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The St. Helens City Council Chambers are handicapped accessible.  If you wish to participate or attend the meeting 
and need special accommodation, please contact City Hall at 503-397-6272 in advance of the meeting. 

 
Be a part of the vision…get involved with your City…volunteer for a City of St. Helens Board or Commission! 

For more information or for an application, stop by City Hall or call 503-366-8217. 

 
City of St. Helens 

COUNCIL WORK SESSION AGENDA 
Wednesday, January 6, 2016, 1:00 p.m. 
City Council Chambers, 265 Strand Street, St. Helens 

 
Welcome!  

All persons planning to address the Council, please sign-in at the back of the room.  When invited to provide comment regarding items not on 
tonight’s agenda, please raise your hand to be recognized, walk to the podium in the front of the room to the right, and state your name only.  
You are not required to give your address when speaking to the City Council.  If you wish to address a specific item on the agenda, you should 
make your request known to the Mayor as soon as possible before the item comes up.  The Council has the authority to grant or deny your 
request.  Agenda times and order of items are estimated and are subject to change without notice.  
  

1. Visitor Comments 1:00 p.m. 

2. Discuss Recommended Charter Amendment – Jacob Graichen 1:05 p.m. 

3. Review Preliminary Budget Calendar – Jon Ellis 1:15 p.m. 

4. Review Proposed Job Description for PW Building Maintenance Utility Worker which 
replaces the PW Utility Craftsman Job Description 

1:25 p.m. 

5. Review Proposed Changes to Accounting Assistant and Office Assistant Job Descriptions 1:35 p.m. 

6. Discuss Timing of Recruitment for Finance Director Position 1:45 p.m. 

7. Department Reports 2:00 p.m. 

8. Council Reports 2:20 p.m. 

9. Other Business  

10. Next Work Session Items  

11. Upcoming Dates to Remember: 
• January 6, Council Work Session, 1:00 p.m., Council Chambers 
• January 6, Council Public Hearing, 6:00 p.m., Council Chambers 
• January 6, Council Regular Session, 7:00 p.m., Council Chambers 
• January 12, Planning Commission, 7:00 p.m., Council Chambers 
• January 18, Martin Luther King Jr. Day, All City Offices Closed 
• January 19, Library Board, 7:15 p.m., Columbia Center Auditorium 

 
12. Future Public Hearing(s)/Forum(s):   

• January 6, 6:00 p.m., PH:  Appeal of Site Design Review 
• January 20, 6:30 p.m., PH:  Development Code Amendments 
• February 3, 6:30 p.m., PH:  Annexation of 35092 Pittsburg Road 

 

City Council Members 
Mayor Randy Peterson 

Council President Doug Morten 
Councilor Keith Locke 
Councilor Susan Conn 

Councilor Ginny Carlson  
www.ci.st-helens.or.us 
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 CITY OF ST. HELENS PLANNING DEPARTMENT 

 M E M O R A N D U M 
 

TO: City Council  
FROM: Jacob A. Graichen, AICP, City Planner 
RE: Amend charter to eliminate need for majority of electorate vote 
DATE: December 17, 2015 
 

 
 
Annexations involve many things such as a land use decision process, compliance with State law, 
and compliance with provisions in a government’s charter. 
  
Based on State law (Oregon Revised Statutes), a vote before the electorate is required in some 
circumstances.  Put simply, the state law requires a combination of signed petitions or consents to 
annexation; otherwise a vote is required.  However, for some local jurisdictions, their charter 
necessitates a vote regardless of state law.  St. Helens is one of those cities. 
 
St. Helens has only been one of those cities since the late 1990’s, however.  Attached to this memo 
is documentation from 1997 that shows the catalyst behind the change to include an electorate vote 
for all annexations in St. Helens. 
 
Staff proposes that St. Helens eliminate this provision.  Scappoose did so earlier in 2015. 
 
Pros for the change: 

 Less staff time (especially for the city recorder) 
 No annexation has ever been denied by voters (to the best of my knowledge) 
 Less uncertainty 
 Less cost to applicants or the County (to pay for the election process) 

 
Cons against the change: 

 Do you think this is a necessary democratic process that should be kept?  
 
This month, department head staff discussed the matter and supports the change.  I also presented 
the idea to the Planning Commission at their December 8, 2015 meeting and the Commission 
supports the change.  
 
Though some annexations require a vote, most if  not all in the last several years (all since I’ve been 
with the city since 2007) have been via consent from property owners where no election would be 
required by state law.   
 
This action would require a vote to change the city’s charter (I assume).  Staff seeks the Council’s 
guidance on the matter to proceed. 
 
Attached:  Proposed change to charter language to eliminate mandatory electorate vote for 

annexations in St. Helens regardless of State of Oregon law. 
  

1997 memos and initiative petition to require an electorate vote for annexations in St. 
Helens  
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underline words are added  
words stricken are deleted 
 

CHARTER 
 

CHAPTER I 
 

Names and Boundaries 
 

[…] 
 

Section 3.  Boundaries. 

 The corporate limits of the City shall include all territory encompassed by its boundaries as 
they now exist or hereafter are modified by a majority of the voters pursuant to state law. Unless 
mandated by State Law, annexation, delayed or otherwise, to the City of St. Helens, may only be 
approved by a prior majority vote among the electorate. The city custodian of records shall keep 
in the recorder’s office at the city hall at least two copies of this charter in each of which the 
custodian of records shall maintain an accurate, up-to-date description of the boundaries. The 
copies and descriptions shall be available for public inspection at any time during regular office 
hours of the recorder. 
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Budget Committee Meeting Comparision - Proposed FY 16-17 vs FY 15-16

3 to 4 Budget Committee Meetings 6 Budget Committee Meetings

Table 1 - FY 2016-17 Budget Schedule Table 1 - FY 2015-16 Budget Schedule

Date Time Agenda Date Time Agenda

Thursday, April 07, 2016 6:00 PM General Budget Overview, 

Admin, CD, PD, & Library

Tuesday, March 31, 2015 6:00 PM General Budget Overview, 

Admin

Thursday, April 21, 2016 6:00 PM Public Works & CIP Tuesday, April 07, 2015 6:00 PM Review of Police Department

Thursday, May 05, 2016 6:00 PM Reserved if needed Tuesday, April 21, 2015 6:00 PM Review of Library

Thursday, May 12, 2016

6:00 PM Public Hearing and Approval by 

Budget Committee Tuesday, April 28, 2015

6:00 PM Review of Public Works 

Operations

Wednesday, June 01, 2016

6:00 PM

City Council Public Hearing Tuesday, May 05, 2015

6:00 PM Review of Capital and Right 

Size Budget

Wednesday, June 15, 2016

6:00 PM Adoption of Budget 

Resolutions Tuesday, May 19, 2015

6:00 PM Public Hearing and Approval by 

Budget Committee

Wednesday, June 03, 2015 6:30 PM City Council Public Hearing

Wednesday, June 17, 2015

7:00 PM Adoption of Budget 

Resolutions

Budget Calendar FY 2016-17 Budget Calendar FY 2015-16

February February

Sun Mon Tue Wed Thur Fri SAT Sun Mon Tue Wed Thur Fri SAT

1 2 3 4 5 6 1 2 3 4 5 6 7

7 8 9 10 11 12 13 8 9 10 11 12 13 14

14 15 16 17 18 19 20 15 16 17 18 19 20 21
6 PM - Budget Process Overview 6 PM - Budget Process Overview Dept Requested

21 22 23 24 25 26 27 22 23 24 25 26 27 28

28 29

March March

Sun Mon Tue Wed Thur Fri SAT Sun Mon Tue Wed Thur Fri SAT

1 2 3 4 5 1 2 3 4 5 6 7
Dept Requested

6 7 8 9 10 11 12 8 9 10 11 12 13 14

13 14 15 16 17 18 19 15 16 17 18 19 20 21
Draft to BC

20 21 22 23 24 25 26 22 23 24 25 26 27 28
Draft to BC

27 28 29 30 31 29 30 31
1st BC Mtg 5yr - Admin

April April

Sun Mon Tue Wed Thur Fri SAT Sun Mon Tue Wed Thur Fri SAT

1 2 1 2 3 4

3 4 5 6 7 8 9 5 6 7 8 9 10 11
Admin, CD, PD, Library 2nd BC Mtg Police

10 11 12 13 14 15 16 12 13 14 15 16 17 18

17 18 19 20 21 22 23 19 20 21 22 23 24 25
PW and CIP 3rd BC Mtg Library

24 25 26 27 28 26 27 28 29 30
4th Mtg Public Wks

May May

Sun Mon Tue Wed Thur Fri SAT Sun Mon Tue Wed Thur Fri SAT

1 2 3 4 5 6 7 1 2
Reserved

8 9 10 11 12 13 14 3 4 5 6 7 8 9
Public Hearing and Approval Capital Right Sizing

15 16 17 18 19 20 21 10 11 12 13 14 15 16

22 23 24 25 26 27 28 17 18 19 20 21 22 23
Public Hearing and Approval

29 30 31 24 25 26 27 28 29 30

June June

Sun Mon Tue Wed Thur Fri SAT Sun Mon Tue Wed Thur Fri SAT

1 2 3 4 1 2 3 4 5 6
CC-Public hearing CC-Public hearing

5 6 7 8 9 10 11 7 8 9 10 11 12 13

12 13 14 15 16 17 18 14 15 16 17 18 19 20
CC - Adopt CC - Adopt

19 20 21 22 23 24 25 21 22 23 24 25 26 27

26 27 28 29 30 28 29 30 31 32
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 City of St. Helens 
  
 
Job Title:  BUILDING MAINTENANCE UTILITY WORKER 
Department:  Public Works 
FLSA Status:  Non-Exempt 
Union:   Yes  
Date Revised:  December 29, 2015 
 
GENERAL PURPOSE    
Plans, performs, and/or coordinates a variety of skilled and semi-skilled work including carpentry 
and painting work related to maintenance, construction, and repair of City buildings and facilities.  
Operates a variety of equipment in the construction, operation, repair, maintenance, and replacement 
of City water, sewer, street, and storm drainage facilities and systems. 
 
SUPERVISION RECEIVED  
Works under the direction of the Public Works Supervisor or a designated alternate. 
 
SUPERVISION EXERCISED  
May exercise limited supervision over a few employees as to instruction or direction in the purpose 
of simple or semi-skilled tasks.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following, but are not limited to: 

 Performs duties related to building maintenance in areas of carpentry and painting including 
basic construction, finish work, and repair. 

 
 May be directed to evaluate building maintenance needs and provide recommendations on 

repair/remodel of City buildings. 
 

 Maintains a variety of records relating to inspections and buildings maintenance activity. 
 

 Ensures the proper maintenance of equipment and tools by cleaning and checking equipment 
and tools after use. 

 
 Drives trucks of various sizes and weights in the loading, hauling, and unloading of various 

equipment, gravel and sand.  
 

 Performs routine inspection and preventive maintenance on assigned equipment and refers 
defects or needed repairs to supervisor; cleans equipment.  

 
 Operates light and medium-sized construction and power equipment, such as mechanized 

broom, jetter/vacuum truck, backhoe/loader, and other equipment as necessary.  
 

 Performs all duties in conformance to appropriate safety and security standards.  
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 Performs required labor involved in construction and maintenance projects as part of a crew, 
including pavement cutting, ditch digging, manhole and line cleaning, main and pipe repair, 
laying, and backfilling.  

 
 Assists in the training of lower level employees to increase their skills in the maintenance of 

City buildings and in maintenance, construction and repair of water, sewer, street and storm 
drainage facilities.  

 
 Operates a variety of power, construction, and maintenance equipment used in building 

maintenance as well as in the water, sewer, and street departments. 
 

 May paint street lines and symbols. 
 

 May maintain and install street signage within the city limits. 
 

 Other duties as assigned. 
 
PERIPHERAL DUTIES 

 Serves on various employee or other committees as assigned. 
 
 Assists on occasion with inspections and/or repairs of chlorine machine, booster pumping 

stations, reservoir, meters, streets, drainage systems, and sewer system at frequent intervals 
to ensure that all aspects of the systems are functioning properly.  

 
 Responds to complaints regarding water leaks, pressure loss, or no water; evaluates situation; 

explains findings to supervisor.   
 

 Be available to respond for emergency call-back as necessary and respond to off-duty 
requests. 

 
 Occasionally contacts residents and business owners in area where services will be 

discontinued and explains when services will be shut off and how soon it will be turned back 
on. 

 
 Occasionally cuts, fits, lays, repairs, taps, cleans, and flushes water mains, pipes, gates and 

fittings on repair of mains and services and installation of services and fire hydrants; assists 
in shutting off broken sections of water mains.  

 
DESIRED MINIMUM QUALIFICATIONS 
Education and Experience:  

(a) Graduation from high school education or GED equivalent, and 
(b) Two years of experience relating to construction, maintenance, or repair, or 
(c) Any equivalent combination of education and experience. 
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Necessary Knowledge, Skills and Abilities: 
(a) Knowledge of equipment, facilities, materials, methods, and procedures used in 

maintenance, construction, and repair activities; 
(b) Knowledge of HVAC systems and equipment; 
(c) Skill in operation of some of the listed tools and equipment; 
(d) Ability to perform heavy manual tasks for extended periods of time; ability to work 

safely; ability to communicate effectively verbally and in writing; ability to establish 
and maintain effective working relationships with employees, other departments and 
the public; ability to understand and carry out written and oral instructions; 

(e) Skill in basic and finish carpentry, including painting; 
(f) Knowledge of building codes and construction standards in the areas of assignment. 
 

 
SPECIAL REQUIREMENTS 
Valid State Driver's license and CDL certification, or ability to obtain one. 
First Aid and CPR Certificate 
Flagging and Traffic Safety Certificate 
 
TOOLS AND EQUIPMENT USED 
Motorized vehicles and equipment, including dump truck, pickup truck, utility truck, street sweeper, 
jetter/vacuum truck, street roller, manlift, tamper, jack hammer, plate compactor, saws, pumps, 
compressors, sanders, generators, common hand and power tools, shovels, wrenches, detection 
devices, mobile radio, phone, ditch witch, carpentry tools, cement tools, concrete tools, and painting 
equipment. 
 
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 to finger, 
handle, feel or operate objects, tools, or controls and reach with hands and arms. The employee 
frequently is required to stand and talk or hear. The employee is occasionally required to walk; sit; 
climb or balance; stoop, kneel, crouch, or crawl; and smell. 
 
The employee must frequently lift and/or move up to 60 pounds and occasionally lift and/or move up 
to 100 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. 
 
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 regularly works in outside weather conditions. 
The employee frequently works near moving mechanical parts and is frequently exposed to wet 
and/or humid conditions and vibration. The employee occasionally works in high, precarious places 
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and is occasionally exposed to fumes or airborne particles, toxic or caustic chemicals, and risk of 
electrical shock. 
 
The noise level in the work environment is usually loud. 
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EMPLOYEE ACKNOWLEDGEMENT 
 
The duties listed above are intended only as illustrations of the various types of work 
that may be performed. The omission of specific statements of duties does not exclude 
them from the position if the work is similar, related or a logical assignment to the 
position. 
 
The job description does not constitute an employment agreement between the 
employer and employee and is subject to change by the employer as the needs of the 
employer and requirements of the job change.  
 
ACKNOWLEDGEMENT 
I acknowledge that I have received a copy of the Building Maintenance Utility Worker 
job description.  I understand that it is my responsibility to adhere to the guidelines of 
the expectations, hours of work and essential duties outlined within this job description.   
 
Employee Signature:      Date:     
 
Manager Signature:       Date:     
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City of St. Helens  
 

Job Title:  ACCOUNTING ASSISTANT 
Department:  Administration 
FLSA Status:  Non-Exempt 
Union:   No 
Date Revised:  April 2, 2007 December 30, 2015 
 
GENERAL PURPOSE 
Performs technical and administrative accounting work in maintaining the fiscal records 
and systems of the City. Performs routine clerical, bookkeeping, accounting, and 
administrative work in administering accounts payable, accounts receivable and the 
payroll functions of the City. Compiles payroll data to maintain payroll records.  
 
SUPERVISION RECEIVED 
Works under the general supervision of the Finance Director and lead of the Accounting 
Technician. 
 
SUPERVISION EXERCISED  
None generally Serves as lead worker to the utility billing section in the monitoring of 
aged receivables. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following, but are not 
limited to: 
 

 Contributes to a positive work environment. 
  

 Maintains a positive relationship with contacts specific to them and positions 
outside the City organization. 
  

 Prepares and processes weekly accounts payable including, but are not limited to: 
Ppreparinges vendor data and processesing accounts payable transactions; 
tracking of s invoices/purchase orders and performsing accounts payable filling; 
working closely with departments to assure accurate and timely processing of 
invoices; preparesing accounts payable checks for distribution; assistsing in 
reconciliation of  bank statements; bBalancesing Council approved bills with 
computer generated invoice batches; preparesing all payable reports for City 
Council. 
  

 Miscellaneous accounts receivables including, but are not limited to: preparing 
recurring monthly, quarterly, semi-annual and annual billings for city services 
and/or assessments; monitoring to assure timely actions for failure to pay; and 
maintaining centralized log of activity.  
  

 Prepares and processes monthly payroll including but are not limited to: 
compilingation of documents verifying employees’ work hours, taxes, insurances, 
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and withholdings; generatingion of employees’ pay and applicable remittance 
advices; reviewsing wages computed and correctsing errors to ensure accuracy of 
payroll;  generatingion of applicable federal, state, and local monthly, quarterly 
and annual reports; and workings closely with Human Resources in the 
interpretation/application of bargaining units’ contract terms. 
  

 Provides confidential support to the City’s mManagement team assigned to 
negotiations with the City’s identified bargaining units.  Duties include, but are 
not limited to, assisting in cCompilinges data necessary for salary survey 
comparisons, providing suggestions to assure efficient/effective processing of 
pay/benefits and, computinges cost of benefits for labor negotiations. 
  

 Records maintenance and retention – responsible for maintaining all historic 
records associated with accounts payable, miscellaneous receivables, and payroll.  
Compiles payroll data such as hours worked, taxes, insurance, and union dues to 
be withheld, from time sheets and other records; file 
  

 Prepares periodic financial, statistical or operational reports. Assists in the 
preparation of the annual and other State or Federal reports. 
  

 Assists in preparation of year-end reports. 
  

 Prorates expenses to be debited or credited to each department for cost accounting 
records. 
  

 Inputs budgetary data into financial accounting system and assists in reconciling 
general ledger to various payroll reports. 
  

 Prepares periodic financial, statistical or operational reports as assigned. 
  

 Assists the Finance Director in the operation and maintenance of the City's central 
financial computer system. 
  

 Responsible for complete new hire paperwork implementation. 
  

 Prepares and maintains department reports.  
  

 Performs other duties as assigned that support the overall objective of the 
position. 

 Payroll duties performed; collect time cards; input data; edit errors; check 
deduction; pay expenses; balance general ledger. 

 Prepares quarterly reports for SAIF. 
 Keeps records of leave pay and nontaxable wages.  
 Prepares and issues paychecks  
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 Enters payroll data on ledgers, control sheets, other accounting records; enters 
accounts payable expenditures into financial system. 

 Prepares labor distributions. 
 Makes journal entries to balance and close monthly books in general ledger, 

revenue and expense accounts; reconciles general ledger and subsidiary utility 
accounts. 

 Maintains the fixed asset accounts of the City. 
 Prepares computer input forms, enters data into computer files, or computes 

wages and deductions and posts to payroll records. 
 Records changes affecting net wages such as exemptions, insurance coverage , 

and various payroll deductions for each employee to update master payroll 
records . 

 
PERIPHERAL DUTIES 

 Ability to disseminate verbally and/or in writing general information to 
employees, general public, and contract vendors related to assigned duties. 
  

 Ability to discern confidential information, parties whom may receive such 
information and instances allowing release of such confidential information. 
  

 Employment verification. 
 Answers payroll and insurance related questions for employees.  
 Answers personnel related questions for public. 
 Maintains payroll related employee leave records, such as sick or vacation leave. 
 Administers payroll related employee benefit programs such as health insurance, 

leaves, retirement, etc. 
 Assist A/P as needed 

 
DESIRED MINIMUM QUALIFICATIONS  
Education and Experience: 

a. Graduation from a high school or GED equivalent with specialized course work in 
accounting, general office practices, or data processing, and, 

b. Two years of progressively responsible municipal accounting or finance work, or 
c. Any equivalent combination of education and experience. 

 
Necessary Knowledge, Skills and Abilities: 
 

a. Working knowledge of modern governmental accounting principles and practices; 
working knowledge of office automation and computerized financial applications 
and modern office procedures and practices; working knowledge of payroll and 
accounts payable functions: 

b. Skill in operating the listed tools and equipment; 
c. Ability to perform arithmetic computations accurately and quickly; ability to 

communicate effectively verbally and in writing; ability to establish successful 
working relationships; ability to work under pressure and/or frequent 
interruptions. 
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TOOLS AND EQUIPMENT USED 
Computer, including spreadsheet and word processing software; central financial 
computer system; telephones; 10-key calculator; typewriter; copy machine; fax machine; 
printer. 
 
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 frequently required to sit and talk 
or hear. The employee is occasionally required to walk; use hands to finger, handle, or 
feel objects, tools, or controls; and reach with hands and arms. 
 
The employee must occasionally lift and/or move up to 30 pounds. Specific vision 
abilities required by this job include close vision and the ability to adjust focus. 
 
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. The noise level in the work environment is usually quiet. 
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EMPLOYEE ACKNOWLEDGEMENT 
 
The duties listed above are intended only as illustrations of the various types of 
work that may be performed. The omission of specific statements of duties does 
not exclude them from the position if the work is similar, related or a logical 
assignment to the position. 
 
The job description does not constitute an employment agreement between the 
employer and employee and is subject to change by the employer as the needs 
of the employer and requirements of the job change.  
 
ACKNOWLEDGEMENT 
I acknowledge that I have received a copy of the Accounting Assistant job 
description.  I understand that it is my responsibility to adhere to the guidelines of 
the expectations, hours of work and essential duties outlined within this job 
description.   
 
Employee Signature:      Date:    
 
Manager Signature:       Date:    
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City of St. Helens 
 
Job Title:  OFFICE ASSISTANT 
Department:  Administration  
FLSA Status:  Non-Exempt 
Union:   Yes 
Date Revised:  August 11, 2005December 30, 2015 
 
 
GENERAL PURPOSE    
Performs routine accounting, clerical, secretarial, and administrative work in bookkeeping, cashiering, data 
processing, receiving the public, providing customer assistance, and answering phones. 
 
SUPERVISION RECEIVED  
Works under the close supervision of the City Administrator and/or the Finance Director, according to an 
established work routine. May receive directions from specific line staff assigned to 
dDepartments/dDivisions the Office Assistant is assigned.   
 
SUPERVISION EXERCISED  
None. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

 Contributes to a positive work environment. 
 

 Maintains a positive relationship with contacts specific to them and positions outside the City 
organization.  
 

 Maintains records, files and books to provide accurate information. 
 

 Accurately  provides cashiering services. 
  

 Develops and maintains office forms and procedures, and assists with administrative tasks involving 
personnel, customer service, cashiering, and records managementbudgeting, municipal court, and 
facilities. 

 
 Ability to provide support to multiple departments/divisions housed at City Hall and Annex based 

on assignments (floating).  Departments and divisions housed at City Hall are Administration, City 
Recorder, Municipal Court, Utility Billing, Finance, Community Development, and Engineering.   
 

 Municipal Court duties may consist of, but are not limited to: customer and cashiering services; 
records maintenance (data entry and filing of court documents); compiling and dissemination of 
information requested/required to defendants, attorneys, and other governmental agencies; 
completion of assorted governmental agencies’ forms; and other assorted reporting requirements. 

  
 Utility Billing duties may consist of, but are not limited to: customer and cashiering services; records 

maintenance (data entry and filing of assorted documents); compiling and dissemination of 
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information requested/required to customers, property owners and City employees; processesing 
work orders for utility disconnections, reconnections, new orders, and other public works service 
requests; receivesing telephone calls and citizen visits concerning utility billings or services; 
receivesing calls in general calls and be able to readily and accurately routeing calls to applicable 
department/division; and  respondsing to citizen complaints and other governmental agencies’ 
inquiries. 

  
 Finance duties may consist of, but are not limited to: conducting analysies on designated financial 

accounts; records maintenance (data entry and filing of documents); compiling and disseminationing 
of information to internal and external users of financial records; assisting in preparation and/or 
verification of payroll and accounts payable processes; preparationing of periodic financial, 
statistical and/or operational reports assigned.;  
  

 Screens, sorts, and distributes mail.  Organizes and processes special mail such as urgent deliveries, 
packages, and bulk mailings. 
  

 Assists others with reports by locating and compiling information onto established formats and 
maintaining support records.  May be required to extract data from existing databases and convert to 
alternate formats. 
  

 Performs other duties as assigned that support the overall objective of the position. 
  
 Assists Finance Director and Accounting Assistant in the preparation and verification of monthly 

payrolls. 
 

 Assists Finance Director and Accounting Assistant in maintaining data on full-time and part-time 
employees including total hours, changes in name or address, salary changes, exemptions, insurance, 
vacation and sick leave records.  

 
 Assists Finance Director and Accounting Assistant in processing claims and vouchers for payment, 

and verification of account codes. 
 

 Assists Finance Director and Accounting Assistant in the preparation of monthly, quarterly, and 
annual payroll reports.  

 
 Assists Finance Director and Accounting Assistant in the preparation of employee benefit payments. 

 
 Assists Finance Director and Accounting Assistant in maintaining daily cash balance and balancing 

cash on hand against receipts; assists in preparing and balancing deposits. 
 

 Prepares periodic utility, financial, statistical or operational reports as assigned. 
 

 Assists the Municipal Judge and Court Clerk in administering criminal proceedings and docketing. 
 

 Assists the Municipal Judge and Court Clerk in the coordination of court matters. 
 

 Prepares and maintains jury lists and keeps jury panels updated on trial activity. 
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 Responds to requests from the Municipal Judge and Court Clerk, City Prosecutor, Police 
Department, and others for assistance and information. 

 
 Perform a variety of courtroom related tasks.  

 
 Serves as a back-up to Utility Billing Specialist when the incumbent is gone on leave. 

 
 Serves as a back-up to the Municipal Court Clerk when the incumbent is gone on leave. 

 
 Operates listed office machines as required. 

 
PERIPHERAL DUTIES 

 Provides clerical support to the finance staff and Municipal Court, as required. 
 

 Composes, types, and edits a variety of correspondence, reports, memoranda, and other material 
requiring judgment as to content, accuracy, and completeness. 

 
 Provides backup to other related positions. 

 
 Receives the public and answers questions; responds to inquiries from employees, citizens and 

others and refers, when necessary, to appropriate persons. 
 

 Serves as cashier including receipting of utility payments and various other payments, and posting 
monies to appropriate accounts. 

 
 Assists in setting up, closing, and amending utility accounts and Municipal Court accounts.  

 
 Answers central telephone system. 

 
 Issues various licenses and permits as assigned. 

 
DESIRED MINIMUM QUALIFICATIONS 
Education and Experience:  
(A)a. Graduation from a high school or GED equivalent with specialized course work in general office 

practices such as typing, filing, accounting and bookkeeping;  
(B)b.  One (1) year of post high school training and/or education in accounting; and 
(C)c.  Two (2) years of increasingly responsible related experience, or any equivalent combination of 

related education and experience.  
 
Necessary Knowledge, Skills and Abilities: 
(A)a. Working knowledge of computers and electronic data processing; working knowledge of modern 

office practices and procedures; some knowledge of accounting principles and practices;  
(B)b.  Skill in operation of listed tools and equipment; and  
(C)c.   Ability to perform cashier duties accurately; ability to effectively meet and deal with the public; 

ability to communicate effectively verbally and in writing; ability to handle stressful situations. 
 
 
SPECIAL REQUIREMENTS  

Navigate using Bookmarks or by clicking on an agenda item.



Office Assistant-City Hall - updated 12-30-15 - Redlined.docOffice Assistant-City Hall - updated 12-30-15 - 
RedlinedOffice Assistant-City Hall   4 of 5 

None. 
 
TOOLS AND EQUIPMENT USED 
Phone switchboard; networked computer terminal; personal computer; copy machine; postage machine; fax 
machine; various computer software programs; 10-key calculator. 
 
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 frequently required to sit and talk or hear. The 
employee is occasionally required to walk; use hands to finger, handle, or operate objects, tools, or controls; 
and reach with hands and arms.  
  
The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this 
job include close vision and the ability to adjust focus.  
  
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. The noise level in the work environment is 
moderately noisy.                         
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EMPLOYEE ACKNOWLEDGEMENT 
 

 
The duties listed above are intended only as illustrations of the various types of work that may 
be performed. The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related or a logical assignment to the position. 
 
The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change.  
 
ACKNOWLEDGEMENT 
I acknowledge that I have received a copy of the Office Assistant job description.  I understand 
that it is my responsibility to adhere to the guidelines of the expectations, hours of work and 
essential duties outlined within this job description.   
 
Employee Signature:      Date:    
 
Manager Signature:       Date:    
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Memorandum 
 
To:  The Mayor and Members of the City Council 
 
From:  Jon Ellis, Finance Director   
 
Subject: Discussion on Recruitment of Finance Director Position  
  
Date:  January 6, 2016 
 
Request: 
 
Receive further direction from City Council as to the recruitment of the Finance Director position. 
 
History: 
 
In June 2016, Finance Director Ellis will be retiring his position with the City.  To assure a timely transition 
of the position, staff wishes to further vet possible scenarios and receive direction from City Council. 
 
Possible Scenarios: 
 

1) Back fill the Finance Director position a month prior to projected retirement date. 
a. Recruitment timing: 

i. Initiate recruitment process on March 1, 2016 to coincide with the Spring Conference 
of the Oregon Government Finance Officers Association (OGFOA) spring conference 
(March 6, 2016).   

ii. Close date for recruitment on April 15, 2016    
iii. Selection by May 13, 2016 
iv. Start date June 1, 2016 

b. Retiring Finance Director be reassigned to work special projects in the month of June and 
orientate new Finance Director accordingly. 

c. Potential increase in personnel cost to FY 15-16 budget would be $12,500 which could be 
allocated based on ICAP (GF $2,000) or based on the assigned special projects.  
 

2) Back fill the Finance Director position, whereby timing would allow newly hired Finance Director to 
participate in some of the budget meetings.  This means one of two things: 

a. Back fill position from sometime in April or 
b. Compress the budget committee process to the month of May and back fill position from the 

1st of May. 
c. Potential increase in personnel cost to FY 15-16 budget would be $25,000 to 37,500 which 

could be allocated based on ICAP or based on the assigned special projects.  
 

3) Time the recruitment and hiring of new Finance Director to have position filled in July 2016 and 
contract with retiring Finance Director.  Total costs unknown at this time – based on further analysis. 
 

4) Other Potential Alternatives, Contracting out position, IGA with other agency, different timing for 
recruitment, restructure organization? 
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Memorandum 
 
To:  Mayor and City Council 
 
From:  John Walsh, City Administrator 
 
Subject: Administration & Community Development Dept. Report 
 
Date:  January 6, 2016 
____________________________________________________________________________________ 

 
Planning Division Report attached. 
 
Business License Reports attached. 
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CITY OF ST. HELENS PLANNING DEPARTMENT ACTIVITY REPORT 
 
 To: City Council   Date12.29.2015 
 From: Jacob A. Graichen, AICP, City Planner 
 
 
 
 
 
PLANNING ADMINISTRATION 
Planning staff attended the legal issues for planners workshop this month. 
 
We added a new addition to the “How do I…” section on the Planning Department’s web page.  
Now there is a link that discusses property lines, since that is a common question.  Other subjects 
will be added as time allows. 
 
Assisted with a city sewer easement fix near 245 N. Vernonia Road.  An easement for such from 
the 1980’s lacked a legal description of the easement.  
 
Prepared initial stuff to discuss annexations and the City Charter’s requirement for a mandatory 
electorate vote with the Council in January. 
 
DEVELOPMENT CODE ENFORCEMENT  
Resolved a minor sign violation in a residential area: Mill Street/Ava Court.  This was based on a 
complaint received in September of this year. 
 
PLANNING COMMISSION (& acting HISTORIC LANDMARKS COMMISSION) 
December 8, 2015 meeting (outcome): The Commission reviewed and approved, with minor 
modification, the findings and final decision for a Conditional Use Permit denial at 1771 
Columbia Boulevard.  The Commission reviewed the preliminary draft of the latest batch of code 
amendments prior to their public hearing on the matter in January.  The Commission also 
discussed annexations and the City’s charter requirement for a vote by the electorate.  The 
Commission agreed that such provision could be removed; this will be a matter for future 
Council discussion.  
 
January 12, 2015 meeting (upcoming): Two public hearings are scheduled.  One if for the latest 
batch of Development Code amendments.  The other is for an annexation at 35092 Pittsburg 
Road.  The Council will see both of these following Planning Commission review and 
recommendation. 
 
GEOGRAPHIC INFORMATION SYSTEMS (GIS) 
Assisted the City Administrator with State of Oregon Dept. of State Lands Submerged and 
Submersible Land Lease legal descriptions and map exhibit.  GIS was an important tool for this 
exercise.  This is related to the recently acquired Boise veneer and white paper properties. 
 
MAIN STREET PROGRAM 
I attended the SHEDCO Board of Directors meeting on December 17, 2015 at the Chamber of 
Commerce. 
 

This report does not indicate all current planning activities over the past report period.  These are tasks, processing and administration of the Development Code 
which are a weekly if not daily responsibility.  The Planning Commission agenda, available on the City’s website, is a good indicator of current planning 
activities.  The number of building permits issued is another good indicator as many require Development Code review prior to Building Official review. 
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At this meeting, Sheri Stuart, of the Oregon Main Street Program, presented a local program 
evaluation following a self-assessment, community interviews, review of SHEDCO’s materials 
(documents prepared over the years), and such.  Generally it was positive and the details are 
beyond this department report.  However, one troubling phenomenon were comments from 
community interviews where people think SHEDCO was responsible for the Halloweentown 
event.  Community members blame them for some of the perceived mishaps of the event.  I 
discussed this with the City Communication Officer with the hope that this myth can be dispelled 
with next year’s Halloweentown outreach, so SHEDCO does not get an unwarranted black eye in 
2016. 
 
UPCOMING LAND USE ISSUES BEFORE COUNCIL 
There are two land use appeals the Council will see early next year.  One is an administrative 
decision with the Port of St. Helens as the appellant.  The other is a Planning Commission 
decision regarding a Conditional Use Permit.  
 
STREET VACATION MATERIALS REQUESTED 
When someone desires to vacate a public right-of-way, they need to begin by getting certain 
applications materials/information furnished by myself.   
 
This month, a St. Helens Marina representative picked up such materials to vacate some of the 
N. 1st Street ROW fronting within the vicinity of the St. Helens Marina. 
 
ASSISTANT PLANNER—In addition to routine tasks, the Assistant Planner has been working on: 
See attached. 
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Jacob Graichen

From: Jennifer Dimsho
Sent: Friday, December 18, 2015 3:28 PM
To: Jacob Graichen
Subject: December Planning Department Report

Here are my additions for the December Planning Department Report. 
 

1.       Arts & Cultural Commission (ACC): Gateway Sculpture Phase 2 Project – Hosted meeting with sub‐committee to 
edit the project “elevator speech”, non‐profit organization outreach email, launch promotion ideas, delegate 
tasks, and discuss general project updates.  

2.       Submitted the EPA Community‐Wide Assessment (CWA) Grant Application (Deadline: Dec. 18) using the 
grants.gov system. Included 15‐page application narrative, four required attachments, and letters of support 
from 18 local and state agencies 

3.       Attended meeting at MFA to review Task #1 of the AWP work plan (Existing Conditions) and discussed 
upcoming AWP timeline  

4.       Sat in on EcoNW interviews with key stakeholders scheduled for Port of St. Helens Intergovernmental 
Partnership Program (IPP) economic impact transportation study 

5.       Worked on notice requirements for upcoming text amendments public hearing notice requirements (file 
ZA.3.15) 

6.       Worked on annexation staff report and public hearing notice requirements (file A.1.14) 
7.       Attended Parks Commission to give PT Master Plans to members who were absent last meeting and discuss 

potential park improvements 
8.       Reviewed the Draft 2015‐2024 Oregon Statewide Trails Recreation Plan and the ODOT Bicycle & Pedestrian Plan 

(Public comment period open for both) 
9.       Began initial RFP review of Columbia Community Health Grant RFP for Jail Diversion Programming 
10.   Reviewed the Oregon Parks & Recreation Local Government Grant Announcement/RFP – Brainstormed 

potential projects 
 
Jennifer Dimsho 
Assistant Planner 
City of St. Helens 
(503) 366‐8207 
jdimsho@ci.st‐helens.or.us 
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December 30, 2015 

From: Margaret Jeffries, Library Director  

To: The Mayor and Members of the City Council  

Subject: Library Department Report  

 

 

Columbia County Cultural Coalition Grant Awarded: The Library recently received 

approval of a $2,000 grant from the Coalition to assist with the purchase of a new 

microfilm reader that will greatly enhance the access to newspapers that are still under 

copyright and not available for digitization. Patrons will be able to download images to 

their own thumb drive for later use. Our current microfilm reader is very fragile and 

replacement parts are no longer available. The Friends of the St. Helens Public Library 

will provide the remaining cash contribution and the Library will provide a repurposed 

computer, printer, monitor and the needed expertise to implement the project. Thank 

you to Brenda Herren for pursuing this funding. 

 

Youth Librarian Job Posting: The posting will close on Friday, January 8th. Our 

interview panel will include one of our early childhood outreach partners. In the interim, 

we are unable to maintain our current outreach but story times at the Library will 

continue with our Library Assistant, Nicole Woodruff.  She attended an early childhood 

institute several years ago and jointly conducted story time with Nathan earlier this 

month. 

 

Part Time Library Assistant: The part time library assistant position will be posted 

after the first of the year. Immediate assistance will be provided by former employee, 

Elizabeth Higgins, who works at the Scappoose Public Library and is able to work one 5 

hour shift per week through May and possibly June. 
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Teen Game Nights: Our Teen Game Nights will continue while we search for a new 

Youth Librarian. Brenda Herren and Becky Bean will provide technical expertise and 

supervise teens. 

 

Calendar 

 

12/31  Library closes early at 5:00pm 

1/1  Library is closed 

1/2  Ukulele Class, 10am – Beginners, 11am – Continuing, Auditorium 

1/5-7  Weekly story times resume with Miss Nicole 

1/8  Ukulele Class, 10am – Beginners, 11am – Continuing, Auditorium 

1/8  St. Helens Writers’ Guild, Noon – 2pm, Armstrong Room 

1/15  Ukulele Class, 10am – Beginners, 11am – Continuing, Auditorium 

1/19  Library Board Meeting, 7:15pm, Auditorium 
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