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REQUEST FOR PROPOSALS TITLE PAGE 
Include this Page as the First Page in the Proposal Response 

 
 

City of Lynchburg, Virginia 
Procurement Division 

 

 
 
Proposal Title:  Temporary Employment Services for the City of Lynchburg 
 
This is the City of Lynchburg's Request for Proposals (RFP) No. 2020-022, issued October 18, 2019. Direct inquires for 
information should be directed to Matt Marsteller: e-mail: matthew.marsteller@lynchburgva.gov; Phone: 434-455-4233; Fax: 
434-845-0711. All requests for clarification of or questions regarding this RFP must be made in writing and received by 2:00 
p.m., November 19, 2019. All responses to this solicitation shall be in strict accordance with the requirements set forth in this 
RFP document and the ensuing contract documents. 
 
Sealed proposals will be publicly accepted prior to 4:00 p.m., November 26, 2019; however, only the names of firms 
responding will be available for announcement. Proposals received after the stated due date and time shall not be 
considered. Submit proposals in a sealed, opaque envelope, and put the RFP number, title, due date, and time on the lower 
left front. Offerors are responsible for having their proposal stamped by Procurement Division staff before the deadline 
indicated above and acknowledge all addenda so issued in the space provided below. An OPTIONAL Pre-Proposal 
Meeting will take place at 3:00 p.m., November 6, 2019 at the Waste Water Treatment Plant Training Room 
located at 2301 Concord Turnpike Lynchburg, VA 24504. An optional site tour of the plant will occur after the 
meeting to allow agencies to gain an understanding of what the temporary positions at the WWTP entail. Any alteration or 
changes to this RFP will be made only by written addendum issued by the Procurement Division, and all Offerors are 
responsible for obtaining issued addenda from the City’s Procurement website:  http://www.lynchburgva.gov/current-
solicitations 
 
Acknowledge receipt of addenda here:  No.                       Date:                              No.                       Date:                           
 
Submit Proposals: BY MAIL, GROUND DELIVERY, OR HAND DELIVER TO: 
Procurement Division 
Third Floor City Hall 
900 Church Street 
Lynchburg, Virginia 24504 
 
Information the Offeror deems Proprietary is included in the proposal response in section(s):                                  
See Paragraph B. on page 2 for guidelines on submitting proprietary information. 
 
In compliance with this Request for Proposals and all the conditions imposed therein, the undersigned offers and agrees to 
furnish the services in accordance with the attached proposal or as mutually agreed by subsequent negotiations.   By my 
signature below, I certify that I am authorized to bind the Offeror in any and all negotiations and/or contractual matters 
relating to this Request for Proposals.  Sign in ink and type or print requested information. 
 
Full Legal Name of Offeror:                                                                                                                                               
 
Fed ID OR SOC. SEC. NO.:    Date:    
 
Address:    Phone:   (  )   
 
Fax: (  )   
 
Signature:     
          Typed or Printed Name, Title 
  

 
City Buyer’s Signature   

http://www.lynchburgva.gov/current-solicitations
http://www.lynchburgva.gov/current-solicitations
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I. SUBMISSION OF PROPOSALS 
 

A. An original, so marked, and six (6) copies, so marked, for a total of seven (7) copies of the proposal document 
are required. In addition, submit one (1) copy of the proposal in an electronic format on a thumb drive. The 
City will not assume responsibility for reproduction where an insufficient number of copies have been 
supplied. In any such case, the City will notify the Offeror of the deficiency and request that the appropriate 
number of copies be delivered within 24 hours. Failure to comply with this or other requirements of this RFP 
shall be grounds for the City to reject such proposals. Telegraphic or facsimile submission of proposals will 
not be considered.  

B. Submission of Proprietary Information: Trade secrets or proprietary information submitted by an Offeror in 
connection with the submittal shall not be subject to public disclosure under the Virginia Freedom of 
Information Act.  However, the Offeror must invoke the protection of this Section prior to or upon submission 
of the data or the materials, and must identify the data or the materials to be protected and state the reason why 
protection is necessary (Section 2.2-4342 of the Code of Virginia). Offerors shall submit, in a separate 
section of the proposal, any information that is considered proprietary and copyrighted material, and 
clearly identify the information as proprietary and/or copyrighted information.  Offerors may not 
declare the entire proposal proprietary nor may the Offeror declare proposed pricing as proprietary.  
References may be made within the body of the proposal to proprietary information; however, all information 
contained within the body of the proposal and not in the separate section labeled proprietary shall be 
considered public information. 

C. Proposals having any erasures or corrections must be initialed by the Offeror in ink. 

D. The City reserves the right to accept or reject any or all proposals, to waive informalities, and to reissue any 
request for proposals and to award contracts to multiple Offerors. Any contract resulting from this Request for 
Proposal shall not be exclusive to the Successful firm.  The City reserves the right to contract with firms not 
party to the resultant contract for similar work if it determines this to be in their best interest. If this is a 
cooperative procurement, each entity referenced will award a contract in accordance with its respective 
independent procurement policies and procedures and as it deems will best serve its interest. 

E. By submitting a proposal, the Offeror agrees that the proposal will not be withdrawn for a period of one 
hundred twenty (120) days following the due date for proposal responses. 

F. By submitting a proposal, the Offeror certifies that it has not combined, conspired, or agreed to intentionally 
rig, alter or otherwise manipulate, or to cause to be rigged, altered or otherwise manipulated its proposal for 
the purpose of allocating purchases or sales to or among persons, raising or otherwise fixing the prices of the 
goods or services, or excluding other persons from dealing with the City. 

G. By submitting a proposal, the Offeror certifies that its proposal is made without collusion or fraud and that it 
has not offered or received any kickbacks or inducements from any other Offeror, supplier, manufacturer or 
subcontracting firm in connection with its proposal; and that it has not conferred on any public employee 
having official responsibility for this procurement transaction any payment, loan, subscription, advance, 
deposit of money, services or anything of more than nominal value, present or promised. 

H. Nothing herein is intended to exclude any responsible Offeror or in any way restrain or restrict competition.  
All responsible Offerors are encouraged to submit proposals. 

I.    It is the policy of the City of Lynchburg to maximize participation by minority and women owned 
business enterprises in all aspects of City contracting opportunities. The City does not discriminate against 
faith-based organizations. 

J.    The City will not be responsible for any expense incurred by any Offeror in preparing and submitting a 
proposal. All proposals submitted will become the property of the City. 

K.    By submitting a proposal, the Offeror is certifying that Offeror is not currently debarred by the City, or in a 
procurement involving federal funds, by the Federal Government. A copy of the City debarment procedure 
in accordance with Section 18.1-10 of the City’s Procurement Ordinance is available upon request. 

II. PURPOSE 
 
The purpose of this RFP is to solicit proposals from qualified agencies that can provide temporary staff to fill 
positions within various departments of the City. The positions will vary according to job description and in 
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duration based upon the needs of the City. Positions requested to fill utilizing temporary personnel are: 
Administrative Services Associate II, Custodial Tech, Grounds Maintenance Tech I, Parks & Rec Service Worker - 
PT, Parks & Rec Service Worker - Trails, Refuse Associate, Refuse Associate Non-Driving (Hopper), Streets 
Maintenance Tech I, Traffic Sign and Pavement Marking Tech, WWTP Custodian/Grounds Worker, WWTP Tank 
Cleaner/General Laborer, WWTP Truck Haul Waste Monitor, WWTP Operator Trainee. The City reserves to right 
to partner with one or multiple agencies to fill staffing vacancies. 

 
III. BACKGROUND 

 
The City has been utilizing temporary employment services for a number of years to staff positions critical to its 
operations and would like to continue having flexible temporary staffing options available. The Department of 
Water Resources (DWR) currently utilizes 12 temporary positions annually and 6 other temporary positions for 
shorter terms throughout the year. Public Works (PW) currently uses 30 temporary staff positions. The Lynchburg 
Department of Parks and Recreation currently uses 2 temporary staff positions.  

 
IV. SCOPE OF SERVICES 
 

A.  General Requirements: 
 
TERM OF CONTRACT: The City intends to enter into a one-year contract with four optional one-year renewals 
with one or more Offerors to provide temporary staff to the City. Agencies shall supply administrative, skilled 
trade, technical, labor, and other temporary staff, on an as- needed basis, to requesting departments. 

 
In addition to an hourly rate structure for identified staff titles, the City reserves the right to add and delete staff 
titles during the term of this contract. 

 
B.  Specific Requirements: 

 
1.    Staff Required: 

The City seeks a Contractor(s) to provide temporary staff for the staff titles and job descriptions listed in 
Attachment A.  Contractors shall be capable of providing, at a minimum, all of the titles listed. 

 
2. Option to Add and Delete Job Titles: 

The City reserves the right to add/delete j o b  titles as needed. Offerors shall propose a method and 
pricing structure for adding job assignments other than those listed in the preceding section. All terms and 
conditions of the contract resulting from this RFP shall apply to the placement of such additional 
temporary staff. 

 
3. Dress: 

The temporary staff provided by Contractor shall meet “normal/required” dress standards including, 
when necessary, safety apparel and Personal Protective Equipment (PPE) as determined by the City and 
specific departments. Types of PPE that may be required, but are not limited to, are: hard hat, ear 
protection, eye protection, gloves, steel toed boots, and Class 3 Hi-Vis vests. 

 
4. Driver’s Licenses: 

a. When job assignments require a Commercial Driver’s License (CDL), the Contractor shall screen 
candidates for the appropriate class and endorsement(s) as specified by the City. The City reserves the right 
to approve or deny any temporary staff with a valid CDL based upon a review of their driving 
record/transcript. 

 b. When job assignments require a Driver’s License (non-CDL), the Contractor shall screen candidates for 
valid licenses. The City reserves the right to approve or deny any temporary staff with a valid Driver’s 
License based upon a review of their driving record/transcript. 

 
5. Job Assignments: 

Contractor shall provide temporary staff for job assignments that may range from a few hours to 
several months. The City reserves the right to amend, modify, and reissue orders for assignments of 
temporary staff. 

 
6.    Notice of Availability: 

Within seventy-two (72) hours from the time the City makes a request for temporary staffing, Contractor 
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shall notify the City of the following: 
 

- Whether the Contractor can fill the request within the time frame requested. 
- Identify the name and qualifications of the individual to be placed, his/her available start date, and 

the length of time he/she will be available for placement. 
 

7.   Acceptance/Termination: 
The City reserves the right to require the Contractor to exclude from service temporary staff that is 
incompetent, careless, insubordinate, unsuitable, or otherwise objectionable. A telephone call to the 
Contractor from a City representative requesting that a particular temporary staff member be removed 
from providing a service shall constitute sufficient notice to exclude such temporary staff. Should 
temporary staff be removed from a job assignment within four (4) City business hours after the beginning 
of a job assignment, Contractor shall not bill the City for time incurred. 
 

8.   Police Background/Record Check: 
The City reserves the right to have a national police record check performed on all temporary staff and to 
accept only those individuals with an acceptable record. Contractor shall coordinate all requests for 
national police record checks with the City representative requesting the service. The Contractor will be 
responsible for all costs associated with the national police background and record checks. The City does 
not automatically exclude anyone from consideration based on a criminal conviction.  
 
The City will make a determination in regards to temporary employment as to how recent and how 
relevant a conviction is relative to the position for which they would hold. 

 
9.   Drug/Alcohol Screening: 

The City requires that a drug screening take place for each individual used by the City as temporary staff. 
The City reserves the right to request an alcohol screening for individuals who are being placed in certain 
job assignments. Contractor shall coordinate the drug/alcohol screening process. The Contractor will be 
responsible for all costs associated with drug/alcohol screenings. 

 
The City also requires that random drug screening be conducted on all temporary employees holding a 
CDL in accordance with DOT regulations. This includes having all CDL drivers in a DOT random 
screening pool. The Contractor will be responsible for all costs associated with the random screenings. 
Drug/Alcohol testing shall also be conducted on temporary staff who are reasonably suspected of being 
under the influence of an intoxicant. The Contractor will be responsible for all costs associated with 
‘reasonable suspicion’ testing.  
 
In the proposal, outline how the drug/alcohol screening procedures will occur. 

 
10. Inspection: 

Contractor’s authorized representatives shall conduct periodic on-the-job inspections of temporary staff 
to determine the overall quality of performance, job knowledge, effectiveness of training, and to 
observe and determine the conduct and appearance of personnel. 

 
11. Employer: 

All temporary staff placed with the City under this contract shall be the sole employees of the Contractor. 
Contractor shall pay all salaries and expenses of such employees and all Federal Social Security Taxes, 
Federal and State Unemployment Taxes, Worker’s Compensation benefits, and any other taxes and applicable 
benefits relating to such employees. 
 
Recruiting: Employer will be responsible for all services to recruit competent and qualified temporary staff 
members, including job advertisement, to the City. Please outline current recruiting sources. 

 
12. Training: 

Contractor shall provide temporary staff that meets the knowledge-base, skill-set, and abilities of the job 
assignment requested. Each temporary staff member placed under this contract shall possess the 
minimum training requirements for the job assignment. Expenses for training shall be the sole 
responsibility of the Contractor. Contractor may be required to provide, at its expense, up to four (4) hours 
of training for specialized job assignments. Such training needs will be identified by the City at the time of 
the request for the temporary staff. An example of such specialized training that would be the 
responsibility of the Contractor is ‘Public Works Flagger Certification.’ Any additional job specific 
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training required for a position will be the responsibility of the City. This may include specific safety 
training, training related to certain pieces of equipment, and defensive driving training.  
 
The Contractor shall ensure that all temporary staff members are given adequate basic safety and health 
training as required by OSHA. Position duties shall dictate the required level of OSHA training delivered 
by the Contractor. The City will treat temporary staff members like any other workers in terms of OSHA 
job required training, safety, and health protections. The City shall provide specific training tailored to the 
particular workplace equipment/hazards for those positions requiring OSHA training beyond a basic 
knowledge level. 
 
All documentation associated with the Contractor providing OSHA and/or safety requirements’ 
training to a temporary staff member shall be forwarded to the appropriate Department in the City 
where the temporary staff member is to be employed. Examples of such training are: the use of fire 
extinguishers, personal protective equipment, bloodborne pathogens, incident or injury reporting, 
hazard communication, fall protection, ladder safety, and electrical safety. If documentation for OSHA 
and/or safety requirements’ training is not received by the City Department, it will be implied that 
such training did not occur with the Contractor. Failure to submit required training documentation 
may prohibit the temporary staff member from engaging in temporary employment with the City.  

 
13. Overtime and Holiday Pay: 

Time worked in excess of 40 hours in one week will be paid at time and a half. Contractor’s bill rate will 
follow the higher rate with no additional premiums above this rate. 

 
14. Payrolling Process Option: 

The City reserves the right to recruit and recommend an individual to the Contractor for temporary staff. 
Contractor shall allow the City to select and refer individuals that are pre-authorized. These individuals 
would be employees of the Contractor and would be paid through the Contractor’s payroll process. 
Payrolling requests must be approved in writing by the City prior to placing the individual with the 
Contractor. Offeror shall include in the proposal a statement of costs/discounts for such placements. 
Transitioned workers will have the ability to stay at their current pay rates. However, the markups 
associated with these temporary staff members shall be at the corresponding markups submitted by the 
Offeror in Attachment C, depending on pay increment and temporary service category. Approximately 20 
individuals were payrolled in the last 12 months.  

 
15. Invoicing: 

Contractor shall invoice monthly each individual department that requires temporary services. The form of 
the invoice shall be approved by the City prior to use and shall include the following: employees’ name, 
dates, hours worked, and the hourly rate. The City will consider weekly invoicing for purposes of 
determining potential discrepancies in a timely manner. All weekly invoices will then be processed 
together and paid on a monthly basis. Invoices must match hours reviewed and approved by a department 
supervisor. Please provide a sample invoice in the proposal.  

 
16. Salary Increases: 

With approval of the department for which the temp staff member works, the hourly rates paid to 
temporary staff under this contract may be increased. Upon written notice from the City department, the 
Contractor shall adjust the hourly rates paid to temporary staff. 

 
17. Identification Cards: 

Due to security measures within certain departments of the City, temporary staff may be required to wear 
City identification badges. All City identification badges must be returned to the City upon separation of 
employment. Contractor shall include any company policies regarding identification badges in their 
proposals.  

 
18. On-Site Recruitment: 

At the City’s request, the Contractor shall provide on-site and off-site recruitment. When requested, the 
recruitment efforts shall take place quarterly at a minimum. The City will provide the location for the 
Contractor to conduct the recruitment. On-site recruitment is considered to be the process by which the 
Contractor will physically arrive at a site designated by the City to accept employment applications, review 
such applications, and conduct initial pre-employment interviews in an effort to obtain a deep enough 
candidate pool to support the temporary staffing needs of the City.  
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19. Occupational Nurse/Screening Location/Emergency Drug/Alcohol: (process for on-the-job injury) 
The City requires that the Contractor provide a location within the City limits to provide Screening 
and Occupational Nurse services and Emergency Drug and Alcohol screening. Contractor shall outline the 
process for handling occupational injuries of temporary staff in their proposal. Each temporary staff 
member supervised by City staff who suffers an OSHA recordable injury will have the injury reported on 
the City’s OSHA 300 log. 

 
20. Placement Fees: 

Temporary staff members may be hired by the City after he/she has given a two weeks’ notice to the 
Contractor without any fee being charged to the City. The temporary staff member will also not be 
responsible for any fee requested by the Contractor due to the separation of employment. There is no 
minimum number of hours or days that temporary staff members have to work for the Contractor prior to 
being eligible for employment with the City. (outside of giving two weeks’ notice as noted above)  
 

21.  Average Length of Assignment & Estimated Annual Hours Worked: 
 - On average, DWR utilizes temporary staff from a few weeks to multi-yearly (when applicable) 
 - On average, PW utilizes temporary staff six months to a year and multi-yearly (when applicable) 
 
 - DWR estimates utilizing temporary staff to fill 18,000-20,000 hours annually 
 - PW estimates utilizing temporary staff to fill 40,000-42,000 hours annually 
 
22.   Performance Evaluations: 
 Contractor shall provide the procedure they intend to use for performance evaluations in their proposal. 
 
23.  Accrued Leave Time:  
 The Contractor shall communicate any accrued leave time earned by any temporary staff member to the 

designated City representative. All temporary staff members requesting to utilize any accrued leave time 
shall coordinate such in advance with the designated City representative in accordance with departmental 
procedures.  

 
24.  Respirator Evaluation Medical Questionnaire:  
 It is necessary for DWR staff to use forced air respiratory equipment. Temporary staff members shall be 

required to complete the Respirator Evaluation Medical Questionnaire (Attachment B). Those temporary 
staff members required to complete the Questionnaire will physically meet with a City representative prior 
to beginning their initial shift for the City for purposes of understanding why the document is needed and 
to ensure submission of the document is completed properly. The completed Questionnaire will be placed 
in a sealed envelope and sent to the City’s medical provider for review and approval/denial of the 
temporary staff member’s medical suitability for the postion. At no time will any City representative 
review the information on the Questionnaire.   

 
V. PROPOSAL PREPARATION 
 

Proposals must address the items included in the Scope of Services and the Criteria for Proposal Evaluation.  
Proposals should be prepared simply, providing straightforward and concise responses to requests for information 
and descriptions of qualifications and capabilities. Responses shall be limited to no more than 20, one sided, or 10 
double sided pages including all other materials, but, excluding the cover. Each copy of the proposal must be 
bound with all documentation in a single volume where practical.  Failure to do so will result in a lowered 
evaluation.  Incomplete proposals may be determined non-responsive. Proposals with extraneous information will 
receive lower ranking. 

Offerors should organize their proposals using the format described below:   

Title Page 

Furnish the REQUEST FOR PROPOSALS TITLE PAGE and include it as the first page of the proposal. The 
name stated on the Title Sheet must be the full legal name of the Offeror and the address must be that of the office 
which will have the responsibility for the services provided.   

Offers should acknowledge receipt of addenda on the title page. Failure to do so may result the proposal being 
deemed non-responsive.  
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Table of Contents: 
Include a table of contents that shows a clear identification of the material in the proposal by section and 
page number. 

 
Section 1: Experience: 
Offeror shall provide a concise description of their work experiences as it relates to the scope of work 
outlined herein. Said description should include, but not be limited to: 

 
1. Offeror’s established experience record in providing temporary staff services 
2. Number of years the Offeror has been providing these types of services 
3. A list of facilities that will be servicing the City’s account 
4. A minimum of three (3) references for which Offeror has provided services comparable to those 

described in this RFP. For each reference please provide: 
 

• Name of Client 
• Address of Client 
• Name, Title, email address, phone of a contact for the Client 
• Number of years Offeror has served this Client 
• Provide a brief summary of the Offeror’s scope of services  

 
Section 2: Capability and Skills: 
Offeror shall provide a description of the qualifications and skills of the organization and personnel who shall 
be responsible for the performance of services. Such description shall, at a minimum, include the following: 

1.  A description of the Offeror’s company history and current operating characteristics to include 
company philosophy, ownership, number of employees, an organizational chart, geographic coverage, etc. 

2.  A description of the Offeror’s financial stability and other resources that most adequately ensures the 
delivery of acceptable services to the City. The Offeror shall indicate the type of organization they 
represent, i.e. individual, partnership, or corporation. If the Offeror represents a corporation or partnership, 
the names of the President, Vice-President, Secretary, Treasurer, and all principals or partners shall be 
listed. 

3. A  listing  of  the  personnel  that  will  be  assigned  to  the  project  along  with  a  summary  of  their 
qualifications and specific responsibilities for the contract. 

4. A description of how the Offeror would ensure the quality and timeliness of communication with the City. 
Include guaranteed response times for the following: 

  
• Response to telephone or voicemail messages 
• Filling of routine temporary staffing requests 
• Reporting of temporary staff absences and same-day replacement if requested 
• A description of how the Offeror will respond to the City if these guarantees are not 

met. 
 

Section 3: Services to be Provided: 
Offeror should provide a description outlining the services to be provided. Such description should, at a minimum, 
provide the following information: 
 

1. Offeror’s understanding of the staff augmentation services to be provided 
2.  Listing and notating as  to  the manner in  which the Offeror proposes to meet each provision 

stipulated in the Scope of Services section of this RFP 
3. Listing of all major tasks to be performed by the Offeror and the deliverables associated with each task 

as noted below: 
 

• Wage and benefits packages 
• Screening sources used by Offeror to validate credentials of temporary staff, such as licenses, 

references, and experience levels 
• Ability to identify temporary staff’s prior training which meets City, Federal, State, and job 

mandates (i.e. safety) and to provide this information to the City 
• Ability to  respond to emergency requests, i.e., during the night and/or on weekends or 

holidays 
• Procedure, requirements, and ability to respond to on the job injuries 
• Ability to allow the City to request specific temporary staff 
• Ability to allow the City to interview and select temporary staff prior to assignment (if the City 
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chooses) 
• Describe Offeror’s methods to ensure longevity of quality employees including incentives and 

special pays and benefits used 
• Reporting procedures related to accidents and injuries/illnesses, the methods offered for such 

reporting,  and the time frame for reporting accidents or injuries/illnesses 
• EEO policies currently enforced by Offeror. Include a copy of the Offeror’s EEO policy or 

statement with the proposal 
• Methods for resolving City’s complaints (conflict resolution process) regarding temporary 

staff members 
• Proposed schedule for the transition of services at contract award currently performed by the 

incumbent Contractor. (if applicable) The actual transition plan and schedule will be jointly 
developed by the Contractor and City after the contract is awarded. 

 
Section 4: Price: Attachment C. 
Offeror shall provide hourly rates for both the employee pay rate and the bill rate by completing Attachment C. Mark 
Up Cost: The hourly percentage mark-up (difference between employee pay rate and bill rate) shall be inclusive 
of all elements necessary to provide the temporary staff member. 

 

 
VI. PROPOSAL EVALUATION AND AWARD 

 
The following criteria will be utilized in evaluating proposals: 
 
A. Experience, qualifications, and capacity of the Offeror (20%). 
B. Demonstrated understanding of the requirements (20%). 
C. Demonstrated capabilities of the Offeror to provide qualified and trained staff (20%). 
D. Proposed fee/cost for services (20%). 
E. Responsiveness:  The degree to which the Offeror has responded to the Scope of Services and stated requirements 

in this RFP to include but not be limited to flexibility of the Offeror to meet the City’s needs (20%). 
 
Method of Award 
 
Following evaluation of the written proposals, the City reserves the right to award to multiple firms based on their 
qualifications in specific areas of expertise. The City shall engage  in discussions  with Offerors  deemed fully qualified, 
responsible and suitable on the  basis of  initial  responses  and with  emphasis  on  professional   competence  to provide 
the required  services. When requiring Temporary Employment Services, the City reserves the right to select from any 
contracted firm based on personnel qualifications, quickness of response (or proximity to the City), personnel 
availability, or other method at the City's disposal.  It shall be the sole decision of the City regarding which firm the 
employment assignment is awarded to if contracts are awarded to multiple firms.  

Notice of Award will be posted on the City’s web site (www.lynchburgva.gov) and on the bulletin board located 
outside of the Procurement Office, 3rd floor City Hall, 900 Church Street, Lynchburg, Virginia, 24504 
 

 
VII. GENERAL TERMS AND CONDITIONS 

 
The Contract for Services (“Contract” or “Agreement”) with the successful Offeror will contain the following Terms and 
Conditions. Offerors taking exception to these terms and conditions or intending to propose additional or alternative 
language must (a) identify with specificity the City Terms and Conditions to which they take exception or seek to amend 
or replace; and (b) include any additional or different language with their proposal. Failure to both identify with 
specificity those terms and conditions Offeror takes exception to or seeks to amend or replace as well as to provide 
Offeror’s additional or alternate Contract terms may result in rejection of the proposal. 
 

A.     Subcontracting and Assignment of Work 
 

The Consultant shall not subcontract or assign portions of the work, other than those specifically defined in 
the contract, without the express written consent of the City.  A description of any work the Offeror proposes to 
subcontract shall be submitted to the City for review and approval along with the name and address of the 
individual, firm, or corporation that is the proposed subcontracting firm.  This submittal shall also include a list of 
the key personnel that the subcontractor will assign to the project. All work performed by any subcontractor shall 
be coordinated by the Consultant who shall be responsible to the City for all work performed by any subcontractor 
or special consultant. 

http://www.lynchburgva.gov/
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B. Independent Successful Firm 

 
The Consultant is an independent firm and nothing contained in a subsequent contract shall constitute or designate 
such firm or any of its agents or employees as employees of the City. 

    
C. Notification 

 
Any notice required by the contract shall be effective if given by registered mail, return receipt requested, to the 
Consultant in the name and at the address given in its proposal submission; provided that change of address shall 
be effective if given in accordance with this paragraph.  Unless otherwise specified, any notice to the City shall be 
given to the City of Lynchburg, Procurement Manager, 900 Church Street, Lynchburg, VA 24504.  The 
Consultant agrees to notify the City immediately of any change of legal status or of address.  Any notice 
provided in accordance with this paragraph shall be deemed to have been completed five calendar days after the 
date of mailing. 

 
D. Cooperative Procurement 

 
As authorized in § 2.2-4304 of the Code of Virginia, this procurement is being conducted on behalf of and may be 
used by public bodies, agencies, institutions and localities of the several states, territories of the United States, and 
the District of Columbia with the consent of the Consultant. 

 
E. Termination 

 
Subject to the provisions below, the contract may be terminated by the City upon thirty (30) days advance written 
notice to the Consultant; but if any work or service hereunder is in progress, but not completed as of the date of 
termination, then the contract may be extended upon written approval of the City until said work or services are 
completed and accepted.  All information and materials gathered and/or prepared by or for it under the terms of 
the contract shall be delivered to, become and remain the property of the City.  The City shall have the right to use 
and reproduce the data and reports submitted hereunder, without additional compensation to the Consultant. 

 
Termination for Convenience: 
The City may terminate this contract for convenience at any time in which the case the parties shall negotiate 
reasonable termination costs. 

 
Termination for Cause: 
In the event of Termination for Cause, the thirty (30) days advance notice is waived and the Consultant shall not be 
entitled to termination costs. 

 
Termination Due to Unavailability of Funds in Succeeding Fiscal Years: 
If funds are not appropriated or otherwise made available to support continuation of the performance of this 
Contract in a subsequent fiscal year, then the Contract shall be canceled and, to the extent permitted by law, the 
Consultant shall be reimbursed for the reasonable value of any non-recurring costs incurred but not amortized in the 
price of the supplies or services delivered under the Contract. 

 
F. Laws and Regulations 

 
The Successful firm shall abide by all Federal, State and Local laws and regulations governing the provision 
of the services called for in the contract.  The Successful firm shall give notice and comply with all laws, 
ordinances, rules, regulations, and lawful orders of any public authority bearing on the performance of the work. 

 
By entering this Contract, the Consultant certifies that it does not and will not during the performance of this 
Contract violate the provisions of the Federal Immigration Reform and Control Act of 1986, which prohibits 
employment of illegal aliens. 

 
This contract shall be governed and construed in all respects by its terms and by the laws of the 
Commonwealth of Virginia. Any legal proceedings arising out of or related to this contract shall be filed by the 
parties in the City of Lynchburg General District Court or the Lynchburg Circuit Court. 

 
G.  Additional Services 

 
The City may add to the Scope of Services any services of a similar nature to those specified in the 
Scope of Services of this Request for Proposals as mutually agreed to at a price mutually agreed upon. 
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H.  Severability 

 
Each paragraph and provision of the resultant contract will be severable from the entire contract and if any 
provision is declared invalid, the remaining provisions shall remain in effect. 

 
I. Licenses and Permits 

 
The successful firm shall secure and pay for all permits, governmental fees and licenses necessary for the proper 
execution and completion of the work which are legally required prior to and during the work. The City will 
not charge for any permits required by the City of Lynchburg. 

 
J.  Nondiscrimination 

 
If the resultant contract exceeds $10,000, during the performance of the contract, the Consultant agrees as follows: 

 
a. The Consultant will not discriminate against any employee or applicant for employment because of race, 

religion, color, sex or national origin, except where religion, sex or national origin is a bona fide 
occupational qualification reasonably necessary to the normal operation of the Consultant. The Consultant 
agrees to post in conspicuous places, available to employees and applicants for employment, notices 
setting forth the provisions of this non-discrimination clause. 

 
b. The Consultant, in all solicitations or advertisements for employees placed by or on behalf of the 

Consultant, will state that such Consultant is an equal opportunity employer. 
 

c. Notices, advertisements and solicitations placed in accordance with federal law, rule or regulation shall 
be deemed sufficient for the purpose of meeting the requirements of this section. 

 
d. The  Consultant will  include  the  provisions of  the  foregoing paragraphs a,  b  and  c  in  every 

subcontract or purchase order of over $10,000, so that the provisions will be binding upon each 
subcontracted firm or vendor. 

 
K.  Payments to Successful firms 

 
Payments to the Consultant shall be made within 30 days after receipt of an approved invoice for services provided 
in the previous month.  Backup documentation for each invoice shall be provided in detail satisfactory to the City.  
The Consultant’s records and documentation supporting such invoices shall be made available to the City upon 
reasonable request.  The Consultant agrees to retain all records, documents and support materials relevant to the 
contract for a period of five years following final payment. Invoices must be prepared in formats as required by 
funding agencies. 
 
In accordance with Virginia Code Section 2.2-4354 the Consultant agrees that: 

 
1. Should any contractor be employed by the Consultant for the provision of any goods or services under 

this Contract, the Consultant agrees to the following: 
 

(a) The Consultant shall, within seven days after receipt of any payments from the City pursuant 
to this Contract, either: 

 
(1)      Pay the subcontractor for the proportionate share of the total payment received from the 

City attributable to the goods or services provided by the subcontractor; or 
 

(2)      Notify the City, as applicable, and the subcontractor, in writing, of the intention to 
withhold all or a part of the subcontractor’s payment with the reason for nonpayment. 
Written notice to the City shall be given to: City of Lynchburg Procurement Manager, 
900 Church Street, Lynchburg, VA 24504. 

 
(b)      The Consultant shall pay interest to the subcontractors, at the rate of one percent per month on all 

amounts owed to the subcontractor that remain unpaid after seven days following receipt of 
payment from the City for goods or services provided under this Contract, except for amounts 
withheld under subparagraph (a)(2) above. 

 



Page 11 of 14 
 

 

(c)     The Consultant shall include in each of its subcontracts a provision requiring each subcontractor to 
include or otherwise be subject to the same payment and interest requirements with respect to each 
lower-tier subcontractors firm. 

 
(d)     The Consultant's obligation to pay an interest charge to a subcontractor shall not be an obligation 

of the City. 
 

(e)      No contract modification shall be allowed for the purpose of providing reimbursement for these 
interest charges.   No cost reimbursement claim shall include any amount for reimbursement of 
these interest charges. 

 
L. Contractual Claims 

 
Any claims by a contractor or anyone claiming on the contractor’s behalf against the City arising under or relating 
to a contract shall only be resolved as specified in the City’s Procurement Ordinance, Sec. 
18.1-7, ensuring timely notice of the claim. 
 
The contractor shall give the City written notice of any claim within ten (10) days of the beginning of the 
occurrence of the event leading to the claim being made. The written notice shall be a document from the 
contractor addressed to the City official or employee designated by the contract to receive such notice, or if no one 
is so designated, to the City Manager.  The written notice shall clearly state the contractor’s intention to make a 
claim, shall describe the occurrence involved, and shall be transmitted in a manner to ensure receipt by the City. 
The contractor shall submit the claim and any supporting data to the City within thirty (30) days after the occurrence 
giving rise to the claim ends. The burden shall be on the contractor to substantiate that it has given written notice 
and submitted its claim in accordance with this provision. 

 
M. Taxes 

 
The Consultant shall pay all City, State and Federal taxes required by law enacted at the time proposals are received 
and resulting from the work or traceable thereto, under whatever name levied.  Said taxes shall not be in addition to 
the contract price as the taxes shall be an obligation of the Consultant and not of the City and the City shall be held 
harmless for same by the Consultant. 

 
N. Indemnification 

 
To the fullest extent permitted by law, the Consultant, for itself, heirs, representatives, successors and assigns 
agrees to save, defend, keep harmless and indemnify the City and all of its officials, agents and employees 
(collectively, the "City") from and against any and all claims, loss, damage, injury, costs 
(including court costs and attorney's fees), charges, liability or exposure, however caused, resulting from, 
arising out of or in any way connected with the Consultant's performance (or nonperformance) of the contract terms 
or its obligations under this contract. 

 
O. Contract Assignment 

 
The resultant contract may not be assigned, in whole or part, without the written consent of the City. The rights 
and obligations of the Consultant are personal and may be performed only by the Consultant. Any purported 
assignment that does not comply with this provision is void.  This contract is binding upon and inures to the 
benefit of the parties and their respective permitted successors and assigns. 

 
P.  Royalty and License Fees and Copyright, Trademark and Patent Protection 

 
The Successful firm shall pay all royalty and license fees relating to the items covered by the contract. In the event 
any third party shall claim that the manufacture, use and sales of these goods offered hereby constitutes an 
infringement of any copyright, trademark, or patent, the Offeror shall indemnify and hold harmless the City from any 
cost, expense, damage or loss incurred in any manner by the City on account of such alleged infringement. 

 
Q.  Precedence of Documents 

 
The precedence of documents shall be as follows: the CONTRACT, the Request for Proposals and the 
Offeror’s response to the Request for Proposals. 

 
R.  Insurance 
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The Consultant shall be required to maintain in force such insurance, in amounts acceptable to the City, as will 
protect it and the City from claims which may arise out of or result from the execution of the work, whether such 
execution be by the firm, its employees, agents, subcontractors or by anyone for whose acts any of them may be 
liable.   This coverage should include, at a minimum, Worker's Compensation and General Liability (including 
premises/operations, independent successful firms, products and completed operations, contractual liability and 
personal injury liability).   All insurance shall be provided by companies authorized to conduct business in the 
Commonwealth.  The Consultant shall furnish the City with an original Certificate of Insurance upon request.  
The Certificate should name the City as additional insured under their General Liability coverage.  The Consultant 
shall notify the City at least 30 days prior to policy cancellation, non-renewal or reduction of coverage. 

 
S.  Administrative Appeals Procedure 

 

(a) The following are the exclusive procedures for a bidder or offeror to protest the city's award or 
decision to award a contract. 

 

(1) Any protest to award a contract shall be in writing and shall be delivered so that it is received by the 
city manager not later than five (5) business days after announcement of the award or decision to 
award, whichever comes first. Otherwise any such protest shall be deemed to be waived. 

 

(2) Except for a protest of an emergency or sole source procurement, a protest of a city award or decision 
to award a contract may only be made by a person who submitted a bid or proposal for the 
procurement at issue and who was reasonably likely to have its proposal accepted but for 
the city's decision. In the case of an emergency or sole source procurement, a protest may only be 
made by a person who can show that he was reasonably likely to have submitted a 
successful bid or proposal if the procurement had been other than emergency or sole source. 

 

(3) Protests shall only be granted if (1) the protester has complied fully with this Sec. 18.1-6 and there 
has been a violation of law, the Lynchburg public procurement code, or mandatory terms of the 
solicitation that clearly prejudiced the protestor in a material way, or (2) a statute requires voiding of 
the decision. 

 

(4) The city manager shall issue a written decision on a protest within ten (10) days of its receipt by the 
city manager. 

 

(5) If the protest is denied, the protestor may only appeal the denial or otherwise contest or challenge 
procurement by then filing suit in the Lynchburg circuit court, Lynchburg, Virginia, and serving the 
city with such suit within ten (10) days of such denial. Otherwise, the city manager's decision shall be 
final and conclusive, and the protester's right to appeal the denial or to otherwise contest or challenge 
the procurement shall be deemed to be waived. 

 

(6) The city should defer award of a contract where the decision to award has been protested unless there 
is a written determination by the city manager that proceeding without delay is necessary to protect 
the public interest or unless the bid or offer of the prospective awardee would expire. 

 

(7) The validity of a contract awarded and accepted in good faith shall not be affected by the fact that a 
protest or appeal is filed. 

 

(8) The exclusive relief allowed if a protest is granted is to void the decision being protested. If a 
contract has already been awarded and performance under the contract has begun, the contract need 
not be voided if not in the public interest to do so. Under no circumstances will any monetary 
amount be allowed to the protestor as part of any relief granted. 

 

(9) Strictly following these procedures shall be a mandatory prerequisite for protest of the city's award 
or decision to award a contract. Failure by a bidder to follow these procedures strictly shall 
preclude that bidder's protest and be deemed to constitute a waiver of any protest. 

 

(b) A protest may not be based upon the alleged non-responsibility of a person to whom the city awards or 
makes a decision to award a contract. 

 
T.  Drug Free Workplace 

 

In accordance with Sec 2.2-4312 of the Virginia Code, during the performance of this contract, the Consultant agrees 
to (i) provide a drug-free workplace for the consultant’s employees; (ii) post in conspicuous places, available to 
employees and applicants for employment, a statement notifying employees that the unlawful manufacture, sale, 
distribution, dispensation, possession, or use of a controlled substance or marijuana is prohibited in the Consultant’s 
workplace and specifying the actions that will be taken against employees for violations of such prohibition; (iii) 
state in all solicitations or advertisements for employees placed by or on behalf of the consultant that such consultant 
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maintains a drug-free workplace; and (iv) include the provisions of the foregoing clauses in every subcontract or 
purchase order of over $10,000, so that the provisions will be binding upon each sub-Consultant or vendor. 
 
Successful firm shall not use, possess, manufacture, or distribute alcoho1 or illegal drugs during the performance 
of the contract or while on City premises or distribute it to City employees. 
 
Successful firm understands that a violation of these prohibitions constitutes a breach of the contract and that the City 
has the right cancel the contract. 
 
For the purpose of this section, “Drug-free workplace” means a site for the performance of work done in connection 
with a specific contract awarded to a firm, the employees of which are prohibited from engaging in the unlawful 
manufacture, sale, distribution, dispensation, possession or use of any controlled substance or marijuana during the 
performance of the contract. 

 
U. Criminal History Review 

 
Each candidate for employment who has a criminal conviction (misdemeanor or felony) for a violation of law will be 
reviewed on a case-by-case basis. A candidate’s suitability for employment will be determined based on the nature of 
the conviction and the position for which they are being considered.  

 
V. Confidentiality 

 
1.    Consultant Confidentiality 

 
The Consultant acknowledges and understands that its employees may have access to proprietary, business 
information, or other confidential information belonging to the City of Lynchburg. Therefore, except as 
required by law, the Consultant agrees that its employees will not: 

 

a)   Access or attempt to access data that is unrelated to their job duties or authorizations as related to this 
Contract. 

 

b) Access or attempt to access information beyond their stated authorization. 
 

c)  Disclose to any other person or allow any other person access to any information related to the City 
or any of its facilities or any other user of this Contract that is proprietary or confidential. Disclosure 
of information includes, but is not limited to, verbal discussions, FAX transmissions, electronic mail 
messages, voice mail communication, written documentation, “loaning” computer access codes and/or 
another transmission or sharing of data. 

 
The Consultant understands that the City, or others may suffer irreparable harm by disclosure of proprietary 
or confidential information and that the City may seek legal remedies available to it should such disclosure 
occur.  Further, the Consultant understands that violations of this provision may result in Contract 
termination. 

 
The Consultant further understands that information and data obtained during the performance of this contract 
shall be considered confidential, during and following the term of this Contract, and will not be divulged 
without the Purchasing Agent’s written consent and then only in strict accordance with prevailing laws.   The 
Consultant shall hold all information provided by the City as proprietary and confidential, and shall make 
no unauthorized reproduction or distribution of such material. 

 
2. City Confidentiality 

 
The City understands that certain information provided by the Consultant during the performance of this 
Contract may also contain confidential or proprietary information.  Consultant acknowledges that this 
Contract and public records (as defined by §2.2-3701 of the Virginia Freedom of Information Act) 
provided pursuant to this Contract are subject to the Virginia Freedom of Information Act §§2.2-3700 et seq. 
and the Virginia Public Procurement Act §2.2-4342 of the Code of Virginia. 

 
W. The Consultant shall devote such part of its time as is reasonably necessary to the operations outlined under the resultant 

contract. The Consultant may engage in business ventures of a nature and description independent of this Contract with 
the City. The Consultant is required to disclose immediately any outside activities or interests, as they arise, that conflict 
or suggest a potential conflict with the declared or stated interests of the City. The Consultant is required to disclose all 
local government clients and must attest that work for those clients will not conflict with the interests of the City. The 
City reserves the right to object to such attestations. If such objections arise, the parties will agree to the best course of 
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action to resolve the conflict or potential conflict. 
 

The Consultant shall conduct all transactions under this contract in good faith. The Consultant will employ the highest 
ethical and professional standards at all times, failure to do so could result in termination of the Contract for cause or 
convenience.  



2020-022 Temporary Employment Services Job Descriptions Attachment A 

Administrative Services Associate II  

DESCRIPTION: 
Provides office support services by performing the following duties:  
 
EXAMPLES OF DUTIES: 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties necessary 
to deliver services to customers and citizens may be assigned. 
 
•Responds to requests for more detailed services and assistance. 
•Listens and gets clarification. 
•Speaks in a way that is clear and precise about what is required and clearly passes information 
on. 
•Treats others with respect. 
•Exhibits common courtesy and basic communication skills to work within a team environment. 
•Maintains confidentiality. 
•Focuses on solving conflict, not blaming. 
•Follows through, resolves and seeks feedback regarding questions, requests and/or complaints 
in a timely manner. 
•Writes clearly and informatively from general information using appropriate grammar and 
spelling and a writing style necessary to effectively communicate. 
•Reads and accurately share information. 
•Maintains accurate records using alpha and numeric filing skills. 
•Adds, subtracts, multiplies and divides using all basic units of measure. 
•Works with whole numbers, common fractions and decimals. 
•Uses basic math formulas. 
•Displays willingness to make thoughtful decisions. 
•Exhibits sound and accurate judgment in applying guidelines, policies and procedures. 
•Supports and explains reasoning for decisions. 
•Prioritizes and plans work activities. 
•Learns new skills and translates prior experience into new skills. 
•Volunteers readily. 
•Seeks increased responsibility. 
•Generates creative solutions in assigned areas. 
•Performs analysis within established policies, precedents and/or procedures. 
•Provides temporary oversight. 
 
ADDITIONAL JOB FUNCTIONS 
•Depending on work assignment, may be required to perform a variety of duties in support of 
operational requirements and direct citizen service delivery such as acting as a back-up to other 
staff and response to weather-related and other emergencies, such as snow removal. 
•May be required to work outside of normal work hours, to report to work during inclement or 
unusual weather or other conditions or to respond in other abnormal situations 
•Other duties to provide direct or indirect service to the citizens may be assigned. 



•When unusual situations occur and/or the City Manager declares a State of Emergency, all City 
employees may be required to accept special assignments and perform as needed to ensure 
appropriate service delivery. 
 
SUPERVISORY RESPONSIBILITIES 
This job has no supervisory duties. May perform temporary project oversight. Incumbent 
requires periodic direction.  

MINIMUM EDUCATION AND EXPERIENCE REQUIRED: 
QUALIFICATIONS: To perform this job successfully, an individual must be able to perform 
each essential duty satisfactorily. The requirements listed below are representative of the 
knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
EDUCATION, EXPERIENCE, AND TECHNICAL SKILL 
Graduation from high school. Completion of additional technical classes. Some (6 months – 2 years) 
general administrative support work experience. Demonstrates intermediate Microsoft Office skills, 
advanced skills in at least MS Office application, and basic skill in specific job related application and 
equipment.  
 
OTHER REQUIREMENTS: 
Depending on work assignment, may be required to obtain Notary Public license. 
Depending on work assignment, may be required to have a valid driver's license issued by the 
Commonwealth of Virginia and acceptable driving record according to City criteria. 
Relevant background checks must be completed and approved.  
 
PHYSICAL DEMANDS: 
PHYSICAL DEMANDS The physical demands described here are representative of those that 
must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
Regularly required to sit for long periods of time, and to use fingers and hands to operate 
equipment and to gather, sort and process documents. Occasionally required to stand, walk, 
stoop, kneel and crouch, and to lift up to 25 pounds. Vision requirements include close vision 
and ability to adjust focus. Other requirements regarding talking, hearing, lifting and vision are 
dependent on work assignment.  

WORK ENVIRONMENT: 
WORK ENVIRONMENT The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this 
job. Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
Work is normally performed in an office environment with moderate noise. 
 

 



Custodial Tech 

DESCRIPTION: 

Performs routine semi-skilled and heavy manual work in the regular care and cleaning of City 
buildings and City property by performing the following duties.  

EXAMPLES OF DUTIES: 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

• Performs regular custodial functions such as sweeping, vacuuming, stripping, waxing, 
mopping and buffing floors, stairwells and elevators;  

• Gathers and disposes of refuse from interior and exterior of assigned buildings; gathers paper 
for recycling;  

• Washes windows, walls, woodwork and bathroom fixtures, using ladders and/or aerial tower;  
• Prepares quantities of cleaning and polishing materials appropriate for tasks from bulk 

containers according to manufacturer’s specifications;  
• Cleans and disinfects urinals, toilets and lavatories; refills soap, towel and tissue dispensers;  
• Spot cleans carpet and upholstered furniture;  
• Dusts office furniture, partitions, high and low ledges and moldings, and venetian blinds;  
• Maintains inventory of cleaning supplies, materials and equipment;  
• Reports repairs beyond capabilities of custodial workers to supervisor;  
• Performs routine security to include locking and unlocking doors and deactivating alarm 

system of assigned building, and reports unusual observations to supervisors;  
• Operates a variety of specialized custodial equipment, such as floor buffers, carpet extractors, 

wet/dry vacuums. etc.;  
• Loads and unloads cleaning and polishing equipment and materials to be transported by truck 

or van;  
• Responds to special requests from user agencies;  
• Responds to emergencies such as snow, flood, wind storms, etc.; 

When assigned to Refuse Department 
   
• Assembles, repairs, delivers and swaps trash carts; 
• Monitors and clean citizen convenience center; 
• Assists with brush and bulk collection; 
• Assists with recycling duties, as needed; 
• Using semi-automated system (hydraulic mechanism lift cart) loads refuse into packer 

receptacle and clean area around cans; 
• Provides information to customers, explains refuse policies and procedures and writes 

violations; 
• Participates in safety, technical and team training; 
• Operates and assists with dead animal/miscellaneous refuse truck. 

 



ADDITIONAL DUTIES AND RESPONSIBILITIES include the following: 
• Other duties provide direct or indirect service to the citizens may be assigned;  
• When unusual situations occur and/or the City Manager declares a State of Emergency, all 

employees may be required to accept special assignments and perform as needed to ensure 
appropriate service delivery 

 
SUPERVISORY RESPONSIBILITIES 
None  
 
MINIMUM EDUCATION AND EXPERIENCE REQUIRED: 
QUALIFICATIONS To perform this job successfully, an individual must be able to perform 
each essential duty satisfactorily. The requirements listed below are representative of the 
knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
EDUCATION AND/OR EXPERIENCE 
10th Grade and some building cleaning experience; or any equivalent combination of education 
and experience.  

OTHER QUALIFICATIONS: 

LANGUAGE SKILLS 
Ability to read and comprehend simple instructions, short correspondence, and memos. Ability 
to write simple correspondence. 
 
MATHEMATICAL SKILLS 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals. Ability to compute rate, ratio, and percent. 
 
REASONING ABILITY 
Ability to apply common sense understanding to carry out detailed but uninvolved written or oral 
instructions. Ability to deal with problems involving a few concrete variables in standardized 
situations. 
 
INTERPERSONAL SKILLS 
Requires common courtesy and basic communications skills to work within a team environment. 
Communications involve routine factual matters and exchange of information.  

OTHER REQUIREMENTS: 
Depending on duties Va driving license may be required. 
Relevant background checks must be completed and approved. 
Based on assignment, may require Criminal Record Check, polygraph, reference checks, 
tuberculin and drug screen as part of physical examination and/or driving record check 
completed prior to employment. 
 



PHYSICAL DEMANDS: 
PHYSICAL DEMANDS The physical demands described here are representative of those that 
must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
While performing the duties of this job, the employee is regularly required to stand; use hands 
and fingers to operate equipment.; and reach with hands and arms. The employee frequently is 
required to walk and stoop, kneel, crouch, or crawl. The employee must frequently lift and/or 
move up to 25 pounds.  

WORK ENVIRONMENT: 
WORK ENVIRONMENT The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this 
job. Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
While performing the duties of this job, the employee is occasionally exposed to fumes or 
airborne particles, toxic or caustic chemicals, and outside weather conditions. Based on 
assignment, work may be performed. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Grounds Maintenance Tech I 

DESCRIPTION: 

Performs responsible, routine and semi-skilled work in grounds and park maintenance involving 
the use of common tools and operation of mowing equipment. 
 
EXAMPLES OF DUTIES: 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.             
  
• Operates walk behind and riding mowers  
• Operates hand held motorized equipment such as string trimmers & chain saws;  
• Operates large motorized equipment such as brush chippers, stump grinders, tractors, etc.  
• Performs custodial tasks in cleaning outdoor facilities restrooms & picnic shelters;  
• Works in snow removal operations as assigned;  
• Prunes and installs landscape plants and trees;  
• Performs landscape maintenance such as weeding, pruning, mulching, etc.  
• Uses hand tools such as rakes, shovels, hoes, bush axes and other ground maintenance tools;  
• Applies fertilizers;  
• Assists in the maintenance of athletic fields, turf areas, landscaped beds, and other grounds 

areas;  
• Loads & unloads material such as gravel, dirt, mulch, chemicals, tools, equipment and other 

materials;  
• Assists in work zone traffic control setup;  
• Directs traffic at construction sites as a certified flagger;  
• Performs litter collection;  
• Performs leaf collection activities operating a variety of equipment;  
• Completes necessary documentation such as work orders & logs;  
• Uses blue prints, maps & manuals to perform work; interprets written & oral instructions;  
• Follows all safety precautions;  
• Participates in training;  
• Communicates effectively and courteously with customers, peers and others;  
• Actively participates in team activities such as problem solving & planning;  
• Works various schedules as assigned;  
• Performs others duties as necessary.  
 
ADDITIONAL DUTIES AND RESPONSIBILITIES include the following: 
• Other duties to provide direct or indirect service to the citizens may be assigned.  
• When unusual situations occur and/or the City Manager declares a State of Emergency, all 

City employees may be required to accept special assignments and perform as needed to 
ensure appropriate service delivery.  

 

 



MINIMUM EDUCATION AND EXPERIENCE REQUIRED: 
QUALIFICATIONS To perform this job successfully, an individual must be able to perform 
each essential duty satisfactorily. The requirements listed below are representative of the 
knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
EDUCATION AND EXPERIENCE 
High School Diploma or General Education Degree (GED); 
Grounds Maintenance Experience Preferred 

OTHER QUALIFICATIONS: 

LANGUAGE SKILLS 
Ability to read and interpret documents such as safety rules, blue prints, operating and 
maintenance instructions, and procedure manuals. Ability to write routine reports and 
correspondence. Ability to speak effectively before groups of customers and employees. 
 
MATHEMATICAL SKILLS 
Ability to calculate figures and amounts such as volume, area, circumference, measurements, 
proportions, and pressures. 
 
REASONING ABILITY 
Ability to apply common sense understanding to carry out instructions furnished in written, oral 
or diagram form. Ability to deal with problems involving several concrete variables in 
standardized situations. 
 
INTERPERSONAL SKILLS 
Solid interpersonal skills, including conflict resolution skills, for work with citizens, construction 
personnel, and other city employees. 
 
OTHER REQUIREMENTS: 
• Possession of valid driver's license issued by the Commonwealth of Virginia and an 

acceptable driving record based on City criteria  
• Ability to obtain a Commercial Driver's License in 45 days or employment;  
• Ability to obtain a Class B Commercial Driver's License within 90 days of employment;  
• Ability to obtain a Class A Commercial Driver's License with a year.  
• Ability to obtain chemical applications certificate;  
• Relevant background checks must be completed and approved.  
 
PHYSICAL DEMANDS: 
PHYSICAL DEMANDS The physical demands described here are representative of those that 
must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
While performing the duties of this job, the employee is regularly required to stand and walk. 
The employee is required to reach with hands and arms, climb or balance, and to stoop, kneel, 



crouch and crawl at least 2/3 of the time. The employee must lift and/or move 50 to 100 pounds 
at least 2/3 of the time. Specific vision abilities required by this job include close vision, distance 
vision, color vision, peripheral vision, depth perception, and ability to adjust focus.  
 
WORK ENVIRONMENT: 
WORK ENVIRONMENT The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this 
job. Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
While performing the duties of this job, the employee is exposed to outside weather conditions, 
moving mechanical parts, toxic or caustic chemicals, and vibrations throughout most of the day. 
The noise level in the work environment is usually loud, but may occasionally be very loud. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Parks and Recreation Service Worker – PT 

DESCRIPTION: 

Performs day-to-day duties in support of Parks & Recreation facilities, properties, and programs. 
Assists the Facilities and Recreation Supervisors in his or her duties and supports the rental, 
maintenance and/or use and care of Division facilities, properties, and shared-use sites. Assists 
by providing support to a variety of recreational programs. 
 
EXAMPLES OF DUTIES: 
Essential Duties: 

 
When assigned to Athletics and Parks Services Program 

• Monitors and assists in the rental and use of Parks and Recreation managed (or shared) parks 
and facilities (including, but not limited to: Grove Street, the Aviary, athletic fields, 
classrooms, community centers, community market, gyms, meeting space, pool, shared-use 
sites, shelters, stadium, trails, and/or other sites).  

• Provides support services and supervision of recreational programs including, but not limited 
to open gym program and athletic programs.  

• Assists instructors and departmental staff in providing recreational programs.  
• Assist partners and other City agencies in evaluating and/or monitoring athletic field 

conditions or providing field prep and/or marking.  
• Responsible for the completion and posting of Facility Use Permits and other documents as 

needed.  
• Provide custodial services at park properties, shared-use sites, and facilities as needed.  
• Provides service delivery (table setup, room prep, etc.) in conjunction with facility rental or 

usage, classes, meetings, programs, and/or other events.  
• Receives and receipts money, preparing financial reports in conjunction with facility rental, 

program delivery, instructional classes or other activities as needed.  
• Performs periodic heavy cleaning (buffing, mopping, pressure washing, etc.) as needed.  
• Inspects facilities with Risk Management, Parks and Recreation, and Buildings and Grounds 

staff, ensuring compliance with safety and maintenance standards.  
• Directs facility support services, including set up and breakdown of Departmental activities.  
• Provides support for parking at special events and facility rentals/use as needed.  
• Conducts and/or participates in park security roves and works with other City agencies to 

promote park safety and security as necessary.  
• Collects and/or compiles forms and associated paperwork as needed.  
• Acts as a point of public contact during programs, facility use, community market activities, 

park roves, special events, or other parks & recreation supported activities.  
• Performs other duties as assigned by immediate supervisor as required.  
• Regular and punctual attendance is required. 

  

 



 

When assigned to Community Market 

• Provides support services and supervision of program including, but not limited to open gym 
program, Market operations, etc.  

• Provide daily routine custodial services at Community Market/City Armory facility as needed 
and scheduled.  

• Provides service delivery (table setup, grounds and/or facility preparation, etc.) in conjunction 
with facility rental or usage, classes, meetings, programs, and/or other events.  

• Performs routine heavy cleaning (buffing, mopping, pressure washing, etc.) as needed and 
scheduled.  

• Routinely inspects facilities for cleanliness and for compliance with safety and maintenance 
standards.  

• Reports to supervisor any major repairs needed within the facility.  
• Completes small maintenance and repairs within the facility (e.g. painting, sanding, minor 

plumbing, leaf removal, etc.)  
• Provides customer support at special events and facility rentals/use as needed.  
• Conducts and/or participates in facility security roves and works with other City agencies to 

promote facility safety and security as necessary.  
• Acts as a point of public contact during programs, facility use, community market programs, 

activities, special events, or other Parks & Recreation and Community Market supported 
activities.  

• Performs a variety of tasks and duties during snow removal.  
• Monitors and assists in the rental and use of Parks & Recreation managed (or shared) parks 

and facilities (including but not limited to Community Market, City Armory, Community 
Market parking area, Jefferson Street Park, and/or other sites).  

• Directs facility support services including set up and breakdown of departmental activities.  
• Regular and punctual attendance is required.  
• Assists the Facility Supervisor in the coordination and tracking of maintenance requests for 

facilities and properties.  
• Assists the Facility Supervisor in the maintenance and custodial care of fleet vehicles as 

required.  
• Perform simple building, park and/or trail maintenance as necessary in support of goals or 

special events.  
• Empty trash containers and clean restrooms as necessary.  
• Distributes and collects meeting support materials, athletic equipment, tools, and recreation 

supplies as necessary.  
• Assists the Facility Supervisor in meeting safety protocols with other City agencies, such as: 

fire code requirements, capacity requirements, emergency services access, police reports and 
other items.  

• Assists with maintenance of facilities to include minor carpentry, janitorial services and 
buildings/grounds maintenance tasks.  

• Supports recreation and special event programming as required.  
• Assists with Departmental preparation for the City auctions.  
• Assist with Emergency Management Plan implementation as needed.  



• Assists with snow and ice removal from walks and steps around recreation facilities.  
• Performs other duties as assigned by immediate supervisor as required.  
• Other duties to provide direct or indirect service to the citizens may be assigned.  
• When unusual situations occur and/or the City Manager declares a State of Emergency, all 

City employees may be required to accept special assignments and perform as needed to 
ensure appropriate service delivery. 

MINIMUM EDUCATION AND EXPERIENCE REQUIRED: 
A High School Diploma or General Education Degree (GED) is required. 

OTHER QUALIFICATIONS: 

LANGUAGE SKILLS 
Ability to read and comprehend simple instructions, short correspondence, and memos. Ability 
to write simple correspondence. Ability to effectively present information in one-on-one and 
small group situations to customers, clients, and other employees of the organization. Ability to 
interpret construction drawings, maintenance manuals, mechanical schematics, and draw simple 
site plans. 
 
MATHEMATICAL SKILLS 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and 
interpret bar graphs. 
 
REASONING ABILITY 
Ability to apply common sense understanding to carry out detailed but uninvolved written or oral 
instructions. Ability to deal with problems involving a few concrete variables in standardized 
situations. 
 
INTERPERSONAL SKILLS 
Requires common courtesy and basic communication skills to work within a team 
environment. Communications involve routine factual matters and exchange of information. 
 
KNOWLEDGE, SKILLS, AND ABILITIES 
Experience and understanding of trail building and maintenance practices/principles is desired. 
Ability to use tools and equipment in performance of duties. 
Ability to operate radios and communicate to emergency and supervisory staff. 
Experience and understanding of trail planning/principles. 
Prefer at least introductory computer skills, with experience in Microsoft Office software. 
Ability to communicate well with others and work in a team environment. 
Ability to work independently with little or no direct supervision. 
 
OTHER REQUIREMENTS: 
• Valid Virginia's Driver’s License and acceptable driving record according to City criteria.  
• CPR/General First-Aid Certification required within 6 months of date of hire. 



 

PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
While performing the duties of this job, the employee is regularly required to use hands and 
fingers to operate heavy equipment, tools, chainsaws, a computer keyboard, mouse, and 
telephone keypad; reach with hands and arms; talk or hear; and taste and smell. The employee is 
required to stand; walk; sit; climb or balance; and stoop, kneel, crouch, or crawl in all types of 
weather. The employee must occasionally lift and/or move up to fifty pounds. Specific vision 
abilities required by this job include close vision, distance vision, color vision, peripheral vision, 
depth perception, and the ability to adjust focus. The employee must be able to drive a vehicle at 
all times of the day or night. 
 
WORK ENVIRONMENT: 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
Ability to work outside in a variety of weather conditions. Must be available for weekend and 
evening work, working a flexible work schedule. 
 

 

 

 

 

 

 

 

 

 

 

 

 



Parks and Recreation Service Worker – Trails 

DESCRIPTION: 

Performs day-to-day duties in support of Parks & Recreation trail maintenance, construction, 
inspection, and programmed use. Assists the Parks Maintenance Supervisor and Park Services 
Manager in his or her duties and supports the management and maintenance of park/natural 
resource lands; including coordination of tasks with City, state, and federal agencies during 
normal day-today and emergency operations. Assists with the rental, maintenance and/or use and 
care of Department facilities, properties, and shared-use sites on an as-needed basis; and 
provides support to a variety of recreation programs and park use activities. 
 
EXAMPLES OF DUTIES: 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following: 
• Performs basic maintenance activities within trail corridors, greenways/blueways, trailheads, 

and ancillary park properties (utilizing ATC, USDA Forest Services, National Park Service, 
Virginia DCR, and/or IMBA best management practices). 

• Performs forestry/landscape techniques and practices, including mowing, trimming, weeding, 
and felling and bucking trees (in accordance with USDA Forest Service/Virginia Department 
of Forestry practices and standards). 

• Develops and carries out maintenance plans, schedules, inspection programs, construction 
drawings, technical specifications, surveys, and other duties as necessary to support the 
department. 

• Monitors trail and hardscape (bridges, waterbars, walkways, benches, trash cans, etc.) 
conditions and plans alternative routes and/or replacements and renovation as necessary. 

• Assesses suitability of new property for trails and/or other park amenities. 
• Performs preventative maintenance and basic repair to heavy equipment and tools. 
• Performs minor carpentry, plumbing, mechanical, and/or electrical work as needed. 
• Provides support services and supervision of Blue Bikes Program and bicycle & storage 

facility maintenance. 
• Empties refuse cans/waste boxes as necessary on along trail and within parks. 
• Responsible for the completion and posting of trail use/maintenance signage as needed. 
• Monitors use of Parks and Recreation managed (or shared-use) parks and facilities (including, 

but not limited to: Grove Street, the Aviary, athletic fields, classrooms, community centers, 
community market, gyms, meeting space, pool, shared-use sites, shelters, stadium, trails, 
and/or other sites). 

• Provide custodial services at park properties, shared-use sites, and facilities as needed. 
• Provide service delivery (table setup, room prep, etc.) in conjunction with facility rental or 

usage, classes, meetings, programs, and/or other events.  
Conducts and/or participates in park security roves and works with other City agencies to 
promote park safety and security as necessary. 

• Inspects facilities with Risk Management, Parks and Recreation, and Buildings and Grounds 
staff, ensuring compliance with safety and maintenance standards.  
Provides support for parking at special events and facility rentals/use as needed. 

• Collects and/or compiles forms and associated paperwork as needed. 



• Acts as a point of public contact during programs, facility use, community market activities, 
park roves, special events, or other parks & recreation supported activities. 

• Performs other duties as assigned by immediate supervisor as required. 
 
ADDITIONAL JOB DUTIES 
• Assists the Parks Maintenance Supervisor in the coordination and tracking of maintenance 

requests for facilities and properties. 
• Assists the Parks Maintenance Supervisor in the maintenance and custodial care of fleet 

vehicles as required. 
• Performs simple building, park and/or trail maintenance as necessary in support of goals or 

special events. 
• Empties trash containers and clean restrooms as necessary. 
• Distributes and collects meeting support materials, athletic equipment, tools, and recreation 

supplies as necessary. 
• Assists the Parks Maintenance Supervisor in meeting safety protocols with other City 

agencies, such as: fire code requirements, capacity requirements, emergency services access, 
police reports and other items. 

• Assists with maintenance of facilities to include minor carpentry, janitorial services and 
buildings/grounds maintenance tasks. 

• Supports recreation and special event programming as required. 
• Assists with Departmental preparation for the City auctions. 
• Assists with Emergency Management Plan implementation as needed. 
• Assists with snow and ice removal from walks and steps around recreation facilities. 
• Performs other duties as assigned by immediate supervisor as required. 
 
MINIMUM EDUCATION AND EXPERIENCE REQUIRED: 
A High School Diploma or General Education Degree (GED) is required. 

OTHER QUALIFICATIONS: 

LANGUAGE SKILLS 
Ability to read and comprehend simple instructions, short correspondence, and memos.  Ability 
to write simple correspondence.  Ability to effectively present information in one-on-one and 
small group situations to customers, clients, and other employees of the organization. Ability to 
interpret construction drawings, maintenance manuals, mechanical schematics, and draw simple 
site plans. 
 
MATHEMATICAL SKILLS 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and 
interpret bar graphs. 
 
REASONING ABILITY 
Ability to apply common sense understanding to carry out detailed but uninvolved written or oral 
instructions.  Ability to deal with problems involving a few concrete variables in standardized 
situations. 



  
INTERPERSONAL SKILLS 
Requires common courtesy and basic communication skills to work within a team 
environment.  Communications involve routine factual matters and exchange of information. 
  
KNOWLEDGE, SKILLS, ABILITIES 
• Experience and understanding of trail building and maintenance practices/principles is 

desired. 
• Ability to use tools and equipment in performance of duties. 
• Ability to operate radios and communicate to emergency and supervisory staff. 
• Experience and understanding of trail planning/principles. 
• Prefer at least introductory computer skills, with experience in Microsoft Office software. 
• Ability to communicate well with others and work in a team environment. 
• Ability to work independently with little or no direct supervision. 
  
OTHER REQUIREMENTS: 
• Regular and punctual attendance is required. 

 
CERTIFICATES, LICENSES, & REGISTRATIONS 
• Valid Virginia's Driver’s License and acceptable driving record according to City criteria. 
• CPR/General First-Aid Certification required within 6 months of date of hire. 
  
PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
While performing the duties of this job, the employee is regularly required to use hands and 
fingers to operate heavy equipment, tools, chainsaws, a computer keyboard, mouse, and 
telephone keypad; reach with hands and arms; talk or hear; and taste and smell. The employee is 
required to stand; walk; sit; climb or balance; and stoop, kneel, crouch, or crawl in all types of 
weather. The employee must occasionally lift and/or move up to fifty pounds. Specific vision 
abilities required by this job include close vision, distance vision, color vision, peripheral vision, 
depth perception, and the ability to adjust focus. The employee must be able to drive a vehicle at 
all times of the day or night. 
  
WORK ENVIRONMENT: 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
Ability to work outside in a variety of weather conditions. Must be available for weekend and 
evening work, working a flexible work schedule. 

 



Refuse Associate 

DESCRIPTION: 

Performs responsible skilled and semi-skilled technical and administrative work maintaining and 
improving the daily collection of residential and small business refuse and bulky materials, by 
performing the following duties.   
 
EXAMPLES OF DUTIES: 
ESSENTIAL DUTIES AND RESPONSIBILITIES Other duties to provide direct or indirect 
service to the citizens may be assigned. 
 
• Drives and operates manual and semi-automated refuse collection vehicles, including side 

loading and rear loading trucks over prescribed routes to manually collects residential refuse 
along city streets from residences, small businesses, streets, parks and recreational facilities, 
and city right-of way; operates hydraulic mechanism for compressing and dumping refuse; 
operates knuckleboom and all controls in the collection of bulk and brush material along city 
streets; drives and operated dead animal/special pick-up truck as needed; 

• Administers tag/decal program by issuing violation notices as necessary to addresses not 
properly preparing their refuse for collection; reports violations of refuse ordinances to refuse 
supervisor; 

• Provides information to customers and explains refuse policies and procedures: 
• Performs daily equipment checks, fuels vehicles, performs routine cleaning, preventative 

maintenance and minor repairs to equipment; 
• Participates in the design of strategies to enhance and improve the refuse collection team; 
• Provides training to new refuse associates regarding operations; 
• Functions as a team member in a variety of operational duties, requiring ongoing change in job 

duties, cross training, rotating job assignments and interacting in a team-based work 
environment; 

• Participates in safety, technical and team training; 
• Available for emergency duty during snow removal and other emergency situations. 
 
ADDITIONAL DUTIES 
• Other duties to provide direct or indirect service to the citizens may be assigned.  
• When unusual situations occur and/or the City Manager declares a State of Emergency, all City 
employees may be required to accept special assignments and perform as needed to ensure 
appropriate service delivery. 
 
SUPERVISORY RESPONSIBILITIES 
This position has no supervision duties.  
 
MINIMUM EDUCATION AND EXPERIENCE REQUIRED: 
QUALIFICATIONS To perform this job successfully, an individual must be able to perform 
each essential duty satisfactorily. The requirements listed below are representative of the 
knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 



EDUCATION AND EXPERIENCE 
High school diploma or general education degree.  
 
OTHER QUALIFICATIONS: 
 
LANGUAGE SKILLS 
Ability to read, analyze and interpret documents such as safety rules, operating and maintenance 
instructions, and procedure manuals. Ability to write routine reports and correspondence. 
 
MATHEMATICAL SKILLS 
Ability to add and subtract two digit numbers and to multiply and divide with 10's and 100's. 
Ability to perform these operations using units of American money and weight measurement, 
volume and distance. 
 
REASONING ABILITY 
Ability to apply common sense understanding to carry out detailed but uninvolved written or oral 
instructions. Ability to deal with problems involving a few concrete variables in standardized 
situations. 
 
INTERPERSONAL SKILLS 
Ability to communicate in a tactful and cooperative manner. Ability to be involved with 
communicating facts and opinions, and coordination of scheduling meetings or repairs either 
with individual citizens or other City employees  
 
OTHER REQUIREMENTS: 
Possession of a valid driver's license issued by the Commonwealth of Virginia and an acceptable 
driving record based on City criteria; 
Ability to obtain Flagger Certification through the Virginia Department of Transportation; 
Relevant background checks must be completed and approved. 
   
PHYSICAL DEMANDS: 
PHYSICAL DEMANDS The physical demands described here are representative of those that 
must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
While performing the duties of this job, the employee is regularly required to stand; walk; use 
hands to finger, handle or feel; reach with hands and arms; talk and hear; and smell. The 
employee frequently is required to climb or balance, and to stoop, kneel, crouch or crawl. The 
employee is occasionally required to sit. The employee must regularly lift and/or move up to 50 
pounds, and occasionally required to lift up to 100 pounds. This position requires both close and 
distance vision; color vision, peripheral vision and depth perception. 
 
WORK ENVIRONMENT: 
WORK ENVIRONMENT The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this 
job. Reasonable accommodations may be made to enable individuals with disabilities to perform 



the essential functions. 
While performing the duties of this job, the employee is regularly exposed to wet or humid 
conditions (non-weather), fumes or airborne particles, toxic or caustic chemicals, outdoor 
weather conditions and vibrations. The employee is regularly required to work near moving 
mechanical parts and in high, precarious places. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Refuse Associate – Non-Driving (Hopper) 

DESCRIPTION: 

Performs responsible skilled and semi-skilled technical and administrative work maintaining and 
improving the daily collection of residential and small business refuse and bulky materials, by 
performing the following duties.   
 
EXAMPLES OF DUTIES: 
ESSENTIAL DUTIES AND RESPONSIBILITIES Other duties to provide direct or indirect 
service to the citizens may be assigned. 
 
• Operates hydraulic mechanism for compressing and dumping refuse; operates knuckleboom 
and all controls in the collection of bulk and brush material along city streets;  
• Administers tag/decal program by issuing violation notices as necessary to addresses not 
properly preparing their refuse for collection; reports violations of refuse ordinances to refuse 
supervisor; 
• Provides information to customers and explains refuse policies and procedures: 
• Performs daily equipment checks, fuels vehicles, performs routine cleaning, preventative 
maintenance and minor repairs to equipment; 
• Participates in the design of strategies to enhance and improve the refuse collection team; 
• Provides training to new refuse associates regarding operations; 
• Functions as a team member in a variety of operational duties, requiring ongoing change in job 
duties, cross training, rotating job assignments and interacting in a team-based work 
environment; 
• Participates in safety, technical and team training; 
• Available for emergency duty during snow removal and other emergency situations. 
 
ADDITIONAL DUTIES 
• Other duties to provide direct or indirect service to the citizens may be assigned. 
• When unusual situations occur and/or the City Manager declares a State of Emergency, all City 
employees may be required to accept special assignments and perform as needed to ensure 
appropriate service delivery. 
 
SUPERVISORY RESPONSIBILITIES 
This position has no supervision duties.  
 
MINIMUM EDUCATION AND EXPERIENCE REQUIRED: 
QUALIFICATIONS To perform this job successfully, an individual must be able to perform 
each essential duty satisfactorily. The requirements listed below are representative of the 
knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
EDUCATION AND EXPERIENCE 
High school diploma or general education degree.  
 



OTHER QUALIFICATIONS: 
 
LANGUAGE SKILLS 
Ability to read, analyze and interpret documents such as safety rules, operating and maintenance 
instructions, and procedure manuals. Ability to write routine reports and correspondence. 
 
MATHEMATICAL SKILLS 
Ability to add and subtract two digit numbers and to multiply and divide with 10's and 100's. 
Ability to perform these operations using units of American money and weight measurement, 
volume and distance. 
 
REASONING ABILITY 
Ability to apply common sense understanding to carry out detailed but uninvolved written or oral 
instructions. Ability to deal with problems involving a few concrete variables in standardized 
situations. 
 
INTERPERSONAL SKILLS 
Ability to communicate in a tactful and cooperative manner. Ability to be involved with 
communicating facts and opinions, and coordination of scheduling meetings or repairs either 
with individual citizens or other City employees  
 
OTHER REQUIREMENTS: 
Ability to obtain Flagger Certification through the Virginia Department of Transportation; 
Relevant background checks must be completed and approved. 
   
PHYSICAL DEMANDS: 
PHYSICAL DEMANDS The physical demands described here are representative of those that 
must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
While performing the duties of this job, the employee is regularly required to stand; walk; use 
hands to finger, handle or feel; reach with hands and arms; talk and hear; and smell. The 
employee frequently is required to climb or balance, and to stoop, kneel, crouch or crawl. The 
employee is occasionally required to sit. The employee must regularly lift and/or move up to 50 
pounds, and occasionally required to lift up to 100 pounds. This position requires both close and 
distance vision; color vision, peripheral vision and depth perception. 
 
WORK ENVIRONMENT: 
WORK ENVIRONMENT The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this 
job. Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
While performing the duties of this job, the employee is regularly exposed to wet or humid 
conditions (non-weather), fumes or airborne particles, toxic or caustic chemicals, outdoor 



weather conditions and vibrations. The employee is regularly required to work near moving 
mechanical parts and in high, precarious places. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Street Maintenance Tech I 

DESCRIPTION: 

Performs responsible routine semiskilled work in street maintenance involving the use of 
common tools and motorized equipment.  

EXAMPLES OF DUTIES: 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Provide direct or 
indirect service to the citizens. 
 
• Operates various equipment, motorized and non-motorized such as dump truck, loader, 

forklift, asphalt roller, tar distributor; air compressors, plate tamper and jack hammer while 
performing routine repair, maintenance and construction on city streets 

• Loads and unloads gravel, dirt, timber, chemicals, tools, equipment and other materials; 
• Performs basic repair and preventive maintenance on equipment; 
• Manually spreads asphalt, gravel and other materials; 
• Performs leaf collection operating a variety of equipment; 
• Cleans curbs, gutters and ditches; 
• Assists in work zone traffic control set up; 
• Directs traffic at construction sites as a certified flagger; 
• Performs litter collection; 
• Works in snow removal operation as assigned; 
• Completes necessary documentation such as work orders & logs 
• Uses blue prints, maps & manuals to perform work; interprets written & oral instructions; 
• Completes necessary documentation such as work orders & logs; 
• Performs routine calculations relative to street maintenance; 
• Follows all safety precautions; 
• Participates in training; 
• Communicates effectively and courteously with customers, peers and others; 
• Actively participates in team activities such as problem solving & planning; 
• Works various schedules as assigned; 
• Performs other duties as necessary. 
 
ADDITIONAL DUTIES AND RESPONSIBILITIES include the following: 
• Other duties to provide direct or indirect service to the citizens may be assigned. 
• When unusual situations occur and/or the City Manager declares a State of Emergency, all 

City employees may be required to accept special assignments and perform as needed to 
ensure appropriate service delivery. 

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



 
EDUCATION ANDEXPERIENCE 
High School Diploma or General Education Degree (GED); 
Street Maintenance Experience Preferred  

OTHER QUALIFICATIONS: 

LANGUAGE SKILLS 
Ability to read and interpret documents such as safety rules, blue prints, operating and 
maintenance instructions, and procedure manuals. Ability to write routine reports and 
correspondence. Ability to speak effectively before groups of customers and employees. 
 
MATHEMATICAL SKILLS 
Ability to calculate figures and amounts such as volume, area, circumference, measurements, 
proportions, and pressures. 
 
REASONING ABILITY 
Ability to apply common sense understanding to carry out instructions furnished in written, oral 
or diagram form. Ability to deal with problems involving several concrete variables in 
standardized situations. 
 
INTERPERSONAL SKILLS 
Solid interpersonal skills, including conflict resolution skills, for work with citizens, construction 
personnel, and other city employees. 
 
OTHER REQUIREMENTS: 
• Possession of valid driver's license issued by the Commonwealth of Virginia and an 

acceptable driving record based on City criteria  
• Ability to obtain a Flagging Certificate; 
• Relevant background checks must be completed and approved.  
 
PHYSICAL DEMANDS: 
PHYSICAL DEMANDS The physical demands described here are representative of those that 
must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
While performing the duties of this job, the employee is regularly required to stand and walk. 
The employee is required to reach with hands and arms, climb or balance, and to stoop, kneel, 
crouch and crawl at least 2/3 of the time. The employee must lift and/or move 50 to 100 pounds 
at least 2/3 of the time. Specific vision abilities required by this job include close vision, distance 
vision, color vision, peripheral vision, depth perception, and ability to adjust focus. 

 

 



WORK ENVIRONMENT: 
WORK ENVIRONMENT The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this 
job. Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
While performing the duties of this job, the employee is exposed to outside weather conditions, 
moving mechanical parts, toxic or caustic chemicals, and vibrations throughout most of the day. 
The noise level in the work environment is usually loud, but may occasionally be very loud. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Traffic Sign and Pavement Marking Tech 

DESCRIPTION: 

Performs skilled work in the installation, repair and maintenance of City owned signs, poles, lane 
striping and other pavement markings, by performing the following duties.  

EXAMPLES OF DUTIES: 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties to 
provide direct or indirect service to the citizens may be assigned. 

• Installs, repairs and maintains signs used to regulate, warn, guide or otherwise inform vehicles 
or pedestrians on or near roadways and other public areas. Installation of ground-mounted 
sign poles, as well as overhead-sign mounting, are considered normal and necessary duties of 
this job.  

• Installs and maintains traffic-related road striping using specialized paint striping truck.  
• Installs and maintains thermoplastic pavement markings such as turn arrows, crosswalks, and 

other roadway/public area markings.  
• Employs sound judgment and a working knowledge of the current MUTCD standards in 

placement of signs and other markings, such as layout of lane lines and stop bars.  
• Employs standard procedures and exercises sound judgment in altering traffic patterns at work 

sites to prevent traffic hazards; sets up applicable signs, and performs flagging operations as 
required.  

• Participates in the City's scheduled sign maintenance program including, but not limited to, 
proactively identifying signs and poles requiring repair/replacement.  

• Assists in setup of major detouring operations in support of City related road projects or 
emergency activities.  

• Actively seeks to identify and recommend improvements to sign and pavement markings 
operations  

• Conforms to requirements to notify utilities (via Miss Utility) prior to installation of sign 
poles.  

• Assists in the fabrication of signs, as needed, to support the sign shop operation.  
• Performs routine maintenance of painting machine components/assemblies of the striping 

truck. Assists in troubleshooting and repair of minor paint machine malfunctions.  
• Operates and maintains the walk-behind striper and walk-behind grinder, as well as sign-pole 

drivers and other power equipment as needed.  
• Operates bucket truck to perform overhead sign installations.  
• Maintains records, as necessary, including documentation of work performed and inspection 

reports.  
• Responds to emergency calls or unusual situations.  
• Responds to city-wide emergencies, such as snow, floods and wind storms.  

ADDITIONAL DUTIES 
• Picks up and maintains parts/material inventory 
• Assists in the collection of traffic related data, as needed. 
• Performs general housekeeping duties in the shop and storage areas. 



• Other duties to provide direct or indirect service to the citizens may be assigned. 
• When unusual situations occur and/or the City Manager declares a State of Emergency, all 

City employees may be required to accept special assignments and perform as needed to 
ensure appropriate service delivery. 

SUPERVISORY RESPONSIBILITIES 
This position has no supervisory duties.  

MINIMUM EDUCATION AND EXPERIENCE REQUIRED: 
QUALIFICATIONS To perform this job successfully, an individual must be able to perform 
each essential duty satisfactorily. The requirements listed below are representative of the 
knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
EDUCATION AND EXPERIENCE 
High school diploma or general education degree (GED). Formal training in, or ability to obtain, 
Work Zone Safety and Sign and Pavement marking certification. Previous experience in traffic 
controls and installation/ maintenance of traffic signs/markings; or equivalent combination of 
experience/training which provides the required skills and abilities to perform the job.  

OTHER QUALIFICATIONS: 

LANGUAGE SKILLS 
Ability to read and interpret documents such as work orders, safety rules, operating and 
maintenance instructions, and procedure manuals. Ability to communicate both verbally and in 
writing. 
 
MATHEMATICAL SKILLS 
Ability to perform basic mathematical functions, and calculate figures and amounts such as 
proportions percentages, area, circumference, and volume. Ability to apply concepts of basic 
algebra and geometry. 
 
REASONING ABILITY 
Ability to apply common sense understanding to carry out instructions furnished in written, oral, 
or diagram form. Ability to exercise sufficient sound judgment to perform work in a safe and 
professional manner. 
 
INTERPERSONAL SKILLS 
Ability to work as a team. Tact and cooperation required. Ability to deal with both facts and 
opinions, and to successfully interact with citizens or other City employees.  

OTHER REQUIREMENTS: 
• Possession of valid Driver's license issued by the Commonwealth of Virginia and acceptable 

driving record according to City criteria. 
• Ability to obtain flagger certification card within 30 days of employment. 

 
PHYSICAL DEMANDS: 



PHYSICAL DEMANDS The physical demands described here are representative of those that 
must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
The employee frequently is required to stand; walk; sit; reach with hands and arms; climb or 
balance; and stoop, kneel, crouch, or crawl. The employee must frequently lift and/or move up to 
50 pounds. Specific vision abilities required by this job include close vision, distance vision, 
color vision, peripheral vision, and depth perception.  

WORK ENVIRONMENT: 
WORK ENVIRONMENT The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this 
job. Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
While performing the duties of this job, the employee is regularly exposed to outside weather 
conditions. The employee is occasionally exposed to high, precarious places and risk of electrical 
shock. The employee is occasionally exposed to fumes or airborne particles. The noise level in 
the work environment is usually very loud. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Wastewater Treatment Plant Custodian/Grounds Worker 

GENERAL DEFINITION OF WORK 

Worker performs routine semi-skilled and heavy manual work in the care and cleaning of 
Wastewater Treatment Facility buildings. He/she will also assist Maintenance Worker II with 
grounds maintenance as needed. May be required to work shift work, weekends, and holidays. 
Worker at times will be exposed to disagreeable and severe conditions. Work is performed under 
the immediate supervision of a Shift supervisor or senior staff person.  Work is generally 
performed on WWTP plant site with Concord Turnpike running between the two sides of the 
plant.   

ESSENTIAL JOB FUNCTIONS 

Performs regular custodial functions such as sweeping, vacuuming, stripping, waxing, mopping, 
and buffing floors using a variety of specialized custodial equipment such as floor buffers, carpet 
extractors, wet/dry vacuums. Some duties include but are not limited to:  

• Gathers and disposes of refuse from interior and exterior of assigned buildings; 
• Prepares cleaning and polishing materials appropriate for tasks, Cleans and polishes bright 

metal; 
• Cleans and disinfects urinals, toilets and lavatories, Refills soap, towel and tissue dispensers, 

Cleans lobby entrance glass, drinking fountains, walls and woodwork, Spot cleans carpet and 
upholstered furniture.  Dusts office furniture, partitions, high and low ledges and moldings, 
and blinds; 

• Cleans and maintains plant spaces such as industrial buildings; 
• Performs regular Ground maintenance tasks such as mowing, trimming etc.; 
• Operates light power equipment- golf carts, snow removal equipment, steam or high pressure 

water, trimmers, and lawn mowers in performance of grounds and related activities;  
• Uses hand tools such as hammer, screw driver, wrench etc.;  
• Uses fire hoses and other similar equipment;  
• Refuels gas and changes propane tanks on associated equipment;  
• Works around chemicals; 
• Unloads trucks; 
• Stores and puts away tool and supplies when complete; 
• Works from ladders of various heights;  
• Keeps work areas neat, clean and safe for access by others; 
• May Operate a forklift to unload trucks move supplies and empty trash dumpsters; 
• Reports repairs beyond capabilities of custodial workers to supervisor; 
• Responds to emergency calls such as rain, snow, wind storms, etc.; 
• Moves furniture and boxes as needed; 



• Unloads supplies and maintains proper paperwork; 
• Assists other personnel as directed;  
• Cleans operating tanks, troughs, and weirs, using hoses, rakes, shovels and similar tools and at 

times involves work in confined spaces; 
• Safety Equipment must be used as required; 
• Note: This job requires working with a team in yearly tank cleaning projects (reference 

Tank Cleaning job description). 

ADDITIONAL JOB FUNCTIONS 
• May maintain inventory of cleaning supplies, materials and equipment. 
• Completes simple work order forms. 
• Performs related tasks as required. 
 
SUPERVISORY RESPONSIBILITIES  
This job has no supervisory responsibilities. 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
EDUCATION AND/OR EXPERIENCE 
Completion of tenth grade and/or some experience with custodian work; or equivalent 
combination of education and experience. 
 
LANGUAGE SKILLS 
Ability to read and comprehend simple instructions, short correspondence, and memos.  Ability 
to write simple correspondence.  Ability to effectively present information in one-on-one and 
small group situations to customers, clients, and other employees of the organization. 

MATHEMATICAL SKILLS 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals.  Ability to compute rate, ratio, and percent. 
 
REASONING ABILITY 
Ability to apply common sense understanding to carry out detailed but uninvolved written or oral 
instructions.  Ability to deal with problems involving a few concrete variables in standardized 
situations. 

INTERPERSONAL SKILLS 
Ability to apply common courtesy and basic communication skills to work within a team 
environment.  Ability to communicate routine factual matters and exchange information. 
 



 

CERTIFICATES, LICENSES, REGISTRATIONS 
Possession of a valid Virginia Driver's License is preferred but optional.  Does not operate any 
City road vehicles, i.e. City Fleet vehicles. 
 
SPECIAL REQUIREMENTS 
Must have approved access to a telephone and reliable transportation to work. 

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
While performing the duties of this job, the employee is regularly required to stand; walk; reach 
with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl.  The employee must 
regularly lift and/or move up to 50 pounds.   

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
While performing the duties of this job, the employee is regularly exposed to outside weather 
conditions.  The employee is frequently exposed to moving mechanical parts.  The employee is 
occasionally exposed to toxic or caustic chemicals. 

 

 

 

 

 

 

 

 

 

 

 



Wastewater Treatment Plant Tank Cleaner/General Laborer 

The WWTP is a 25 acre site with 24 buildings with process equipment.  WWTP uses this 
position to supplement staffing as needed.  Periodically, there is a need for additional staff for 
special projects 1-2 weeks per event.  Each fall the WWTP 4 extra staff for Aeration 
Basin/Clarifier tank cleaning project for 4-6 weeks. 

GENERAL DEFINITION OF WORK 

• Working in 20 ft. deep concrete aeration basin, approximately 175ft x 125ft, open top, not a 
confined space. 

• Working in Circular tanks called clarifiers, 12 to 14 ft. deep, open top, not a confined space. 
• Up and down ladders. 
• Working with water hoses, washing down basin. 
• Squeegee work, shovel work, scrub brushes on handles. 
• Working with muriatic acid, dilute and spray on diffusers. 
• Carrying and dumping buckets. 
• When not occupied with tank cleaning, will be assigned to various tasks around the plant, 

cleaning, lawn work etc. (possible tasks out lined in the Custodian/Grounds Worker job 
description) 

NOTE:  The City will supply safety training and safety gear. 

          Worker will have to supply their own safety toe boots. 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
EDUCATION AND/OR EXPERIENCE 
Completion of tenth grade and/or some experience with custodian work; or equivalent 
combination of education and experience. 
 
LANGUAGE SKILLS 
Ability to read and comprehend simple instructions, short correspondence, and memos.  Ability 
to write simple correspondence.  Ability to effectively present information in one-on-one and 
small group situations to customers, clients, and other employees of the organization. 

REASONING ABILITY 
Ability to apply common sense understanding to carry out detailed but uninvolved written or oral 
instructions.  Ability to deal with problems involving a few concrete variables in standardized 
situations. 



INTERPERSONAL SKILLS 
Ability to apply common courtesy and basic communication skills to work within a team 
environment.  Ability to communicate routine factual matters and exchange information. 
 
CERTIFICATES, LICENSES, REGISTRATIONS 
Possession of a valid Virginia Driver's License is preferred but optional.  Does not operate any 
City road vehicles, i.e. City Fleet vehicles. 
 
SPECIAL REQUIREMENTS 
Must have approved access to a telephone and reliable transportation to work. 

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
While performing the duties of this job, the employee is regularly required to stand; walk; reach 
with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl.  The employee must 
regularly lift and/or move up to 50 pounds.   

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
While performing the duties of this job, the employee is regularly exposed to outside weather 
conditions.  The employee is frequently exposed to moving mechanical parts.  The employee is 
occasionally exposed to toxic or caustic chemicals. 

 

 

 

 

 

 

 

 

 

 



Waste Water Treatment Plant Truck Haul Waste Monitor 

GENERAL DEFINITION OF WORK 

This job is receiving tanker trucks that unload various liquids at the wastewater treatment plant 
such as: leachate/septic tank/and grease loads. This entails collecting and ensuring manifests are 
filled out correctly, filling out data sheets, entering load information into the computer, collecting 
& transporting liquid samples, running lab tests like PH, cleaning adjusting & calibrating various 
instruments, set-up and unloading wastewater samplers, etc.  Truck Haul Waste Monitor will be 
doing various related tasks like cleaning and washing down areas etc. and will work assisting 
others around the plant.  

Also may fill in or be assigned as a Tank Cleaner or Custodian/Grounds Worker: please 
reference those job descriptions. 

Hours, days off, and designated shift times can vary. 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
EDUCATION AND/OR EXPERIENCE 
Completion of tenth grade and/or some experience with custodian work; or equivalent 
combination of education and experience. 
 
LANGUAGE SKILLS 
Ability to read and comprehend simple instructions, short correspondence, and memos.  Ability 
to write simple correspondence.  Ability to effectively present information in one-on-one and 
small group situations to customers, clients, and other employees of the organization. 

MATHEMATICAL SKILLS 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals.   
 
REASONING ABILITY 
Ability to apply common sense understanding to carry out detailed but uninvolved written or oral 
instructions.  Ability to deal with problems involving a few concrete variables in standardized 
situations. 

INTERPERSONAL SKILLS 
Ability to apply common courtesy and basic communication skills to work within a team 
environment.  Ability to communicate routine factual matters and exchange information. 
 



CERTIFICATES, LICENSES, REGISTRATIONS 
Possession of a valid Virginia Driver's License is preferred but optional.  Does not operate any 
City road vehicles, i.e. City Fleet vehicles. 
 
SPECIAL REQUIREMENTS 
Must have approved access to a telephone and reliable transportation to work. 

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
While performing the duties of this job, the employee is regularly required to stand; walk; reach 
with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl.  The employee must 
regularly lift and/or move up to 50 pounds.   

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
While performing the duties of this job, the employee is regularly exposed to outside weather 
conditions.  The employee is frequently exposed to moving mechanical parts.  The employee is 
occasionally exposed to toxic or caustic chemicals. 

 

 

 

 

 

 

 

 

 

 

 

 



Wastewater Treatment Plant Operator Trainee 

GENERAL DEFINITION OF WORK 

Performs routine technical work in the operation, monitoring, and maintenance of wastewater 
treatment plant.  Required to work shift work, weekends, and holidays.  Continuous exposure to 
disagreeable and severe conditions. Work is performed under the immediate supervision of a 
Shift supervisor or senior operator. 

ESSENTIAL JOB FUNCTIONS 

• Makes regular tours of plant and equipment to insure proper operation; 
• Maintains logs of all pertinent operational events and chemicals used, and records readings 

from meters and instruments; 
• Starts up, shuts down, regulates and/or adjusts motors, pumps, blowers, air compressors, 

valves, boilers, grinders and other apparatus to meet changing operating conditions; 
• Collects samples of raw sewage, primary treatment effluent and grit and performs basic 

physical and chemical analysis, such as chlorine residuals, settable solids and pH analysis for 
adjustments of plant operations to meet discharge permit limits; 

• Removes grease from settling tanks, rakes bar screens and cleans and clears basins, troughs 
and other components; 

• Measures sludge quantities in tanks; 
• Makes minor or emergency repairs; 
• Cleans and maintains plant spaces; 
• Responds to emergency calls; 
• Enters data into computer: 
• Adjusts chemical feed rates; 
• Fills dry chemical hoppers and handles hazardous chemicals; 
• Operates sludge hauling equipment; 
• Assists other personnel as directed;  
• May work in tanks and well as required, Work is at times performed in confined spaces.  

ADDITIONAL JOB FUNCTIONS 
• Performs related tasks as required. 
 
MINIMUM TRAINING AND EXPERIENCE 
Any combination of education and experience equivalent to graduation from high school 
supplemented by courses in chemistry, physics, and biology. 
Wastewater treatment plant operating experience is highly desirable.  

 

 



KNOWLEDGE, SKILLS, AND ABILITIES 
• General knowledge of the operating characteristics and maintenance requirements specific of 

the Lynchburg Regional Wastewater Treatment Facility equipment;  
• General knowledge of hydraulic, chemical and mechanical principles pertinent to the 

Lynchburg Regional Wastewater Treatment Facility; 
• General knowledge of occupational hazards and the ability to comprehend and apply safety 

rules and regulations; 
• General knowledge of Systems Controls and Data Acquisitions (SCADA) system and 

Personal Computers; 
• Ability to detect flaws in the operation of mechanical equipment and to determine proper 

remedial measures;  
• Ability to understand and follow moderately complex oral and written instructions;  
• Skill in the use and care of laboratory testing and analysis equipment and instruments; 
• Ability to communicate and record information in a clear and concise manner; 
• Ability to work in a team environment; 
• Ability to establish and maintain effective working relationships with co-workers and 

customers. 

SPECIAL REQUIREMENTS 
• Must conform to the current operator progression plan by obtaining Wastewater Certificates 

from the Commonwealth of Virginia, with in time frame set forth in the progression plan. 
• Must possess a valid Virginia driver's license. 
• Must have approved access to a telephone. 
• Ability to lift 55 pounds to shoulder height. 
• Ability to carry approximately 40 pounds of samples up and down stairs under varying 

weather conditions while walking long distances to collect samples and monitor operations.  

SPECIAL REQUIREMENTS 
Must have approved access to a telephone and reliable transportation to work. 

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
While performing the duties of this job, the employee is regularly required to stand; walk; reach 
with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl.  

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
While performing the duties of this job, the employee is regularly exposed to outside weather 
conditions.  The employee is frequently exposed to moving mechanical parts.  The employee is 
occasionally exposed to toxic or caustic chemicals. 



                            Respirator Medical Evaluation Questionnaire 
 
  
 
To the employee:  
 
Your employer must allow you to answer this questionnaire during normal working hours, 
or at a time and place that is convenient to you. To maintain your confidentiality, your 
employer or supervisor must not look at or review your answers, and your employer 
must tell you how to deliver or send this questionnaire to the health care professional 
who will review it.  
 
(Mandatory) 
Part A. Section 1. The following information must be provided by every employee who 
has been selected to use any type of respirator (please print).  
 
1. Today's date:_______________________________________________________  
 
2. Your name:__________________________________________________________  
 
3. Your age (to nearest year):_________________________________________  
 
4. Sex (circle one): Male/Female  
 
5. Your height: __________ ft. __________ in.  
 
6. Your weight: ____________ lbs.  
 
7. Your job title:_____________________________________________________  
 
8. A phone number where you can be reached by the health care professional who 
reviews this questionnaire (include the Area Code): ____________________  
 
9. The best time to phone you at this number: ________________  
 
10. Has your employer told you how to contact the health care professional who will 
review this questionnaire (circle one): Yes/No  
 
11. Have you worn a respirator (circle one): Yes/No  
 
If "yes," what 
type(s):___________________________________________________________ 
_____________________________________________________________  
 
 
 
 
 
 
 
 
 
 
 
 
 



(Mandatory) 
 
Part A. Section 2. Questions 1 through 9 below must be answered by every employee 
who has been selected to use any type of respirator (please circle "yes" or "no").  
 
1. Do you currently smoke tobacco, or have you smoked tobacco in the last month: 
Yes/No  
 
2. Have you ever had any of the following conditions?  

a. Seizures (fits): Yes/No  
b. Diabetes (sugar disease): Yes/No  
c. Allergic reactions that interfere with your breathing: Yes/No  
d. Claustrophobia (fear of closed-in places): Yes/No  
e. Trouble smelling odors: Yes/No 

3. Have you ever had any of the following pulmonary or lung problems?  

a. Asbestosis: Yes/No  
b. Asthma: Yes/No  
c. Chronic bronchitis: Yes/No  
d. Emphysema: Yes/No  
e. Pneumonia: Yes/No  
f. Tuberculosis: Yes/No  
g. Silicosis: Yes/No  
h. Pneumothorax (collapsed lung): Yes/No  
i. Lung cancer: Yes/No  
j. Broken ribs: Yes/No  
k. Any chest injuries or surgeries: Yes/No  
l. Any other lung problem that you've been told about: Yes/No 

4. Do you currently have any of the following symptoms of pulmonary or lung illness?  

a. Shortness of breath: Yes/No  
b. Shortness of breath when walking fast on level ground or walking up a slight hill 

or incline: Yes/No  
c. Shortness of breath when walking with other people at an ordinary pace on level 

ground: Yes/No  
d. Have to stop for breath when walking at your own pace on level ground: Yes/No  
e. Shortness of breath when washing or dressing yourself: Yes/No  
f. Shortness of breath that interferes with your job: Yes/No  
g. Coughing that produces phlegm (thick sputum): Yes/No  
h. Coughing that wakes you early in the morning: Yes/No  
i. Coughing that occurs mostly when you are lying down: Yes/No  
j. Coughing up blood in the last month: Yes/No  
k. Wheezing: Yes/No  
l. Wheezing that interferes with your job: Yes/No  
m. Chest pain when you breathe deeply: Yes/No  
n. Any other symptoms that you think may be related to lung problems: Yes/No 

 
 
 
 
 



5. Have you ever had any of the following cardiovascular or heart problems?  

a. Heart attack: Yes/No  
b. Stroke: Yes/No  
c. Angina: Yes/No  
d. Heart failure: Yes/No  
e. Swelling in your legs or feet (not caused by walking): Yes/No  
f. Heart arrhythmia (heart beating irregularly): Yes/No  
g. High blood pressure: Yes/No  
h. Any other heart problem that you've been told about: Yes/No 

6. Have you ever had any of the following cardiovascular or heart symptoms?  

a. Frequent pain or tightness in your chest: Yes/No  
b. Pain or tightness in your chest during physical activity: Yes/No  
c. Pain or tightness in your chest that interferes with your job: Yes/No  
d. In the past two years, have you noticed your heart skipping or missing a beat: 

Yes/No  
e. Heartburn or indigestion that is not related to eating: Yes/No  
f. Any other symptoms that you think may be related to heart or circulation 

problems: Yes/No 

7. Do you currently take medication for any of the following problems?  

a. Breathing or lung problems: Yes/No  
b. Heart trouble: Yes/No  
c. Blood pressure: Yes/No  
d. Seizures (fits): Yes/No 

8. If you've used a respirator, have you ever had any of the following problems?  

a. Eye irritation: Yes/No  
b. Skin allergies or rashes: Yes/No  
c. Anxiety: Yes/No  
d. General weakness or fatigue: Yes/No  
e. Any other problem that interferes with your use of a respirator: Yes/No 

9. Would you like to talk to the health care professional who will review this questionnaire 
about your answers to this questionnaire: Yes/No  
 
  
10. Have you ever lost vision in either eye (temporarily or permanently): Yes/No  
 
11. Do you currently have any of the following vision problems?  

a. Wear contact lenses: Yes/No  
b. Wear glasses: Yes/No  
c. Color blind: Yes/No  
d. Any other eye or vision problem: Yes/No 

12. Have you ever had an injury to your ears, including a broken ear drum: Yes/No  
 
 



 
13. Do you currently have any of the following hearing problems?  

a. Difficulty hearing: Yes/No  
b. Wear a hearing aid: Yes/No  
c. Any other hearing or ear problem: Yes/No 

14. Have you ever had a back injury: Yes/No  
 
15. Do you currently have any of the following musculoskeletal problems?  

a. Weakness in any of your arms, hands, legs, or feet: Yes/No  
b. Back pain: Yes/No  
c. Difficulty fully moving your arms and legs: Yes/No  
d. Pain or stiffness when you lean forward or backward at the waist: Yes/No  
e. Difficulty fully moving your head up or down: Yes/No  
f. Difficulty fully moving your head side to side: Yes/No  
g. Difficulty bending at your knees: Yes/No  
h. Difficulty squatting to the ground: Yes/No  
i. Climbing a flight of stairs or a ladder carrying more than 25 lbs: Yes/No  
j. Any other muscle or skeletal problem that interferes with using a respirator: 

Yes/No 

Part B  
 
1. Have you ever worked with any of the materials, or under any of the conditions, listed 
below:  

a. Asbestos: Yes/No  
b. Silica (e.g., in sandblasting): Yes/No  
c. Tungsten/cobalt (e.g., grinding or welding this material): Yes/No  
d. Beryllium: Yes/No  
e. Aluminum: Yes/No  
f. Coal (for example, mining): Yes/No  
g. Iron: Yes/No  
h. Tin: Yes/No  
i. Dusty environments: Yes/No  
j. Any other hazardous exposures: Yes/No    if Yes, Explain: 

_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 

 
2. Have you been in the military services? Yes/No  
 
If "yes," were you exposed to biological or chemical agents (either in training or combat): 
Yes/No  
 
 
3. Other than medications for breathing and lung problems, heart trouble, blood 
pressure, and seizures mentioned earlier in this questionnaire, are you taking any other 
medications for any reason (including over-the-counter medications): Yes/No  
 
If "yes," name the medications if you know them:_______________________  



2020-022 Temporary Employment Services Price Sheet Attachment C

Position Hourly Employee Pay Rate Hourly Bill Rate Percent Markup
Low High Low High

Administrative 
Services Associate II $ $ $ $          %

Custodial Tech $ $ $ $          %

Grounds Maintenance 
Tech I $ $ $ $          %

Parks & Recreation 
Service Worker - PT $ $ $ $          %

Parks & Recreation 
Service Worker - Trails $ $ $ $          %

Refuse Associate $ $ $ $          %

Refuse Associate Non-
Driving (Hopper) $ $ $ $          %

Street Maintenance 
Tech I $ $ $ $          %

Traffic Sign & 
Pavement Marking 
Tech

$ $ $ $          %



Position Hourly Employee Pay Rate Hourly Bill Rate Percent Markup
Low High Low High

WWTP 
Custodian/Grounds 
Worker

$ $ $ $          %

WWTP Tank 
Clearer/General 
Laborer

$ $ $ $          %

WWTP Truck Haul 
Waste Monitor $ $ $ $          %

WWTP Operator 
Trainee $ $ $ $          %

DISCOUNT FOR PAYROLLING _______________%
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