The City of st E|~ridq

PalmBay

LEGISLATIVE MEMORANDUM

TO: Honorable Mayor and Members of the City Council

FROM: Suzanne Sherman, City Manager

THRU: Ibis Berardi, Community & Economic Development Acting Director

DATE: May 2, 2024

RE: Consideration of one (1) new full-time Administrative Assistant position within

the Community & Economic Development (CED) Department ($36,948).

SUMMARY:

The Community & Economic Development (CED) Department is seeking to add one (1) new FTE
(Administrative Assistant) position to the Community & Economic Development Department. The
Department currently lacks the ability to fulfill its administrative needs efficiently with the existing
capacity within the Department. The CED Department has two primary divisions (Housing and
Economic Development), and recently added a Veteran Service Officer (VSO) position. The CED
Department nearly doubled in FTEs over the last several years, taking on FTEs and responsibilities
from other departments to include business tax receipts, passports, and lien searches. The
increase in responsibilities significantly increased the volume of walk-ins, phone calls, and
scheduling needs. In 2021, the Administrative Assistant position was reclassified to create an
Economic Development Specialist position and since that time, the Department has lacked an
administrative position enjoyed by all other departments citywide. The current staffing levels and
workload are insufficient to effectively handle administrative responsibilities of the CED Department
as a whole, i.e. annual budget preparations, hiring and onboarding, scheduling, and other tedius
administrative tasks.

An additional entry-level full-time Administrative Assistant position would provide the critical
support needed to not only ensure existing staff are working within their job descriptions both
efficiently and effectively, but to support the existing needs and future growth of the CED
Department. The Department currently has eleven (11) FTEs across all the divisions. The
Administrative Assistant position would support all divisions and contribute to improved efficiency
and service quality in the Department. By having a more balanced workload, staff can focus on
their core responsibilities and continue to deliver high-quality results.

The proposed salary range for this position is $42,980 — $70,917. The anticipated annual funding
requirement for this new position is projected at $69,817 (personnel & all other costs combined);
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however, five (5) months of funding in the amount of $32,793 for the remainder of Fiscal Year (FY)
2024 will be requested on Budget Amendment #3 for appropriation from the General Undesignated
Fund Balance. Upon approval of the budget amendment, funding for the position will be split 50/50
between the Economic Development account (001-3410-552) and Veteran’s Services account
(001-3410-553).

REQUESTING DEPARTMENTS:
Community & Economic Development

FISCAL IMPACT:

The estimated fiscal impact to fund the addition of one (1) FTE for an Administrative Assistant
position for the remaining FY 2024 pay periods is $32,793 with IT cost of $4,155 to be funded from
General Fund Undesignated Fund Balance for a total cost of $36,948.

STAFF RECOMMENDATION:

Motion to 1) approve the addition of one (1) FTE to create a new Administrative Assistant position
for the Community & Economic Development Department; and 2) authorize the appropriation of
funds on the next scheduled budget amendment (#3) in the amount of $36,948.

ATTACHMENTS:
1. Administrative Assistant Position Control Form
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