contract resulting from this proposal.

7. Remedies

In the event vendor breaches any terms of the contract, the parties agree it would be impossible to measure in money the damages that will accrue to the City by reason of such breach.  Therefore, if any action be instituted to enforce the provisions hereof against vendor, vendor hereby waives the defense that the City has an adequate remedy at law and the parties hereto agree that specific performance and injunctive relief are appropriate remedies for any breach of the provisions herein.

8.
Proposals
a. Mark-Up Rate:  State the mark-up rate that you would charge to fill any vacancy in any pay grade.  It is not necessary for you to figure your mark-up rate per pay grade or per classification. Show your proposed rate, i.e. 20%.

b. Payrolling Rate:  At some time during the contract period, it may be advantageous to the City to engage in payrolling.  Under these circumstances, the City would provide the name of a particular individual and the pay rate.  The contract holder would be allowed to charge a payrolling rate.  Please indicate what your payrolling rate would be. Individuals referred to the vendor by the City will be eligible for vendor benefits.

c. Drug Testing and Criminal Background Checks

Provide the cost you would charge to provide each of these services.  Indicate the timeframe it would take to provide these services.  These costs should be itemized separate from each other and from the mark-up or payrolling costs.

d. Assessment/Selection Services Offered to the City of Tulsa

· Structural Interviewing of Candidates
Vendors must engage in a standardized interview process.   Describe your interviewing process.  Include an example of a specific position and the specific questions that would be asked of the candidate during the screening process.

· Assessments/Evaluations  

                 Vendors should evaluate/assess the skills and abilities of the candidates referred for  

                 temporary assignments to the City of Tulsa. Describe your candinate evaluation process.
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Describe any assessment instrument you are currently administering.  When would you utilize them?  Are your assessment instruments validated?  By whom?  How long have you been using them? When used, assessment results must be made available to the City of Tulsa. 

· Retrieval/Selection Process
Describe your process for selecting candidates for referral. Include your mechanism for identifying previously very successful candidates, and/or unsuccessful candidates.  

· Reference Checks/Verification of Information

Reference checks must be completed.  Describe your reference process. Include the number of references completed, how far back are reference checks completed i.e. 1 year, 2 years, 5 years?  What information is gathered during the reference checking process?  What other information is verified?

e. Services offered to the City.  

· Response Time

The vendor will respond to the hiring supervisor within 24 hours with the name and time we can expect the temporary to arrive. The candidate should be scheduled to arrive within 48 hours.

· Vendor Size and Capabilities
Considering the City’s 1999 temporary employee usage, what staff and support would you dedicate to filling the needs of the City of Tulsa?  How many W-2’s did you generate in 1999?  

· Affirmative Action Plan
                                   The vendor must have a plan in place to attract and place quality minority and female candidates.

· Vendor References

Vendor should provide references from (3) three organizations for whom the vendor filled at least ten (10) vacancies per month within the past 12 twelve months.

· Peak Period and/or Special Projects Recruitment

· The vendor must have in place a plan for volume recruiting. Provide three (3) instances where you have been creative and/or proactive in filling customer needs.  What were your results?  Documentation must be provided for past successful recruitment projects. Indicate the number of people recruited for each project, the skills sets represented by the recruited individuals and the companies that benefited from the recruitment efforts, 
including a contact person.

· Required Reports

The vendor must have the capability to forward three (3) monthly reports via e-mail by the 5th of each month.  The following are required elements of these reports:

1a.
All cumulative reports will use the City’s fiscal year which is July 1st – June 30th

2b.
Report #1
Department, Supervisor, Employee name, Classification, Bill Rate, Current Hours, Year to Date Hours in current position

3c.
Report #2
Classification, Current Hours, Year to Date Hours

4d.
Report #3
Employee, Hours worked in each classification, Hours worked in all classifications.

5e.
The above listed reports must be e-mailed to the Employment Office by the 5th of each month.
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· Required Reports (Continued)

A copy of the reports the vendor will supply, must be included with the vendor bid.

Prior to the award of the bid, the vendor will have to demonstrate their ability to e-mail the document to us. The preferred software is Access.  Provide examples of report you currently use.

· Other Services

Describe other services the vendor can supply that would be of benefit to the City of Tulsa.

f. Services Offered to Temporary Employees
· Training plans/services offered to temporaries

Describe the training plans/services available to your employees that would assist them in gaining additional job skills.

· Benefits / Medical:   Some option for medical benefits must be provided. Describe your medical benefits.  Provide the information given to the candidate.

· Benefits / Vacation-Holiday:  Some plan for vacation and holiday benefits must be provided to candidates. Describe  your Vacation and holiday benefits.  Provide the employee document describing these benefits.

· Other Benefits:  Describe any other benefits offered to temporary employees, such as child care, stock options, bonus plans, etc.


REMEMBER:  The primary objective of this Request for Bid and the resulting contracts will be to maximize the quality and minimize the cost to the City for the services of temporary personnel. Cost is not the only factor to be considered.  The City of Tulsa is looking for the lowest and best secure bid.

9. Analysis of Proposals

Each bid will be subjected to review by a selection panel consisting of a representative(s) from the City of Tulsa Purchasing Department, the City of Tulsa Human Resources Department and at least one other representative.  The panel will compare and contrast the information provided by the vendors category by category.

In broad terms, the Temporary Bid Selection Panel will be evaluating the bid on the following criterion:
o
Cost of the service to the City of Tulsa

o
Quality of service to the City of Tulsa

o
Quality of service to the temporary employee

o
Quality of administrative support service to the City of Tulsa

                                The following items will be evaluated by the panel:

I. Mark-Up Rate:  

II. Payrolling Rate:

III. Drug Testing and Criminal Background Checks: 

IV. Assessment/Selection Services 

· References: 

· Structural Interviewing of Candidates: 

· Assessment/Evaluation Process:

· Retrieval/Selection Process: 

V. Services Offered to the City

· Monthly Reports

· 3 Vendor References 

· Vendor size and capabilities 
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· Response Time

· Affirmative Action Plan

· Peak Period and /or Special Projects Recruitment

VI.  Services Offered to Temporary Employees

· Benefits:  Medical

· Benefits:  Vacation / Holiday

· Training plans / services offered to temporaries

· Other Benefits:  babysitting, stock options, bonus plan

Vendors should respond to each line item in each category in the order listed in this RFP.  Vendors will receive credit in a category if they choose not to respond to every line item service in the category. Documentation must be provided to substantiate the service and /or the quality of the service for every line item service. The documentation provided will be evaluated by the selection panel for the quality of each specific line item service. After the initial review of bids, the vendors appearing to best meet the needs of the City will be invited to make formal presentations of the services provided by their organization. After the presentations, the selection panel will re-evaluate the credit given for each category. A maximum of (4) four vendors will be invited to make presentations.  The purpose of the presentations will be to evaluate and to verify the quality of the line item services. The selection committee will visit a maximum of (4) four vendor sites before the final selection is made.

To assist you with your preparation, we have provided a chart that contains the following:  

· City of Tulsa pay grades 

· The base pay to be paid a temporary LT employee for each pay grade  

· The number of hours worked in each classification during FY-99 

· Examples of classifications that were used during FY-99. Additionally, we have provided you with complete classification descriptions for the positions that were most often used.  Other classification descriptions are available upon request.  

It is not necessary to figure total costs per pay grade or classification. Provide us with percentage quotes for both mark-up and payrolling .

10.     Economy of Preparation

Proposals should be prepared simply, providing a  straightforward concise description of vendor capabilities and services that are available to both the temporary employee and to the City of Tulsa that will satisfy the requirements of this Request for Proposal.  We prefer that you address each criterion separately and in the order presented in this proposal. Emphasis should be on completeness and clarity of content.

11.
Term of Contract
The term of the contract shall be for a six month period ending December 31, 2000. The contract shall be renewable with the consent of both parties, for one (1) additional year.

Increases in the temporary base pay rate may be permitted in July 2000 and July 2001 for select positions provided the City approves and the increase is in accordance with the current job pay scales within the industry and at the City of Tulsa.  Should City employees receive a pay increase, this will not have a direct relationship for temporary employees.

Should the vendor awarded this contract not be awarded a subsequent contract, or breach this contract, temporary employees employed with the City of Tulsa at that time will transfer to the new vendor at no additional charge.

12.
Maintenance of Records
The vendor shall be required to maintain, for a period of three years from the date of final contract and payment, documentation for all charges against the City under the contract. These records will be subject to audit.
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13.
Reporting Requirements
Each vendor will be required to e-mail the City two Management Reports on a monthly basis. The following are required elements of these reports:

a. All cumulative reports will use the City of Tulsa fiscal year which is July 1st  through June 30th.

b. These reports will be e-mailed on a monthly basis to the City of Tulsa, Human Resources, Employment Office.

c. Report #1 should contain the following components:

Department, Supervisor, Employee Name, Classification, Bill Rate, Current Hours, Year-to-Date Hours

d. Report #2 should contain the following components:

Classification, Current Hours, Year-to-Date Hours

e. Report #3 should contain the following components:  

     Employee, Hours worked  in each classification, 

     Total Hours worked in all classifications.

14. Insurance Requirements
The primary contractors shall carry and keep in force during the term of this contract policies of public liability insurance, including any contractual liability assumed and any renewal periods under this contract in the minimum amounts set forth below, and Worker’s Compensation and Employer’s Liability insurance in the amounts required by law.


Personal injury, each person:

          $    100,000


Personal injury, each occurrence                 $1,000,000


Property damage, each person
          $      25,000


Property damage, each occurrence              $    100,000 

The policy shall provide a clause stating that it cannot be canceled by the insurer without the insurer first providing the City ten (10) days written notice of cancellation. The successful bidder shall furnish the City a certificate of insurance showing such coverage within ten (10) days following the acceptance of the bid.

15.
Contract Administration

All requests for temporary employees for existing classifications will be made by the hiring supervisor. A Temporary Contract Procedures Manual will be forwarded to vendors securing the bid. 

If the primary vendors are unable to respond to a vacancy within 48 hours as specified in the bid specifications, the City reserves the right to contact the back-up vendor for assistance in filling the temporary vacancy.

The City of Tulsa’s Human Resources Department will act as contract administrator for each contract resulting from this Request for Proposal. Any individual previously employed by the City of Tulsa in a permanent capacity who desires re-employment with the City as a temporary must be approved through the City’s Human Resources Department prior to placement. Any temporary employee who is terminated must receive approval from the City’s Human Resources Department in order to be considered for another temporary employment opportunity. The City shall have the right to survey temporary employees.

B.
Proposal Format and Content
1. Respond to criteria a. through f. in item #8 (Proposal).

2. Classifications are attached for the positions most frequently requested on a temporary basis.  Others are available upon request.

3. No person shall be excluded from participation or consideration in, or be denied benefits of, or be otherwise subjected to discrimination in the performance of this contract, or in the employment practices of the contractor on the grounds of race, color, religion, sex, age, disability or national origin.  The contractor shall, upon request, show proof of such non-discrimination and shall post in 

4. conspicuous places available to all candidates, notices of non-discrimination.  All employment advertisements or solicitations placed by the contractor or on behalf of the contractor shall state that such contractor is an Equal Opportunity Employer.  Please provide a statement that would reflect such EOE compliance.

C. 
Standard City Contract Provisions 

The contracts entered into with the successful vendors shall include the following terms and conditions:

1. Each vendor will be required to submit with their proposal a copy of their coverage for Worker’s Compensation and general liability.

2. The primary vendor will be required to enter into contract with the City of Tulsa within ten (10) days of submission of their proposal and post a Performance Bond of $25,000.  It will not be necessary for the back-up vendor to past the Performance Bond.

3. If an employee provided by the vendor proves to be unsatisfactory for any reason, the City of Tulsa shall have the right to request an immediate replacement.  In addition, if the City is not satisfied with the performance of a temporary worker within the first eight hours of work, the City shall notify the contractor within 24 hours and the City will not be billed for the unsatisfactory temporary employee.

4. If after two attempts the vendor is unable to provide a satisfactory employee, or if the vendor is unable to provide an employee within 48 hours as specified in this Request for Proposal, the City reserves the right to go to the back-up vendor.

5. Positions that fall within a progression may be filled only at the beginning pay grade, i.e., Crew Worker I and Crew Worker II may only be filled at the Crew Worker I level.  Any exception must be approved through the City’s Human Resources Department.

6. Labor and Trade positions normally require a CDL Class A or B license. Vendor must provide a copy of this CDL license to the Employment Section.  If a hiring supervisor wants to hire an individual for a position normally requiring a CDL A or B and that person does not have one, s/he can be hired in a Maintenance or Crew Worker Helper position.  The individual will be restricted from driving.

7. A contract may be modified only by written amendment executed by all parties hereto and approved by the appropriate City officials.  The City of Tulsa is not bound by any oral representation, clarifications, or changes made in the written specifications by City of Tulsa employees unless such clarification or change is provided to bidders in written form from the City’s Purchasing Division.

8. The vendor shall not assign this contract or enter into subcontracts for any of the work described herein without obtaining the prior written approval of the City of Tulsa’s Purchasing Division.

9.
The City of Tulsa has a restriction (of 1000 hours) on the number of hours a temporary employee may work for the City within a fiscal year. It will be the responsibility of the contractor to ensure that no employee exceeds this 1000 hour limit. The Human Resources Department, Employment Office, will supply the contractor with the current policy regarding the hour restriction.

10.      From time to time, the City of Tulsa may wish to retain temporary employees in permanent     

           positions. Should this occur, it shall be understood by the parties to this contract that the City will  

           not pay a fee for those employees.
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INVITATION FOR SEALED BID

TAC-3

Description:  TEMPORARY PERSONNEL SERVICE

Department:  CITY OF TULSA

NIGP Commodity Code(s):961-30

Total pages including this page is 41





	Important Instruction - Read Carefully:

If you have obtained these bid specifications from either of:

           City of Tulsa's Fax-on-Demand (918-596-1171)  or

          City of Tulsa's  Website : http://frontpage.webzone.net/purchasing
     you must notify the buyer EARNIE SUMERALL  of your intent to bid by 
     e-mail esumerall@ci.tulsa.ok.us in order to receive addenda. The buyer 
     will always acknowledge your e-mail for your records. All addenda 
     will be posted on fax-on-demand and the website.


TABLE OF CONTENTS

	Pay special attention to those pages with a reference to the following notes:

Note #1: Signature of authorized agent required

         Note #2: Signature of an authorized agent and notarized required




Table of Contents                                                                          
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Invitation for Sealed Bid                                     ( Note #1 )     


3




General Terms and Conditions
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Interest Affidavit                                                 ( Note #2 )
   
           5

Bidder Affidavit                                                  ( Note #2 )

           6         

Contractor Information Sheet                                          


7



Summary Price Sheet



8



  

Detailed Price Sheet



9







        

Options Price Sheet
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Your bid response should follow the same format listed above plus any additional

format requested in the body of the bid invitation.

INVITATION FOR SEALED BIDS

TO

City of Tulsa
200 CIVIC CENTER, ROOM 109, TULSA, OKLAHOMA 74103

 Bid number and date of bid opening must appear on the lower

left outside corner of bid envelopes and all related containers.

DATE OF OPENING:   April 20, 2000                                                   BID  NUMBER: TAC-3
BID MUST BE IN THE CITY CLERK'S OFFICE AT THE ABOVE ADDRESS BY 5:00 P.M. THE DAY PRECEDING THE "DATE OF OPENING" SHOWN ABOVE.

BIDS WILL BE OPENED AT 8:30 A.M. IN THE CITY COUNCIL ROOM ON THE DAY SPECIFIED UNDER "DATE OF OPENING."

PUBLISHED IN THE TULSA DAILY COMMERCE AND LEGAL NEWS:  April 10,11,12,13,14,2000
Bid must be accompanied by bidder’s bond, cashier’s check or certified check in the amount of:  NOT REQUIRED
_________________________________________________________________________________________________

      PLEASE READ TERMS AND CONDITIONS ON THE NEXT PAGE BEFORE COMPLETING BID DOCUMENTS

__________________________________________________________________________________

  ***************  THE FOLLOWING SECTION MUST BE COMPLETED BY BIDDER ***************

Delivery will be made in not more than__________________ days after receipt of order.

Payment terms ___________%_____________ days.

City of Tulsa may increase quantity of order at the unit price bid for__120______________________ days. (Bidder to Specify Days) I have examined the terms and specifications and the instructions to bidders herein and agree, provided I am awarded a con -tract, to provide the above described items for the sum shown in accordance with the terms and specifications stated herein. All deviations are in writing and attached hereto.

Enclosed is a [   ] BID BOND ;  [   ]CASHIER’S CHECK; [  ] Certified Check in the amount of $____________________, which I agree the City of Tulsa may retain as liquidated damages in the event of my failure to comply with the terms of this bid.

MUST BE SIGNED BY AUTHORIZED AGENT TO BE VALID

FIRM NAME _____________________________________________________________
by ___________________________________________________


STREET ________________________________________________________________
TITLE ________________________________________________


CITY STATE________________________________ZIP CODE______________PHONE NUMBER_________________________DATE_______________

GENERAL TERMS AND CONDITIONS  OF SEALED BIDS

           THESE ITEMS APPLY TO AND BECOME A PART OF THE BID.

NO EXCEPTIONS TO THESE TERMS & CONDITIONS WILL BE CONSIDERED.

1.Bids must be submitted on this form only INCLUDING A SIGNATURE OF AN
   AUTHORIZED AGENT. Each bid shall be placed in a separate envelope. Be sure envelope is 

  completely and  properly identified and sealed, showing the bid number and date in the lower left 

  hand corner. Bids must be time stamped in the office of the City Clerk by 5:00 P.M. on the day 

  before date of  opening.

2. No bidder may withdraw his proposal for a period of thirty (30) days after the date and hour set for the opening of bids.

3. All prices shall be quoted F.O.B. Tulsa, Oklahoma, and delivery to City of Tulsa location shall be without additional charge.

4. The bidder shall attach the manufacturer's name of the equipment or material to be furnished, type, model numbers, manufacturer's 

    descriptive bulletins and specifications. All guarantees and warranties should be clearly stated. This data shall be in sufficient 
    detail  to describe accurately the equipment or material to be furnished. Manufacturer's specifications, in respect to the successful 
    bidder,  shall be considered as part of his contract with the City of Tulsa.

5. The bidder shall show in the proposal both the unit prices and total amount, where required, of each item listed. In the event of 

    error or discrepancy in the mathematics, the unit prices shall prevail.

6. Any exceptions or deviations from written specifications shall be shown in writing and attached to the bid form.

7. Each bidder agrees to comply with the terms of Title 5, Chapter 1, of Tulsa, Oklahoma Charter and revised ordinances relating to

    equal employment opportunity.

       8. THE ENCLOSED FORMS REGARDING NON‑COLLUSION AND FINANCIAL INTEREST MUST BE SIGNED, NOTARIZED, 
            AND RETURNED  WITH THE BID.

9. The City of Tulsa reserves the right to reject any and all bids, to waive any technicalities in the bidding, and to award each item to

    different bidders or all items to a single bidder.

 10. All bids must be accompanied by bidders bond, cash, certified or cashier's check in the amount shown on the face of the bid form.   This amount shall be retained by the City of Tulsa as liquidated damages in the event the successful bidder (or bidders) fails to execute a contract, if required. The bidder agrees that said amount is presumed to be the damages sustained by the City due to the impracticability and extreme difficulty in fixing the actual damages. The office of the City Clerk will return the bid deposits to the unsuccessful bidders, after a contract has been awarded or all bids have been rejected.

             11. In the event cash discounts are offered by the bidder, the discount date shall begin with the date of invoice,  the date of receipt of all  

                   material covered by the purchase order, or the date of receipt by the City of Tulsa of the original copy of the purchase order with 

                   properly executed Affidavit of Claimant, whichever is the later date.

             12. Direct purchase of certain items of equipment or material by the City of Tulsa are exempt from Federal Excise Tax and Oklahoma 

                   Sales Tax. In such cases the bidder shall quote prices which do not include Federal Excise Tax and Oklahoma Sales Tax. The City 

                   of Tulsa will furnish executed exemption certificates upon presentation by the bidder at the time of purchase.

             13. Bid must show number of days required for delivery under normal conditions. Failure to state delivery time obligates bidder to complete delivery in fourteen (14) calendar days. Unrealistically short or long delivery promises may cause bid to be disregarded. Contractor must keep Purchasing Department advised at all times of status of order. Default in promised delivery or failure to meet specifications authorizes the Purchasing Agent to purchase supplies elsewhere and charge full increase of cost and handling to defaulting contractor. Consistent failure to meet delivery promises without valid reason may cause removal from bid list.

             14. Bidder agrees to defend and save City of Tulsa from and against all demands, claims, suits, costs, expenses, damages and judgments based upon infringement of any patent relating to goods specified in this order or the ordinary use or operation of such goods by City or use or operation of such goods in accordance with bidders direction.

             15. If the bid requires a written contract, the successful bidder shall execute a written contract with the City of Tulsa and return the 

                   required bonds and insurance certificates within ten (10) days after submission of contracts to said bidder by the City.

INTEREST AFFIDAVIT
STATE OF ________
}


}
ss

COUNTY OF _______
}

________________________________________, of lawful age, being first duly sworn, states that s(he) is the agent authorized by the bidder to submit the attached bid.  Affiant further states that no officer or employee of the City of Tulsa either directly or indirectly, owns a twenty-five percent (25%) interest in the bidder's business or such a percentage which constitutes a controlling interest.  Affiant further states that the following officers and/or employees of the City of Tulsa have some direct or indirect interest in the bidder's business:

By


(Signature)

(Title)

Subscribed and sworn to before me this ________day of ______________, 19_____.

                                                ________________________________

                                                                                              NOTARY PUBLIC SIGNATURE

My Commission Expires:

______________________ 

The Interest Affidavit must be completed, signed by an

authorized agent, and notarized.
  BIDDER  AFFIDAVIT ‑ TITLE 74 O.S. (1974 SUPP.)  85.22‑85.25
STATE OF ________________      COUNTY OF ____________________      

_____________________, of lawful age, being first duly sworn on oath says  

       Authorized Agent

1. (s)he is the duly authorized agent of _________________________________________, the bidder submitting 

     the competitive bid which is attached to this statement, for the purpose of certifying the facts pertaining to the

     existence of collusion among bidders and between bidders and municipal officials or employees, as well as facts 

     pertaining to the giving or offering of things of value to government personnel in return for special consideration 

     in the letting of any contract pursuant to the bid to which this statement is attached.

   2. (s)he is fully aware of the facts and circumstances surrounding the making of the bid to which this statement

      is attached and has been personally and directly involved in the proceedings leading to the submission of 

       such bid; and

  3. neither the bidder nor anyone subject to the bidder's direction or control has been a party;

a. to any collusion among bidders in restraint of freedom of competition by agreement to bid at a fixed

      price or to refrain from bidding,

b.   to any collusion with any municipal official or employee as to quantity, quality or price in the  prospective

      contract, or as to any other terms of such prospective contract, nor

c. in any discussions between bidders and any municipal official concerning exchange of money or other       thing of value for special consideration in the letting of a contract.

        ____________________________________________________________________

                                           SIGNATURE OF AUTHORIZED AGENT

____________________________________________________________________________________

 Subscribed and sworn to before me this _________day of ______________, 19______.

       _____________________________________________     __________________________

                            Signature of Notary Public                                                       MY COMMISSION EXPIRES

The Bidder Affidavit must be completed, signed by an authorized agent, and notarized.




Project No. or Description





_________________________________


Full Name of Bidder




Legal Identity


(Corporation, Partnership,
Individual, etc.)


Address




Telephone No.




FAX No.



             Taxpayer Identification Number




Contact Person




           Phone No.



                       Fax No.                                   _____________________________
                       E-mail address                       _____________________________ 

                       Webpage Address                 _____________________________
Price Sheet Summary

Vendor Name:_______________________________ Signature:________________________ Date:__________________

You will be able to obtain a copy of the Bid Summary on the City of Tulsa’s Purchase-Net Fax-on-Demand and Website shortly after bid opening.

	Please provide the following information: 
	
	

	
	
	
	
	

	 Mark-Up Rate________________     Payrolling Rate__________
	

	
	
	
	
	

	Criminal Background _________      DOT DrugTesting________
	

	Cost
	
	
	Aphetamines
	

	
	
	
	Cocain, Metabolites
	

	
	
	
	Opiats, Marijuana
	

	
	
	
	Phencyclidine
	


2000 PAY GRADE/WAGE SCALE FOR THE

TEMPORARY CONTRACT

	PAY
	 TEMP 
	# HOURS
	Example of

	GRADE
	 BASE 
	FY99
	Classification

	LT-12
	 $                    6.50 
	4,596
	Maintenance Helper           Crew Worker Helper              

	LT-13
	 $                    7.45 
	26,160
	Maintenance Worker I     Custodial Worker I         Airport Maintenance Worker  

	LT-14
	 $                    7.75 
	61,907
	Parks Utility Worker I     Parking Meter Repair I     Stock Clerk   Gardener I    Crew Worker I

	LT-15
	 $                    8.50 
	18,253
	Plant Mechanic Helper     Equipment Operator I     Mechanical Utility Worker

	LT-16
	 $                    9.80 
	8,708
	  Equipment Operator II  Automotive Storekeeper    Maintenance Mechanic I

	LT-17
	 $                   11.15 
	3,177
	Locksmith                                                                                                                                    Plant Mechanic I                                                         Stationary Engineer                   

	LT-18
	 $                 12.45 
	2,744
	Small Engine Mechanic                                                                                                                     Carpenter I                                                             Electrician I

	LT-19
	 $                 13.20 
	930
	Mechanical Journeyman   Plumber

	SE-1
	 $                    6.77 
	21
	Seasonal Labor                                                                                                                                                           

	
	
	
	

	
	
	126,496
	Total LT Temp Hours

	
	
	
	

	***

                                            Underground Collections Entry Pay Rates Only:
	
	

	Crew Helper       LT-13       $7.25
	
	
	

	Crew Worker I    LT-14       $8.25
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TAC-3

TEMPORARY PERSONNEL SERVICES

CITY OF TULSA

A.
General Requirements
1.
Issuing Office

This Request for Bid is issued by:

City of Tulsa, Department of Purchasing

John Ogren, Director of Purchasing

200 Civic Center, Suite 802

Tulsa, Ok 74103

(918) 596-7550

2.
Delivery of Bids
The vendor is to deliver six (6) signed copies of their bid and attachments in the form, order and detail specified in this request in a sealed envelope prior to the hour indicated.  While we appreciate the opportunity to review and to see your presentation materials and brochures, please address the specific items specified in this request in the order referenced in this proposal.  Bids should be delivered to the City of Tulsa Clerk's Office, 200 Civic Center, Suite 109 by 5:00 p.m. on April 19, 2000.  No bid shall be accepted from any one person, firm or corporation that is in arrears on any obligation to the City.

All bids shall be signed by an individual or officer who is duly authorized to bind the bidder to the terms of its proposal.  All proposals must be completed in ink or typewritten.  Penciling will not be accepted.

3.
Clarification of Bid Requirements
A MANDATORY PRE-BID CONFERENCE is scheduled for  Monday, April 10th at 1:00 P.M. , City Hall Building, 200 Civic Center, in Room 1101.

4.
Opening of Bids
Bids will be opened on Thursday, April 20, 2000 at 8:30 A.M.  in the Francis Campbell City Council Meeting Hall.

5.
Rights to Further Negotiate or Reject
The City of Tulsa reserves the right to further negotiate with the successful vendor after proposals are opened if such is deemed necessary in the opinion of the City. The City reserves the right to reject any or all bids.

Bids cannot be altered, amended or added to by the vendor after the submission deadline.  Any alternation, interlineation, or erasure made before opening time and date must be initialed by the signer of the proposal guaranteeing authenticity.

6.
Award of Contract
The Mayor shall have the authority to award contracts within the purview of the Purchasing ordinance, Section 406E of Title 6.

The primary objective of this Request for Bid and the resultant contracts will be to maximize the quality and minimize the cost to the City for the services of temporary Labor and Trade (LT) personnel.  Cost is not the only factor which will be considered.  The City of Tulsa is looking for the lowest secure bid meeting all specifications and providing the best service opportunities.

A contract will likely be awarded to two primary and one back-up vendor whose proposals are determined to be the most advantageous to the City. If for any reason, the primary vendor is unable to fulfill the requirements of the contract, the back-up vendor will assume the role of primary vendor.  The successful vendor will not be allowed to sub-contract with any other vendor for the provision of these services without prior written approval of the City of Tulsa.

Each vendor fully understands and hereby agrees by the submission of this proposal that a contract with the City of Tulsa will allow the City to audit the vendor's books and records relating to positions filled for the City, during the vendor's normal business hours.  Audit shall be allowed within five days by the vendor and will be conducted within five days upon receipt of a written request from the City. The audit will be conducted during the vendor's normal business hours.  All vendors further agree to provide the City staff reasonable access to any administrative assistance that may be required for examination and audit of the vendor's books and records as relate to the contract resulting from this proposal.

8. Remedies

In the event vendor breaches any terms of the contract, the parties agree it would be impossible to measure in money the damages that will accrue to the City by reason of such breach.  Therefore, if any action be instituted to enforce the provisions hereof against vendor, vendor hereby waives the defense that the City has an adequate remedy at law and the parties hereto agree that specific performance and injunctive relief are appropriate remedies for any breach of the provisions herein.

8.
Proposals
g. Mark-Up Rate:  State the mark-up rate that you would charge to fill any vacancy in any pay grade.  It is not necessary for you to figure your mark-up rate per pay grade or per classification. Show your proposed rate, i.e. 20%.

h. Payrolling Rate:  At some time during the contract period, it may be advantageous to the City to engage in payrolling.  Under these circumstances, the City would provide the name of a particular individual and the pay rate.  The contract holder would be allowed to charge a payrolling rate.  Please indicate what your payrolling rate would be. Individuals referred to the vendor by the City will be eligible for vendor benefits.

i. Drug Testing and Criminal Background Checks

Provide the cost you would charge to provide each of these services.  Indicate the timeframe it would take to provide these services.  These costs should be itemized separate from each other and from the mark-up or payrolling costs.

j. Assessment/Selection Services Offered to the City of Tulsa

· Structural Interviewing of Candidates
Vendors must engage in a standardized interview process.   Describe your interviewing process.  Include an example of a specific position and the specific questions that would be asked of the candidate during the screening process.

· Assessments/Evaluations  

                 Vendors should evaluate/assess the skills and abilities of the candidates referred for  

                 temporary assignments to the City of Tulsa. Describe your candinate evaluation process.
Describe any assessment instrument you are currently administering.  When would you utilize them?  Are your assessment instruments validated?  By whom?  How long have you been using them? When used, assessment results must be made available to the City of Tulsa. 

· Retrieval/Selection Process
Describe your process for selecting candidates for referral. Include your mechanism for identifying previously very successful candidates, and/or unsuccessful candidates.  

· Reference Checks/Verification of Information

Reference checks must be completed.  Describe your reference process. Include the number of references completed, how far back are reference checks completed i.e. 1 year, 2 years, 5 years?  What information is gathered during the reference checking process?  What other information is verified?

k. Services offered to the City.  

· Response Time

The vendor will respond to the hiring supervisor within 24 hours with the name and time we can expect the temporary to arrive. The candidate should be scheduled to arrive within 48 hours.

· Vendor Size and Capabilities
Considering the City’s 1999 temporary employee usage, what staff and support would you dedicate to filling the needs of the City of Tulsa?  How many W-2’s did you generate in 1999?  

· Affirmative Action Plan
                                   The vendor must have a plan in place to attract and place quality minority and female candidates.

· Vendor References

Vendor should provide references from (3) three organizations for whom the vendor filled at least ten (10) vacancies per month within the past 12 twelve months.

· Peak Period and/or Special Projects Recruitment

· The vendor must have in place a plan for volume recruiting. Provide three (3) instances where you have been creative and/or proactive in filling customer needs.  What were your results?  Documentation must be provided for past successful recruitment projects. Indicate the number of people recruited for each project, the skills sets represented by the recruited individuals and the companies that benefited from the recruitment efforts, 
including a contact person.

· Required Reports

The vendor must have the capability to forward three (3) monthly reports via e-mail by the 5th of each month.  The following are required elements of these reports:

1a.
All cumulative reports will use the City’s fiscal year which is July 1st – June 30th

2b.
Report #1
Department, Supervisor, Employee name, Classification, Bill Rate, Current Hours, Year to Date Hours in current position

3c.
Report #2
Classification, Current Hours, Year to Date Hours

4d.
Report #3
Employee, Hours worked in each classification, Hours worked in all classifications.

5e.
The above listed reports must be e-mailed to the Employment Office by the 5th of each month.

· Required Reports (Continued)

A copy of the reports the vendor will supply, must be included with the vendor bid.

Prior to the award of the bid, the vendor will have to demonstrate their ability to e-mail the document to us. The preferred software is Access.  Provide examples of report you currently use.

· Other Services

Describe other services the vendor can supply that would be of benefit to the City of Tulsa.

l. Services Offered to Temporary Employees
· Training plans/services offered to temporaries

Describe the training plans/services available to your employees that would assist them in gaining additional job skills.

· Benefits / Medical:   Some option for medical benefits must be provided. Describe your medical benefits.  Provide the information given to the candidate.

· Benefits / Vacation-Holiday:  Some plan for vacation and holiday benefits must be provided to candidates. Describe  your Vacation and holiday benefits.  Provide the employee document describing these benefits.

· Other Benefits:  Describe any other benefits offered to temporary employees, such as child care, stock options, bonus plans, etc.


REMEMBER:  The primary objective of this Request for Bid and the resulting contracts will be to maximize the quality and minimize the cost to the City for the services of temporary personnel. Cost is not the only factor to be considered.  The City of Tulsa is looking for the lowest and best secure bid.

11. Analysis of Proposals

Each bid will be subjected to review by a selection panel consisting of a representative(s) from the City of Tulsa Purchasing Department, the City of Tulsa Human Resources Department and at least one other representative.  The panel will compare and contrast the information provided by the vendors category by category.

In broad terms, the Temporary Bid Selection Panel will be evaluating the bid on the following criterion:
o
Cost of the service to the City of Tulsa

o
Quality of service to the City of Tulsa

o
Quality of service to the temporary employee

o
Quality of administrative support service to the City of Tulsa

                                The following items will be evaluated by the panel:

VII. Mark-Up Rate:  

VIII. Payrolling Rate:

IX. Drug Testing and Criminal Background Checks: 

X. Assessment/Selection Services 

· References: 

· Structural Interviewing of Candidates: 

· Assessment/Evaluation Process:

· Retrieval/Selection Process: 

XI. Services Offered to the City

· Monthly Reports

· 3 Vendor References 

· Vendor size and capabilities 
  

· Response Time

· Affirmative Action Plan

· Peak Period and /or Special Projects Recruitment

XII.  Services Offered to Temporary Employees

· Benefits:  Medical

· Benefits:  Vacation / Holiday

· Training plans / services offered to temporaries

· Other Benefits:  babysitting, stock options, bonus plan

Vendors should respond to each line item in each category in the order listed in this RFP.  Vendors will receive credit in a category if they choose not to respond to every line item service in the category. Documentation must be provided to substantiate the service and /or the quality of the service for every line item service. The documentation provided will be evaluated by the selection panel for the quality of each specific line item service. After the initial review of bids, the vendors appearing to best meet the needs of the City will be invited to make formal presentations of the services provided by their organization. After the presentations, the selection panel will re-evaluate the credit given for each category. A maximum of (4) four vendors will be invited to make presentations.  The purpose of the presentations will be to evaluate and to verify the quality of the line item services. The selection committee will visit a maximum of (4) four vendor sites before the final selection is made.

To assist you with your preparation, we have provided a chart that contains the following:  

· City of Tulsa pay grades 

· The base pay to be paid a temporary LT employee for each pay grade  

· The number of hours worked in each classification during FY-99 

· Examples of classifications that were used during FY-99. Additionally, we have provided you with complete classification descriptions for the positions that were most often used.  Other classification descriptions are available upon request.  

It is not necessary to figure total costs per pay grade or classification. Provide us with percentage quotes for both mark-up and payrolling .

10.     Economy of Preparation

Proposals should be prepared simply, providing a  straightforward concise description of vendor capabilities and services that are available to both the temporary employee and to the City of Tulsa that will satisfy the requirements of this Request for Proposal.  We prefer that you address each criterion separately and in the order presented in this proposal. Emphasis should be on completeness and clarity of content.

11.
Term of Contract
The term of the contract shall be for a six month period ending December 31, 2000. The contract shall be renewable with the consent of both parties, for one (1) additional year.

Increases in the temporary base pay rate may be permitted in July 2000 and July 2001 for select positions provided the City approves and the increase is in accordance with the current job pay scales within the industry and at the City of Tulsa.  Should City employees receive a pay increase, this will not have a direct relationship for temporary employees.

Should the vendor awarded this contract not be awarded a subsequent contract, or breach this contract, temporary employees employed with the City of Tulsa at that time will transfer to the new vendor at no additional charge.

12.
Maintenance of Records
The vendor shall be required to maintain, for a period of three years from the date of final contract and payment, documentation for all charges against the City under the contract. These records will be subject to audit.

13.
Reporting Requirements
Each vendor will be required to e-mail the City two Management Reports on a monthly basis. The following are required elements of these reports:

f. All cumulative reports will use the City of Tulsa fiscal year which is July 1st  through June 30th.

g. These reports will be e-mailed on a monthly basis to the City of Tulsa, Human Resources, Employment Office.

h. Report #1 should contain the following components:

Department, Supervisor, Employee Name, Classification, Bill Rate, Current Hours, Year-to-Date Hours

i. Report #2 should contain the following components:

Classification, Current Hours, Year-to-Date Hours

j. Report #3 should contain the following components:  

     Employee, Hours worked  in each classification, 

     Total Hours worked in all classifications.

15. Insurance Requirements
The primary contractors shall carry and keep in force during the term of this contract policies of public liability insurance, including any contractual liability assumed and any renewal periods under this contract in the minimum amounts set forth below, and Worker’s Compensation and Employer’s Liability insurance in the amounts required by law.


Personal injury, each person:

          $    100,000


Personal injury, each occurrence                 $1,000,000


Property damage, each person
          $      25,000


Property damage, each occurrence              $    100,000 

The policy shall provide a clause stating that it cannot be canceled by the insurer without the insurer first providing the City ten (10) days written notice of cancellation. The successful bidder shall furnish the City a certificate of insurance showing such coverage within ten (10) days following the acceptance of the bid.

15.
Contract Administration

All requests for temporary employees for existing classifications will be made by the hiring supervisor. A Temporary Contract Procedures Manual will be forwarded to vendors securing the bid. 

If the primary vendors are unable to respond to a vacancy within 48 hours as specified in the bid specifications, the City reserves the right to contact the back-up vendor for assistance in filling the temporary vacancy.

The City of Tulsa’s Human Resources Department will act as contract administrator for each contract resulting from this Request for Proposal. Any individual previously employed by the City of Tulsa in a permanent capacity who desires re-employment with the City as a temporary must be approved through the City’s Human Resources Department prior to placement. Any temporary employee who is terminated must receive approval from the City’s Human Resources Department in order to be considered for another temporary employment opportunity. The City shall have the right to survey temporary employees.

B.
Proposal Format and Content
5. Respond to criteria a. through f. in item #8 (Proposal).

6. Classifications are attached for the positions most frequently requested on a temporary basis.  Others are available upon request.

3.
No person shall be excluded from participation or consideration in, or be denied benefits of, or be otherwise subjected to discrimination in the performance of this contract, or in the employment practices of the contractor on the grounds of race, color, religion, sex, age, disability or national origin.  The contractor shall, upon request, show proof of such non-discrimination and shall post in conspicuous places available to all candidates, notices of non-discrimination.  All employment advertisements or solicitations placed by the contractor or on behalf of the contractor shall state that such contractor is an Equal Opportunity Employer.  Please provide a statement that would reflect such EOE compliance.

C. 
Standard City Contract Provisions 

The contracts entered into with the successful vendors shall include the following terms and conditions:

9. Each vendor will be required to submit with their proposal a copy of their coverage for Worker’s Compensation and general liability.

10. The primary vendor will be required to enter into contract with the City of Tulsa within ten (10) days of submission of their proposal and post a Performance Bond of $25,000.  It will not be necessary for the back-up vendor to past the Performance Bond.

11. If an employee provided by the vendor proves to be unsatisfactory for any reason, the City of Tulsa shall have the right to request an immediate replacement.  In addition, if the City is not satisfied with the performance of a temporary worker within the first eight hours of work, the City shall notify the contractor within 24 hours and the City will not be billed for the unsatisfactory temporary employee.

12. If after two attempts the vendor is unable to provide a satisfactory employee, or if the vendor is unable to provide an employee within 48 hours as specified in this Request for Proposal, the City reserves the right to go to the back-up vendor.

13. Positions that fall within a progression may be filled only at the beginning pay grade, i.e., Crew Worker I and Crew Worker II may only be filled at the Crew Worker I level.  Any exception must be approved through the City’s Human Resources Department.

14. Labor and Trade positions normally require a CDL Class A or B license. Vendor must provide a copy of this CDL license to the Employment Section.  If a hiring supervisor wants to hire an individual for a position normally requiring a CDL A or B and that person does not have one, s/he can be hired in a Maintenance or Crew Worker Helper position.  The individual will be restricted from driving.

15. A contract may be modified only by written amendment executed by all parties hereto and approved by the appropriate City officials.  The City of Tulsa is not bound by any oral representation, clarifications, or changes made in the written specifications by City of Tulsa employees unless such clarification or change is provided to bidders in written form from the City’s Purchasing Division.

16. The vendor shall not assign this contract or enter into subcontracts for any of the work described herein without obtaining the prior written approval of the City of Tulsa’s Purchasing Division.

9.
The City of Tulsa has a restriction (of 1000 hours) on the number of hours a temporary employee may work for the City within a fiscal year. It will be the responsibility of the contractor to ensure that no employee exceeds this 1000 hour limit. The Human Resources Department, Employment Office, will supply the contractor with the current policy regarding the hour restriction.

12.      From time to time, the City of Tulsa may wish to retain temporary employees in permanent     

           positions. Should this occur, it shall be understood by the parties to this contract that the City will  

           not pay a fee for those employees.

Class Code:  7311

EEO Code:  N-07

Pay Grade:  LT-14

Group:  Labor and Trades

Series:  Equipment and Plant Management 

CLASS TITLE:     PARKING METER REPAIRER I

PURPOSE OF THE CLASSIFICATION:     Under general supervision installs, maintains, and repairs parking meters, collects money from parking meters, other related assigned duties.

ESSENTIAL TASKS:

· Makes daily collections from parking meters

· Cleans and repairs defective parking meters

· Winds and lubricates clock mechanisms

· Paints meters and posts

· Changes locks on meters

· Hoods and removes hoods from meters

· Removes and installs parking meter heads

· Checks timing of clock mechanisms

· Maintains simple work reports

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks.

QUALIFICATIONS:
Training and Experience:     Graduation from high school or possession of a General Educational Development Certificate (GED), and two (2) years of experience in the repair of small mechanisms, such as clock or coin operated machines; or an equivalent combination of training and experience per Personnel Policies and Procedures, Section 128.

Knowledge, Abilities, and Skills:     Some knowledge of the methods and materials used in the repair of small mechanical devices; some knowledge of the geography of the City; and some knowledge of the safety requirements of the work performed.  Ability to diagnose and correct mechanical defects in small mechanical devices; ability to read and follow written instructions; ability to write clearly and legibly; and the ability to courteously and tactfully communicate with fellow workers, supervisors, other members of the organization, and the public in giving and receiving information.  Skill in the use and care of small hand tools.

Physical Requirements:     Physical requirements include frequent walking and standing; frequent lifting up to 50 pounds and occasional lifting up to 60 pounds; frequent carrying, pushing, and pulling up to 60 pounds; frequent reaching, bending, handling, feeling, and twisting; occasional balancing, kneeling, climbing, and smelling; and vision, speech and hearing sufficient to perform essential tasks.

Licenses and Certificates:       Possession of a valid Oklahoma Class "D" Operator's License.

WORKING ENVIRONMENT:     Working environment is primarily outdoors, occasionally indoors, and in inclement weather.  May be exposed to the following: traffic, weather/temperature extremes, damp/wet surfaces, snow/ice covered surfaces, and insect bites.

Effective date:  June 1, 1996
Class Code:  7321

EEO Code:  N-07

Pay Grade:  LT-16

Group:  Labor and Trades

Series:  Equipment and Plant Management

CLASS TITLE:     CARPENTER I

PURPOSE OF THE CLASSIFICATION:     Under general supervision performs a variety of rough and semifinish carpentry work at a skilled level, and other related assigned duties.

ESSENTIAL TASKS:

· Performs a variety of carpentry tasks such as the building and repair of doors, locks, windows, fences, floors, roofs, cabinets, and playground equipment

· Pours and finishes concrete/cement

· Installs and finishes sheet rock

· Paints various surfaces as needed

· Performs general carpentry associated with construction and alteration of public buildings and associated facilities

· Works off blueprints, diagrams, and verbal instructions in performing a variety of carpentry tasks

· Operates various power hand tools and equipment and various automotive equipment

· May act as a lead person over a small crew of workers

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks.
QUALIFICATIONS:
Training and Experience:     Graduation from high school or possession of a General Educational Development Certificate (GED), and four (4) years of experience in the carpentry trade;  or an equivalent combination of training and experience per Personnel Policies and Procedures, Section 128.

Knowledge, Abilities, and Skills:     Good knowledge of the standard practices, methods, tools, and materials of the carpentry trade; and good knowledge of the occupational hazards and safety precautions of the trade.  Ability to plan, lay out, and perform carpentry work of average difficulty; ability to make simple estimates of time and materials; ability to read and work from blueprints and sketches; and the ability to courteously and tactfully communicate with fellow workers, supervisors, other members of the organization, and the public in giving and receiving information.  Skill in the use of tools, power equipment, and materials common to the carpentry trade.

Physical Requirements:     Physical requirements include standing and walking; frequent lifting, carrying, pushing, and pulling up to 50 pounds and occasional lifting, carrying, pushing, and pulling up to 60 pounds; frequent reaching, balancing, kneeling, bending, handling, climbing, smelling, and twisting; occasional crawling and feeling; and vision, speech and hearing sufficient to perform essential tasks.

Licenses and Certificates:      Possession of a valid Oklahoma Class "D" Operator's License.

WORKING ENVIRONMENT:     Working environment is primarily indoors and occasionally outdoors, and in inclement weather.  May be exposed to hazardous materials, flammable liquids, cramped work areas, excessive dust, weather/temperature extremes, cutting/chipping/grinding, damp/wet surfaces, snow/ice covered surfaces, insect bites, poisonous plants, overhead power lines, toxic fumes/vapors/odors, high noises, and oily surfaces.

Effective date:  June 1, 1996

Class Code:  7360

EEO Code:  N-07

Pay Grade:  LT-15

Group:  Labor and Trades

Series:  Equipment and Plant Maintenance 

CLASS TITLE:     MECHANICAL UTILITY WORKER

PURPOSE OF THE CLASSIFICATION:     Under general supervision performs semiskilled maintenance, inspection, and work support functions as concerns a variety of public facilities and public service related equipment, and other related assigned duties.

ESSENTIAL TASKS (All Departments/Divisions):

· Performs semiskilled to skilled installation, maintenance, and repair on electrical, plumbing, and various types of mechanical equipment

· Performs inspection and testing duties on mechanical equipment and facilities for proper function

· Reports to supervision and provides input on extent of problems found during inspection duties

· Delivers equipment to jobsites

· Performs painting, grounds upkeep, carpentry, and masonry repairs to buildings and public use equipment

· Operates light to medium automotive equipment

· Delivers and performs set up of safety barricades, traffic control devices, and site protection equipment and ensures proper use of safety equipment

In addition to the above tasks, the following tasks may be required by the individual department/division.

Park & Recreation

· Maintains and repairs irrigation systems, pump stations, and fences 

· Orders parts and stocks vehicles

· Sets up for special events

· Directs occasionally the work of Maintenance Worker II's or lower classification

Airport

· Maintains and repairs sliding, revolving, and overhead automatic doors and security gates

· Clears baggage jams and repairs baggage conveyors

· Installs, maintains, and repairs ceiling and carpet tiles, and sheetrock

· Installs bulbs in various light fixtures and equipment, including ballast's

 Urban Development

· Repairs door closures and changes out lock cylinders

· Performs electrical, sheetrock, and emergency plumbing repairs

· Keeps monthly inventory of janitorial, electrical, and plumbing supplies

· Removes snow and ice from sidewalks and parking lots owned or maintained by Urban Development

· Sets up conference rooms as scheduled

· May occasionally oversee work of community service workers and/or temporary employees

· May occasionally perform preventive maintenance of Tulsa Development Authority vehicles

Public Works
· Rigs and raises poles, arms, cabinets and other loads with digger derrick truck

· Installs and terminates cables in poles, arms and signal heads

· Terminates wires in splices per wiring diagrams, making termination's electrically correct
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· Installs cables in conduit, pull boxes, poles, arms, and cabinets without damage to cables and properly grounds standards, services and cabinets

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks.

QUALIFICATIONS:
Training and Experience:     Graduation from high school or possession of a General Educational Development Certificate (GED), and three (3) years experience in maintenance and repair of public facilities and equipment;  or an equivalent combination of training and experience per Personnel Policies and Procedures, Section 128.

Knowledge, Abilities, and Skills:     Good knowledge of the placement and use of traffic control equipment, good knowledge of operating and repair functions concerning public facilities and equipment; good knowledge of water chemistry and filter systems; and good knowledge of the safety requirements of the work.  Ability to diagnose and provide useful reports on the condition of various types of mechanical equipment; ability to maintain written records; ability to operate light to medium automotive equipment; ability to make waterproof splices in some positions; ability to layout job sequences; ability to effectively use a multimeter, megohmeter and ground fault locator in some positions; ability to communicate using a 2 way radio; and the ability to courteously and tactfully communicate with fellow workers, supervisors, other members of the organization, and the public in giving and receiving information.

Physical Requirements:     Physical requirements include frequent walking and standing; frequent lifting up to 10 pounds, with occasional lifting up to 60 pounds; frequent carrying up to 20 pounds, with occasional carrying up to 60 pounds; frequent pushing and pulling up to 10 pounds, with occasional pushing and pulling up to 60 pounds; frequent reaching, balancing, kneeling, bending, handling, climbing, smelling, and twisting; occasional crawling and feeling; and vision, speech, and hearing sufficient to perform essential tasks. 

Licenses and Certificates:       Possession of a valid Oklahoma Class "D" Operator's License; and in some positions a valid Oklahoma Class “A” Commercial Driver’s License must be obtained within six (6) months of hire date.

WORKING ENVIRONMENT:     Working environment is primarily outdoors and occasionally indoors, and in inclement weather.  May be exposed to the following:  hazardous materials, animal waste/dead animals, flammable liquids, traffic, cramped work areas, excessive heights and high voltage, excessive dust, weather/temperature extremes, trench excavations, underground gas/electric/petroleum, rough terrain's, cutting/chipping/grinding, hazardous/toxic atmospheres, sewage, damp/wet slippery surfaces, snow/ice covered surfaces, insect bites, poisonous plants, overhead power lines, toxic fumes/vapors/odors, confined spaces, compressed gases, high noise areas, and may be required to work overtime and be on 24 hour standby.

Effective date:  June 10, 1999
Class Code:  7363

EEO Code:  N-07

Pay Grade:  LT-18

Group:  Labor and Trades

Series:  Equipment and Plant Maintenance 

CLASS TITLE:     MAINTENANCE MECHANIC III

PURPOSE OF THE CLASSIFICATION:     Under general supervision is responsible for highly skilled maintenance, installation, and repair of complex electrical, mechanical, and material or fluid transfer systems; and performs other related assigned duties.

ESSENTIAL TASKS:  (All Departments/Divisions)

· Performs leadwork and participates with several small work groups engaged in a wide variety of planned and scheduled maintenance and renovation activities

· Performs specialized electrical, pipe fitting, hydraulic, and stationary mechanical repairs at a highly skilled level

· Determines supplies and materials required and directs materials and equipment

· Repairs valves, switches, circuitry, switchboards, gears, starters, and complex controllers

· Repairs large water and grit pumps, generators, electric motors, and internal combustion engines

· Operates, maintains, directs, and trains others in the use and maintenance of a variety of medium to heavy automotive equipment and power cranes

· Repairs parts, reassembles components, and installs into system

· Performs complex diagnosis and repair in adverse working conditions

· Establishes contacts and maintains good relations with the public and other employees

· Maintains worksite safety

· Completes all related paperwork

In addition to the above tasks, the following tasks may be required by the individual department/division.

Airports
· Operates, inspects, and determines needs as concerns the repair or adjustment of large and complex mechanical systems, including complex conveyor systems as needed

· Maintains and repairs waste grinder
Water Supply Systems
· Updates blueprints from construction projects with field modifications and changes

· Maintains and repairs water lines, valves, and hydrants

· Performs lab tests on raw and treated water

· Replaces or repairs all plumbing in pump stations including sump pumps

· Directs workers in semiskilled carpentry, plumbing, asphalt, masonry, welding, and/or electrical work

· Operates and maintains a variety of hand and power tools and equipment

· Oversees care and development of landscaped areas

· Directs crews in trimming and removal of shrubs and trees

· Directs a wide variety of building and facility maintenance and renovation including roofing, painting, expansion, re-decoration, and floor repair

· Assists electronic technician installing hardware, sensors to engines and troubleshooting problems

Fire

· Maintains and repairs respiratory equipment, nozzles and valves, tools, breathing air compressors, cascade systems, and various other fire-related equipment

· Performs field service maintenance and repairs

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks.
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QUALIFICATIONS:
Training and Experience:     Graduation from high school or possession of a General Educational Development Certificate (GED), and five (5) years of increasingly responsible skilled mechanical maintenance, including three (3) years of experience in the repair, maintenance, and installation of large electrical motors, controls, and complex mechanical systems; or an equivalent combination of training and experience per Personnel Policies and Procedures, Section 128.

Knowledge, Abilities, and Skills:     Considerable knowledge of electrical motors and controls and of proper methods of repair and maintenance, including materials handling systems; considerable knowledge of the safety requirements of the work performed; and some knowledge of computers to operate motors/pumps.  Ability to make inspections to determine operating condition and needed repairs of mechanical equipment and to make such repairs expediently so as to cause minimal disturbance to operating schedules; ability to make estimates of labor and materials required to repair, maintain, and service electrical and mechanical units and related equipment; and the ability to understand and influence the behavior of others within the organization, customers, or the public in order to achieve job objectives and cause action or understanding.  Skill in widely varied electrical and mechanical installation, repair, and maintenance.

Physical Requirements:     Physical requirements include frequent walking and standing; frequent lifting up to 20 pounds with occasional lifting up to 60 pounds; frequent carrying up to 60 pounds with occasional carrying up to 60 pounds; occasional pushing and pulling up to 60 pounds; frequent reaching, balancing, kneeling, bending, handling, feeling, climbing, smelling and twisting; occasional crawling; and vision, speech and hearing sufficient to perform essential tasks.   Some positions within this classification may require sitting, use of magnification, and good hand-eye coordination.

Licenses and Certificates:       Some positions within this classification may require:  possession of a valid Oklahoma Class "D" Operator's License; an appropriate water/wastewater license as issued by the Department of Environmental Quality (DEQ); a Class "A" Commercial Driver's License (CDL) with an "X" endorsement, or a Class "B" CDL with applicable endorsements; and technical certification on breathing apparatus, nozzles, fire equipment tools, electrical equipment, including both AC and DC voltage at first opportunity.

WORKING ENVIRONMENT:     Working environment is primarily outdoors and occasionally indoors, and in inclement weather.  May be exposed to the following:  hazardous materials, flammable liquids, cramped work areas, excessive dust, weather/temperature extremes, trench excavations, underground gas/electric/petroleum lines, rough terrains, cutting/chipping/grinding, hazardous/toxic atmospheres, sewage, damp/wet surfaces, snow/ice covered surfaces, insect bites, poisonous plants, toxic fumes/vapors/odors, confined spaces, compressed gases, high noise areas; and may be required to work overtime and be on 24 hour stand-by.

Effective date:  June 1, 1996

Class Code:  7370

EEO Code:  N-07

Pay Grade:  LT-19

Group:  Labor and Trades

Series:  Equipment and Plant Management 

CLASS TITLE:     PLUMBER

PURPOSE OF THE CLASSIFICATION:     Under general supervision performs skilled maintenance, repair, and installation of plumbing systems and fixtures, related mechanical equipment and minor electrical hookup of plumbing equipment at the journeyman level, and other related assigned duties.

ESSENTIAL TASKS:

· Connects, repairs and maintains system parts such as high pressure boilers and gas lines, steam turbines and related systems, pipes, line breaks/leaks, evaporators, various pumps, motors, air compressors, motors, air compressors, chemical and gas equipment, filters, chlorinates, injectors, odor control systems, back flow prevention devices, HVAC units, and chemical feed systems

· Installs new plumbing including pipes, valves, vents, drains and a variety of plumbing fixtures

· Locates, flags, and repairs leaks in gas, water, and sewer lines

· Operates a variety of light automotive equipment

· Inspects plumbing for problem diagnosis and troubleshooting, and to determine needed repairs

· Repairs boilers and heaters

· Makes estimates of material, time and labor necessary to complete jobs

· Tests, maintains and repairs temperature controllers and other related plumbing equipment

· Works with contractors, consultants, engineers, and other departments to ensure equipment repair and purchase, and proper materials and installation.

· Maintains materials, tools, and inventory

· Performs preventive maintenance on all plumbing systems

· Acts as leadsman in monitoring the progress of a crew of laborers as necessary
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks.

QUALIFICATIONS:
Training and Experience:   Graduation from high school or possession of a General Educational Development Certificate (GED), and five (5) years of experience at the journeyman level in the plumbing and/or mechanical trade, including experience in the repair, maintenance and operation of electrical motors, controls and mechanical equipment;  or an equivalent combination of training and experience per Personnel Policies and Procedures, Section 128.

Knowledge, Abilities, and Skills:     Good knowledge of plumbing and/or mechanical fixtures, materials and tools, and their suitability for different types of applications; good knowledge of the City plumbing/mechanical code; good knowledge of electrical motors and controls and of proper method of repair and maintenance; good knowledge of backflow prevention techniques; and good knowledge of the safety requirements of the work performed.  Ability to work from blueprints and plans; and the ability to understand and influence the behavior of others within the organization, customers, or the public in order to achieve job objectives and cause action or understanding.  

Physical Requirements:     Physical requirements include frequent walking and occasional standing; frequent lifting up to 50 pounds, and occasional lifting up to 60 pounds; frequent carrying up to 50 pounds and occasional carrying up to 60 pounds or more; frequent pushing and pulling up to 60 pounds; frequent balancing, bending, kneeling, crawling, handling, feeling, climbing, talking, smelling and twisting; and vision, speech, and hearing sufficient to perform the essential tasks.

Licenses and Certificates:       Possession of a Journeyman Plumber's and/or Mechanical License as issued by the State of Oklahoma and properly registered with the City of Tulsa; possession of a valid Oklahoma Class "D" Operator's License; Freon Recovery Certificate; some positions within this classification may require possession of a Class "B" Commercial Driver's License (CDL) or a Class "A" CDL, some with an "H" endorsement; and some positions within 
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this classification require an appropriate Water/Wastewater License as issued by the Department of Environmental Quality (DEQ), or a Backflow Prevention License. 

WORKING ENVIRONMENT:     Working environment is primarily indoors, occasionally outdoors, and in inclement weather.  May be exposed to the following:  hazardous materials, animal waste/dead animals, flammable liquids, traffic, cramped work areas, excessive dust, weather/temperature extremes, trench excavations, underground gas/electric/petroleum/water/wastewater lines, cutting/chipping/grinding, hazardous/toxic atmospheres, sewage, damp/wet surfaces, snow/ice covered surfaces, insect bites, poisonous plants, overhead power lines, toxic fumes/vapors/odors, confined spaces, compressed gases, and high noises.

Effective date:  June 1, 1996

Class Code:  7380

EEO Code:  N-07

Pay Grade:  LT-18

Group:  Labor and Trades

Series:  Equipment and Plant Management 

CLASS TITLE:     SMALL ENGINE MECHANIC

PURPOSE OF THE CLASSIFICATION:     Under general supervision performs skilled work in the maintenance and repair of small gasoline, diesel engine driven equipment, and automotive equipment, and other related assigned duties.

ESSENTIAL TASKS:

· Maintains and repairs small engines, such as, lawn mowers, tractors, water pumps, generators, compressors, trailers, rototillers, weed-eaters, motorcycles, and a variety of equipment, usually four cylinders or less

· Operates gas and electric welding equipment, grinders, drill presses, and other specialized tools common to automotive and small engine repairs

· Repairs tires, sharpens blades, and provides general maintenance support for a variety of tools and equipment used in construction and grounds maintenance

· Repairs/Overhauls equipment such as trash pumps, tamping machines, and cement mixers

· Keeps equipment inventory and checks out equipment to users

· Maintains records and schedules equipment for maintenance

· Monitors inventory for parts and tools, and orders items as needed

· Compiles work schedules and writes work reports

· Writes specifications for non-capital and capital equipment

· Operates a variety of medium automotive equipment

· Monitors, troubleshoots, and repairs/replaces hydraulic and electrical systems

· Makes minor carpentry repairs to facilities and fences

· Acts occasionally as leader of others assigned to specific tasks

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks.

QUALIFICATIONS:
Training and Experience:     Graduation from high school or possession of a General Educational Development Certificate (GED), and five (5) years of experience in the maintenance of specialized small engine and automotive equipment;  or an equivalent combination of training and experience per Personnel Policies and Procedures, Section 128.

Knowledge, Abilities, and Skills:      Good knowledge of the operating principles and mechanics of two cycle and four cycle engines; good knowledge of specialized maintenance required for small gasoline and diesel driven equipment; good knowledge of the practical use of tools designed for automotive and mechanical repairs; ability to maintain written records; and the ability to courteously and tactfully communicate with fellow workers, supervisors, other members of the organization, and the public in giving and receiving information. 

Physical Requirements:     Physical requirements include frequent walking and standing; frequent lifting up to 50 pounds; occasional lifting, carrying, pushing, and pulling up to 60 pounds; frequent reaching, balancing, bending, kneeling,  handling, feeling, talking, smelling and twisting; occasional crawling and climbing; and vision, speech and hearing sufficient to perform the essential tasks.

Licenses and Certificates:     Possession of a valid Oklahoma Class "A" Commercial Driver's License (CDL);  some positions within this classification may require a "X" or "N" endorsement within 90 days of the date of hire, or may require a Class "B" CDL with an airbrakes endorsement.

WORKING ENVIRONMENT:     Working environment is primarily indoors, occasionally outdoors, and in inclement weather.  May be exposed to the following: hazardous materials, flammable liquids, cramped work areas, excessive dust, weather/temperature extremes, cutting/chipping/grinding, damp/wet surfaces, snow/ice covered surfaces, snake and insect bites, overhead power lines, compressed gases, and high noises; may be subject to overtime; and 24-hour standby.

Effective date:  June 1, 1996
Class Code:  7381

EEO Code:  N-07

Pay Grade:  LT-16

Group:  Labor and Trades

Series:  Equipment and Plant Management 

CLASS TITLE:     MECHANIC I

PURPOSE OF THE CLASSIFICATION:     Under general supervision performs semiskilled and skilled maintenance and repair on various types of automotive, light truck, and related mechanical equipment, and other related assigned duties.

ESSENTIAL TASKS:

· Maintains and repairs small power equipment, motorcycles, cars, pickups, and trucks

· Orders and exchanges parts

· Performs general maintenance to include minor electrical and tune up work, brake jobs, clutch repairs, and hydraulic repair work

· Performs preventive maintenance on vehicles

· Operates a variety of light to heavy equipment

· Lubricates parts and equipment

· Uses a variety of tools required in automotive maintenance

· Completes paperwork/clerical duties as necessary

· Performs maintenance and repair of facilities

· Must report to work on a regular and timely basis

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks.

QUALIFICATIONS:
Training and Experience:     Graduation from high school or possession of a General Educational Development Certificate (GED), and four (4) years of experience in the maintenance and repair of automotive equipment;  or an equivalent combination of training and experience per Personnel Policies and Procedures, Section 128.

Knowledge, Abilities, and Skills:     Good knowledge of the operating principles and mechanics of internal combustion engines; good knowledge of the methods, tools, and equipment of the automotive mechanical trade; and good knowledge of the occupational hazards and safety precautions of the trade.  Ability to diagnose and correct mechanical defects in mechanical and power equipment; ability to maintain simple records; and the ability to courteously and tactfully communicate with fellow workers, supervisors, other members of the organization, and the public in giving and receiving information.  Skill in the repair and overhaul of motors and power equipment; and skill in the care and use of pertinent tools and equipment.

Physical Requirements:     Physical requirements include standing and walking; frequent lifting, pushing, and pulling up to 50 pounds, occasional lifting, carrying and pulling up to 60 pounds; frequent stooping, kneeling, bending, feeling, smelling, and twisting; occasional balancing, crawling, and climbing; and vision, speech, and hearing sufficient to perform essential tasks.

Licenses and Certificates:       Some positions will be required to obtain a valid Class "A" or "B" Commercial Driver's License (CDL) within 90 days of the date of hire; and/or a State Inspector's License; and some positions within this classification may require the possession of a Freon Recovery Certificate within 6 months of the date of hire.

WORKING ENVIRONMENT:     Working environment is primarily indoors and occasionally outdoors, and in inclement weather.  May be exposed to the following:  hazardous materials, flammable liquids, radiation, traffic, cramped work areas, excessive dust, weather/temperature extremes, cutting/chipping/grinding, hazardous/toxic atmospheres, damp/wet surfaces, snow/ice covered surfaces, insect bites, toxic fumes/vapors/odors, compressed gases, high noise areas, and oily surfaces.

Effective date:  June 1, 1996
Class Code:  7391

EEO Code:  N-07

Pay Grade:  LT-18

Group:  Labor and Trades

Series:  Equipment and Plant Maintenance 

CLASS TITLE:     ELECTRICIAN I

PURPOSE OF THE CLASSIFICATION:    Under general supervision performs highly skilled electrical maintenance, construction, and installation work on a wide variety of complex electrical systems and mechanical equipment, and other related assigned duties.

ESSENTIAL TASKS:

· Maintains and repairs runway lights, center line lights, touch down lights and lights at a municipal airport

· Installs, maintains, and repairs other directional electric pumps, compressors, motors, meters, recorders, local and remote control systems and other related equipment at a water and sewage plant

· Designs special systems as needed

· Establishes and maintains new service and circuit lines

· Installs receptacles, switches, breaker boxes, fuse boxes, light fixtures, and alarm systems

· Makes time and material estimates for electrical work

· Maintains an inventory of parts and supplies

· Operates various types of electrical, automotive, and power equipment

· Operates emergency generators and high voltage test equipment

· Troubleshoots and repairs complex electrical - mechanical equipment

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks.

QUALIFICATIONS:
Training and Experience:     Graduation from high school or possession of a General Educational Development Certificate (GED), and five (5) years at the journeyman level in the electrical trade; or an equivalent combination of training and experience per Personnel Policies and Procedures, Section 128.

Knowledge, Abilities, and Skills:     Considerable knowledge of the standard practices, materials, tools, and equipment of the electrical trade; good knowledge of local and national electrical codes; and good knowledge of occupational hazards of the trade and appropriate precautionary measures.  Ability to work from blueprints, diagrams, and schematics; ability to design and install various electrical systems; ability to locate and repair defects in electrical systems and equipment; ability to make time and material estimates; and the ability to courteously and tactfully communicate with fellow workers, supervisors, other members of the organization, and the public in giving and receiving information.  Skill in the use and care of tools and equipment of the electrical trade.

Physical Requirements:     Physical requirements include standing and walking; frequent lifting up to 20 pounds and occasional lifting up to 60 pounds; frequent carrying up to 20 pounds and occasional carrying up to 60 pounds; occasional pushing up to 50 pounds; occasional pulling up to 60 pounds; frequent balancing, bending, reaching, kneeling, feeling, climbing, smelling, and twisting; and vision, speech, and hearing sufficient to perform essential tasks.

Licenses and Certificates:       Possession of a Class A Journeyman Electrician's License as issued by the City of Tulsa and the State of Oklahoma; and a valid Oklahoma Class "D" Operator's License.

WORKING ENVIRONMENT:     Working environment is primarily outdoors and occasionally indoors, and in inclement weather.  May be exposed to the following:  hazardous materials, animal waste/dead animals, flammable liquids, traffic, cramped work areas, excessive dust, weather/temperature extremes, trench excavations, underground gas/electric/petroleum lines, rough terrains, cutting/chipping/grinding, sewage, damp/wet surfaces, snow/ice covered surfaces, insect bites, poisonous plants, overhead power lines, confined spaces, and high noise areas.

Effective date:  June 1, 1996
Class Code:  7920

EEO Code:  N-08

Pay Grade:  LT-13

Group:  Labor and Trades

Series:  Unskilled and Semiskilled Labor 

CLASS TITLE:     CUSTODIAL WORKER I

PURPOSE OF THE CLASSIFICATION:     Under immediate supervision performs cleaning and housekeeping duties, including HVAC maintenance as applicable, sets up necessary equipment and works for special event functions, and other related assigned duties.

ESSENTIAL TASKS:

· Sweeps, mops, strips, buffs, and waxes floors

· Washes walls, doors, and woodwork

· Dusts furniture and fixtures

· Cleans windows, glass mirrors and cases, bathroom and kitchen fixtures, drinking fountains, exhibits, artwork,  and office furniture

· Vacuums, shampoos/spot cleans carpets and chairs

· Empties wastebaskets

· Mows and waters grass

· Weeds and waters flowerbeds

· Replaces light bulbs, air conditioning filters, and restroom supplies

· Removes trash from grounds/facilities

· Changes out locks

· Performs minor plumbing duties

· Sweeps and hoses off walkways

· Paints various facilities

· Sets up/breaks down tables, chairs, and other equipment for special events

· Works with caterers, florists, musicians, and others for special events

· Maintains catering kitchen and audio/visual equipment

· Must report to work on a regular and timely basis

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks.

QUALIFICATIONS:
Training and Experience:     Graduation from high school or possession of a General Educational Development Certificate (GED), and one (1) year of experience in general housekeeping duties; or an equivalent combination of training and experience per Personnel Policies and Procedures, Section 128.

Knowledge, Abilities, and Skills:     Some knowledge of cleaning materials and methods; some knowledge of various equipment used in janitorial work; some knowledge of HVAC maintenance for some positions; and some knowledge of appropriate safety requirements of the work performed.  Ability to understand and follow verbal instructions; ability to perform work requiring good physical condition; ability to adapt to flexible work assignments; ability to work around the public so interruptions are kept to a minimum for ongoing programs; ability to courteously and tactfully communicate with fellow workers, supervisors, other members of the organization, and the public in giving and receiving information.

Physical Requirements:     Physical requirements include frequent walking and occasional standing; frequent lifting up 60 pounds; occasional carrying, pushing, and pulling up to 60 pounds; frequent reaching, balancing, kneeling, bending, handling, climbing, smelling, and twisting; occasional crawling and feeling; and vision, speech, and hearing sufficient to perform essential tasks.

Licenses and Certificates:       Some positions within this classification require possession of a valid Oklahoma Class "D" Operator's License.

WORKING ENVIRONMENT:     Working environment is primarily indoors and occasionally outdoors, and in inclement weather.  May be exposed to the following:  hazardous materials, flammable liquids, excessive dust, damp/wet surfaces, and snow/ice covered surfaces.  May be required to work shift irregularities due to heavy special event scheduling.

Effective date:  June 1, 1996
Class Code:  7931

EEO Code:  N-08

Pay Grade:  LT-14

Group:  Labor and Trades

Series:  Unskilled and Semiskilled Labor 

CLASS TITLE:     CREW WORKER I

PURPOSE OF THE CLASSIFICATION:     Under general supervision is responsible for performing a variety of unskilled and limited semiskilled tasks; works as a member of a crew engaged in hazardous, heavy construction, and/or major repair or maintenance activities involving City services or facilities, and other related assigned duties.

ESSENTIAL TASKS (All Departments/Divisions):

· Repairs and maintains water or sewer lines

· Maintains and repairs pipes, valves, hydrants, and related facilities

· Cleans sewer or water lines and checks for leaks

· Installs and removes shoring equipment

· Sets up site protection devices and flags traffic

· Operates a variety of powered and heavy automotive equipment

· Trims and removes trees and shrubs

· Cleans up work area and equipment when job is completed

In addition to the above tasks, the following essential tasks may be required by the individual department/division.

Distribution Systems

· Installs, checks, repairs and/or replaces water line breaks and leaks, service lines, waste lines, and water pressure

· Installs, maintains, checks, repairs, and removes fire hydrants, flushing hydrants and main line valves

· Operates a variety of small equipment 

· Operates and maintains a variety of heavy automotive equipment

· Performs dead end line maintenance/water flushing

· Obtains water samples

· Locates, marks, inspects, and operates valves and conducts valve surveys by atlas page

· Investigates, tests, and corrects water pressure and chlorine level

· Disinfects, cleans, and/or flushes water mains, storage tanks, and lines

· Maintains pump station, vehicle, and equipment 

UCS

· Reads sewer atlas, locates manholes, and sets up equipment

· Performs vehicle, facility, and equipment maintenance

· Operates and maintains TV mini-camera equipment

· Performs smoke, air and dye testing on sewer lines

· Installs, calibrates, checks and cleans flow monitors

· Operates a variety of small equipment

· Takes sewage overflow samples

· Maintains materials and tools inventory on truck

· Tests and inspects sewer lines

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks.
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QUALIFICATIONS:
Training and Experience:     Graduation from high school or possession of a General Educational Development Certificate (GED), and two (2) years of experience performing heavy manual labor; or an equivalent combination of training and experience per Personnel Policies and Procedures, Section 128.

Knowledge, Abilities, and Skills:     Good knowledge of basic manual labor practices, methods, tools and materials; and some knowledge of the hazards of the work.  Ability to perform heavy manual labor over an extended period of time in varying weather conditions; ability to understand verbal instructions and to read and follow written instructions; ability to learn and perform more responsible tasks; ability to use hand and mechanical tools and equipment; and the ability to courteously and tactfully communicate with fellow workers, supervisors, other members of the organization, and the public in giving and receiving information.

Physical Requirements:     Physical requirements include frequent walking and standing; occasional lifting, carrying, pushing, and pulling up to 60 pounds; frequent balancing, bending, kneeling, handling, climbing, smelling, and twisting; occasional reaching, crawling, and feeling; and vision, speech and hearing sufficient to perform the essential tasks.

Licenses and Certificates:       Possession of a valid Oklahoma Class "D" Operator's License; some positions within this classification may require a Class "A" Commercial Driver's License (CDL) with an "N" endorsement.

WORKING ENVIRONMENT:     Working environment is primarily outdoors and occasionally indoors, and in inclement weather.  May be exposed to the following: hazardous materials, flammable liquids, traffic, cramped work areas, excessive dust, weather/extreme temperatures, trench excavations, underground gas/electric/petroleum lines, rough terrains, cutting/chipping/grinding, hazardous/toxic materials, sewage, damp/wet surfaces, snow/ice covered surfaces, insect bites, poisonous plants, overhead power lines, toxic fumes/vapors/odors, confined spaces, high noises; and may be required to work overtime and be on 24-hour standby.

Effective date:  June 1, 1996
Class Code:  7943

EEO Code:  N-07

Pay Grade:  LT-13

Group:  Labor and Trades

Series:  Unskilled and Semiskilled Labor 

CLASS TITLE:     MAINTENANCE WORKER I

PURPOSE OF THE CLASSIFICATION:     Under general supervision is responsible for performing unskilled and semiskilled tasks; works on individual job assignments or as a member of a work group engaged in planned or scheduled general maintenance or renovation activities involving City properties and facilities, and other related assigned duties.

ESSENTIAL TASKS:

· Assists and performs limited carpentry, electrical, plumbing, and masonry work

· Loads and delivers equipment and work materials

· Fills holes with dirt, gravel, or asphalt

· Paints facilities and equipment and repairs fences

· Operates and maintains a variety of light to heavy automotive and power equipment

· Performs general maintenance such as planting, watering, weeding, spraying, pruning, trimming, and mowing

· Sets up site protection equipment and flags traffic
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks.

QUALIFICATIONS:
Training and Experience:     Graduation from high school or possession of a General Educational Development Certificate (GED), and one (1) year of experience performing applicable general maintenance and renovation work;  or an equivalent combination of training and experience per Personnel Policies and Procedures, Section 128.

Knowledge, Abilities, and Skills:     Good knowledge of manual labor work practices, methods, tools and materials of varied semiskilled general maintenance work; and good knowledge of the hazards and safety precautions of the work.  Ability to understand and follow verbal and written instructions; ability to use various types of mechanical tools and equipment; ability to operate various types of automotive and power equipment; and the ability to courteously and tactfully communicate with fellow workers, supervisors, other members of the organization, and the public in giving and receiving information.  Skill in the operation of light to heavy automotive equipment and in the use of pertinent tools and power equipment.

Physical Requirements:     Physical requirements include frequent walking; occasional lifting up to 20 pounds; occasional carrying up to 50 pounds; occasional pushing and pulling up to 50 pounds; frequent reaching and smelling; occasional balancing, bending, kneeling, crawling, handling, feeling, climbing, and twisting; and vision, speech, and hearing sufficient to perform essential tasks.

Licenses and Certificates:       Possession of an Oklahoma Class “D” Operator’s License.

WORKING ENVIRONMENT:     Working environment is primarily outdoors and in inclement weather; and occasionally indoors.  May be exposed to the following:  hazardous materials, flammable liquids, traffic, excessive dust, and damp/wet surfaces.

Effective date:  June 1, 1996

Class Code:  7948

EEO Code:  N-08

Pay Grade:  LT-12

Group:  Labor and Trades

Series:  Unskilled and Semiskilled

CLASS TITLE:     MAINTENANCE HELPER

PURPOSE OF THE CLASSIFICATION:     Under general supervision is responsible for working on individual job assignments or as a member of a work group engaged in planned or scheduled general maintenance or renovation activities involving City properties and facilities, and other related assigned duties.

ESSENTIAL TASKS:

· Rakes, shovels, and sweeps dirt, leaves, grass and other debris from public grounds and streets

· Loads materials into trucks, wheel barrows, or containers

· Cleans crew shops and restrooms and replaces paper products as necessary

· Picks up trash, cleans restroom and shop locations, replaces paper towels and toilet paper as necessary

· Assists in maintenance operations such as mowing, watering, weeding, repair of fences, trimming of shrubs, mulching, skimming of pools, and moving work materials

· Fills holes with dirt, gravel or asphalt

· Cleans, washes, and stores equipment

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks.
QUALIFICATIONS:
Training and Experience: Completion of the 10th grade.  Must be able to pass a basic reading/writing aptitude test. 

Knowledge, Abilities, and Skills:     Some knowledge of basic manual labor practices; and some knowledge of the hazards of manual labor.  Ability to perform manual labor over an extended period of time, in varying weather conditions; ability to understand verbal or simple written instructions; and the ability to courteously and tactfully communicate with fellow workers, supervisors, other members of the organization, and the public in giving and receiving information.

Physical Requirements:  Physical requirements include frequent walking and standing; frequent lifting up to 60 pounds; occasional carrying up to 50 pounds; occasional pushing up to 60 pounds; occasional pulling up to 50 pounds; frequent bending, kneeling, handling, and talking, reaching, balancing, crawling, feeling, climbing, smelling and twisting; and vision, speech and hearing sufficient to perform essential tasks.

Licenses and Certificates: Possession of a valid applicable Oklahoma Driver’s License as required by the department.

WORKING ENVIRONMENT:     Working environment is primarily outdoors and occasionally indoors, and in  inclement weather.  May be exposed to the following: hazardous materials, flammable liquids, traffic, excessive dust, weather/temperature extremes, rough terrains, cutting/chipping/grinding, damp/wet surfaces, snow/ice covered surfaces, insect bites, poisonous plants, toxic fumes/vapors/odors, high noises, confined spaces, and refuse/garbage/litter;  works in and around ponds, ornamental fountains, and an urban lake.

Effective date:  October 14, 1999

Class Code:  7950

EEO Code:  N-08

Pay Grade:  LT-13

Group:  Labor and Trades

Series:  Unskilled and Semiskilled Labor 

CLASS TITLE:     AIRPORT MAINTENANCE WORKER I

PURPOSE OF THE CLASSIFICATION:     Under general supervision is responsible for performing a variety of unskilled and semiskilled tasks;  works on individual job assignments or as a member of a work group engaged in planned or scheduled general maintenance or renovation activities involving City properties and facilities, and other related assigned duties.

ESSENTIAL TASKS:

· Maintains and trims various types of ornamental plants, shrubs and trees

· Maintains and repairs conveyor system, irrigation systems, and sliding, revolving, and overhead doors

· Maintains and repairs tools and equipment

· Removes trash/debris from airport facilities

· Assists and performs limited electrical and plumbing work

· Paints facilities and equipment

· Constructs/installs various types of signs

· Operates a variety of light to medium automotive equipment

· Loads and delivers equipment and work materials

· Operates various types of power equipment and hand tools

· Cleans, washes, and stores equipment
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks.

QUALIFICATIONS:
Training and Experience:     Graduation from high school or possession of a General Educational Development Certificate (GED), and one (1) year of experience performing manual labor; or an equivalent combination of training and experience per Personnel Policies and Procedures, Section 128.

Knowledge, Abilities, and Skills:    Good knowledge of basic manual labor practices, methods, tools and materials; and some knowledge of the hazards of the work.  Ability to perform manual labor over an extended period of time, in varying weather conditions; ability to understand verbal and written instructions; ability to learn and perform more responsible tasks; and the ability to courteously and tactfully communicate with fellow workers, supervisors, other members of the organization, and the public in giving and receiving information.

Physical Requirements:     Physical requirements include frequent walking and standing; frequent lifting up to 50 pounds; occasional carrying, pushing, and pulling up to 50 pounds; frequent bending, kneeling, handling, climbing, and smelling; occasional reaching, balancing, crawling, feeling, and twisting; and vision, speech, and hearing sufficient to perform the essential tasks.

Licenses and Certificates:       Possession of a valid Class "B" Commercial Driver's License with an airbrakes endorsement.

WORKING ENVIRONMENT:     Working environment is primarily indoors and occasionally outdoors, and in inclement weather.  May be exposed to the following:  hazardous materials, flammable liquids, traffic, cramped work areas, excessive dust, weather/temperature extremes, trench excavations, rough terrains, cutting/chipping/grinding, sewage, damp/wet surfaces, snow/ice covered surfaces, insect bites, high noise areas, and refuse/garbage/litter.

Effective date:  June 1, 1996
Class Code:  7980  

EEO Code:  N-07

Pay Grade:  LT-16

Group:  Labor and Trades

Series:  Unskilled and Semiskilled 

CLASS TITLE:     PUBLIC WORKS EMERGENCY REPRESENTATIVE

PURPOSE OF THE CLASSIFICATION:   Under general supervision acts independently to respond to general public initiated complaints, service orders or requests, and reports from City departments regarding all emergency problems within the City's rights-of-way; and other related assigned duties.

ESSENTIAL TASKS:

· Performs the initial response to public calls or work orders, examines problem, determines course of action and the resources needed, notifies appropriate support, and, if necessary, performs repairs or alleviates problem

· Responds to customer's emergency requests and investigates problems pertaining to breaks, leaks, torn out lines, pressure on hydrants, burst meters, turning water on and off, and other complaints

· Performs daily departmental mail courier route in some positions

· Tests the water in the distribution system for chlorine residual

· Maintains daily documentation of work reported and performed and related paperwork

· Makes immediate or future work recommendations to appropriate department or section to insure public safety and traffic flow

· Handles street maintenance and pump station emergencies after regular hours

· Checks reservoir lights

· Installs and removes water meters

· Keeps daily inventory and maintains tools and safety vehicles and equipment necessary for repairs and emergency response

· Determines and effectively utilizes the traffic safety equipment required to assure public safety and a safe worksite

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks.

QUALIFICATIONS:
Training and Experience:     Graduation from high school or possession of a General Educational Development Certificate (GED), and four (4) years of progressively responsible experience in analysis and repair of the City street and/or water distribution systems; or an equivalent combination of training and experience per Personnel Policies and Procedures, Section 128.

Knowledge, Abilities, and Skills:     Good knowledge of street maintenance and water distribution systems; good knowledge of the terminology, tools, methods, and materials used in street maintenance and water distribution system problem analysis and repair; good knowledge of hazardous conditions and the hazards and safety precautions of the work; good knowledge of City emergency resources and equipment and the applicable rules and regulations; and some knowledge of sound transmission theory.  Ability to use electronic equipment to discern valve and/or leak detection; ability to use hand tools, hydrant tools and other manual repair equipment; ability to efficiently use the water atlas; ability to work independently and make appropriate decisions quickly and efficiently in emergency situations; ability to deal with irate citizens in handling emergency problems; and the ability to courteously and tactfully communicate with fellow workers, supervisors, other members of the organization, and the public in giving and receiving information.

Physical Requirements:     Physical requirements include frequent walking and standing; frequent lifting and carrying up to 10 pounds with occasional lifting and carrying up to 60 pounds; frequent pushing and pulling up to 60 pounds; frequent reaching, balancing, kneeling, bending, handling, and twisting; occasional climbing and smelling; and vision, speech, and hearing sufficient to perform essential tasks.

Licenses and Certificates:       Possession of a valid Class "A" Commercial Driver's License (CDL) with appropriate endorsements; and some positions may be required to obtain the appropriate Oklahoma Department of Environmental Quality Water License (DEQ).

Page 2 (Continued from 7980)

WORKING ENVIRONMENT:     Working environment is primarily outdoors and occasionally indoors, and in inclement weather.  May be exposed to the following:  hazardous materials and conditions, flammable liquids, traffic, cramped work areas, excessive dust, weather/temperature extremes, trench excavations, underground gas/electric/petroleum lines, rough terrains, cutting/chipping/grinding, hazardous/toxic atmospheres, sewage, damp/wet surfaces, snow/ice covered surfaces, confined spaces, high noise areas, and may be required to work holidays or mandatory overtime.

Effective date:  April 10, 1997
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