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IMPa RTANT

Please Read the Following Carefully:

I
These Compensation Guidelines are intended to help you understand

how the City of Cherry Hills Village intends to evaluate your

performance and establish your compensation. These Guidelines are

presented for your information only.

The Guidelines should not be understood as a contract, promise, or

guarantee that the City will adhere to them in all cases. While the City
has worked hard to create a Compensation Program that will be helpful
in most circumstances, there will be times that the City decides to

deviate from it.

These Guidelines supercede all prior pay plans, merit policies,
promotional/ reclassification policies, and temporary upgrade policies.
You should not rely on any prior policy, handbook, or publication of

any kind regarding the City's employment policies and procedures.

I

The City of Cherry Hills Village retains the right to modify, revoke,

suspend, terminate or change any or all of these Guidelines, in whole or

part, at any time, with or without notice.

Ifyou do not understand anything on this page, please ask your supervisor
for clarification immediately.
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I. THE PAY PLAN

PURPOSE

It is the intention of the City of Cherry Hills Village to establish a pay and performance
review program that manages compensation costs within a competitive ttamework

subject to City Council annual budget approval. Reasons for establishing and

maintaining an effective compensation plan Include:

I
To attract and retain competent and effective employees.
To provide employees wIth compensation related to their responsibilities, skills and

accomplishments.
To identify differentials among positions throughout the organization based on the

value placed on same or similar positions in the market or in the City and relative

differences in position responsibilities, skills, knowledge, etc.

To provide incentives for improved performance through the performance review

process and acceptance of additional responsibility through promotional
opportunities.
To establish a fair relationship between salary ranges and payment practices in the

market.

To provide a balance between fair employee compensation and responsible municipal
expenditures.

COMPENSATION PHILOSOPHY

I

It is the philosophy of the City of Cherry Hills Village to target pay at approximately the

80th percentile of a position's prevailing market wage and to recognize and compensate
those employees that work hard to uphold the Mission Statement and goals of the City in

their every day work. It is council's intention to recognize and reward such employees
through a simple plan that pays better for better performance within our ability and

current conditions.

COMPETITIVE WAGES IN THE MARKET

Determination of the relevant market for each classification may vary, depending upon
such things as geographic area from which applicants are typically drawn, size and type
of work performed, availability of comparable positions, and special circumstances

regarding the position. (See section V for surveyed cities)

The City intends to set salary ranges so that they remain competitive from year to year.

However, the City has no obligation to adjust salary ranges in any given year.
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POLICE LIEUTENANT

General Statement of Duties

The PolIce LIeutenant IS responsIble for the general management of the Patrol DIvIsIOn of the PolIce

Department to mclude admnnstratIve and supervIsory work as requIred to plan, organIze, dIrect and evaluate

the operatIOns and actIvItIes of the DIvIsIon m accordance with polIcIes and gUIdelmes deterrruned by the ChIef

of PolIce. The PolIce LIeutenant IS second m command of the PolIce Department and reports to the ChIef of

PolIce.

I
Distinl!uishinl! Features of the Class

Plans, organIzes, coordmates, dIrects, supervIses and evaluates the operatIons and actIvItIes of the personnel of

the Patrol DlVlsion to mclude the Patrol SectIon, FIeld Trammg UnIt, Motorcycle UnIt and Canme UnIt

Examples of Work

Coordmates schedulmg and assIgnment of personnel and eqUIpment to provIde effectIve and effiCIent

unIformed polIce patrol coverage m the CIty

ReVIews, analyzes, and mterprets Patrol DivIsIon actIvItIes, cnme data, traffic accident data, and cItIzens'

requests for service to develop more effectIve and effiCIent methods and procedures to provIde polIce servIces

to the public, to prevent and detect crIminal actIvity, and to provIde for the safe and efficIent flow of traffic m

the CIty.

Regularly reVIews the Patrol DIvIsIOn's operations to ensure the accomplIshment of the Department's goals and

objectIves

InItIates and mOnItors the ImplementatIOn of Patrol DIvIsIon goals and operatIonal procedures,

Researches, drafts, or recommends new or revIsed DIvIsIOn work methods, polIcIes, and procedures; submIts

new/revIsed materIals for the reVIew and approval of the ChIef of Police.

ReVIews reports and performance of Patrol DIvisIon sergeants and officers to assure acceptable levels of work

accomplIshment, complIance wIth Departmental standards, and to detect work deficIencIes,

I
EstablIshes annual employee performance evaluatIOn assIgnments and schedules for the DIvIsIon. MonItors,
documents, and completes performance evaluatIon of Patrol SectIon sergeants.

Regularly meets WIth the Patrol SectIOn sergeants to provIde evaluatIon, coachIng, gUIdance and supervIsIon

EstablIshes and mItIates actIon plans to Improve performance of personnel under hIs/her dIrect supervIsion.

PartIcIpates in the annual plannmg process and prepares annual DIVISIon budget requests wIth SUpportIve
documentatIon.

Coordmates reVISIons of polIcies and procedures for mput mto the Department PolIcy and Procedure Manual

Additional Duties

Attends a varIety of communIty actIvItIes, CIty meetIngs, staff meetmgs, and bnefmgs relatIve to Departmental
and DIVISIOn operatIons.

Responds to cItIzen complamts and questIOns regardmg DIVISIon personnel and actIvItIes
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Is actlvely mvolved m the Department's personnel process mcludmg recruItment, selectlon, trammg, promotlon,
dIscIplme and tenninatIOn,

Conducts Internal AffaIrs mvestlgatlons as assIgned by the ChIef of PolIce, reVIews completed mvestlgatIOns
and recommends appropnate dIscIplmary actlon.

Notified of natural and man-made dIsasters, responds to the scene, assumes command, and dIrects the

Department's mItlal response to such mcIdents.

Notlfied of and responds to the scene of unusual occurrences and tactlcal operatlons

I
Perfonns other related dutles as requIred and assIgned

ReQuired Knowledl!e, Skills and Abilities

GraduatIOn from an accredited college or urnversIty WIth a Bachelor's Degree m cnmmal JustIce, polIce scIence,

publIc admmIstratlon or a related field. A Master's Degree IS preferred.

Broad understandmg oflaw enforcement theory, prmcIples and practices, and theIr applIcatlon to a wIde vanety
of programs and servIces.

ConsIderable knowledge of a comprehensIve munIcIpal law enforcement operatlon.

Knowledge of mUlllcipal budget preparatlon and admInIstratIOn.

Knowledge of word processmg and computer skIlls,

AbIlIty to communIcate effectlvely, both orally and m wntIng,

AbIlIty to effectlvely work WIth cItlzens m complamt receptIOn and problem resolutIOn.

AbIlIty to establIsh and mamtain effectlve workmg relatIOns WIth those contacted m the course of work

mcludmg subordmates, other CIty employees, and persons who mteract WIth the CIty.

AbIlIty to act calmly, qUIckly and decIsIvely m emergency sItuatlons

I
Possess necessary skIlls for the safe and effectlve use of fIrearms and other law enforcement eqUIpment.

Must possess or be able to obtam a Colorado Dnvers LIcense

Acceptable Experience and Traininl!

A mmImum of seven years of mcreasmgly responsIble law enforcement expenence mcludmg three years of

supervIsory or admnnstratlve responsIbIlIty. Must be state certIfied or elIgIble to become state certIfied by the

Colorado POST Board upon appomtment
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POLICE SERGEANT

General Statement of Duties

General supervisiOn of a Patrol SectiOn shift or the Support Service SectiOn, AdrrurustratIve and supervisory

work as requued to plan, organize, dlfect, momtor, and evaluate the operatiOns and activities of the shift/section

in accordance with policies and gmdelmes as detennmed by the Chief of Police, 11115 position also performs
the general dutles of a police officer. Sergeants are a member of the Police Department Staff and report duectly
either to the Police Captam or the Chief ofPohce.

I Distinguishing Features of the Class

The primary functlon of the Police Sergeant is to plan, orgamze, duect and supervise the operations and

actlvItles of a team of police officers and CIVilian personnel assIgned either to a Patrol Section ShIft or the

Support Services Sectlon The Sergeant also perfonns police duties IncludIng patrol, traffic enforcement, Crime

preventlon, cnmmal mvestigatlon, and community servIce.

Examples of Work

Answers questiOns for officers and provIdes gUidance as necessary m dealIng with specIfic situatiOns,

ProvIdes assistance and cover m the field for officers responding to calls for servIce, makmg arrests, contacting
traffic viOlators, and mvestigatmg suspicious/cnmmal activity

Responds to calls for police service and prepares the necessary reports.

Duectly supervIses major cnme scenes, dIsasters, tactical situatIons, and unusual occurrences until relieved of

command.

Patrols the neIghborhoods and streets m the CIty; performs cnme prevention duties, mvestIgates SUSpICiOUS

actiVity, arrests crimInal suspects, contacts traffic viOlators and takes the appropnate enforcement action, and

assists the public as necessary.

Responds to citIzens' requests, questions and complamts about personnel and police services.

I
Makes necessary and requued notificatlons of senous crImes, disasters, and unusual occurrences to police staff,

City officIals, and other governmental agencies.

Conducts roll call bnefmgs; assigns officers to dIStrICtS, dIssemmates mfonnation on cnmmal actlvIty, suspects,

llllssmg persons, bulletIns, trammg and other mfonnatiOn as necessary,

Conducts InSpectiOns of personnel, manuals, umfonns, vehicles and eqUipment

Momtors shIft/section staffmg levels and approves requests for vacatiOn and other personal time usage.

Approves the use of overtIme.

Reviews and approves cnme reports, arrest reports, incident reports, daIly activity logs, summonses, etc. for

completeness and accuracy.

CoordInates the traming needs of each officer with the Support ServIces Sectlon
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Momtors the performance of each assIgned officer, regularly meets WIth officers to dISCUSS theIr mdlVIdual

performance, prepares performance evaluatIons as necessary includmg an annual evaluatlOn for each assIgned
officer.

ProvIdes the requITed coachmg, guIdance, coordmatIon, and contI'ol to ensure the Department's goals and

ObjectIVes are achIeved

Momtors the actIvItIes of assIgned officers to ensure compllance wIth Departmental dITectIves and law,

I
ASSIStS the Captam/Chlef wIth the reVIew, analysIs, and mterpretatIon of a vanety of management mformatIon

to develop more effectIve and efficIent methods and procedures to provIde pollce servIces to the pubhc, and to

detect deficIenCIeS m shIft/sectlOn operatlOns

Conducts Internal AffaITs mvestIgatlOns as assIgned.

Additional Duties

Attends staff, commumty, and professlOnal orgamzatIon meetmgs as requITed

May coordinate and supervIse the actIvItIes of a specIal umt such as the Motorcycle Umt, Canme Umt, FIeld

Tramlllg Umt or Reserve Officer Umt.

May supervIse the mamtenance/repaIT of the Department's vehIcles and eqUIpment.

May particIpate in the Department's personnel functlOn to mclude recll11tment, selectIon, traming, promotIon,
and chscIplme.

May be "on-call" for response to major cnme scenes.

Performs other related dutIes as requITed and assigned.

Required Knowled!!:e, Skills and Abilities

An Associate Degree from an accredIted college or umversIty, or the completIon of an eqUIvalent number of

credIt hours, WIth major course work m cnmmalJustIce, pollce scIence, or a related field.

I
Knowledge of the operatIons of a law enforcement agency,

Knowledge of the Department's policIes and procedures

Knowledge of the prmcIples of supervIsIon.

AbIllty to estabhsh effectIve workmg relatIons wIth subordmate officers, other members of the pollce
department staff, other CIty employees and officIals, and mdIvIduals and groups m the commumty.

AbIhty to effectIvely supervIse pohce officers and clVlllan personneL

AbIllty to commumcate effectively, both orally and m wntmg.

AbIhty to interpret and apply pohcles, procedures, and laws

AbIhty to effectIvely use fITearms and other law enforcement eqUIpment.

Abihty to analyze situatlOns and adopt effectIve courses of action.

15

I













Looks for and Investigates suspicious IndIVIduals, vehIcles, and CIrcumstances,

Detams and IntervIews suspicious persons based on reasonable SusplclOn.

Arrests persons for violahons of law based on probable cause

Arrests persons on outstandIng warrants,

Use reasonable force IncludIng deadly force to accomphsh lawful obJechves.

I
Responds to a vanety of calls IncludIng secunty alarms, requests for assIstance wlth vanous problems,
SUSpICIOUS circumstances, peacekeepIng IncIdents, CIVll sltuatlOns, etc.

Responds to reports of crimes in progress as well as completed cnmes

Conducts prelimInary crime scene investigatlOns includIng IntervIews of vlchms and wItnesses,

Interrogations of suspects, and evIdence collectlOn Including fmgerpnntmg and photographs. ASSIStS the

InveshgatlOn Umt as requested wlth major cnme scenes,

Enforces mumclpal and state traffic laws. Operates speed detectlOn eqUIpment such as radar and laser

umts, Issue cltatlOns and penalty assessment nohces for violatlOns of traffic laws.

Responds to, mveshgates and reports traffic accIdents. Adnumsters fITst aId, IntervIews dnvers and

wItnesses, records and collects physIcal evIdence, and Issues cltahons as requITed.

Directs traffic at traffic accIdents, Intersections wIth Inoperable traffic sIgnals, fITes, cnme scenes, etc.

ASSIStS motonsts by providIng dITectlOns, obtaimng fuel, calling repaIr and tow servIces, removIng

moperable vehicles from the roadway, etc.

Conducts house watch checks and extra patrols of specIfic addresses

Nohfies homeowners and busInesses of cnme hazards observed on theIT property. ProvIdes mformatlOn

pertaInIng to the ehmmahon of the hazards.

I
Prepares a vanety of reports pertaInIng to the achvlhes, IncIdents, cnmes, traffic accIdents, and arrests that

occurred during a shift.

Teshfies m mumclpal, county and dIStrICt courts.

Attends traInIng classes.

Mamtams departmental eqUIpment

AddltlOnal Duhes

May be placed on an "on-call" status and be called out at tunes other than normal duty hours

May supervIse a group of officers on a shIft m the supervIsor's absence.

May assume addltlOnal responslblhties such as field trammg officer, canIne officer, firearms mstructor,

motorcycle officer, etc.

May be assIgned as a Detechve m the InvestigatlOn Umt for a specIfied penod of hme Responds to and

processes cnme scenes for evidence, conducts prelmunary and follow-up cnminal inveshgahon, and prepares
affidavlts and case filings.
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May assist the Animal Control Officer or provide animal control services m the absence of the ACO.

May perfonn Code Enforcement duties.

Required Knowled2e. Skills and Abilities

An Associate Degree from an accredited college or unIversity, or the completion of an eqUIvalent number of

credit hours.

I
Ability to establish effective workmg relationships With all members of the police department, other City
employees and officials, and mdlvlduals and groups m the community.

Ability to communicate effectively, both orally and m WIltIng.

Ability to mterpret and apply policies, procedures, and laws.

Ability to safely operate a motor vehicle in nonnal, emergency, and purSUIt driving situations.

Ability to effectively use firearms and other law enforcement related eqUIpment.

Ability to analyze situations and adopt effective courses of actIOn.

Ability to act calmly, qUIckly and decIsively m emergency situations,

Ability to work extended and varied hours/sillfts.

Knowledge of computer equipment and word processmg programs.

Must possess or be able to obtam a Colorado driver's license

Acceptable Expenence and TraInIng

Must be at least twenty-one (21) years of age.

I
No law enforcement expenence IS required, however, IS preferred.

Must be certified m Colorado as a Level I peace officer or eligible to become certified as a Level I peace officer

by the Colorado Post Board upon appomtment
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CITY OF CHERRY HILLS VILLAGE

CODE ENFORCEMENT/ANIMAL CONTROL OFFICER

GENERAL DESCRIPTION OF POSITION:

The Code Enforcement!Ammal Control Officer IS a desIgnated speCIalIst who enforces TItles 4, 5, 6, 8 and

9 of the Clty Code of the CIty of Cherry Hills VIllage pertainmg to (1) health, samtatlOn and nmsance

regulatlOns, (2) bmldmg regulatlons, (3) zoning codes, (4) regulatlOns pertainmg to publIc ways and

property, and (5) ammal control ordmances

I
SUPERVISION RECEIVED:

The Code Enforcement! Ammal Control Officer receIves supervIsIon from a polIce supervIsor.

posltlon also works closely wlth the CIty's Commumty Development DIrector

ThIS

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Conducts actlve patrol of the CIty'S streets, parks and traIls system and Hlghlme Canal trail.

Ongmates, investigates and remedIes vlOlations of the CIty Code.

InvestIgates and remedIes complamts received from citlzens, officials and CIty employees relatmg to

code violations.

Issues verbal warnmgs, written warnmgs and summons and complamts for code vlOlatlons,

Coordmates actlvitles wlth other CIty Departments and governmental agencIes to ensure code

compliance m areas of overlappmg JurlsdlctlOn.
ProvIdes customer servIce by addressmg cltlzens' questlons and concerns pertammg to code Issues

Inspects constructlOn projects m the CIty for bmldmg and other reqmred perrmts.
Orders lrnmedIate work stoppage of constructlOn projects wlthout perrmts

Attempts to Impound or return stray ammals to the owner.

Investlgates complamts about ammals that are creatmg a nmsance

Transports mjured ammals for tl'eatment and dIsposes of dead ammals.

Locates animals that have bltten humans or other ammals.

ProvIdes mformation concernmg ' ammal control ordinances and other related tOpICS

presentations to citizens regardmg ammal control programs and ammal care Issues.

Mamtams faclllties and equipment necessary for the ammal control functlOn.

Prepares reports documentmg mvestlgative work performed
Prepares and documents code vlOlatlons for court cases. Testlfles m court as a wltness or complamant.
Performs other tasks as assIgned,

GIves

I REQUIRED KNOWLEDGE, SKILLS AND ABILITIES

Must have thorough knowledge of the followmg'

Knowledge of local government code enforcement

Workmg knowledge of computer programs includmg word processmg and spreadsheet software.

Knowledge of basIc anunal behavlOr and handlmg IS helpful.

Must have the followmg SkIlls:

To safely and lawfully operate a motor vehIcle.

To prepare reports, letters and memoranda conformmg to all rules of punctuatlOn, grarnmar, dlctlon

and style.
To use tact, discretlon, mltlatlve, mdependent Judgment, and conflIct resolutlon,

Must have the followmg abilItIes'

To effectlvely lIsten and commumcate both orally and m wntmg mformatlOn, thoughts and Ideas to

dIfferent audIences, mcludmg property owners, contractors, CouncIl, Boards and CornmlsslOns,

employees and the general publIc.
To mamtam effectlve working relatlOnshlps wlth all customers mcludmg property owners, contractors,

CouncIl, Boards and CornmlsslOns, employees and the general publIc.

20

I





I .

I

I

To meet customer needs m a flexIble, responsIve, courteous, and respectful manner.

To understand and follow WrItten and oralmstructIOns.

To mamtalll the highest ethIcal standards of the Department and the professIOn.
To support and promote orgamzatIonal declSlons.

To work weekends and flexIble hours.

To occasIOnally respond to emergency call-outs after normal worklllg hours

To learn the streets and boundarIes of the CIty
To effectively interact wIth a varIety of people m varylllg situatIons,

To handle domestIc and wIld ammals m a humane manner.

To develop a worklllg knowledge of the CIty of Cherry HIlls VIllage CIty Code

secondary codes,

To learn and apply CIty and PolIce Department polIcy and procedure correctly
To mallltam accurate logs of work performed
To operate the eqUIpment used for ammal constralllt.

as well as other

ACCEPTABLE EXPERIENCE AND TRAINING

Must possess a HIgh School DIploma or GED

Mmlmum of one year of Code Enforcement experIence reqUIred
CertIficatIon as a code enforcement officer through ACEO ( AssocIatIon of Code Enforcement

Officers) is deSIrable

Animal Control experience IS preferred.
A valId Colorado Driver's LIcense and an acceptable drivmg record

ENVIRONMENTAL AND PHYSICAL CONDITIONS

The physIcal demands descrIbed here are representatIve of those that must be met by an employee to

successfully perform the essentIal functIOns of the Job

ThIS posItIon's dutIes are performed both llldoors and outdoors The employee will be exposed to varymg

weather condItIOns and constructIon sIte risks. The employee may also be exposed to fumes and aIrborne

partIcles as well as moderate to loud nOIses.

The employee must have the abIlIty to sit for extended perIods of tIme mcludmg the operatIOn of a motor

vehIcle whIle patrollmg the CIty,

The employee must be able to 11ft and carry varIOUS supplIes, eqUIpment, and ammals up to 60 pounds

WhIle performmg the dutIes of the Job, the employee IS regularly reqUIred to talk, hear, and use hands to

finger, handle and feel

The employee frequently IS reqUIred to stand, walk, sIt, and reach wIth hands and arms.

The employee may occasIOnally be required to clImb or balance or stoop, kneel, crouch, or crawl.

Specific VISIOn abIlIties reqUIred by thIS Job mclude close VISIon, dIstance vIsIOn, color VISIOn, and abIlIty to

focus.

Must be physIcally able to operate a varIety of office machllles and eqUIpment lllcludmg personal
computers, calculator, copIer, facsImIle machine, telephone, mobIle and portable polIce radIOs, and ammal

control eqUIpment.

ThIS posItIon reqUIres shIft work includmg evenings and weekends and may reqUIre addItIOnal work hours.
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Administrative Clerk

General Statement of Duties

Employees m this posItIon perfonn skilled work whIch Includes a full range of clerIcal, secretarIal and

admInIstratIve tasks. There IS regular InteractIon wIth the publIc, both m person and by telephone, and the

use of word processing, data management and other office eqUIpment is essentIal. Also does related work

as reqUIred.

Distinguishing Features ofthe Class

I Employees may be assIgned to anyone of five separate work areas on a rotatIOnal basis The work areas

Include the CIty Clerk, CommunIty Development Clerk, Mumcipal Court Clerk, PolIce Clerk, and Records

Clerk. Each of these posItIons reqUIre the same basic skills as outlIned below; however, the specIfic Job
assIgnments of each are dIfferent. Employees m thIS positIon must possess the folloWIng basic SkIlls:

I

Good knowledge of word proceSSIng, especIally Microsoft Word, abilIty to type accurately at

a rate of 50 wpm, abilIty to transcrIbe from dIctatIOn eqUIpment, and abIlIty to use 10-key by
touch

Must be computer lIterate; abilIty to learn varIOUS programs such as CRIS, Excel, UnIX,
NIBRS, USW/Address-Phone system, and obtaIn clearance to operate CCIC/NCIC tennmal

after traInIng and testIng; abilIty to operate Executone telephone tennmal and phone system,
IncludIng maIntenance and programmIng, be familIar wIth operatIOn of dIctatIOn and

recordIng equipment; typewriter; photocopIer; adding machIne, and fax machIne

AbIlIty to understand and follow both WrItten and oral Instruction and to work under both

close or general supervlSlon, dependIng upon the nature of the assignment
Be detail orIented and have a good knowledge of busmess EnglIsh and spellIng; abIlIty to

produce qualIty WrItten documents that deploy a professIOnal appearance

Knowledge of elementary bookkeepIng and mathemahcs desIrable

Knowledge of records management procedures, IncludIng the abilIty to file accurately

AbIlity to receive, receipt and account for money by use of the electronIc cash regIster

AbIlity to deal tactfully wIth the publIc m a pleasant, yet film manner when advising them on

regulatory matters. Skill m receptIon and telephone etIquette

FlexibIlity and abilIty to learn and cross-tram m the four sub-areas of Mumcipal Court Clerk,

CIty Clerk, PolIce Secretary/Records Clerk and City Receptlomst. WIllIng to cover for and

assIst others m perIods of absence or durIng hIgh volume work actIVIty
AbIlity to maIntaIn good workIng relatIOnships with fellow employees and to be a

constructIve part of an adminIstratIve team

Have a high school degree or eqUIvalent although supplemental busIness school traInIng
and/or munIcIpal experIence is preferred

Examples of Work by Sub-Area

A City Clerk

I

SecretarIal and support servIces for the City Manager

City CouncIl secretary, responsIbilItIes Include agendas, mInutes, publIc hearIngs,
ordinances, resolutiOns, etc.

City Clerk achvities such as COOrdInatiOn of CIty electIons, maIntenance of the CIty Seal

and official signatures, maIntaIn City Code plus ordInance and resolutiOn books and

coordinate lIquor lIcense applIcatiOns
Personnel assIstant dutIes as assIgned by the City Manager or Director of Fmance and

AdmmistratiOn
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B. CommunIty Development Clerk

Manage all aspects of the bUIldIng permit process, from the acceptance of bUIldIng permit

apphcatlOns to the issuance of certIficates of occupancy

Work with CommunIty Development Director and Building Inspector to ensure that

permit apphcatlOns are handled m a tImely and courteous manner

Provide admInistratIve dutIes for the Parks and Trails Comnuttee, mcludmg postmg
agendas, distributmg packets attendIng meetIngs and compilIng mmutes

Provide limited admilllstrahve dutIes for the PlannIng and Zonmg CommisslOn and Board

of Adjustments, Including postIng the agenda and distributmg packets
Prepare monthly report for City Council

I
C, Mulllcipal Court Clerk

Manage all aspects of court tIckets from hme of receipt from the Police Department
through archival

Prepare mformatlOn m preparatlOn for court days, mcludmg dockets, junes, trials, etc.

Prepare monthly report for City Council

Handle all public contacts regarding tIckets and Mulllcipal Court matters

D.

Police Records Clerk

Processmg of all police paperwork, Including mputtmg tIckets, reports and other

documentatIon mto the police software system and preparing correspondmg case files

Issumg police records to the public when requested
Mamtammg and prepanng a daily housewatch and alarm non-response list for patrol
officers

Releasing vehicles from impound

Processmg of some accounting issues, such as payroll and alarm billing
Enter warrants at Arapahoe County and Ill-house

Prepare monthly report for City CounCil

E Records Clerk

Responsible for records management of City's records, mcludmg mamtammg

orgamzatlOn of all files, purgmg files when they have exceeded their retentIon penod, and

scannmg and mdexmg records mto the City's imagmg system and mamtammg such

system

Coordmatmg all employee life and health insurance paperwork

Processmg all CIRSA Workers CompensatIon claim paperwork and CIRSA Property and

Casualty claim paperwork; CIRSA renewal apphcatlOn preparatlOn
Processmg all employment paperwork, mcluding new-hlfe, benefit emollment and change
forms

Maintammg and ordenng office supplies
I
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Equipment Operator

General Description of Duties

Operates lIght to heavy eqUIpment m the maintenance and constructiOn of publIc works, utIlIties, streets

and related facIlitIes, performs a vanety of other constructIon and mamtenance work m the PublIc Works

Department

I

DistmgUIshmg Features of This Class

Tasks reqUIre considerable skIlls m the use of heavy eqUIpment with constant attentIon to safety m order to

prevent accidents. ThiS position tItle is eqUIpment operator; however, thiS positiOn reqUIres 50 percent
manual physical labor, This positIon takes directIon and supervisiOn from the PublIc Works Director and

the Crew Chief.

Examples of Work

Operate a variety of lIght and heavy eqUIpment, such as tandem dump trucks, small loaders, water tank

trucks, backhoes, tractors, rollers, graders, etc

Operates snowplows and sanders and shovels the sidewalks at the City bUIldmgs.
Load and unload trucks, attach trailers, mowers and other towed eqUIpment.
Clean storm drams.

Service and mamtain all City eqUIpment.
Assist with the routme mamtenance of bUIldmgs and grounds, lllcludlllg cleaning lImbs and branches,

shovelIng asphalt, pullIng weeds and cleanmg bUIldmgs both mtenor and extenor

Place and repalI traffic and street signs.

Mamtam and repair asphalt streets.

Mamtam and repair gravel streets

Clean and mow dltches.

Concrete placement and fmishmg.
Perform all other dutIes as assigned.

I

ReqUIred Knowledge, SkIlls and AbilItIes

Knowledge of the mechamcal operatIon of lIght and heavy eqUIpment and the abilIty to operate

eqUIpment skIllfully and safely durmg mamtenance and constructiOn work.

Mechamcal aptItude and skill m the use of constructiOn matenals,

The abilIty to understand and follow wntten and oral mstructiOns

The abilIty to respond to bad weather situatiOns at any tIme of the day, mcludmg weekends and

holidays
Be in good physical condltiOn and be able to 11ft up to 70 pounds. The position reqUIres frequent
sittmg, pullIng, pushmg, bendmg, stooping, kneelIng, clImbing and lIftmg

Acceptable Traming and Expenence

One year expenence m maintenance and eqUIpment operation
High school diploma or eqUIvalent.
A valid Colorado Class B Commercial Dnver's License
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CITY OF CHERRY HILLS VILLAGE

A-TEAM

PERFORMANCE EVALUATION

I
N¡¡me Position'I" Date'

Instructions Place a check mark (./) In the appropriate rating box for each performance Indicator The

ratings are defined below. Please use the comments section to support your rating,

Belowexpectations Performance is below job requirements in this area and Immediate Improvement
IS required This as an overall rating will require the completion of an Improvement Plan

Meets expectations Performance, on average, consistently meets the expected reqUIrements in this

area. Employee demonstrates a general mastery of the job requirements.

Exceeds expectations Performance consistently exceeds the requirements of the job In this important
area, Work production, quality and/or quantity are often above average

Job Knowledge/Competency Demonstrates an understanding of position responsibilities, professional
standards, policies, procedures, and expectations. Has the ability to understand assignments clearly and

perform with little direction. Is able to meet priorities, schedules and deadlines, Portrays and role models

professionalism at all times Demonstrates the willingness to increase professional knowledge and skill

Speclfic,Skllls:,', ;::"", Below , Meets ',,' Exceeds
ExDectatlons ExDectations ExDectations

Computer Skills

Oral Skills

Written Skills

Code Knowledge

CHV Policies and Procedures

Below Exoectatlons Meets Exoectations ':', Exceeds ExDectatlons

Overall    '

9,,<?ry'   i
I

I
I I

I

Communication Ensures smooth and efficient communication within the department, with other

departments and the general public Communicates with tact; patience and sensitivity to customers' needs,

Demonstrates and conveys a favorable Image of the City of Cherry Hills Village Expresses verbal and written

Ideas in an organized, clear and concise manner

Below Ex ectations Meets Ex ectatlons Exceeds Ex' ectatlons

Customer Service Presents a positive Image to all customers of the City of Cherry Hills Village.
Demonstrates courtesy and helpfulness toward staff and the general public. Handles complaints In a

responsive and professional manner Resolves day-to-day problems and concerns or refers them to the

appropriate dep'artment in a timely manner

Below Ex ectatlons ' Meets Ex ectatlons Exceeds Ex ectatlons





I

I

I

Teamwork Ability to work cooperatively and effectively with departmental and city-wide staff. Ability to lead

by positive example. Skill in effectively resolving conflict situations that may arise. Demonstrates positive
participation In activities and work projects. Ability to put the good of the organIzation above personal needs.

Willingness to "pitch in" to help without being asked. Skill in maintaining open, honest communication with

others (self-control, active listening, supporting other Ideas, etc.). Ability to facilitate positive, effective working
relationships with other department employees.

Below Expectations Meets Expectations Exceeas Expectations

Ratina:   

Comments:   

Organizational Skills Establishes a systematic and organized approach to promoting efficiency and

effectiveness in carrying out job responsibilities. Establishes task priorities and plans work in conjunction with

departmental management. Files, records and ensures key documents are in order and easily accessible by
other department staff when and where appropriate.

Below ExpectatioCls :, Meets, Expectations ExceeØs Expectations

Ratinq: ^ "   

Comments:   

Safety Adheres to safety standards In the performance of the job. Participates in safety-related activities and

training, and practices good safety techniques. Ability to identify unsafe situations and communicate

recommendations to appropriate personal to create a safe work environment.

B,elow Expectations,' - Meets 'Expectations Exceeds Expectations'

Ratinq.   

Comments,   

Goals and Special Projects Ability to complete goals and assignments within specified timeframes.

Ability to produce the quality and quantity of work expected of this position. Willingness to go the "extra mile" to

get the job done. Ability to recognize and analyze problems quickly and offer workable solutions or alternatives.

Willingness to serve as an effective, productive member of the department to accomplish the City's mission.

Below ExpectatioF:1s , Meets 'Expectations Exceeds Expectations

Ratina:   

Comments

Attendance and Punctuality Ability to report to work on time as scheduled and to be ready to work

when the shift begins Ability to comply with all department and City policies with regard to the use of personal,
sick, vacation and comp time. Ability to respond in the time allowed to on-call work scheduled and ability to

respond to unanticipated emergencies as requested. Ability to work overtime as requested on a regular basIs

taking Into consideration the employees personal circumstances,

Below Expectations Meets Expectations Exceeds Expectations

Ratinq.   

Comments
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CITY OF CHERRY HILLS VILLAGE

PUBLIC WORKS

PERFORMANCE EVALUATION

Date'"

II
Name,

I '
Position

Instructions Place a check mark (,/) in the appropriate rating box for each performance indicator. The

ratings are defined below Please use the comments section to support your rating

Below expectations Performance IS below Job requirements In this area and Immediate improvement
is required. This as an overall rating will require the completion of an Improvement Plan.

Meets expectations Performance, on average, consistently meets the expected requirements in this

area Employee demonstrates a general mastery of the Job requirements.

Exceeds expectations Performance consistently exceeds the reqUIrements of the job In this Important
area Work production, quality and/or quantity are often above average.

Job Knowledge/Competency Demonstrates an understanding of position responsibilities, professional
standards, policies, procedures, and expectations Has the ability to understand assignments clearly and

perform with little direction. Is able to meet priOrities, schedules and deadlines. Portrays and models

professionalism at all times, Demonstrates the willingness to increase professional knowledge and skill.

Specific 'Skills: '"' Below Meets Exceeds

Expectations'" Exnectatlons Exnectatlons

Equipment Knowledqe:   

Dump Truck Operations (Includes Snow

Plowing, Sanding and liquid Deicing
Operations)    

Back-Hoe Operations

Loader Operations

Motor Grader Operations

Roller OperatIons

Sweeper Operations

Mowinq Operations

General Drivlnq Skills

Hand Tools and Power Tools

Department Operations Skills:   

City Geoqraphy Knowledqe

Equipment Maintenance and Care

Pavement Maintenance Operations

Rlqht Of Way Maintenance ( Street Palntlnq,   

Slqn Maintenance and Drainaqe
Maintenance)    

BUlldlnq Maintenance

Grounds Maintenance (Plant and Tree

Care Irnoation Svstems Maintenance)   

Concrete Replacement Operations

Below Exnectatlons' Meets Expectations Exceeds Exnectations

Overall

a In : ,.   

Comments









I

I

I

Goals and Special Projects Ability to complete qoals and asslqnments within specified timeframes.

Ability to produce the quality and quantity of work expected of this position. Willinqness to qO the "extra mile" to

qet the job done, Ability to recoqnlze and analyze problems quickly and offer workable solutions or alternatives,

Wllllnqness to serve as an effective. productive member of the department to accomplish the Clty's qoals and

mission.

Below Expectations Meets ExpectatIons, ' Exceeds Expectations

Ratinq:    

Comments;    

Attendance and Punctuality AbIlity to report to work on time as scheduled and to be ready to work

when the shift beqins. Ability to comply wIth all department and City policies with reqard to the use of personal.
sick. vacation and comp time. Ability to respond In the time allowed to on-call work scheduled and ability to

respond to unanticipated emerqencies as requested Ability to work overtime as requested on a reqular basis

taklnq Into consideration the employees personal circumstances

Below ExpectatIons Meets Expectations Exceeds Expectations

Ratlnq: .'   

Comments.   

Staff Management and Development Ability to manaqe employees to achieve objectives of the City.

Soecific Skills: (if aoolicable) . Below Meets Exceeds

Expectations , Expectations Expectations
Communicates expectations

Actively participates in employee traininq
and development
Provides timely/constructive feedback and

coachlnq

Administers appropriate consequences

consistent with established expectations

Keeps others wellintormed

Sets a Positive example/attitude

Stronq decision maklnq skills

Demonstrates LeadershiP

Below. Expectations Meets Expectations Exceeds Expectations

Overall

eqorya Inq:   

Comments
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CITY OF CHERRY HILLS VILLAGE

POLICE DEPARTMENT

PERFORMANCE EVALUATION

I
Name' Position Date,

Instructions Place a check mark (/) In the appropriate ratinq box for each performance indicator The

ratlnqs are defined below Please use the comments section to support your ratlnq

Below expectations Performance IS below job requirements In this area and Immediate improvement
is required This as an overall ratlnq will require the completion of an Improvement Plan

Meets expectations Performance. on averaqe. consistently meets the expected requirements in this

area Emplovee demonstrates a qeneral mastery of the lob requirements

Exceeds expectations Performance consistently exceeds the requirements of the job In this Important

area. Work production. quality and/or quantity are often above averaqe

Job Knowledge/Competency Demonstrates an understandlnq of position responsibilities. professional

standards, policies, procedures. and meets expectations Has the abilIty to understand asslqnments clearly and

perform with little direction Is able to meet Priorities, schedules and deadlines, Portrays and role models

professionalism at all times, Demonstrates the willinqness to Increase professional knowledqe and skill

Specific Skills '" Below Meets Exceeds
Exoectatlons Expectations Expectations ':

Knowledqe of Criminal Law

Knowledqe of Traffic Law

Knowledqe of Municipal Ordinances/ Code

Knowledqe of CIvil Law

Knowledqe of Department Policies and

Procedures

Knowledqe of Current Criminal Events

Knowledqe of City Geoqraphv

Knowledqe of Evidence Procedures

Interview and Interroqation Techniques

Report Preparation

Case Preparation

Court Testlmonv

Radio Procedures

Skill with Firearms

Observation Skills

Arrest Control Procedures & Techniques

Below Exoectatlons Meets Exoectatlons Exceeds Expectations

Overall,    

t;ategorY
KaMa, "   

Comments

Communication Ensures smooth and efficient commUnication within the department. with other

departments and the qeneral public. Communicates with tact. patience and sensitivity to customers' needs,
Demonstrates and conveys a favorable Imaqe of the City of Cherry Hills Villaqe Expresses verbal and written
Ideas In a well-orqanlzed. clear and concise manner

I ' Below Exoectatlons' I Meets Exoectatlons I Exceeds Expectations

Ratina ' . 1 I I
Comments









I

I

I

Attendance and Punctuality Ability to report to work on time as scheduled and to be ready to work

when the shift beqlns. Ability to comply with all department and City policies with reqard to the use of personal.
sick. vacation and comp time. Ability to respond in the time allowed to on-call work scheduled and ability to

respond to unanticipated emerqencies as requested Ability to work overtime as requested on a reqular basis

takinq into consideration the employees personal circumstances.

Below Expectations, Meets I::xpectatlons Exceeds Expectations

Ratinq:   

Comments:   

Staff Management and Development Ability to manaqe employees to achieve objectives of the City.

Soecific'Skills:' (if aDDlicable) Below ' Meets Exceeds

Expectations Expectations Expectations
Communicates expectations

Actively participates In employee traininq
and development
Provides timely/constructive feedback and

coachlnq
Administers appropriate consequences

consistent with established expectations

Keeps others well Informed

Sets a positive example/attitude

Stronq decIsion maklnq skills

Demonstrates Leadership

Below Expectations:' " :::, Meets;Expectatlons Exceeds Expectations

Overall

a Inq:    

Comments:    
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CITY OF CHÊRRY HILLS VILLAGE

MANAGEMENT

PERFORMANCE EVALUATION

Name '.

I t I
Position Date ,:

Instructions Place a check mark (../) in the approPriate ratlnq box for each performance Indicator The

ratlnqs are defined below. Please use the comments section to support your ratlnq

Belowexpectations Performance IS below lob requirements In this important area and immediate

Improvement is required, This as an overall ratlnq will reqUire the completion of an Improvement Plan

Meets expectations Performance, on averaqe, consistently meets the expected requirements In this

area Employee demonstrates a qeneral mastery of the lob requirements

Exceeds expectations Performance consistently exceeds the requirements of the lob in this Important

area, Work production, quality and/or quantity are often above averaqe.

Job Knowledge/Competency Demonstrates an understandinq of position responsibilities, professional

standards, policies. procedures, and expectations. Has the ability to understand asslqnments clearly and

perform with little direction Is able to meet priorities, schedules and deadlines Portrays and role models

professionalism at all times Demonstrates the willlnqness to Increase professional knowledqe and skill.

Below Exoectations Meets Exoectatlons Exceeds Exoectations

Ratrrio'    

Comments

Communication Ensures smooth and efficient communication within the department with other

departments and the qeneral public. Communicates with tact: patience and sensitivity to customers' needs

Demonstrates and conveys a favorable Imaqe of the City of Cherry Hills Villaqe Expresses verbal and written

ideas in an orqanlzed. clear and concise manner

I ' Below Exoectations Meets Exoectatlons Exceeds Exoectations

Ratlno, I
Comments

Customer Service Presents a Positive Imaqe to all customers of the City of Cherry Hills Villaqe,

Demonstrates courtesy and helpfulness toward staff and the qeneral public. Handles complaints In a

responsive and professional manner. Resolves day-to-day problems and concerns or refers them to the

appropriate department In a timely manner.

I', Below Exoectatlons Meets' Exoectatlons . Exceeds Exoectations

Ratmo' I
Comments

Teamwork Ability to work cooperatively and effectively with departmental and city-wide staff, Ability to lead

by positive example Skill in effectively resolvinq conflict situations that may arise, Demonstrates positive

participation In activities and work prolects, Ability to put the qood of the orqanlzation above personal needs

Willinqness to "Pitch In" to help without belnq asked Skillin malntalnlnq open, honest commUnication with

others (self-control. active IIstenlnq, supportlnq other Ideas, etc) Ability to facIlitate Positive, effective worklnq
relationshiPs with other departments.

Below Exoectatlons Meets Exoectatlons Exceeds Exnectations

Ratlno:    

Comments




















