The following is a list of the duties Mrs. Hutchinson is doing for the
Department at this time:

1.

. Recelv:mg, depositmg and record:!.ng £250 06 petty ca.sh. Monthly report
' made. ‘ o . e

B ACompllJ.ng, typ:mg and fllmg all personnel actJ.on fomig%% ’ﬁﬂoyees. T

-Complli.ng and typmg monthil,w,r a.nd annual number count report on use of
‘facilities. - " . F e -

- Co]_lectmg -and depos:.ting mom.es for all campaign dr:l.vea 'in- wh:.ch—the

- 'Type envelopes, stuff and sort all checks for payrolls.

" Bi-weekly apyrolls (2 due every other week)

(1) #54 Eecreation - due every other week
(2) 444 Senior Service Project - due every other week

Weekl;;' payrolls

(1) Labor - due every Wednesday
(2) Rides - due every Wednesday ‘ :
Keeping records of all annual, s:x.ck, compensatox*y and Kelly day leave

on each Recreation Department employee. - Co T . PR

Receiving, recording and deposlting all :mcommg Department revenue . Ll

. for centers - this does not include Planetar:.um and Tennis Center
~ revenue (Monthly) R L - Cota '., .

' Ma.hmg absence report on a]_'!. employees to Personnel Depa.rtment (I’onthly)

x

. . - -," - [
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‘Mamtalning a.nd typ:mg all personnel records a.nd fllmé ’ea.ch. ‘ SR

i

cy ..-_

Complling and. typing month],y and a.rmual report on cost Bi‘ operat:Lon of E
equlpment. : : , - _ : . ,

City of Hontgomery pa.rticn.pates. (Th:.s should be‘done By a.rea supervisors)

Forward all personnel rules, mémos and other data to employees at t:|.me '
of action. . . . :

Notify each employee semi-annually of his accumulated leave.

oot

S

Help answer the phone and meet the public. (TYPJ-st-offlce assistant

should do this).

Help with extra typing and mimeographmg for Department.

3

Keep record of all time cards and collect them each week, record and files



2= o

18. - Type and compile all applications sent in for Housing Authority, food = -
stamps, Social Security, mortgage loans, and insurancé forms. (A1l
of these forms require payroll and personnel data; thérefore they have
to be completed by payroll clerk).

- 19, Issue permits and schedule use of Lagoon Park. (Shmxld be done '@y
office assistant or area supervisors). H

20, - 'Prepare and type all payroll figureg for bﬁdgét each year and every .

.- time the budget is reviewed.
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.71 .- ¢ Besides the above listed duties Mrs. Hutchinson would be expected to kegp' o
+.° Y-+ .all ledgers which reflect expenditures of this Departmehit ‘for all Government -+ -+’
SO and special accounts needed for auditing by the Comptrollerts Office., All- = = "
., =.: . the above entries for these ledgers may or may not be made by Mrs. Hutchinson,— "
%7 but she will be held responsible for all entries in these books. e
S ta U . . R ST . . ’

" necessary for making special reports from theése ledgers for the Comptrollerfs -~ : -
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SN When '.x:;:e'c.essé.‘r;r,"Mfér;ul-‘!ﬁtc‘hiﬁsoiA will be exﬁéctjgd ‘to compile any figures
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£ %877 Mre. Hutchinson will be under the direct supervision of the superintendent of ... .
" the Department,”and will be required to carry out any other work that is R
“+. involved in record keeping at the instruction of the superintendent. - . "
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