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CITY OF PORTLAND ) é; <()C/

INTER-OFFICE CORRESPONDENCE

(NOT FOR MAILING)

Ed Warmoth, Model Cities Coordinato April 27, 1970

Mayor Schrunk
Staffing for Model Cities Agency

Here is a summary of the 11 new positions and a salary adjustment
for one existing position which have been requested by Mr., Kenneth
Hampton, Acting Director of the Model Cities Agency.

We should discuss the proposals and confirm the action that is to be
taken.

The attached organization chart shows:

16 Authorized Positions which are filled (Outlined in red and
shaded with red). These positions were either authorized by
1969-70 City Budget or added by later ordinances. The salary
adjustment is for the position of Technical Assistant-Resources,
filled by Tom Brumm.

8 Authorized Positions which are vacant (Outlined in red but not
shaded). These vacancies result primarily from employee separations
or promotions. The agency has been advertising to fill the wvacan-
cies and T expect recommendations and G-70 forms to be coming through
shortly,

11 New Positions (Qutlined in blue) These positions are primarily

to increase program staff to aid working committees, contact agencies,
prepare application forms and reports for HUD, and monitor the
technical performance on project contracts, While all the positions
are to be established now, they would be phased in for recruiting and
training purposes.

This total of 35 positions is comparable to the staffing which was originally
proposed to HUD for the program. <en Hampton has discussed the plan with

HUD Leadman Zoltan Szigethy. It appears that program administration funds
from HUD for the First Action Year (Sept. 1, 1969 - Aug. 31, 1970) will cover
the increased positions since we have been operating with a reduced staff,
The request to HUD for funds for the Second Action Year (Sept. 1, 1970 -

Aug. 31, 1971) will be due in June. Incidentally, most of these positions
have been projected in the Agency's city budget papers for 1970-71.

EW.w
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PROPOSED STARFING == MODEL CLPIR

Pogition

Director
Asst, To Director

Info System Advisoxr
BEvaluation Specialist
Data Systems Specialist
Program Analyst Specialistll30
Administrative Asoat.
Resources Tech. Asst,

Admin,

Hgt. Coordinator

Financial Specialist
Bookeeping lAssistant

Office
Senioxr

Hanager
Stenographer

Receptionist

Typist
Typist

Clerk
Clerk

Info Systems File Clerk
Messenger-llaechine Cp

Citizen Partic. Coord,
Citizen Invol. Specialist

Public

Info Specialist

CP Planning Asst.
CP Pjanning Asst.

Physical Proge. Coord.

Pnysical Plan Specialist
Physical Econ. Specialist
Pnysical Planning Asste.
Pnysical Planning Asste.

Social
Social
Social
Socieal
Social
Social

Deputy
Typist
Typist
Social
Social

Prog. Coord.
Program Specialist
Planning Asst.
Planning Asste.
Planning Asst.
Planning Asst,.

Director

Clerk

Clerk

Program Specialist
Planning Asst,

CDAf

Solary Range

1000
1010

1100
1110

1311
1313

1300
1312

1330
1351

1340
1332

1200
1212
1211
1221
1222

1500
1511

1400
1411
1421
1422

63/3673.08-769. 24
38/3311. 20~3704 40

55/6512,80-612.00
49/$429,60-512.80
45/5%81.60-455.20
39/$320.80~381.60"
50/8442, 40~528.00
47/3104.80-4834 20

55/3512.80-612.00
38/3%11.20=370.40
32/5254.40-%11, 20
42/33%49.60-416.80
28/5218.40-273.60
22/3175,60-218, 40
22/3173.60~218, 40
22/3173%.60-218,40
22/3173,60-218, 40
20/3160.80-204.00

51/8455,20-543, 20
39/$320.80-781, 60
42/8329.60-416.80
28/5218,40-273,60
28/3218,40-273.60

55/512,80=~612,00
47/404.80-48%, 20
47/404.80-:83, 20
28/218440-27%,60
28/218.40-273.60

" 55/512.80-612, 00

45/381 ,60-4554 20
28/218,40-27%.60
28/218440-273.60
28/218.40-27%.60
28/218.40-273.60

45/381.60-455,20

Council Approved

Proposcd

Vacant
Cordon

Ogbuobiri ()

Petett
St. Joans
Papchal
Brumm

Page
Brame

Casey
McCraney
Jackson
McKinney
Hicks¥*

Vacant
Walker
Vacant
Vacant
Yacant

Heampton
Vacant

Yancey
LyDay

Vacant
Vacant

|



SALARY ADJUSTMENT

This position now has a flat salary rate of $349.60 bi-weekly, set by the
1969-70 city budget document. It has been filled for 10-months at this rate

by
to

Mr. Tom Brumm. The recommendation of Mr. Hampton (See letter attached) is
adopt range #47 for this position, $404.80 to $483.20, and to authorize

step '"b at $416.80 for Mr. Brumm. (A somewhat similar position of Grants
Coordinator with Multnomah County has a range of $395-460 bi-weekly)

NEW POSITIONS

(2)

(2)

(2)

Evaluation Specialist -- Range #49 ($429.60 - $512,80) This is a key technical
position calling for expertise and leadership ability in the field of evaluation.
The employee will work with the systems and information staff, plus the physical
and social staffs, to design and supervise evaluation activities., The plan

for evaluation activities must be submitted with the application to HUD for the
Second Action Year or the application will not be considered,

Bookeeping Assistant -- Range #32 ($254.40 - $311.20) Mr. Johnson compared this

position to #0510 Accounting Assistant, Range #29 ($228 - $283.20) and suggested
that the salaries should be comparable.

Physical Environment Program Specialist -- Range #47 ($404.80 - $483.20) This

is a top level technical position, reporting to the Physical Coordinator.

Physical Environment Planning Assistant -- Range #28 ($218.40 - $273.60) This
is the entry level activity for program development. No planning assistants are
authorized at this time for the physical program. All planning assistants will
be placed in the same range. A flat maximum of $244.80 has been used in the
past.

Social Environment Program Specialist -- Range #45 ($381.20 - $455.20) This
is a top level technical position, reporting to the Social Coordinator.

Social Environment Planning Assistant -- Range #28 ($218.40 - $273.60) See
explanation in physical planning assistant section. This would add two positions
to the two planning assistants currently authorized for social programs,

Messenger-Machine Operator -- Range #20 ($160.80 - $204.00) This position is
needed to relieve higher level clerical and program staff from routine activities.
Messenger service will include operation of an automobile for pick-up and
delivery of urgent communications, supplementing the regular delivery service.

Clerk-Typist -= Range #22 ($173.60 - $218.40) One of these positions will be
used to support program staff and the other will be an information system file
clerk. Bob Johnson has suggested that we identify them both as Clerk Typist and
allow the Model Cities Agency to assign a special working title.
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MOdel CI'l'IeS Room 210 e 5329 N.E. UNION AVENUE
Fhisl 28RO Por'l'lﬂlld OREGON 97211

April 9, 1970

The Honorable Mayor Terry D. Schrunk
City Hall, 1220 S, W, 5th Avenue
Portland, Oregon 97204

Dear Mayor Schrunk:

Enclosed please find the following positions to be approved by your office for
addition to the staff of CDA, along with each salary range:

1. Evaluation Specialist/
Range - 49
Bi-Weekly Salary -~ $429.60 - $512.80

2. Bookkeepin§ Assistant v
Range -~ 32
Bi-Weekly Salary - $254,40 - $311,20

3, Physical Environment Program Spec1a11st“{£conom1c)
Range- 15@5‘
"Bi-Weekly Sa]a{&\k $404,80 - $483.20 -

v

4, Physical Env1ronment Planning Assistant (2),~
Range - 28
Bi-Weekly Salary - $218.40 - $273.60

5. Social Program Planning Assistant (2)v
Range 28
Bi-Weekly Salary - $218,40 - $273,60

6. Messenger-Machine Operator.”
Range - 20
Bi-Weekly Salary -~ $160.80 - $204,00

7. Clerk-Typist 7V
Range - 16~ (:EE/
Bi-Weekly Salary - $135,20 -~ $173.60

8. Information Systems File Clerk »
Range -~ A6~
Bi-Weekly Sa]@ry - $135,20 - $173.60

Very truly yours,
_/‘70 & 7@

Ken Hampton
Enclosures Acting Director
JAP;gh
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Phone 288-7051 Por'l“nd OREGON 97211

Memo April 21, 1970

To: Ed Warmoth

Subject: Social Program Specialist

Please include this position for approval. It was inadvertently left
out in our haste to submit the prior positions for approval.

If necessary, forward copies to Mr,, Johnson and Mr. Locke.

« Alton Page | %U

cc: Ken Hampton



SALARY RANCE
BI-WEEKLY

$429,60 - $512.80

SUMMARY ‘2“ﬁ”" “7

The Evaluation Specialist is responsible for the deveiopment and impiementa-
ticn of evaluation plans, develapment of evaluative io&i: co~eupr1nq avali-
vative analysis and for the coordination of evaluative activities related

to the prograins and projects within the comprehensive plan

-

‘e

CONTROLS

o
=3
(=5
-
ife]

The Evaluaticen Specialist works with Information Systems section
responsible to the Deputy Director.

DUTIES
1. Develop overall evaluation plans and analyze them for adequacy.

2. Analyze program and project objectives for substance and measurabiiity;
dgevelop appropriate measures.

3. Develop and implement monitoring schemes for progrems and pirojects.
4, Conduct evaluative research and analysis.

. Develop evaluative criteria. and identify evaluative data.

6. Moniter contracts related o evaluative activities.

7. MWrite evalugtive reports for distribution to supervizory staff and citi~
zens,

8. Make recommendations for program and project improvements and for on-course
adjustments of projects in execution.

8. Assist in developing evaluation budget.

QUALIFICATIONS

At least a bBlachelor's degree in the Social Sciences and at Teast two (2)
years exparience in projects requiring moitoring end evaiuation and at least
one (1) of these projects will match the compiexity of one of the Model
Cities projects that the incumbent will bz required to deal with., A working
knowledge of appiied statisiics will be required, Abilily to communicate
with people will be highly essential. Mavked ability to write evaluative
reports is desired. :
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POSITION
BOOKKEEPING ASSTSTANT

SALARY PANCE

BI-WEEKLY
$254,40 - $311,20

‘ ' R‘n1lt.‘315
SUMIARY

The Rookkeeping Assistant is & resnonsible p?OTE%jnpfd] positicn requiring technical
training and perfeorms duties under ihe control and is reponsible to the Financial
Specialist.

CONTROLS

Werks directly under the direction of the Financiai Specialist.

1. Makes ledger book eniries.

~

2. Prepaves financial reports,
3. Assists in the design of accounting systems and procedures.
4, HMaintains and files financial documents.

5. Assists in the processing requisitions, tallies, invoices, petiy cash and pay-
roll records,

QUALTFTCATIONS

At least one {1) year formal training in Business School or College in the area of
double-entry Accounting. In licu of the above requirements, at least cne (1) year
experience in deuble-entiry Accounting and Accounting systems will be acceptable.




$404.80 - $433.20
RANGE 47

SULRARY.

The Physircl Environmant Program Specialist works under the direction of the
Phiysical Eovivenwent Program Loorainator, dis responsiblity inciudes contin-
uous planning and evaluation of the physical aspects of the Model Cities pro-
gram a ; xu;olnatiﬂr of the economic, t anspor uuion and housing projects;
the covelopment wnd writing of technical repartQ' e provision of technical
asEigf*n'e to citizens; and presenting and eAu.d1n1ng proposals to committees and
athey groups.

CONTROL S

This i3 one of two Physical Eavirorment Program Specialist positions di

nder the Pn;s.Cfl Environment Program Coordimator. The Program Specialis

, may vepresent the Program Coordinator at meetings of pubtic and private asen-
cies in all malters pertaining io his specialty.

P -‘;
fb
<
-—J
b

1. To assist the Fregrem Coordinator in developing work programs.
2. MWriting detailed project proposals.
recommendations on methods for achieving comprehensivity projects

4. To provide technical assistance to the Citizens' Working Comrittees on
physical programs.

—h
@]
5

tablishment of nroq“am objectives, sirategies, and budgets
1 programs,

!T\
wi

6. Achieve maximuin efficiency from funding and operating agenc

7. Provide technical assistance to agencies operating or seeking to cperate a
Mudel Cities project

8. Coardinate the develcpment programs of public, private, and non-profit
aganuies,

A
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HYSICAL ENYIRONMENT PROGREM SPECIALIST (LCONOMIC) - Continued

QUALIFICATIONS

Candidates must posses cne of the following requirement

1. Master's degree in Economic or related ¥ields, nlus one (1) ycar of experi-
ence, or

I

Bachelor's degree frem an accredited college or university preferably in
Economic or Business Administration or related fields.

3. Or have a Bachelor's degree plus four (4) years experience in a field
“related to economic development and/or housing and mortgaging activities.

4, Or have six (6} years experience in a responsible psoition dealing with

business development,
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POSITION

PHYTS I ENVIRGNMES
PLAINT A:SL"JHHT \c)

SALARY FANGE

BI-WEEKLY

$218.40 - $273.60

Kavee 28
SUMMARY
The Physicel Envirenment Pianning Assistant (Land Use Planning or Economic)
warks under the direction of the Phjb?Cﬂi Environment Program Specialist;
he is uitimately r"‘nons1®|f to the rnys1ca1 Environment Pregrem Coordina-
tor. His rL%;ons1b|1;L| s entails assisting the Program Specialist to carvy
cut the continuous planning functions and evaluation of the physical aspects
of the Model Cities program areas. He is also recsponsible for assisting the
Program Srccialist in conducting research and interpretation thereof:; the
comyz}at1ou of and writing of virious reports; and insuring that citizans
and other groups receive the n=cessary technical assistance.

CONTROLS
These two pocitions arc directly under the Physical Environment Program
Coordinator. The Physical Environment Program Spec1a1|¢t has ultimatie
responsibility for insuriny that the assistants are functioning in necessary
areas. Therefore, thes Physical Environment Planning Assistants are respon-
sible te the Physical Envirorment Progrem Coordinater for their cenduct.

DUTIES

1. To assist the Program Specialist in carrying cut work pregrams. proposals
and projects designs.

2. To insure citizens groups have access to adequate technical assistance
resources.

3. Carry out program objectives, strategies, and budget requirements.

4, Provide technical assistance to all requesting egencies in regard to
any physical program.

QUALTFICATIONS

The Physical Environment Planning Assistant must have had four (4) years

of experience with physical programs or comunity organizations, or related
work and experience, Applicant must be able to communicate effectiveiy and
vork with people and crganizations.




MODEL CITIES AGENCY
5329 N.E. Union Avenue - Room 201
Portland, Oregon 97211

POSITION
SOCIAL PROGRAM SPECIALIST
SALARY RANGE

Bi-weekly
B 2o

381.60- ¥s5.20 (Lewée "/sr)

SUMMARY

The Social Program Specialist works under the direction of the Social
Environment Program Coordinator with responsibility for continuous plan-
ning and evaluation of the employment and economic development programs.
He formulates plans and designs and conducts investigations, interprets
research results and prepares reports.,

This is one of six Program Specialist positions directly under the Social
Environment Program Coordinator. The Coordinator has overall responsibil-
ity for developing the comprehensive program plan. The Social Program
Specialist works under the direction of the Coordinator. May represent
the Coordinator at meetings of public and private agencies in all matters
pertaining to his specialty.

DUTIES

l. Develop work programs in cooperation with the Local, State, Federal
agencies, including evaluation and monitoring for operating agencies.

2. Works with committees and residents in identifying and developing pro-
jects and activities.

3. Conduct program analysis and investigation.

4. Preparing reports - responsible for organization of report using the
appropriate style in presenting the report.

QUALIFICATIONS

The Social Program Specialist must fulfill one of the following requirements:

A. Have a Bachelors Degree in Social Science, and two (2) years of responsible
experience in the Social Service area with disadvantaged persons; and/or

B. Must have been responsibly employed in public assistance program, prefer-
ably training in monitoring and information systems requirements for at
least two (2) years, and in addition have at least two (2) years experi-
ence in social work sufficient enough to be acutely aware from first
hand knowledge of social problems.
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MOGEL CITIES AGENCY
5329 N. E, Union Avenue - Room #i0
Portiand, Oregon 27211

FOSITION

SOCTAL PROGRAM
PLANHTNG ASSISTANT (2)

SALARY RANGE
T-HEEKLY

P

5218.40 - $$273.60
" 2ANGE 29

The Progrem Flanning Assistant is required to work with the Social Envirvon-
ment Program Coordinator and the Sccial Program Specialis Performs duties
in p?awr*nq, implementation, and evaluation of social Dragrdmd. This wil

include consumer protection, health, welfare, and other social services.

Assists the Social Program Specialists in conducting program investigations,
interpretation of research results, and the preparation of reporis. :

CONTROLS '-i

This position is in the Sccial Environment and Social Environment Pregram
Coordinator hss L%L overall respensibility for directing the activity. The
day-to-day activity witl be directed by the Program Spec1a11si.

DUTIES
1. Assist ongram Srecialist in collecting background information during
the planning and designing of investigations.

2. Apply acceptable methods and techniques in conducting the investigation
and ability to check details.

(95 ]

Pirepare reports describing and illustrating work which substantiates
procedures and findings.

4, Pssist various working committees by gatheving material and information i
needed, and attendance when assigned to such committees. !

QUALTFICATIONS ‘

The Social Program Flanning Assistant must have @ high school education and

at least two (2) years of exnerience with social program agencies or community
organizations. Training and experience in group relations are desivabtle.
Marked zbiiity to cemmunicate and relate with peoplie is desirabie; or other
related experiences may be substituted for a portion of these qualifications.
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5329

u,uiiu » Oregon 57211
POSITION

— e P —
FESSENGER-MACHINE GPERATOR

SALARY RANGE
BI-WELRLY
$160.80 - $204.00

FANGE 20

SUSIMARY

The WnnjerqeruMachine Operator will be responsible
of ail oifice machines. He wiil also be responsible for delivery and pick-

up of materiais from octher agencies as necessary.

CONTROLS

The Messenger-Machine Operator will be responsible to th

~

1. Deliver and pick-up correspondence from City Hall.

2. Deliver ond pick-
special corres pOnd nce 1o tha CPB wembes:
sive to be mailed; and deliver correspgndcnce

P

3. Mailing of CDA correspondence at the close of

Union Avenue - Roor

corw>vpu1dﬂng from ﬂneraﬁ
; deliver packages toc expen-

1210

for the care and usage

a Office Manager.

ing agencies; deliver

to working committees.

each work-day.

4. UWhen not engaged in the above listed duties, he wiil ke responsible
gag !

for operating the office machines.

QUALTFICATIONS

This is a training position for cventual ctaff up-grading. The Messenger-
[ -1

Machine Operator should have a high schoo
(G.E.D. will be acceptable.)
a safe driving record.

education or the ﬂqu1
ha should have a valid darive:

11cowse and



H ad ded 4 IR LR 1 T I} I U AR | VD Re—— .- EUTTIRE SR
——

o @ T Th1s"1s the pos1t1onkujy occupied by Mrs. Garnett H1c(]>

; MODEEL CITIES AGEWCY
53728 N. E. Union Av:nu_ ~ Reem 210
, Portlend, Oregon 67211
POSITION
CLERK-TYPIST
SALARY RF
BI-WEEWL?
$ 173.60 - zt? vo
S
. az
‘(:,U-‘ Ix vR7Y~ e“n‘e
The Clerk~Typist types letters, reports, and other material from copy, rough
draft o dnchopﬂone; Tiles material and records; answers telephone and acts

i
as a &,\ptﬁonlbu
CONTROLS

Directly responsible to the Administration Management Casrdinator
under the supervision of the O0ffice Manager,

DUTIES

1. Prevides general typing services where and when assigned by the !

Manager

™o

2, OUperates all business macnines, Xerox, Gestetner, Dittc and Posta

hutur when assigned thereto,

QUALIFICATIONS

Miist have & ¢
ledge of offi

andard high school education or equ1v= ent. Mus
| v
| and follow or

.
ce practices and procedures and have the abilit
Gl

]

and written instructions. Must demonstrato th

.
[
L
[
o

~

&l
type at least {ifty (50) words per minute from straight copyv. Shall

pleasing personality, pieasant voice and a desire to be heipfui in
with the public.

Acts as receptionist in the absence of the reguler reccptionist.

(=]
(o 1]
sl =gl o1}

and works

L8 o
w2

(&)
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RANGE 322

SUMIFARY

The Information Sy
from copy, rough craft or dictaphone and is primarily conc
ing of materials and t;CuldS.

stems r1. Clerk types letters, reports and othar naterial
C rnec with the fil-
CONTROLS

Directly resporsible to the Administration Managerment Loo;d1nnt'm and works
under the supervision of the Office Manager,

T. Wiil be resvonsible for maintaining every file in the agency.

2, Provide tyninc services of material relative to Information Systems Manage-
nent,

3. Shall perform otrer duties as zssigned,

QUALTFICATIONS .

Must nave a standard high scheel education or equivaient. lust have a know-
ledge of office p ,roc tices and procedures and have ihe ability to undersiand
and follow oral and written instructions. HMust demenstrate the ability to
type at least fifty (50) words per ﬂwnutn from straight cony. Shall have a
pleasing perscnality, pleusant voice and a desire to be helpful in dealing
with the public. The appTicant should also have sxtensive file-clerk experi-
ence,




