
MISSION STATEMENT:  To serve the City of Sanibel by providing quality, 
efficient and responsive personnel and labor management services consistent 
with modern organizational principles; attracting and retaining a highly trained, 
qualified, diverse and effective work force; promptly addressing and responding 
to the risk management needs of the City; and researching and developing grant 
proposals for capital and non-capital improvement projects. 
 
ADMINISTRATIVE SERVICES OPERATIONAL RESPONSIBILITIES 
 
The Administrative Services functions cover six distinct operations:  human 
resources, including labor relations; risk management; benefits administration; 
training; purchasing; and grants writing.  A primary responsibility is to minimize 
the City’s risk and exposure to federally and state mandated laws affecting 
employment related matters, Americans with Disabilities Act, Title VII of the Civil 
Rights Act, Fair Labor Standards Act, Family and Medical Leave Act, Age 
Discrimination in Employment Act, Pregnancy Discrimination Act, Occupational 
Safety and Health, State of Florida Labor Relations Statute, Equal Pay Act, 
Consolidated Omnibus Budget Reconciliation Act, Health Insurance Portability 
Accountability Act, Uniform Services Employment and Reemployment Rights Act, 
Older Workers Benefits Protection Act, State of Florida Veterans’ Preference, 
Workers Compensation Laws, etc. 
 
Human Resources: 
 

 Establish, direct and/or maintain the human resources program and 
policies relating to recruitment, selection, pay administration, labor and 
employee relations, equal employment opportunity, awards, discipline, 
veterans’ preference, performance and organizational development 

 Recruit full and part-time staff to include rating and ranking candidates 
qualifications 

 Develop and administer classification plans and compensation schedules. 
 Monitor and coordinate employee performance evaluation program 
 Coordinate and participate in labor contract negotiations 
 Present analysis of labor union demands to City Council 
 Administer the labor relations agreements with AFSCME and FOP 

assuring compliance with labor and employment laws 
 Conduct job evaluations, salary and benefit surveys 
 Publish and maintain the Personnel Rules and Regulations Manual 
 Maintain employee personnel records 
 Administer the tuition reimbursement program 
 Administer the Employee Wellness Program 
 Administer the employee discipline program for suspensions and 

terminations 
 Develop and present the annual Classification Plan legislation to City 

Council  
 



 Administer the Employee of the Quarter and Year Programs and annual 
service awards 

 Coordinate the background check, drug testing and physical examinations 
for new hires 

 Administer the random drug testing of employees occupying safety-
sensitive positions 

 Develop and publish special brochures and pamphlets concerning 
employment with the City 

 Attend unemployment compensation hearings, as necessary 
 Maintain human resources information database 
 Conduct investigations of equal employment opportunity and sexual 

harassment complaints 
 Prepare investigative reports and develop recommendations for 

disposition of complaints 
 Conduct other investigations, such as unethical behavior, as required and 

report findings 
 Provide advice and assistance to Department Directors and supervisors 

relating to human resources 
 
Risk Management: 
 

 Manage, direct and coordinate risk management programs including 
safety, wellness, cost containment, and insurance programs (liability 
[general, errors and omissions, and law enforcement], automobile, and 
windstorm) 

 Coordinate property value assessments 
 Serve as Safety Coordinator for the Safety Program 
 Develop, publish and maintain written safety plans 
 Conduct Safety Committee meetings and safety evaluations 
 Coordinate the workers compensation program and OSHA reporting 
 Administer property and liability claims 

 
Benefits Administration: 
 

 Manage, direct and coordinate the City benefits programs and service 
contracts including health, dental, life and accidental death insurance, 
long-term disability, vision plan, AFLAC voluntary benefits and flexible 
spending accounts 

 Coordinate the competitive bid process for benefit providers 
 Interview prospective benefit providers 
 Develop legislation for Council to approve benefit providers 
 Conduct orientation sessions for employees relative to benefit changes 
 Conduct annual open enrollment sessions 
 Implement new or changed benefit programs 
 Resolve benefit complaints from employees 



 Coordinate and administer consultant services 
 Develop and publish brochures and flyers relating to benefits 

 
Training: 
 

 Develop, conduct and coordinate training for employees relating to a 
variety of safety topics, sexual harassment, equal opportunity, new 
employee orientation, fire extinguisher use and other training deemed 
mandatory or appropriate 

 Maintain database on mandatory training completed 
 
Purchasing: 
 

 Manage the user database for centralized purchasing of office supplies 
 Develop and maintain the City purchasing policies and procedures 
 Prepare legislation to implement purchasing policy changes 

 
Grants Administration: 
 

 Research grant funding opportunities 
 Develop grant proposals for City operations and special projects 
 Monitor the reporting of grant funding expenditures 
 Prepare required reports concerning use of grant funds 
 Prepare and make presentations to grantors 

 
General Administration: 
 

 Prepare narrative and analysis of trends for annual budget 
 Develop annual goals and objectives 
 Obtain quotes for general purchases 
 Prepare purchase requests and other purchase vouchers 
 Reconcile monthly credit card expenditures 
 Distribute workload to subordinate staff 
 Coordinate staff leave (i.e., vacation & medical) 
 Respond to concerns, complaints and request from citizens and visitors 

providing desired information 
 Prepare annual and probationary appraisals for employees and discuss 

appraisals with employees 
 Perform other general supervisory responsibilities 

 
Miscellaneous: 
 

 Serve as liaison to CHR for employee housing issues 
 
 



 
 
 
 
   
 
 


