
RESOLUTION NO. 2016 - ________ 
 
 

RESOLUTION REGARDING A POSITION DESCRIPTION AND COMPENSATION PLAN 
FOR THE CITY OF BRYANT 

 
 

WHEREAS, The City Council of the City of Bryant desires to adopt the position description and 
compensation plan for said position; 
 

NOW THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF 
BRYANT, ARKANSAS THAT: 

Section 1. The City Council of the City of Bryant hereby adopts the attached position description for the 
temporary position of Special Projects and Implementations Manager. The duration of this position is not 
to exceed 19 months from date of approval without further action from Council. 

Section 2. The salary range of the Special Projects/Implementations Manager shall be as follows, 
depending on experience: 

 

 

Minimum Midpoint Maximum 

$37,451.50 $46,814.38 $56,177.26 

 

 

PASSED AND APPROVED this _____________day of________________ , 2016. 

 

APPROVED: 

 

_____________________________ 

Jill Dabbs, Mayor 

 

ATTEST: Approved as to Form: 

 

_____________________________ _____________________________ 

Sue Ashcraft, City Clerk Richard Chris Madison, Staff Attorney 

 



 
City of Bryant 
Special Projects and Implementations Manager 
Job Description 
  
Job Code:   1000 
Exempt:   Yes 
Department:     Administration 
Reports To:   Mayor 
Location:   Public Safety 
Date Prepared:  November 22, 2016 
  
  
GENERAL DESCRIPTION OF POSITION 
Develop and execute workflows and software instructions for the City’s employees. Special Emphasis will be placed 
on the two departments of Finance and Public Works, although all departments will be encompassed. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
1.  Document workflows and provide training to finance positions of Accounts Payable and Finance 

Coordinator.  Assist with CAFR for 2016 as directed and as available time allows. 
 

2. WorkFlow development, training, and implementation for existing major applications including but not 
limited to 

a. Springbrook 
b. iWorQ 
c. Spillman - Fleet 

 
3. Specific department development of iWorQ for Public Works, Code Enforcement, Animal Control and 

Parks 
 

4. Review, update, and train employees on current forms and procedures including but not limited to 
a. Travel Training Documentation and Requests 
b. Credit Card Distribution, Use, and Records keeping 

 
5. Sales tax procedure development and implementation. 

 
6.  Custom Report Generation 

 
7. Lead and train New Intranet Development Team 

 
 
 
 
 



PLANNING  
Considerable responsibility with regard to general assignments in planning time, method, manner, and/or sequence 
of performance of own work, in addition, the work operations of a group of employees, all performing basically the 
same type of work. 
  
DECISION MAKING  
Performs work operations which permit frequent opportunity for decision-making of minor importance and also 
frequent opportunity for decision-making of major importance, either of which would affect the work operations of 
small organizational component and the organization's clientele. 
  
MENTAL DEMAND  
Close mental demand. Operations requiring close and continuous attention for control of operations. Operations 
requiring intermittent direct thinking to determine or select the most applicable way of handling situations regarding 
the organization's administration and operations, also to determine or select material and equipment were highly 
variable sequences are involved. 
  
ANALYTICAL ABILITY / PROBLEM SOLVING  
Moderately directed. Activities covered by wide-ranging policies and courses of action, and generally directed as to 
execution and review. High order of analytical, interpretative, and/or Constructive thinking in varied situations. 
 
SUPERVISORY RESPONSIBILITIES  
Carries out Supervisory responsibilities in accordance with the organization's policies and applicable laws. 
Responsibilities may include but not limited to interviewing, hiring and training employees, planning, assigning and 
directing work; appraising performance, rewarding and disciplining employees, addressing Complaints and 
resolving problems. 
  
No Supervision. 
  
Supervises the following departments: None 
  
RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT  
Regularly responsible for funds, building premises, inventory, or other property owned or leased by the organization 
and, in addition, may have temporary custody and responsibility of property, which through carelessness, error, loss, 
theft, misappropriation, or similar action would result in very important monetary losses to the organization. The 
total value for the above range from $10,000,000 to $25,000,000. 
  
ACCURACY  
Probable errors would not likely be detected until they reached another department, office or patron, and would then 
require considerable time and effort to correct the situation. Frequently, possibility of error that would affect the 
organization's prestige and relationship with the public to a limited extent, but where succeeding operations or 
supervision would normally preclude the possibility of a serious situation arising as a result of the error or decision. 
  
ACCOUNTABILITY 
  
FREEDOM TO ACT 
While performing the functions of this job, the employee is continuously required to talk or hear; regularly required 
to sit, use hands to finger, handle, or feel, reach with hands and arms, and occasionally required to stand, walk, 



climb or balance, stoop, kneel, Crouch, or crawl, taste or smell. The employee must occasionally lift and/or move up 
to 25 pounds. Specific vision abilities required by this job include close vision; distance vision; color vision; 
peripheral vision; and depth perception. 
  
 
ADDITIONAL INFORMATION  
This is meant to be a temporary position lasting from December of 2016 to June of 2018 - 19 months. This position's 
duties are meant to be one time projects that once completed will just need to be maintained by ongoing staffing. 
 


