
City Council of Peachtree City
WORK SHOP

Agenda

April 9, 2001

6: 00 p. m.

I. Pledge of Allegiance

II.       Announcements, Awards, Special Recognition

III.       Agenda Items:

04- 01- 01 Discuss Livable Centers Initiative

04- 01- 02 Discuss City Clerk Position

This agenda is subject to change at any time up to 24- hours prior to the scheduled meeting.
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Citizen' s Advisory Board
Meeting minutes

Livable Centers Initiative

GA 54 West Activity Center
Peachtree City, GA

Meeting date: March 26, 2001

Present:

Citizen Advisory Board:       Virgil Christian, Doug McMurrain, John Leonard, Eileen Shaw,
Thomas Beaty, Jerry Peterson, Steve Brown and John Dillahunt

Absent:      Mike Lorber, Todd Strickland and Robert Ames

The Brookwood Group: Laura Heery and Rod Gary

Staff: David Rast

David Rast started the meeting by stating there had been some misunderstanding about the
purpose of the LCI program and what exactly Peachtree City would be utilizing these funds for.
He stated that Peachtree City was one of twelve communities out of fifty one applications in the
metro- Atlanta area selected to receive funding in the initial round of applications, and that ARC
had allocated approximately 300 million dollars over the next few years to fund the
implementation of these studies.  Mr. Rast also stated the development of the study for the GA
54 West Corridor had been delayed until the annexation task force had completed their work, as
the proposed annexation and subsequent land plan had many characteristics similar to an
Activity Center.  He also indicated he felt the City could have been eligible for funding through
the LCI program to fund some of the infrastructure costs if this property had been annexed.

He stated that initially City Staff had envisioned using the LCI grant to study ways to connect
existing and proposed development within the GA 54 West corridor utilizing alternate
transportation.   He also indicated the City' s multi-use path system was only one example of
alternate transportation, and that the grant application was written so that all modes of alternate
transportation could be considered.

In preliminary discussions with ARC regarding this project, Mr. Rast and Laura Heery had been
told that ARC would like to see the incorporation of a commuter rail station into the overall
Activity Center,  as commuter rail was a component of the recently adopted Regional
Transportation Plan. In addition to a potential site for commuter rail, Mr. Rast indicated the City
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would be looking at other methods for creating a cohesive development within the GA 54 West
Corridor.  He reviewed the Scope of Services, which identified the preparation of architectural

standards, landscaping, lighting and signage criteria, an overall streetscape for GA 54 West, and
gateway features at each end of this corridor.

Eileen Shaw questioned the acceptance and approval of this project by City officials and
residents of Peachtree City.   Mr. Rast responded that is was his understanding the City had

participated in a study promoting a commuter rail system several years ago, which was the
beginning of proactive and long range transportation planning for the City.  He stated that since

ARC had now incorporated several commuter rail lines within the RTP, it was necessary for the
City to identify a potential site and to look at incorporating this site with surrounding land uses.

Mr. Rast indicated the City had identified three potential sites for the commuter rail facility, one
on GA 74 North adjacent to the cable company building; one on the existing Line Creek Baptist
Church property; and one at Falcon Field.   In discussing these options with The Brookwood
Group, and realizing that only one of these sites was located within a true Activity Center, Staff
felt that the Line Creek Baptist Church site was best suited for commuter rail.

Laura Heery of The Brookwood Group described the concept of nodal development and a multi-
modal transportation network that allows various options for mobility.   She indicated that the

church site might not be the only site where alternate transportation could be available.  Rather,

park and ride lots could be located in Newnan,  Fayetteville and other jurisdictions with
commuter bus or other alternate transportation bringing users to the main train station.   She

indicated their planning efforts to date are a concept for creating a " heart" of Peachtree City,

along with a node for transportation options.

Group discussion followed regarding the Line Creek Baptist Church site and why the site near
the cable company to the north had been eliminated.  Ms. Heery indicated the other sites had not
been eliminated entirely, and may serve as feeder sites to the church site.  The church site is near
the center of retail and commercial activity in Peachtree City with a number of existing and
proposed developments in close proximity.   Steve Brown mentioned that the City should be

looking at long- term growth and demand in this part of Fayette County, as well as nearby
Coweta and Fulton Counties.

Doug McMurrain suggested that a depot near the intersection of Highways 54 and 74 should not
be the only station in the region.   Rather, it should be one of several serving Fayetteville,

Newnan, Palmetto, Fairburn, Tyrone, etc.  Jerry Peterson mentioned he understood that Senoia
had developed a downtown revitalization plan centered on its commuter rail depot.

Ms. Heery mentioned the way for communities and cities in Georgia to advance the notion of a
commuter rail system is to create the plans, then persuade politicians to support a system which
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links Athens, Macon and other cities with a multi- modal center in Atlanta.   The criteria for

depots are flexible to fit the needs of each community.

Additional group discussion took place regarding a regional network of transportation
alternatives, the connectivity issues related to a multi- modal station and the opportunity for
Peachtree City to incorporate the existing multi- use path system.  Mr. Rast informed the group

the City had received funding through the Transportation Enhancement Act program for a multi-
use bridge over the CSX rail line.    Additionally,  he mentioned the City had secured a
commitment from GA DOT to assist in funding the box- culvert tunnels under GA 54 on either
side of the rail line as a part of the road- widening project.  He explained the proposed clover- leaf
path interchange and how this would provide access between Market Place, The Avenue and the

majority of Peachtree City to the proposed commuter rail station, and that it could be feasible to
one day ride a bike, drive a golf cart or walk from any point in Peachtree City to these retail
developments or to the commuter rail station.  He reinforced this was one of the main objectives

of the Livable Centers Initiative program.

Ms. Heery presented schematic drawings produced by The Brookwood Group, and indicated
these were presented merely to identify a ` worst case scenario' for development on the church
site.  The plans identified a commuter rail/ bus terminal, retail and office buildings and parking.

One of the items discussed was the possibility of shifting the buildings closer to GA 54, which
would assist in creating more of a defined streetscape or ' main street' feeling.  She mentioned

that one of the design criteria could be to locate parking and service areas behind the building, so
that the front of the buildings faced a sidewalk or plaza along GA 54.

Ms. Heery also spoke about the parking structure identified on the site plan.  She felt this was

something that could be phased in over time, as demand warranted.  It was not known how many
parking spaces would be required for a commuter rail terminal, and this might be something the
Advisory Board developed as a part of the site planning criteria.  She discussed the advantages of
a stacked parking structure, and the fact that the topography of the site might warrant stacked
parking rather than surface parking.  She felt it might be possible to incorporate a park or plaza

on top of the parking deck as a part of the overall design.

The inclusion of office space was in response to a comment from the Advisory Board and was
included to attract new business to the City and to allow people who commute to Atlanta to
remain in Peachtree City to work.  Doug McMurrain suggested that development of the church
site be phased as demand warranted, which would allow flexibility in the future development of
this property.

John Leonard suggested two issues to support the depot concept with concentrated activities: 1)
demographics are changing — people are moving from suburbs into urban areas and a depot may
support that trend, and 2) the station cars currently being tested by Georgia Power may be used
as alternative transportation to and from the multi- modal station.
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Discussion followed regarding the need to divert traffic off of GA 74 from the north prior to it
arriving at the GA 54/ 74 intersection.  Mr. McMurrain stated he had approached the owners of

the Market Place development about the possibility of constructing a vehicular bridge over the
railroad tracks, which would provide access from GA 74 to the church site and to other

developments in the area.  It was agreed that access and circulation would be key to the success
of the church site being developed with a multi- modal facility.

Mr.  Rast asked the Advisory Board to continue thinking about the aesthetic appearance,
architectural character and overall theme they envisioned for the GA 54 corridor.  He indicated

there was an opportunity to blend this entire corridor together, rather than have each parcel
develop with its own standards.

In response to the schematic site plan presented by Ms. Heery, a discussion took place regarding

existing buffer and setback requirements.  If the idea of shifting the buildings closer to the street
to create a main street feel were to be recommended, the City would need to look at some type of
zoning change or perhaps a zoning overlay district for the GA 54 West corridor.  It was agreed

that an overlay zone would be beneficial in that the setback and buffer issue, architectural
standards, lighting, landscaping and other site specific features could be incorporated within this
overlay zoning.   Mr.  McMurrain, who at present is the major landholder in this corridor,

indicated he would be willing to work with the Advisory Board in developing these standards as
long as they did not become too obtrusive.

As the meeting came to a close, discussion regarding overall connectivity took place with the
suggestion that State and Federal funds be sought for enhancing the connectivity of the church
site to the nearby properties.    Additionally,  Steve Brown mentioned the upcoming bond
referendum that includes $ 6 million for a civic center in Peachtree Center and that he felt that

project should be linked to a multi- modal facility.

Mr. Rast reminded the Advisory Board that the next meeting would be held in two weeks on
April 23 from 5: 30 — 7: 00 PM.  He stated that the consultants would not be at this meeting, and

that the Advisory Board would begin to discuss design criteria for the GA 54 West Corridor.

The meeting adjourned at approximately 7: 10 PM.



CITY OF PEACHTREE CITY

INTEROFFICE MEMORANDUM

TO:      Mayor and Council

FROM: City Manag

DATE:  April 4, 2001

SUBJECT:    ARC Grant

Council, enclosed is information on subject grant for your review.  As I explained

in my email to you on this subject, David Rast will give a 5- 10 minute overview at
the workshop.
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01- 00- 09 Consider Appointments of City Attorney/Solicitor and Judge

Lenox said proposals had been received for City Attorney/Solicitor and Judge. He said City Staff made a
recommendation to appoint Webb, Stuckey, and Lindsey as the City Attorney/ Solicitor, Mitch Powell as the
Municipal Court Judge, and Eric Maxwell as Judge Pro Hac. Brooks said he had suggested the appointments
be tabled in December, but understood there were individuals on Council who expressed concern that they had
not had enough time to make a decision. He said he had asked that the issue be placed on the agenda that night
because he would be out of town during the month of February and felt there might be a quorum problem with
making a decision since McMenamin would be abstaining from the vote. Rick Lindsey, City Attorney, said
Council could vote on the issue because a quorum would be present. Tennant asked if the majority would rule

if only three members of Council voted on the issue. Lindsey said the current ordinance permitted the Mayor
to decide the procedure. Lenox said at least three votes affirmative votes were necessary to pass a motion.

Tennant made a motion to table the issue.  He said the proposals were not provided to Council until the

previous evening but he only received the information earlier that day. He did not feel he had time to make an
informed decision. Discussion took place as to when the issue should be considered. Tennant amended his
motion to table the issue until March. Fritz seconded the motion. Motion carried unanimously.

01- 00- 10 Resolution— Request for ARC Grant for Cart Path System Study

Rast presented two resolutions of support for Council consideration that would commit the City to share in the
cost of two Activity Center/ Town Center Investment Policy Studies ( ACTCIPS).  The resolutions would

accompany a grant request to the Atlanta Regional Commission( ARC). He said grant recipients must provide

20% of the funding for the studies.

He said the ARC Board allocated$ 350 million over the next five years for funding ofprojects resulting from
ACTCIPS. Eligible projects include bicycle and pedestrian projects that connect mixed- use areas. Rast said

the City would like to apply for two grants for projects in Peachtree City. He said once the studies were
complete the City could apply for construction funding grants.

The first activity center, identified as Highway 54 East, would incorporate the Peachtree East Shopping Center
and Shiloh Mobile Home Park outside the city limits, as well as McIntosh High School, Holy Trinity Catholic
Church and the proposed Lexington Park mixed-use development at Walt Banks Road. The estimated cost of
the study would be$ 12, 100, of which the City of Peachtree City would be responsible for$ 2, 420 as the 20%
match.

The second activity center would include the Highway 54 West Corridor, including City Circle, The Avenues,
Market Place, Huddleston Road, Home Depot, Planterra Ridge, Wynnmeade, Cedar Croft, and the Line Creek
Apartments. The estimated cost of the study, which would cover a larger area and include the railroad line
and bridge, would be $ 21, 700, of which the City of Peachtree City would be responsible for$ 4,340 as the
20% match.

Rast said Fayette County adopted resolutions of support for the projects. He recommended Council adopt the
resolutions to approve funding for both studies, which would allow staff to pursue project funding for
integrating these areas into the path system.

Tennant made a motion to approve the resolutions as requested. Fritz seconded the motion. Motion carried

unanimously.



CITY OF PEACHTREE CITY

INTEROFFICE MEMORANDUM

TO:      Mayor & Councilmembers

FROM: Director of Developmental Services

VIA:     City Manager . k..„_\
DATE:  January 14, 1999

SUBJECT:    Resolutions for ACTCIPS Grant Funding

Attached are two resolutions of support committing the City of Peachtree City to share in the cost
of two Activity Center/Town Center Investment Policy Studies ( ACTCIPS) for Peachtree City.
The resolutions will accompany a grant request to the Atlanta Regional Commission ( ARC),
which has set aside funding for these studies in 2000.   Grant recipients must provide 20% of the

funding for the studies.

The ARC Board has allocated $ 350 million over the next five years for funding of projects

resulting from ACTCIPS.  Eligible projects include bicycle and pedestrian projects that connect

mixed-use areas.  We are applying for the initial Studies grant for two developing activity centers
in Peachtree City that have limited or no access to the Peachtree City multi- use path system.
Once the studies are completed, we will apply for construction funding with a similar 80%/ 20%

matching requirement.

The first activity center, identified as Highway 54 East, would incorporate the Peachtree East
Shopping Center and Shiloh Mobile Home Park outside the city limits, as well as McIntosh High
School, Holy Trinity Catholic Church and the proposed Lexington Park mixed-use development
at Walt Banks Road.  The estimated cost of this study is $ 12, 100, of which the City of Peachtree

City would be responsible for$ 2, 420 as the 20% match.

The second activity center is the Highway 54 West Corridor, including City Circle, The Avenues,
Market Place, Huddleston Road, Home Depot, Planterra Ridge, Wynnmeade, Cedar Croft, and
the Line Creek Apartments.  The estimated cost of this study, which covers a larger area and
includes the railroad line and bridge, is $ 21, 700, of which the City of Peachtree City would be
responsible for$ 4, 340 as the 20% match.

Fayette County has adopted resolutions of support for these projects.  Staff recommends Council

adopt the resolutions approving funding for both studies, which will allow staff to pursue project
funding for integrating these areas into the path system.  Again, once the studies are completed,

we will apply for construction grants from the ARC' s designated $ 350 million in Activity

Center/ Town Center project funding.



RESOLUTION OF COMMITMENT TO DEVELOP AN ACTIP STUDY
FOR THE HIGHWAY 54 WEST ACTIVITY CENTER

AND TO PROVIDE MATCHING FUNDING FOR THE COST OF THE STUDY.

WHEREAS,    The Peachtree City Land Use Plan calls for the development of village commercial and activity
centers within the community, and specifically discourages strip commercial development along
the state highways bisecting the city; and

WHEREAS,    The existing and proposed development on Highway 54 West within Peachtree City and the
possible development to the north of the existing City Limits in that area will integrate a variety of
land uses that will serve as a major activity center; and

WHEREAS,   A goal of both The Peachtree City Land Use Plan and the Comprehensive Plan is to establish and
maintain a comprehensive system of transportation throughout the city that includes roads, multi-
use paths and commuter services; and

WHEREAS,    The Atlanta Regional Commission has developed the Activity Center/ Town Center Investment
Policy Studies( ACTIPS) Program to provide a source of funds for planning investment studies of
activity centers as part of the Regional Transportation Plan; and

WHEREAS,    The focus of the ACTIPS is to encourage increased development, mixed uses and connectivity at
the activity center level as an alternative to standard suburban or strip development.

NOW, THEREFORE, BE IT RESOLVED, that we, the Mayor and Council of the City of Peachtree City,
endorse the development of an Activity Center/ Town Center Investment Policy Study for the western corridor of
Highway 54 within Peachtree City and unincorporated Fayette County to the north, with the cooperation and
support of the Fayette County Board ofCommissioners.

BE IT FURTHER RESOLVED that we will provide the local matching funds for such a study under the Atlanta
Regional Commission ACTIPS Grant Program.

Passed this 20th day of January 2000.

cd,
e

a;.  4.,/

U
Attest



Peachtree
Georgia

January 26, 2000

Mr. Dan Reuter

Land Use Planning Division
Atlanta Regional Commission

40 Courtland Street, NE

Atlanta, GA 30303

RE:    Activity Center/ Town Center Investment Policy Studies ( ACTIPS)
Highway 54 WestCorridor
Application for funding

Dear Mr. Reuter:

The City of Peachtree City is in receipt of the information you provided detailing the referenced
funding program.  We are extremely excited about the possibility of being awarded a portion of
these funds, and look forward to working with the Atlanta Regional Commission to identify and
enhance a developing activity center within Peachtree City.

Throughout the planning and development of our city,  we have endeavored to provide a
community where residential, commercial and industrial growth exists in harmony.  All of our

growth is guided by a strict master plan that identifies four distinct " villages" within the

community.  Each village has developed with its own character and contains recreational land,
retail areas and residential subdivisions.  In addition to the village commercial areas, an area on

the western side of Peachtree City was identified as the primary, citywide commercial district,
and property was zoned to accommodate this plan over twenty years ago.  Throughout the city,

greenbelts and open space have been dedicated in an effort to preserve and enhance natural and
environmentally sensitive areas.  All of these areas are linked by a multi-use path system for use
by pedestrian, bicycle and golf cart traffic, that serves as Peachtree City' s own form of alternate
transportation.

Within this application for funding, I would like to take the opportunity to introduce you to our
city, describe some of our amenities, and identify the need to study and plan for the final
development of the city- wide commercial area on Peachtree City' s western boundary.  Again, we
are extremely excited about the possibility of participating in the ACTIPS program, and look
forward to discussing this application with you at a later date.

151 Willowbend Road  • Peachtree City, Georgia 30269  • ( 770) 487- 7657
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INTRODUCTION TO PEACHTREE CITY

Development within Peachtree City began in the 1950' s, when a group of real estate investors
began to amass land holdings in what was then the Aberdeen/ Clover area of Fayette County.
Their idea was to develop a planned community that would offer a better way of life to its
residents through careful planning and development.  The city would be developed into several
villages,  each with its own residential subdivisions,  shopping areas,  recreational lands and

schools.

As part of this development concept, several miles of multi- use paths would interconnect all
areas of the city, allowing residents to travel without the use of an automobile.  Most notable for

their use by golf carts and locally identified as  " cart paths,"  these multi- use paths also

accommodate walkers, joggers, bicyclists, roller- bladers, wheelchairs and other alternate modes

of transportation.

To date, Peachtree City encompasses approximately 15, 600 acres, with 30 percent of this land
preserved as permanent open space.   Our 33, 000 residents live in four villages, each with a

commercial village shopping center, surrounded by residential development that " steps down,"

or decreases in density, with distance from the commercial area.

One of Peachtree City' s most attractive amenities is the 70- mile network of traffic- free, multi-
use paths.  The existing path system winds through acres of unspoiled land, skirting two, 250-
acre lakes, crossing bridges over creeks and streams, and traveling through tunnels under main
streets and highways.  Multi- use path bridges have also been constructed over Georgia Highways
54 and 74 so that residents can safely access virtually all areas of our city without conflicting
with vehicular traffic.

This successful alternate transportation system connects neighborhoods, village retail centers,

schools, churches and recreational areas.  It is not uncommon to see families traveling to and

from schools, restaurants, shopping centers and sporting events on the multi- use path system.
Our records indicate that more that 45% of all households in Peachtree City have registered golf

carts.  It has been proven in Peachtree City that, if a multi- use path is available, people will use it
for transportation.  A 1998 survey of residents identifies that approximately 95% of those who

responded use the multi- use path system as an alternate means of transportation, and the 450
respondents could directly account for using the paths over 4, 000 times each month in lieu of
taking an automobile on a local errand.

To encourage the provision of additional multi-use paths for all residents, the city' s Land
Development Ordinance requires that all new development provide a connection to the existing
path system.  This alone increases our overall network on a regular basis.  The city also adds

provisions with the Capital Improvements Program to annually design, construct and maintain
our multi- use path system to areas that are currently not being served.
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While the city has made tremendous efforts to connect all areas of the city to the existing multi-
use path system, several major areas of the community have been identified where no connection
is provided.  One such area is the Highway 54 West Corridor, where an activity center outside
the traditional " village concept" is currently growing.

PROJECT DESCRIPTION

STUDYAREA - HIGHWAY 54 WEST CORRIDOR

Georgia Highway 54, the primary east- west corridor through Peachtree City, intersects Georgia
Highway 74 on the western side of town.  This intersection and the western corridor of Highway
54 was designated as the primary citywide commercial area to serve the entire community, and a
large tract of land was zoned for commercial development over 20 years ago.  This region is now

beginning to develop in earnest, despite the delay in the widening of Highway 54 West due to
federal Clean Air Legislation.  Additionally, while maintaining a high level of commercial land,
the area is developing with a greater mix of uses that should ultimately enhance the corridor.

On the northeastern corner of the Highway 54/ 74 intersection, Westpark houses a 90, 000 sq. ft.
shopping center, as well as 100 acres of commercial and office development.   The southeast

corner is the site of a 166- unit condominium complex, constructed in the 1960' s.  The southwest

corner is partially developed, with an Arby' s, Boston Market, Eckerd Drugs and a bank, and a
145, 000 sq. ft. shopping center under development.  The northwest corner includes Longhorn,

Chili' s, Don Pablo' s, and On The Border restaurants, as well as a 38, 000 sq. ft. retail center
under construction.  This area is divided from the remaining corridor by the CSX rail line, which
Highway 54 crosses via a two- lane bridge.

The corridor west of the CSX line houses several older commercial establishments, including a
gas station and convenience store, two automotive parts stores, a Days Inn, and Peachtree City' s
Tennis Center.   One of Peachtree City' s oldest churches also fronts the highway, as do the
primary entrances to two residential subdivisions.  Wynnmeade, on the northern side of Highway

54, is a neighborhood developed in the 1960s, with 250 homes in the $ 60, 000 - $ 100, 000 price

range.  On the southern side of the highway, Planterra Ridge, developed in the 1990s, includes
434 homes in the $ 200, 000 - $ 300, 000 price range, with a private swimming pool, and many

homes overlooking an adjacent golf course.  The public Peachtree City Tennis Center is located
at the entrance to Planterra Ridge.  On the westernmost end of the corridor, a 70- acre nature area

on the south side of the highway serves as a community park and a natural buffer protecting Line
Creek.  Additionally, approximately 100 acres of undeveloped commercial land remains in the
corridor.  Another area that may have a substantial impact on this corridor is a 900- acre island of
unincorporated land, which could be annexed into Peachtree City for development as a fifth
village, or develop at a lower density as part of unincorporated Fayette County.

In the early 1990s, a plan was brought forward that called for nearly 1, 100 apartment units on a
large portion of the commercially zoned land on the north side of the highway.  At that time,

Peachtree City' s General Commercial zoning category allowed for the development of
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apartments.  Due to the overwhelming community hostility toward apartments at that time, the
city worked with developers to achieve a plan that retained 399 apartment units, with a single-
family neighborhood of 218 homes and an adjacent commercial development.  The property was

rezoned to reflect this new plan, and Peachtree City' s Zoning Ordinance was amended to remove
apartments from the General Commercial zoning category.  Plans have been submitted to the

City for a Home Depot and a Super Wal- Mart on 42 acres of the commercial property.

Accessibility to the developments in this corridor varies.  The commercial developments on the

three corners of the Highway 54/ 74 intersection access both highways,  although only the
Westpark development has access to the multi- use path system.     The Planterra Ridge

neighborhood also accesses both highways, and has access to the path system at its southernmost
point.  The remaining developments in the corridor have direct access to Highway 54 only.  The
Wynnmeade neighborhood, and the future apartments and residential area have access to the path
system via a bridge spanning both Highway 74 and the CSX rail line.   Path access to the

northwest and southwest corners of the intersection is currently cost-prohibitive due to the CSX
rail line.  Two additional transportation factors that directly relate to the corridor are the future
Metro Atlanta commuter rail line, which would utilize the CSX rail line, and the proximity of
Peachtree City Falcon Field Airport, which is located south of the corridor in Peachtree City' s
industrial park.

Because of the tremendous growth potential of this area, and its designation as the primary
citywide commercial center, the intersection and western corridor of Highway 54 will become a
major activity center for Peachtree City and potentially Fayette County.  The area is not fully

integrated into Peachtree City' s multi- use path system.

Peachtree City is proposing a study to determine the best way to unify the area as a single
activity center for the surrounding community, to provide adequate pedestrian and vehicular
access within the activity center, and to link the activity center to Peachtree City' s multi- use path
system as a means of providing a means of alternate transportation to the activity center, and
eventually provide access to the commuter rail line and to the Peachtree City Falcon Field
Airport.

APPLICATION

As part of this application package, please find attached the following information:

ACTIPS Application Form

Proposed Highway 54 West Corridor Study Area (Map)
Resolution of Commitment— City Council ofPeachtree City
Resolution ofSupport— Fayette County Board of Commissioners



Activity Center/ Town Center Investment Policy Studies ( ACTIPS)
Peachtree City— Highway 54 West Corridor
January 26, 2000
Page 5

SCOPE OF WORK

Peachtree City is proposing a study to determine the best way to unify the Highway 54 West
Corridor as a single activity center for the surrounding community,  to provide adequate

pedestrian and vehicular access within the activity center, and to link the activity center to
Peachtree City' s multi-use path system as a means of providing alternate transportation to the
activity center.

The study will include:

Determining current and future demands for vehicular and pedestrian access to the
Activity Center and within the Activity Center
Investigating the incorporation of alternate transportation modes into the Activity Center,
including possible path locations within the center and accessible connection sites to the
existing multi-use path system in Peachtree City.
Soliciting input from citizens, surrounding neighborhoods and property owners.
Conducting a topographical survey to identify possible tunnel and/ or bridge crossings of
Highway 54 West and the CSX rail line to unite the areas of the Activity Center.
Obtaining appropriate construction plans to implement the transportation system.
Locating public and CSX railroad rights- of-way within and adjacent to the Activity
Center

Evaluating the environmental impact and the traffic reduction benefits of the proposed
transportation system

The total projected budget for the study is $ 21, 700

SCHEDULE OF COMPLETION

The City of Peachtree City anticipates completing the above elements of the study within four
months.  Pending confirmation of funding in March, the study would be completed by August 1,
2000.

COMMITMENT OF FUNDING

At their meeting on January 20, the City Council of Peachtree City voted unanimously to endorse
this application.  At the same meeting, City Council voted unanimously to provide local funding
in the amount of$ 4, 340 for the study.  This amount signifies the City' s required contribution of

twenty percent of the anticipated project budget.



Activity Center/ Town Center Investment Policy Studies ( ACTIPS)
Peachtree City— Highway 54 West Corridor
January 26, 2000
Page 6

SUMMARY

As you can see, Peachtree City is faced with a growing area that will ultimately incorporate
diverse residential neighborhoods, employment opportunities, shopping and recreation facilities.
A goal of Peachtree City' s Comprehensive Plan,  discouraging the use of automobiles by

enhancing walking, bicycle and golf-cart access to facilities, compliments the ACTIPS program
goals of alternate and community- based transportation modes. Through the ACTIPS study, this

developing area could be maximized as a community activity center that would benefit by
incorporation into the community' s multi- use path system, which could eventually provide
comprehensive transportation links to the proposed commuter rail line and Peachtree City Falcon
Field Airport.

I look forward to hearing from you during the selection process and am available to meet with
you at your convenience to discuss this project in detail.  Should you have any questions, please
call me at 770- 487- 5731.

Sincerely,

txwidFO'r
David E. Rast

City Planner

Attachments



ACTIPS Application Form

Date:  January 26, 2000

Name of responsible organization:    The City of Peachtree City

Name of Contact Person:  David E. Rast

Title:  City Planner Department: Planning Department

Address/ City/State/Zip: 151 Willowbend Road, Peachtree City, Georgia, 30269

Telephone: ( 770) 487- 5731 FAX: ( 770) 631- 2505

E- Mail: planner@peachtree- citv. org

Non- profit designation:    Municipal Government

Study area name and location: Highway 54 West Corridor, from the intersection

of Georgia Highways 54 and 74 west to the city limits of Peachtree City.

Total study budget:   $ 21, 700 Funds requested:  $ 17, 360. 00

Cash Match or In-Kind: $ 4, 340. 00

Is the study proposal consistent with the adopted local Comprehensive Plan?
If not, explain:

The study proposal is consistent with Peachtree City' s adopted Comprehensive
Plan.

Signature:  \-) 0V

Date Received:
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design
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began develop
a

planned

development.  

The city

recreational
landsoand

was and
develop

shopping

areas,

Their idea
careful planning

residents

through

ith its own

residential

subdivisions,
villages,  

each

all
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provision

development

provide The oity also adds

To

encouragea
regular

basis.

nares
that all new

design, 
construct and maintain

isting

Development

Ordinance Teo our overall network onnnually
path

system.  
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use

provisions

path
system

to
areas

that are
currently

of the city
to the existing

connection

our

multiuse connect all areas

made
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Attachment B

Compensation

and
Method of

Payment

ARC' s

compensation
Compensation:  

ent A is $ 21, 700. 00.
in no event

I'    
ed in

Attachment
However,

Project as
described Subgrantee under this

total
cost of the Pr° 1

exceed percentany, to be paid

r

the.  Su

we

paid by the
The

80
of the

actual

costs

incurred. 

0 are to be

will

Subgrantee willnot360.0
to

n

the

ct

xr

compensation
and

reimbursements,
costs in excess of$ 17'

the
total comp of$ 17, 360.00.

contract

exceed
the sum which is

Budget
Estimate",

City.  
Such costs

must be at least$ 4, 340. 00.

in
Exhibit B- 1> and audit purposes.

ensation

is shownreporting, 
monitoring of the

of this

compensation paragraphoin
the main body

A
breakdown

part of this
contract

for
financial

h e

made n accord
attached

to and

Exhibit B- 1 shall
beomadeT'   

endments'-

contraChanges
in

cer      "

Changes"    «

contract concerning

Payment:     of the contract:

It
Method of Pay

ecified
in the main body

allowing

method
of

payment

replaces
that sP

The f

A.       
Progress
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progress
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documenting
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of the
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Final
Payments:
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B. nation
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transcriptions.

the

requirements
set forth above

vee

sr
suchconstitute

as

agrees that failure to carry out
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Exhibit B-1

Budget
Estimate

4,000. 00

Task One
Public

Involvement

Task Two

6, 000. 00

Develop a Study

Task Three
Prepare

Project
Deliverables

1 lam_$

21700. 00

Total
Project Cost 1 360. 00

Federal
Share

4, 340. 00

Local
Match



CITY OF

CITY

INTEROFFICE MEMORANDUM
TO:

Mayor and
Council

FROM:       
City

Manager

DATE:

April 4, 2001
Clerk

Position

Discussion

SUBJECT: 

Information

for Cita'       

f the City

r
Fritz

compiled

for
discussion o

is
information

Coun ic0nblWorkshop.

Attached ril 9

Clerk' s
position

at the Ap
th

JB: gr

Attachment
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36- 45- 20 G 12/ 31/ 98
CODE

SECTION

the governing

36- 45- 20.    
the

term "

clerk
of

the office
holding

a

of
this

article

an

individual

is normally

au

For

municipality"  
means

of a

uunicn

a

municipal
charter

and
who

authority 40 hours per week.
of city

clerk

to

b
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for
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accounting
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submits
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CITY

OF TOCCOA,
GEORGIA

JOB

DESCRIPTION

TITLE: CLERK OF
COMMISSION
CITY

CLERK
DEPARTMENT

GENERA
STATEMENT

OF

TOB of

administrative

duties
in supports

a widee
out

City
records

and de
vari ty nt

supervision,

Serves

as custodianof

various
to

the Mayor. II

Under general
and

City activities.    
elections.

Reports

of

Cidety

seal. Registers

voters

and
manages

City City

seal. Regi SpecificUTIES

AND
RESPONSIBILITIES

ESSENTIAL
ACTIONS

not

to be construed
as

ESSare

al

for this position.
These
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are norm
required and

assigned.
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following Other duties
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exclusive
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and maintains

minutes

of m Attends

City Commission
meetings; proceedings.   

documents.
Attests
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s signatuLe

on

docum
records.

d

all official
City nsible

for the custody of the City seal an ce Director. Is
respo with the Fman er

of City checks
in conjunctiondeeds,Serves

as co-sign responsible

the custody of important public records such as contracts, Is
respo minutes.     

of delinquent
agreements,

and

with

Tax Digest and collection Archivist
for

the City. Assists
Serves

as Ar tions
for delinquent

taxeS• taxes;

issues all executions Issues

City business
he calculates

business

license tax'enses
and http•
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rage Serves

as Secretary
to

the Pension
Committee,

and
sits

as a permanent

on the committee.

Serves

as Chief
Registrar

Superintendent.
City Election

to

vote. le

for managing City
elections;

registers

citizens Is

responsrb machines.
of

voting deeds, Is

responsible

for
the custody ting

minutes,
annexations,

records
and Teports such as m prepares

various
and

delinquent

statements.

d

issues puts
for

burial in city votinglists,business licenses,Maintains
cemetery

records,

sells

cemetery
lots,

an Mar

cemetery. 

trades work.Some

knowledge
of

carpentry

and
plumbing Some

knowledge
of basic masonry techniques.

to

organize
and

supervise

the

work of others. Ability

Ability

to
understand,

and
carr out

oral
and written

instructions.

Ability

to
give clear

employees

verbal

instructions

to public works emp drawings
of assigned projects.to

understand

interpret

simple
diagrams

and Ability

ents and protects. records

of

daily work
assignm

loyees,

other Ability

to
maintain

relationships

with
emp maintain

effective working Ability
to

establish
and

ublic.

city

staff and the general p oTI-
TER REQQEMEICT

S
license

and a tisfactorY
Motor

Vehicle Report Possession

ofa valid Georgia driver's NWR).
s

assigned
vehicles

and

equipment

in
a safe drive

and operate
the

department

Ability

to     
rinds

of time.and
efficient

manner.

pe

work

in a varietyof
weather

conditions

for

extended ntenanCe

problems

during

Ability

to Ce

needs or mai Must

be available
to

respond toservice evenings

and

on weekends.
classspecification

aresubject
soch

Requirements
included

i reasonably
accommodate

modificationt
specification

to
possible
m

ent, individuals

with

disabilities.   

of

items, office egiiipmotion the
ability to

handle
a vane

one

hand
for twisting2/

10/ 99 Nianual

Requires

e ability to use Dexterityetc.
Must have th control

knobs,

switches, http://

www.
gmanet.

corn/

research/
job/

clerk. toccoa.

shtml
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M

bile
coordinating

other hand with

or turning
motion w

t

coordination.
minimal

levels of eye/ hand/ fpO

Color

Differentiation:
May

Tequire the ability to discern color.
and relate to people

and receiving

wires
the ability

to deal

t and perform under
Tempe1ceT1ent:Req Must be able to adap

Interpersonal

iving
instructions.       

ency.
beyond giving

confronted

with an emerg

minimal

stress

when co

eXpress,

or
exchange

ideas by

Requires
the ability

to tom, 
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q perceive nature of so
Physical

Comm
d/ or hear and

means of spoken words an
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INDICATORS

rules
and

of

PERFORMANCE
procedures,   
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of the
practices, P
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Knowledge
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specific

Has kn

entr

procedures
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nv
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Pe

registering
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i

ninvolved
in

and

procedures.

Is able to

communicate
the ability to use

knowledge
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Manager
and

other

officials. 

Is able to

compile,office

operations,

City Mariag.      

performance
of
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to

effective

mann

and
discretion

in the p er. Has the abilitybusiness
judgment

and

professional
mann

mutes, reports,
independent

judgm
effective

P e of legal terminology
tate

a

an
n an

of
records,
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commie'

s
prepare Has
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organs
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inform
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computer, recording

equipmentematietc.
I

complete•

such as a
typewriter,

organizational,
and

machines org

assistance
to City

residents.
Has g

human
relations

skills.      

duties and

dards of
accuracy

in exercisingsty
deficiencies

Maintains
high scanaction to

correct any
on and

ual

Quality
of

Work:   immediate

remedial

quality
co

customers,

and the

risibility.

Maintains high q

responsibilities.
Exercises

and divisions, co-workers an

cati

that occur in areas of responsibility.
interface

with all City
departments

general

public.   output of all duties and
ns

effective

and

efficient

outdput
of al

itsea
Quantity

of
Work:

Maintains       "

Specific Duties an

responsibilities
as

described
under"

Spe

for meeting

for doing
assigned work and with

s."

es
responsibility

fore
deadlines m sfor

deadlines.
Co: 

Assam

d
procedures.

Accepts

accountability

Completes

assigned`

s an°

n

es

be

deadlines Comp ds and
PrescribeP

h an and

directives,

tnga

City policy,
standar

the
technical,

assigned

responsibilities
inof and

meeting with a
minimum

and

regularly
and on

time absences anand
dares

regarding

vacation

time

Attendance

Attends
work ielicies and PTO

with respect

absences

and
adheres

to City
policies

management
provides adequate notice to higher

reliant

self-starting

time-off
requests.

c self-      tics ate work to
Maintains an

enthusiastic,      
Strives

and

anticipate

work with a

d
Enthusiasm:       d

accountabilities. 
e

of w

Initiative anjob

responsibilities
an for th

to meet
proper

and
acceptable

direction

approach

done and

initiates prop
instruction

2/ 10/ 99
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City
Clerk( Toccoa)

areas of responsibility.

Identifies Problems

1 ical
judgments

in Identifies or
assists

in

specifies

decision

objectives.

Judgment: tions.

Implements

decisions in

um
int:

Exercises

analytical

ands
problems

or
situa

and
with a

minimum

policies

and
procedures

or situations as they
identifying

alternative

solutions
to

P°
and

researches

problems, situations and

accordance

with

Prescribed

S   
expert

or

experienced
advice

of
errors.

judgment.

before
exercising

judo
and strives to meet theon

when
instruction

and

direction

direction

AcceptspeT
supervisory

coon
and

cations,

Cooperation: 

e
Questions suchied i.e.,

per

communications,
and

objectives

of sam

Offers

and

departments

goals

cdure

are j
and

dcomm
nda

clarification
of results or couTes etc.

City policy
or

procedures,

between all staff persons
variance

with

a and improve Coope
to encourage

within City.     
pervisors and staff for

knowledge

with

managers,     all City
h morale

among

s with
ethers:

Shares

es
maintaining

high

Relationship

us

relationships
mutual

and City
benefit.  

maintains

and
courteo

encs,

representatives
s

Develops
and

maintains

in other departo maintain good will
emploY

staffers
and managersublic so as to

handies requests,

th

int
employees,  

and the
general p

d effectivelydepartment

in order
to

requests,

from

organizations,
customers image Tactfully an

and to
project a g

other

departments

and
persons

ning a
positive

image

toward City
complaints

from importance of maicustomers,

suggestions
and comp

Emphasizes
the imp°  

management, professionals,
good

will
within City.    higher manag

g interfaces

effectively

with g

within City.   spriorities
and

the
general

public.    

ly
work

Establishe

ecology
anizes a

sound
tune

management
in

Coordination

of
Work:

Plans and
organizes

ed
time of

of elements of

completion

of
work in

EtimatescexpeCt Attends meetings, planning
for the

Avoids

duplication
of

personal

schedule

accordingly

d dlines and
Im

lements
work

activity
m

wi th

work
and

establishes
a pe

for meetings

d
discns°

hdules. Maintains a calendar
sessions

an

and estimated.
priorities

stands

established

events.   

e
and housekeepingviolated.

Adheres to all safety dards are not

Safety
and

Housekeeping:

regu

agencies. 

Sees that the star

by City and
various

Tegulatory
g

M
ntains a clean

and orderly

wO1kplace.

Government

Affairs\
Research& 

Information 1 e__a

S_
1News1Se_  

Ces      
anon

MAI
Disclaimer&

Co' ri' it Inform

Conta_ _-   ct—
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cIdti
City

Clerk(
Smyrna)

ses may not apply to
1,       '  

purposes,

ub

comprehensive
description

tion Dissjob

der
provided

for
general informationala comp

job
description

Jobs cnp
d should

not be
consideredThe j

This job
description

is p
purposesonly•

t for this
pat__ abs s

cisituation
b used for

comparative
pub

our citycations and job duties relevantresources

y

jobtailored o

should
be

th a hum
ilored

to
reflect

the
actual

qualifications
wi on this job

administration

Index of the
position-.

n in the
context

of our city.
You

should

action basedshould be to

professional and
your city

attorney

before taking any

pownload
text

P
version

of this file
description.

right mouse click,
Save

Target As or
tion

Job
Description

Save Link As)   

CITY OF SMYRNA

JOB TITLE: CITY CLERK
REPORTS

TO: MAYOR

FLSA
STATUS:

EXEMPT

bent of this
appointed

JOB
SUMMARY

the City,
the

incumbent

all official

dance of the
Mayor of

t and

umbe

i

easements and law scats.
Under the general guidance chief

executive

assistant

contracts,

easem

rt to the

including
records,

minutes,
c

ana

organizational
support

position

serves
as the May

public

relations,       

documents
of the Citechnical, P schedule of

Provides

administrative,iesacomplaints
or
referstot

papr

sc

s the
d

resolves

citizen

ceMayor' s officio resolutions.

Oversee

Mayor.
Receives an

Maintains
the

d complex
department

as
necessary•  motion

of ordinancesvasty
r

routine

s.       

overthe
c

appointments.
nts. 

Assists in

k
preparation

sand

accomplishes
a

m

routine

of City g

eal and

p
sand

oversees

the budget for the

compilation
of

agenda

administrative
work in the

administration
various

Plans a

supervisory,

clericalons. Preparesand directs the van
all City

elections.    

nt. 
Also

oversee

Court) and serves as the
Plans and coo

ivision of City
Government. 

ci

Administration
D Services(

CitrNtuni P

es of the division of Court Serviactivities Services

City
Clerk of

Court.  Court Clerk, Court
Deputy City Clerk, Deputy

Direct

subordinates
include:

Officer,
and City

Hall
Receptionists.

ESSENTIAL

JOB
FUICTIONS

all official

the
Mayor and City

Council
attends

budget meetings,

su
rt to

meetings'       

notes

confidential
PP°    

Council
Meetings,

agenda

des

comprehensive
e

Provides
Con

e City
including

COQ
s as

required, notes and other
meetings

of the

d
committee

meeting cations of mi

and work sessions antranscription; provides cel indexing of minutes.
and

ensures

accurate

trail

omprehensive
database

documents;

maintains
a fiords, minutes, contracts,

2/ 10199

Properly

maintains all offscial City
documents

including
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7,ity
Clerk( Smyrna)

including

unusual and/ or
easements

and

lawsuits.    

faints(   
provides

resolves

citizen nate department; p

d
wherever

possible,   

the Services.

Receives
and,       

es or diresayorCe and other City

especially

problematic
is

regarding

information to the public reg

Executes tax liens and
forwardsards to Clerk of Superior Court for recording.

In

conjunction
with the Deputy City Clerk,

pTepares

all of
Mayor' s

GOrrespondence.
Maintains

strict

confidentiality

of all members of the Council and the Mayor.
for employees.

etirement

Plan Mates and sends
Compensation

R
ion in future

Administers

Deferred

ion of
ordinances

andresolutions-,
tagency

accumulates
mmclus

Assists in the Code to the

appropriate
revisions

of the
Municipal

Supp
lements.  

e
agenda;

oversees

the

compilation
of agenda

Maintains
all

information appearing on th

packets.

Signs all City
checks(

Payroll,
General

Fund, etc.)
and

reviews

for pTOPer

with Council- appointed

authorization•   
d counts all

elections;

serves
as

liaison wi

receives an

all City dates for office; receives and
plans and

COO
rintendent;

qualifies

all
Candi

campaign

Elections Supe

ortionments
in

c disclosure and

tions

absentee

ballots;

ensuesco

pption of all
financial

office.

Superintendent;

ensures

City
officials

and
those seeking

Justice

contribution
repo l with State and U.S.contri

Oversees redistricting

of
ward

boundary
lines to comply

regulations. 

Services

Department regulrustration Division, Court
tors the budget for the Adnu

Prepares and monitors
and

the
Mayor and

Council.       

Dicer, and

Division

Court Clerk,
Court

Services

ews and selects

rfoourt
interviews

the•Deputy City
Clerk, Deputy

ealuates

job

performance;    
faints.

Supervises

s
monitors

investigates comp

City
Hall

Receptionists;     

grievances

and

individuals

for
positions;

mediates gri

the
office of the

Cobb

dCountyl ty

arding

annexations
to

eat of Justice an
nates

infornon reg of State, Departm
Dissemi

elections

office,

Secretary
ordinances.

Commission,
adopted

City
distributes

all newly

cif are
appropriately

executed

departments;

di

Mayor and
Council

es
that

contracts

entered

into by

Ensures

and sealed.

the Voting Bights
Department of Justice under

reports

mandatedby the D

ing th
receding year.

Prepares yearly
tepo

properties

annexed

during the P

Act
delineating

all
grope

roper

maintenance
of local

computersoftwareith
vendor,

ensures p

d police

Department

Records.

Serves as
liaison

our Services, Jailan2110199
area

network
in Court Servi

gmanet.

comiTesearch/
job/ clerk. smy rna. shtml

http.    ,



wa

ity
Clerk( Smyrna)

its

regCourt
Services workflow, case types, monies received and

Prepares repo

expended.

identifies

al Court Services;Municipal
prepares

budgetary

Oversees and directs the activities of the City
potential

problems

and

improvements
to Court Services system;

requests

for
improvement

funds.

Prepares
policies

and
procedures

for Court Service operation.

Implements methods
of

improving

customer

services

within

Court Services.

Cobb County
State

Court
service

reports regarding

Coordinates

Court;
determines

service

Workers

from

determines Job duties; receives probation
Municipal time spent.

completion,

types of duties, and

and
activities

of

Professional

Probation

Service.    

is City
Attorneys,

Monitors
reports

with

general

public,

relationship

pV

the general
errunent,

department

heads, City

rofs, electede

working

1 levels of g
Maintains a

professional
officials

at

federal Deals'
other City

e City
Administrator and

employs'

ADDITIONAL

JOB

RESPONSIBILITIES
unicipal

Facilitates
the

successful

implementation
of TQM

throughoutCity Hall and M

Faci

Court.   Hing.

Attends

advanced

level
Municipal

Clerk

certification
trai

Performs
other

related

duties as required.

MATERIALS

AND

EQUIPMENT

USED

Personal Computer

FAX Machine
Telephone

Copier
Machine

10-key Adding
Typewrites

PHYSICAL

DEMANDS that must be met by

representative
of O 

ob.

Reasonable

ds
described

below are rep
coons

of

os

J

The
physical

demands the
essential

isnth disabilities
to

perform

the

a

c
ommo a io

ssuccessfully
may blm

dpe
too

enable

individuals

accommodations
may

sits at a desk and
essential

functions.    

typicallyShue must
Clerk, the employees day.

performingthe
duties of City 90% of her/ his

die

While
rsoal

computer

for
approximatelyor

handle

must stand

Aerates a Pe hands to finger, grasp,
operate

or

occasionally°

and
hear, use The City

frequently hands and
arms.      

2/ 10/ 99
She/he must reach with
and/ or walk.  
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i ity
Clerk( Smyrna)

The City
Clerk must

occasionally

lift or
move

objects
weighing up

to twenty
pounds.

She/he must have close vision abilities and the ability to adjust focus.
WORK

ENVIRONMENT representative°
Reasonable

performing

the
essential

functions of this job.ed

The

wohose
an

rk

environment halecharacteristicsemie
else

here
functions

ides to perform the

employee

encounters

belmde to
enable

individuals
with

accommodations
may

coons.    

typically
works in an office.

essential

fun
typ

While
performing

the duties of City Clerk, the employee

The noise level is usually quiet.

MINIMUM

QUALIFICATIONS
REQUIRED

Education
and

Experience:

Records

Management,

Public

Bachelor' s
degree in

Business

Administration,

Administration

or
related

field.

PLUS

ars of
progressively

experience
in the area

of
municipal

gpVernment
ed

Five ye

administration.      
be

interchanged
in meeting

Equivalent education,
gaining,

and/or
experiencemay

minimum

qualifications.
Licenses

and

Certifications:

State of
Georgia

Municipal
Clerk' s

Certification.

Knowledge,
Skills and Abilities:

Knowledge
of

office

practices

and

procedures.

ues.

owledge

of
modern

records

management
techniq

Kn

ledge of the State of Georgia Open Records Act.Know

Knowledge of the
State of

Georgia
Records

Retention

Schedule.

requirements.
owledge

of the Voting
Rights Act and reporting

Kn

Knowledge
of City

Ordinances.

Knowledge
of

modern P

rocedures,

and
techniques.

2110199

public

administration
practices, p

t.na,shtml

http./ w,`,,v_
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7,ity Clerk(
Smyrna)

Knowledge of the operation of a personal computer and related softwared
techniques.

Knowledge
of

effective

supervisory

Practices,

procedures,

an

and
practices

of
Total Quality

Management.

e of the principlessisals and the
Knowledgto ee

performance
app

accurate

of emp Y

Knowledge
of the

errors.

avoidance of commOn rating

Knowledge

or
disseminating

and
returning

absentee

ballots.

Knowledge

of the

requirements
for

Campaign

Disclosure

Reports.

of the

1equirements
for Financial

unication skills.

Knowledge of effective verbal and written comm
Knowledge

of the

requirements
for the

certification
of

documents.

q

Knowledge

d
procedures.

ed e of the City of
Smyrna

Personnel Policies an

writer.

Skill in operating a personal computer and type
Skill in operating

a variety
of taping

devices.

Skill in operating

other

listed.

Skillin
effectively

dealing with the public.

to
accurately

maintain

records.   

Act.

Ability a peen Records

comprehend,
and apply the State of Georgi

to read,   a Records RetentionAbility 1 the State of Georgi
Ability

to read,

compTehend,
and apply

Schedule.

Ability to read,

comprehend,
and apply

the City of
Smyrna

Personnel policies and

Procedures.  

Ordinances.

bility to read,

comprehend,
and

interpret City

Rights Act.
1 the Voting Rig

Ability
to read,

comprehend,
and appy

cate
effectively,

both orally and in writing•
Ability

to Cp1°
mluu

workers•

to plan,

organize,

and

supervise clerical

Ability
r

edures.   2110199

to apply

effective office practices andP
Ability

a shtml

manet.
com/

research/ Jobl clerk. smyrn
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City
Clerk( Smyrna)

Ability to apply

ties.

1
modern

records

management
tech iq

Ability
to apply

modern

public

administration
practices,

procedures,

and

techniques.

rate a personal computer and related software.
Ability to operocedures, and

techniques.

Ability to apply
effective

supervisory

practices, p

Ability
to apply

the
principles

of
Total Quality

Management.

to
accurately

complete

employee

performance
Oance

appraisals

and avoid associated

Ability

rating
errors.   

and
returning

absentee

ballots.

Ability to apply
the

prdures

for disseminating

Ability

th the

requirements
for

Campaign

Contribution

to
ensure

wr

Reports.

Reports Financial

Disclosure p

ensure

with
the

requirements
for Finan

Ability to the
general

public, City

relationship

general

department

elected

officials
at all

levels of

government,
Ability to

establish

an
effective

working

d federal officals.
other City

Clerks,

Attorneys,      

the City
Administrator an

heads, city

employees,  and effectively.

pressure and handle multiple priorities efficiently
to work

under
pr

with

confidential,
Ability

environment
and deal

in a
political

es ca ml and effectively.
vely.

Ability to work
effectively

sensitivity

sensitive,

work

potentially

volatile

issues calmly

with a high degree of se

i to
receive

and

maintain

privileged

information

Ability

and

confidentiality'      

interpreted
as all

inclusive. It is bent may

not be interp this oob The incum
tion

description

should

d

requirements
of

requirements
than

those
stated

in

tended

This questmajor

responsibilities
an

nsibilities and tasks
to identify

the job-related resp°
be requesteded tto perform
this description• d

employment
between

the City

cby
the City as the needs of

and is subject to ChangThis

classification
description

does not

constitutea

the employee
the City ob change

and

requirements
of the J

Government

Affairs
Research&

Information Sem

ces

Govern

g 1 N—e— g̀ Set
ri_lit

Information

Contac

Disclaimer&

Co
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ityClerk(

Lawrenceville)

Yagc "'

IA

Mail serge
Files NOW

ears

Resuarct

overnirtent

lese roil&
r

h

Available

tttlallet. (
3t'I' t

News
Services

P, nirs

Research

City
Clerk(

Lawrenceville)

ricri not apply to
1 ores, may tion

Teneral

informational purposes,
description

tion

Disclaimer

provided
for g

comprehensive
job

description

to
Job

Description

job
description

is p should
not be

considered
a

relevant

for this
This arative

purposes only.

Database

your

specific

situation

and

job
duties .

Thej

qualifications
andJ an resources

job
position.

It
should

be used
for

comparative
our city.     

action based on this jobYou should consult with a umAdministration

index of the p

before taking anyshould
be

tailored

context
of y

the actual Q

position inyour city attorney
Download

text

professional
and

version

of this file
description.

right mouse click,
Save Target As or
Save Link As)  

ption

Job Descri

ort for the Mayor and CityNATUREOF

WORK

providing supe

This is

administrative
work in p

Council•      
maintaining

official records and

and

Council by supervises

the activities

the
Mayor

The
incumbent

departments as

persons
of

activities

taken.

and initiative.
Work also involves assisting
notifying

interested p
ent

and

withendther City

of the

administration
department

needed.

Work is
performed

with

considerable
independence

EXAMPLES

OF WORK

Attends
and

records City
Council meetings.

d attends meetings and hearings of the Council.Schedules an

Serves as

of City
elections.

Administers

the City
charter

and City
ordinances

and Council actions.

Responds
to

citizen

complaints.

Updates City
codes

and

ordinanCes.

Oversees propel tax business license activities.
Advises City

Council on City
business,

activities

and

operations.

Supervises

meter
and

data
processing

operations. •

Develops

annual

budget for the City.

3/
2212001

uww.grnanet.connlr

esearchiJoblclerk.
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itY
Clerk(

Lawrence-
vine)   

rage     —

Coordinates special projects.

Supervises

personnel

engaged
in a variety

of
municipal

administrative
activities

Performs related work as required.
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KNOWLEDGE.
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AND
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DESTRAB

ordinances.
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keeping
Extensive kn

of City
codes

andprinciples and

practices
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knowledge of clerical- accounting
Considerablakn

d
accounts

an
ors.     

equipment.

Considerable

knowledge
of

office

terminology,

routines andq

Ability to supervise the work of others.
ner.

Ability to
Tepresent

the City in a

professional
man

to carry
out

complex

oral and
written

directions.

Ability

relationships
with others.

Ability to establish and maintain effective working
Abilitymaketo

regulations

and

decisions in
accordance

with
laws,

ordinances,   g

established

procedures.

DESTRABLE

EDUCATTON

AND

EXPERTENCE

Graduation from a four year college or university with major course work in public

administration
or a
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field•      

administration
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government
supervisory

experience.
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education
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experience
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CITY OF DULUTH

JOB
DESCRIPIION

JOB TITLE: City Clerk

DEPARTMENT:

Business Office

SUPERVISOR: City
Administrator

JOB SUMMARY' Mayor and Council and manages the City' s business office. City
Serveskdutiesas

n

include

the

re yang for and managing the functions of all Council meetings;

recordingCler
ions in

prep meetings in accordance withitState

e

Law and parliamentaryrliam n anyies in

a;

postingoin
public

gnoticesro
bili

taxes

meeting

and maintaining p
bill

preparation
and

collection
of property

t

procedures; annual

of pope

supervising

and
conducting noleladministration

the Business Office include
overseeing

and personnelpublic documents.

ns;

and

businesselicenses;

preparing,

budgeting, cash managementrecords and

programs

the accountings as

prvisisnodthe
City

Duties

r

operf
Cite• independently under°thegneral up

Duties are performed m p
Administrator.

ESSENTIAL

DUTIES AND

RESPONSIBILITIES:
Prepares

council
agenda

and
coordinates

the assembly
of

council

packets
for all

council

meetings.    

and Council.

Attends regular and special meetings of Mayor
of public meetings and hearings and notifies the news media

Prepares and posts notices

of scheduled meetings.

es
drafts and

maintains

ordinances

and

resolutions
for City

Council
action.

n
Researches,

registrar
for the City; duties involve maintaining

aiinnt

vog sthest;
required by State law; approving

the City' s• 

Serves as chief deputy
election

records as
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rage L viaccepting

candidates'

for

and supervising

idates' 

applications
for

Mayor and Council offices;preparing nual
elections. or

and Council, responds

to
requests
for

information from the May Receives
and public.

Duluth

citizens and the general ies

and monitorsall public records and archivesof the City. Controls,
inventor

uent tax Oversees

the preparationof property tax
bills and collections;

monitors

delinq annual

mileage rate.accounts;
assists

in setting evaluates,
reviews Supervises

Business Office employees and Building Custodian;
directs

changes
as

needed;
disciplines

and counsels subordinates; ondmakesatand recommendations

and
oAdministrator

terminationaof
subordinates. assigns

duties and examines work for exactness, Issues
s,attend

conformance
instructions;

formance

to policies and procedures. neatness,
re

preparation
of

business
licenses

and collection
of

related
fees

and

Oversees
the p p ernrts plications

for
alcoholic

beverages

and business license,p Approv
esa pcontracts.    

operating

budget;

conducts s,

advertisements

and
meetings on the revenues

withjcti
preparation

budgetdg

and
hredui

of

the annual develops

and ro

ections
for

schedules
hearing

adoption

projections

budgetto ensure compliance withlocal and Packages. completes

othe

budget

do documentforms
such as Programfinancial

and accounting signs

checks. Serves

as City reports; approves

invoices

and treasurer;
oversees

investments

andapproves

rep risk
transactions;

reviews

monthly
payroll,

purchasing, Oversees

activities of accounts receivable, accounts payable, managementand other functions of the business office.Prepares
weekly report

on business
office

activities
for

the City Administrator.
Implements

and oversees the City's records management system.Works
closely with

the City Auditor.
PERIPHERAL

DUTIES:

seminars

and

workshops
related

to City Clerks'
duties

and responsibilities.

Attend
job

successfully, an

individual Toperform

this
uire'   '

ts
listed individual

REQUIREMENTS:    

The
req QUALbe

able to ON

REQ each
essential

duty satisfactorily.
performw

e
skill and/ or ability required.

Reasonableperform the are

representativet

able
knowledge,

are

ommodios

the kin accommodations

may
be made to enable individuals with disabilitieso essential

functions.

MINIMUM

QUALIFICATIONS:

Education
and/or Experience: ience:

field

from an accredited college

degree

in business,
public

administration,

or
related

Bachelor'

suniversity.

olle
3/
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Five years of progressively responsible experience in municipal government
administration, including considerable experience as a supervisor.

Any equivalent combination of education and experience is acceptable.

Knowledge, Skills. and Abilities:

Knowledge of standard policies, procedures, programs and services in municipal
government.

Knowledge of administrative functions of a municipality including personnel,
purchasing and financial management.

Knowledge of state laws, practices and procedures relating to public records and public
meetings in local government.

Knowledge of business English and math.

Knowledge of modem office practices, equipment, methods and procedures.

Knowledge of government finance, personnel, purchasing practices in local
government.

Knowledge of parliamentary procedures in Robert' s Rules of Order.

Knowledge of State election codes.

Skill in effectively communicating, both orally and in writing.

Skill in establishing and maintaining effective working relationships with elected
officials, co-workers, City employees, the general public, business and community
leaders.

Skill in managing competing priorities on multiple projects.

Skill in operation of listed tools and equipment.

Skill in recording and transcribing minutes of public meetings.

Ability to plan, direct and supervise the work of subordinate personnel.

Ability to comprehend, interpret and explain adopted codes, ordinances and policies that
relate to City operations and programs.

Ability to research and analyze detailed information, records and statistical data.

Ability to prepare clear, concise and accurate documents.

Ability to manage stressful situations.

OTHER REQUIREMENTS:

State of Georgia certification as a municipal clerk must be initiated upon assuming the
duties of this classification.

http:// www. gmanet. com/ research/ job/ clerk. duluth. shtml 3/ 22/ 2001
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Certification as a chief deputy registrar must be obtained within twelve months of
employment with the City.

Must be able to manage multiple items at the same time; prioritize tasks; and meet

recurring and period time constraints; must be able to maintain confidentiality

Must be bondable by a surety company.

Certification as a notary public must be obtained after appointment to this position.

Possession of valid State of Georgia Driver' s License( Class C) and a satisfactory Motor
Vehicle Record( MVR).

TOOLS AND EQUIPMENT USED:

Typewriter, personal computer, including word processing, spreadsheet and data base
software; 10- key calculator; telephone; copy machine; fax machine.

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, use hands to fmger, handle, feel or operate objects, tools, or controls; and

reach with hands and arms. The employee is occasionally required to walk.

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.

While performing the duties of this job, the employee sits in an office or computer
room. The noise level in the work environment is usually quiet.

SELECTION GUIDELINES

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.

Home I News I Services I Government Affairs I Research& Information I Search

Contact GMA I Disclaimer& Copyright Information
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o City Clerk( Clarkesville)

Job Description Disclaimer
Database

This job description is provided for general informational purposes, may not apply to

your city' s specific situation and should not be considered a comprehensive description
Administration Index of the job position. It should be used for comparative purposes only. The job description

should be tailored to reflect the actual qualifications and job duties relevant for this
Download text position in the context of your city. You should consult with a human resources
version of this file professional and your city attorney before taking any action based on this job
right mouse click,     description.

Save Target As or

Save Link As)
Job Description

CITY CLERK

GENERAL NATURE OF WORK

This is responsible administrative and supervisory work in the maintenance of records

and documents for the City Council and in receiving, accounting for, and disbursing all
City funds. Work is performed under the general supervision of the City Manager. The
employee directly supervises other clerical and accounting personnel. The City Clerk
shall be appointed at the first regular Council meeting after election each year.

EXAMPLES OF WORK

Attends all meetings of the City Council.

Keeps correct and full minutes of the proceedings of City Council together with all

ordinances and resolutions passed by it, in a properly indexed book or register kept for
that purpose.

Receives all applications or petitions made to the City and places them before the

Mayor and City Council at the meeting of Council next succeeding the receipt thereof.

Issues all licenses and keeps a record thereof, and all badges and permits authorized by

the Council.

Supervises the keeping of cemetery records.

Sends out City tax notices; receives and records payments.

Supervises the computation of time worked and wages due all City employees,
supervises the preparation and issuance of City payroll checks and records on
employees' leave and overtime worked.

Serves as City Election Manager and voter Registrar.

http:// wwvv. gmanet. com/ research/ job/ clerk. clarkesville. shtml 2/ 10/ 99
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Supervises the work of clerical, accounting, and maintenance personnel.

Is the custodian of the City seal and affixes its impression on documents whenever
required.

Carefully preserves the records and documents belonging to the City which are not
assigned to the custody of some other office, and to maintain a proper index to all such

records and documents so that ready access thereto and use thereof may be had.

Sees to the publication of all notices, ordinances, or other documents required by law to
be published.

Prepares for the election officials all notices, ballots, and election supplies necessary in
connection with municipal elections.

Prepares and has custody of all municipal records required by law to be kept by the

City and not by a specific officer.

Receives all money due the City Council, including taxes, and pays out the same.

Keeps a computerized record book of accounts showing all money received on behalf of
the City and the source and deposition thereof, which record shall be open for
inspection by the public and City Council members.

Maintains a uniform system of accounts and keeps such other records and accounts as

may be required by statute or ordinance.

Performs other related duties as required.

NECESSARY KNOWLEDGE, SKILLS AND ABILITIES

Considerable knowledge of modern office practices and methods of receiving,

depositing, and disbursing large amounts of money upon proper authorization.

Considerable knowledge of the legal requirements related to the keeping and

preserving of Council minutes and official records.

Considerable knowledge of municipal laws, policies, codes and regulations.

Ability to plan, lay out, assign, supervise and review the work of a clerical and
accounting staff engaged in the performance of varied duties related to treasury
management.

Ability to establish and maintain effective working relationships with superiors,
associates. subordinates and the general public.

Ability to prepare clear and concise reports and to maintain minutes and important

records efficiently and accurately.

Ability to be bonded by a surety company.

http:// www. gmanet. com/ research/ job/ clerk. clarkesville. shtml 2/ 10/ 99
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DESIRABLE EDUCATION, TRAINING AND EXPERIENCE

Graduation from a standard high school, supplemented by business college;

considerable experience in progressively responsible clerical work and office
management, preferably including public management, public contact, and supervisory

experience;

OR

An equivalent combination of training and experience.

Home I News I Services I Government Affairs I Research& Information I Search
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TITLE: City Manager

DEPARTMENT: Administration, City of Anywhere

JOB SUMMARY: This position is responsible for the overall administration of city
government, including personnel, budgets, purchasing, grants, and pensions.

MAJOR DUTIES:

o Administers the operations of the city government.

o Ensures that city ordinances, resolutions, and regulations are executed and enforced.

o Develops and administers the city budget.

o Acts as liaison between the Mayor/City Council and the public by responding to
inquiries and resolving conflicts.

o Represents the Mayor and City Council at various meetings and social functions.

o Develops materials for meetings of the City Council, attends all meetings, makes
recommendations to the City Council as needed, and implements decisions made by the
Council.

o Selects, counsels, appraises and evaluates the performance of all department heads.

o Develops long- and short- term plans for city operations.

o Informs the City Council of significant financial and administrative affairs affecting
the city.

o Acts as the city' s principal liaison on economic development activities.

o Prepares progress reports.

http:// www. gmanet. com/ research/ job/ manager. sample. shtml 3/ 22/ 2001
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Y

o Provides reports and information to the media as requested.

o Acts as purchasing agent by overseeing the purchase of all supplies, materials,
equipment, and services for the city.

o Performs other related duties as assigned.

KNOWLEDGE REQUIRED BY THE POSITION:

o Knowledge of the principles and practices of public administration.

o Knowledge of the principles and practices of public human resource management.

o Knowledge of the techniques used in the grant application process.

o Knowledge of governmental accounting principles and audit procedures.

o Knowledge of the city code of ordinances and other regulations, policies, and
procedures.

o Knowledge of budget preparation and finance.

o Knowledge of the functions, organization, and operations of all city departments.

o Knowledge of the city' s demographic and economic profile, including its industrial
base.

o Knowledge of the principles and practices of effective public relations.

o Knowledge of state and federal laws in all areas applicable to city government,
including unemployment, wages and hours, EEOC, taxes, workers' compensation,
pensions, and others.

o Skill in developing short- and long- range plans.

o Skill in establishing priorities and organizing work.

o Skill in management and supervision.

o Skill in oral and written communication.

SUPERVISORY CONTROLS: The Mayor and City Council assign work in terms of
goals and objectives. The employee must use much judgment in deciding how to
accomplish goals. Work is reviewed through conferences, reports, and observation of

city activities.

GUIDELINES: Guidelines consist of all city ordinances, applicable state and federal
laws, grant application instructions, city policies and procedures, and directives from the
City Council. These guidelines require judgment, selection, and interpretation in
application. This position develops city guidelines.

COMPLEXITY: The work consists of varied duties in administering all phases of city
government. The multitude and variety of tasks to be completed and the need for
sensitivity to political factors contribute to the complexity of the work.

http://www. gmanet. com/ research/ job/ manager. sample. shtml 3/ 22/ 2001
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SCOPE AND EFFECT: The purpose of this position is to administer the overall

operation of the city government. Successful performance in this position facilitates the
work of all city departments, ensures that city services are delivered, that city records
are properly retained, and enhances the image of the city.

PERSONAL CONTACTS: Contacts are typically with co- workers, department
directors, other city employees, members of the City Council, state and federal officials,
the media, industry and business representatives, attorneys, managers of other local
governments, representatives of various civic and citizen organizations, and the general

public.

PURPOSE OF CONTACTS: Contacts are typically to give or exchange information,
motivate personnel, provide services, resolve problems, justify decisions and negotiate
and settle matters.

PHYSICAL DEMANDS: The work is typically performed while sitting at a desk or
table.

WORK ENVIRONMENT: The work is typically performed in an office.

SUPERVISORY AND MANAGEMENT RESPONSIBILITY: This position has direct

supervision over City Clerk/ Treasurer( 1), Economic Development Director( 1), Electric

Director( 1), Fire and Safety Director( 1), Gas Director( 1), Police Chief( 1), Public
Works Director( 1), Recreation Director( 1), Assistant City Manager( 1), Finance
Director( 1), and Executive Assistant( 1).

MINIMUM QUALIFICATIONS:

o Knowledge and level of competency commonly associated with the completion of a
master's degree in a course of study related to occupational field.

o Experience sufficient to thoroughly understand the diverse objectives and functions of
the subunits in the division/ department in order to direct and coordinate work within the

division/ department, usually interpreted to require three to five years of related
experience.

o Possession of or ability to readily obtain a valid driver's license issued by the State of
Georgia for the type of vehicle or equipment operated.
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Alpharetta 27, 302 70, 000 70, 000 37 1
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JOB TITLE: Personnel Director

DEPARTMENT: Personnel, City of Rome

JOB SUMMARY: This position is responsible for the overall administration and

implementation of all city personnel policies.

MAJOR DUTIES:

Develops, maintains and enforces personnel policies and procedures for the city work
force.

Establishes goals and objectives and administers the city' s benefits program.

Determines training needs, selects appropriate training program and oversees
administration of training division.

Supervises, trains, directs, counsels, evaluates, and disciplines subordinates.

Prepares annual budget for Personnel Department.

Oversees the administration of the liability insurance program.

Serves as chief of staff to General Administration Committee and serves on other job-
related committees.

Performs other related duties as assigned.

KNOWLEDGE REQUIRED BY THE POSITION:

Knowledge of the theories, principles and practices of public personnel administration.

Knowledge of relevant federal and state laws and local ordinances.

Knowledge of division, department, and city policies and procedures.
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Knowledge of employee benefits.

Knowledge of accepted training techniques.

Skills in oral and written communication.

SUPERVISORY CONTROL: The City Manager assigns work in terms of overall goals
and objectives. The employee acts independently in establishing priorities and setting
deadlines for the department. Work is reviewed only in terms of overall results.

GUIDELINES: Guidelines include relevant state and federal statutes, city ordinances
and personnel policies, retirement documents and insurance contracts. While some

guidelines are clear and specific, many require interpretation by the employee in
application to the specific situations.

COMPLEXITY: The work of this position consists of a variety of administrative and

supervisory tasks in the area of personnel. The incumbent is required to make numerous
decisions by evaluating various alternatives.

SCOPE AND EFFECT: The work of this position has impact on all city employees,
applicants for jobs and other departments within the city. Errors could result in a loss of
benefits to employees, failure to secure qualified staff for departments, and possible

legal claims against the city.

PERSONAL CONTACTS: Contacts are typically with co- workers, city employees,
providers of benefits, credit union representatives, consultants, job applicants, human
resource professionals, and the general public.

PURPOSE OF CONTACTS: Contacts are typically for giving, receiving or exchanging
information, resolving problems, motivating person, settling matters, and providing
services.

PHYSICAL DEMANDS: Work is typically performed sitting at a desk.

WORK ENVIRONMENT: Work is performed in an office.

SUPERVISORY AND MANAGEMENT RESPONSIBILITY: Direct supervision over

Training/ Loss Control Specialist( 1).

MINIMUM QUALIFICATIONS:

Knowledge and level of competency commonly associated with the completion of a
baccalaureate degree in a course of study related to the occupational field.

Experience sufficient to thoroughly understand the diverse objectives and functions of
the subunits in the division/ department in order to direct and coordinate work within

the division/ department, usually interpreted to require 3 to 5 years or related experience.
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