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MERIT PLAN OF THE CITY OF DOVER, NH 
 

ARTICLE I. PURPOSE 
It is the purpose of this Merit Plan to give effect to the provisions of the Dover, New 
Hampshire City Charter.  The rules and regulations that comprise the Merit Plan and are 
contained herein shall be applied in accordance with the purpose of section C7-2 of the City 
Charter, which is interpreted and declared to be as follows: 

Section 1: To provide for an efficient system of modern personnel administration based on 
the principles of merit and designed to ensure sound and consistent employment 
practices. 

Section 2: To provide for the selection, appointment, promotion, training, transfer, lay off, 
discipline, and removal of City of Dover employees on the basis of merit. 

Section 3: To provide for a position classification system within the Administrative 
Service of the City, to be known as the Classification Plan. 

Section 4: To provide for a compensation system for City of Dover employees holding 
positions in the Classified Service of the City, to be known as the Pay Plan. 

Section 5: To provide for City of Dover employees a definite policy regarding annual 
leave, personal illness leave, and other leaves of absence. 

Section 6: To provide for City of Dover employees a definite policy regarding eligibility 
for participation in a retirement plan and other benefits. 

Section 7: To provide for City of Dover employees a procedure for appeals related to the 
application of these rules and regulations. 

Section 8: To provide for other matters necessary to ensure the maintenance of efficient 
service and the improvement of working conditions. 

ARTICLE II.  AMENDMENT OF MERIT PLAN 
The City Manager may amend the rules and regulations contained within this Merit Plan from 
time to time as deemed suitable and necessary to carry out the provisions of the City Charter 
by submission of such amendments to the City Council.  An amendment shall become effective  
pursuant to the provisions of the Dover City Charter C7-2.  The Classification Plan and the Pay 
Plan are appended to and made a part of this Merit Plan.  All amendments to the Classification 
Plan and and all amendments to the Pay Plan shall become effective only after approval of the 
Dover City Council through the use of the procedure contained in Dover City Charter C7-2 

ARTICLE III. DEFINITIONS 
For the purpose of the rules and regulations contained herein, the following words and terms 
shall have the meaning indicated below: 
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Definition 1: ADMINISTRATIVE SERVICE shall mean the entire body of employees 
holding positions in the Classified Service, all of whom serve under the 
appointive powers of the City Manager and/or department heads. 

Definition 2: APPOINTING AUTHORITY shall mean the City Manager or department head, 
who shall have the authority to hire and/or terminate the employment of persons 
for the City of Dover in accordance with the duties and powers conferred by the 
City Charter and these rules and regulations. 

Definition 3: APPOINTMENT shall mean the selection and hiring by the Appointing 
Authority of a person to fill a position in the Classified Service of the City. 
Appointments shall be of the following types: Original, Temporary, Re-
Employment, Transfer, Promotion, Demotion. 

Definition 4: CLASSIFICATION, OR CLASS OF POSITIONS shall mean a position or 
grouping of positions in the Classified Service of the City having similar duties 
and responsibilities and requiring similar qualifications. 

Definition 5: CLASSIFICATION PLAN shall mean the overall organization of positions into 
groups or classes on the basis of the duties and responsibilities of the position 
and knowledge, skill and ability necessary for adequate performance of the 
essential functions of the position. 

Definition 6: CLASSIFIED SERVICE shall mean the collection of all full-time and part-time 
positions included in the Classification Plan of the City which are subject to the 
appointing authority of the City Manager and/or department heads. 

Definition 7: DEMOTION shall mean a change of the employment status of an employee 
from a position in one class to a position in another class having a lower 
maximum salary rate. 

Definition 8: DISCRETIONARY AND PROFESSIONAL SERVICE shall mean department 
heads or other employees who are immediate subordinates and report directly to 
the City Manager. Such employees are particularly qualified and regularly and 
routinely as part of their duties, exercise discretion and judgment over the 
performance of their functions. These employees are considered part of the 
Classified Service, but shall not always be subject to all provisions of the Merit 
Plan. As such, for the purposes of recruitment and retention of this type of 
personnel, the City Manager may provide these employees with additional 
benefits or incentives. The City Manager may enter into employment and 
severance agreements with employees who are members of the Discretionary 
and Professional Service. A Resolution for each agreement shall be placed as a 
separate item on the next regular Council agenda prior to the execution of the 
agreement by the City Manager. The proposed written agreement shall be 
available to the Council and to the public.  The City Council shall review and 
approve or disapprove the cost items of all employment and severance 
agreements at the first available  regular council meeting or within thirty (30) 
days whichever is less. Persons employed as part of the Discretionary and 
Professional Service shall be appointed by reason of their particular training and 
experience as determined by the City Manager to be the best qualified and 
available person for the job. Such persons shall not necessarily be appointed or 
promoted according to standard promotional procedures as applicable for all 
other employees of the Classified Service. Discretionary and Professional 
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Service employees shall receive a salary in compensation for their services 
rendered, irrespective of their regular hours of employment.  Discretionary and 
Professional Service employees shall include, but not necessarily be limited to 
the Assistant City Manager, City Attorney, City Clerk and the department heads 
or other administrative staff as may be defined in the Administrative Code. 

Definition 9: EMPLOYEE shall mean any person who has been appointed to a position in the 
Classified Service of the City in accordance with the provisions of the City 
Charter and these rules and regulations. 

Definition 10: ENTRANCE EXAMINATION shall mean a standard examination which may 
be given to all applicants for appointment to a position in the Classified Service 
of the City, to determine their general qualification for service with respect to 
the particular position for which they are applying. 

Definition 11: HOURLY EMPLOYEE shall be any employee compensated for each hour of 
work performed at an hourly rate as stipulated in the Pay Plan of the City of 
Dover for their particular position and pay step.  Hourly employees are Fair 
Labor Standards Act non-exempt employees and are distinguished from salaried 
employees. 

Definition 12: ORIGINAL APPOINTMENT shall mean the appointment of a person having 
never been previously employed by the City to a position in the Classified 
Service of the City. 

Definition 13: PROBATIONARY PERIOD shall mean an evaluation period following 
appointment to a position in the Classified Service of the City which shall be 
utilized as fully as possible to determine the ability of the employee to 
satisfactorily fulfill the requirements of the position to which they were 
appointed. All employees appointed to positions in the Classified Service whose 
employment is intended to exceed  four (4) months in a single calendar year 
shall be subject to a probationary period. 

Definition 14: PROMOTION shall mean a change of the employment status of an employee 
from a position in one class to a position in another class having a higher 
maximum salary rate. 

Definition 15: PROMOTIONAL EXAMINATION shall mean a qualifying examination which 
may be given to all applicants for appointment to a higher classified position in 
the Classified Service of the City, to determine their general qualification for 
service with respect to the particular position for which they are applying. 

Definition 16: PROVISIONAL APPOINTMENT shall mean a non-competitive appointment 
of a person to a position in the Classified Service of the City made on a 
temporary basis pending the completion of a selection and appointment process. 

Definition 17: RE-EMPLOYMENT shall mean the appointment of a person having been 
previously employed by the City to a position in the Classified Service of the 
City. 

Definition 18: REGULAR FULL-TIME EMPLOYEE shall mean an employee who works 
thirty (30) or more hours per week for twelve (12) or more consecutive calendar 
months in any position classification included in the Classification Plan of the 
City. 
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Definition 19: REGULAR PART-TIME EMPLOYEE shall mean an employee who works less 
than thirty (30) hours per week and who is retained to work twelve or more 
consecutive calendar months in any position classification included in the 
Classification Plan of the City. 

Definition 20: SALARIED EMPLOYEE shall be any employee receiving a salary as stipulated 
in the Pay Plan of the City of Dover for their particular position and pay step as 
compensation for their services rendered, irrespective of their regular hours of 
employment. Salaried employees are Fair Labor Standards Act exempt 
employees and are distinguished from hourly employees. 

Definition 21: SEASONAL OR TEMPORARY FULL-TIME EMPLOYEE shall mean an 
employee who works thirty (30) or more hours per week for less than twelve 
(12) consecutive calendar months in any position classification included in the 
Classification Plan of the City. 

Definition 22: SEASONAL OR TEMPORARY PART-TIME EMPLOYEE shall mean an 
employee who works less than thirty (30) hours per week for less than twelve 
(12) consecutive calendar months in any position classification included in the 
Classification Plan of the City. 

Definition 23: TRANSFER shall mean a change of the employment status of an 
 employee from a position in one class to a position in another class 
 having an equal maximum salary rate. 

ARTICLE IV. IMPLEMENTATION AND ADMINISTRATION 
Section 1: Status of Present Employees: Any person holding a position of employment in 

the City's service, upon the adoption and subsequent amendment of these rules 
and regulations, shall assume the status of the position held, and shall be 
presumed to have been appointed in accordance with the rules and regulations 
contained herein. 

Section 2: Personnel Officer:  The City Manager shall be the Personnel Officer of 
 the City of Dover, except as he/she may delegate such duties to another 
specific individual.  Further, the City Manager may delegate limited aspects of 
the personnel function to other officers, department heads, or  agents of the 
City.  Duties of the Personnel Officer shall include the administration of all 
rules and regulations contained herein. 

Section 3: Applicability: The Merit Plan rules and regulations apply to all employees in 
the Classified Service of the City except, however, certain parts of these rules 
and regulations shall be superceded by any conflicting provision contained 
within an agreement executed pursuant to State Statute between the City of 
Dover and an authorized employee bargaining unit whose wages, benefits and 
conditions of employment are embodied in such agreement. 

Section 4: Regulatory Compliance: The City Manager shall have the authority to establish 
Administrative Regulations and such other administrative policies and 
procedures consistent with the intent and purpose of the Merit Plan as may be 
necessary to ensure ongoing compliance with federal and/or state employment 
regulations. The City Manager shall notify the City Council of proposed 
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changes and shall  provide the City Council with a written copy of the 
regulations and policies by placing a copy  in the City Clerk’s office. 

ARTICLE V. CLASSIFICATION PLAN 
Section 1: There shall be a Classification Plan for all positions of  service in the City.  

For each class of positions within the City, this Plan  shall establish a class 
title, a statement of purpose and general duties, authority and responsibility 
thereof, and the qualifications necessary or desirable for the satisfactory 
performance of the duties of said class. Any changes shall be approved by the 
City Council pursuant to the procedure stated in the City Charter C 7-2. 

Section 2: In maintaining the Classification Plan, the Personnel Officer shall approve and 
allocate to its appropriate class each position to be included in the Classified 
Service. In making such allocations, the Personnel Officer shall administer and 
provide for the uniform and equitable application of the Classification Plan to 
all positions of service in the City. 

Section 3: The class titles set forth in the Classification Plan shall be used to designate 
positions in the Classified Service of the City in all official records, vouchers 
and communications, and no person shall be appointed or employed in a 
position in the Classified Service under any class title which has not been first 
approved and allocated by the Personnel Officer. This requirement shall not 
exclude the use of statutory or working titles that may be used informally as 
appropriate or expedient. 

ARTICLE VI. PAY PLAN 
Section 1: The Personnel Officer shall be responsible for the development and 

maintenance of a uniform and equitable Pay Plan, which shall consist of 
minimum and maximum rates of pay for each class of position and such 
intermediate steps or increments as considered necessary and equitable. Any 
changes shall be approved by the City Council pursuant to the procedures stated 
in the City Charter C7-2. 

Section 2: The Pay Plan shall be linked directly with the Classification Plan and shall be 
established and amended with due regard to ranges of pay for each class of 
positions; requisite qualifications for each class; prevailing rates of pay for 
comparable work in  other private and public employment within the 
Dover area, or other comparable municipalities; cost of living factors; 
suggestions from department heads; other benefits received by employees; the 
financial condition of the City; and other economic considerations. 

Section 3: The compensation of each employee shall be reviewed annually by the City 
Manager and/or each department head for the purpose of determining which 
employee shall receive a wage adjustment.  Wage  adjustments shall mean an 
increase in the rate of pay, which will result in a move to the next higher step or 
increment of the established wage scale for the particular position of 
employment.  Said increases in rate of pay shall be made in conjunction with 
the employee's annual performance evaluation, and shall be awarded on the 
anniversary date of the employee’s appointment to their current position. 
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Section 4: Wage increases shall be based upon merit. An annual performance appraisal 
shall be completed for each employee by their supervisor(s) relating generally 
to their work habits, performance, and other related factors. Employees found to 
be performing satisfactorily by their supervisor(s) shall be recommended for a 
wage adjustment to the next higher pay step or increment on an annual basis. 
The performance review shall be made in order that employees who perform 
satisfactorily shall be rewarded, thus providing incentive for continued efficient 
work.  All personnel records, including an annual performance evaluation, 
tardiness, and absences from work, and length of service to the City, shall be 
considered when making recommendations for wage adjustments. 

Section 5: All other pay increases received by employees shall be limited to salary 
adjustments or increases in the Pay Plan itself as a result of those adjustments 
considered necessary and equitable. 

ARTICLE VII. RECRUITMENT AND APPOINTMENT 
Section 1: Equal Employment Opportunity:  Individuals shall be selected for employment 

with the City from the best qualified persons applying for said employment 
without discrimination as to sex, age, race, color, national origin, creed, 
religion, political affiliations or any other non-merit based factors; preference 
being given to citizens of the City of Dover when all other qualifications are 
equal. 

Section 2: Recruitment:  Within the limits of time during which a position must be filled, 
there shall be as wide a search for qualified candidates as is practical.  The 
character of such search will vary from position to position, but normally shall 
include posting of notices of vacancy, advertising, and contact with State and 
other employment offices. 

Section 3: Selection: After completing all candidate evaluation procedures as the 
Appointing Authority may determine as relevant, necessary, and within the 
limits of the law, selection shall be made by the Appointing Authority from 
among those persons who have qualified for appointment.  

Section 4: Promotion:  Present employees shall be given maximum opportunity for 
advancement in the service of the City.  Present employees shall be given first 
consideration in filling a vacancy and shall be afforded training opportunities to 
qualify for promotion.  It is recognized that from time to time, the good of the 
service may require that a vacancy be filled from outside the current service of 
the City. 

Section 5: Probation:  The probationary period shall be regarded as an integral part of the 
appointment process and shall be utilized for closely observing an employee's 
work, ensuring the most effective adjustment of a new employee to his/her 
position, and for rejecting any employee whose performance does not meet the 
required work standards. All  original and  promotional appointments shall be 
for a probationary period of twelve (12) consecutive calendar months which 
may be extended by the Appointing Authority as may be required, but not for a 
period of more than four (4) additional consecutive months.  At a minimum, 
each probationary employee shall receive a six (6) month  performance 
evaluation.  In cases of original employment with the City, during the 
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probationary period, an employee may be dismissed at any time without the 
right of appeal or hearing in any manner.  An employee dismissed during the 
probationary period from a position to which he/she was promoted, may be 
reinstated to the position from which he/she was promoted, unless such 
dismissal is the result of a disciplinary action. Any employee may be placed on 
probation for a period not exceeding twelve (12) months for cause after having 
completed probation, in which case the employee may be  dismissed at any time 
without the right of an appeal or hearing in any manner. The provisions of this 
section apply to employees appointed to fill regular full-time and  part-
time positions in the Classified Service of the City. 

Section 6: Training: In order that employees may perform their work more efficiently and 
be able to qualify for positions of increasing difficulty and responsibility, the 
Personnel Officer shall develop and implement educational training programs 
whenever possible. 

Section 7: Transfer: If an employee, possessing the qualifications necessary to fill a vacant 
position within the Classified Service of the City, wishes to be transferred from 
his/her present department to another department, she/he shall be afforded an 
opportunity to apply and be considered for the position. 

ARTICLE VIII. SENIORITY AND LENGTH OF SERVICE AWARDS 
Section 1: When an employee transfers from one department to another, or is promoted 

within the Classified Service of the City, the date of original employment with 
the City shall count as the starting date for  purposes of calculating seniority as it 
applies to longevity awards, vacation leave and other benefits. Classification  
seniority shall apply from the date of appointment to the most current position. 
Classification seniority and/or department seniority shall be distinguished from 
overall longevity or employment with the City. Employees who leave the 
employ of the City for a period greater than twenty-four (24) consecutive hours, 
and who do not work at least one (1) normal work day by reason of their 
termination of employment with the City, shall be  considered 
permanently severed from employment with the City.  Should a former 
employee of the City return to the employ of the City in either his/her former 
department or another department within one (1) year from the date of 
termination, he shall be entitled to consideration for the purposes of longevity 
pay and vacation benefits only.  In all other respects, the re-employment of a 
former employee shall be considered as a new employment subject to all rules 
and regulations for new employees as of the date of their most current 
appointment. 

Section 2: Longevity awards paid to employees for length of service shall be calculated on 
an annual basis from the date of first employment by the City and continuous 
employment  thereafter. Longevity awards shall be paid to each employee on an 
annual basis as follows: 
 Five (5) years up to Ten (10) years $400/yr 
 Ten (10) years up to Fifteen (15) years $800/yr 
 Fifteen (15) years up to Twenty (20) years $1,200/yr 
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 Twenty (20) years and greater $1,600/yr 
  The provisions of this section shall apply only to regular full-time 

employees and on a  pro rata basis to regular part-time employees. 

ARTICLE IX. POLITICAL ACTIVITY 
Section 1: No person holding a position in the Classified Service of the City shall seek or 

accept election, nomination or take an active part in, or make a contribution or 
donation to any municipal campaign or serve as a member of a committee of 
such club or organization or seek signatures to any petition provided for by any 
law, or act as a worker at the polls or distribute badges or pamphlets, or 
handbills of any kind favoring or opposing any candidate for election or for 
nomination to a municipal office.  Nothing in this ordinance shall be construed 
to prevent any such employee or officer from becoming or continuing to be a 
member of a political organization, or from attendance at a political meeting, or 
enjoying entire freedom from all interference in casting his/her vote. Any 
person who wishes to accept or seek election or appointment to municipal office 
shall resign from the City Service upon indicating such  intention by formal 
declaration or other evidence of candidacy. Any violation of this rule shall be 
sufficient grounds for the discharge of any  officer or employee 
determined guilty of such violation. 

Section 2: Solicitation of Contributions:  No officer or employee in the City service shall 
directly or indirectly contribute, solicit or receive, or be in any manner 
concerned in contributing, soliciting, or receiving any assessment, subscription, 
contribution, whether voluntary or involuntary, for any municipal political 
purpose whatever. 

 

ARTICLE X. HOURS OF EMPLOYMENT, ATTENDANCE AND LEAVE 
Section 1: The City Manager and/or department heads shall establish hours of employment 

and work schedules of employees with due consideration for the varying 
requirements of the different City operations. Whenever possible, hours of 
employment for employees in the same class of the same work shall be uniform. 
The City Manager and/or department heads may, for temporary periods, change 
the work schedule to accommodate business needs. 

Section 2: Holidays: The following paid holidays shall be provided for employees by the 
City of Dover: 

New Year’s Day   Labor Day 
Martin Luther King Day  Columbus Day 
Washington’s Birthday  Veterans’ Day 
Memorial Day   Thanksgiving Day 
Independence Day   Day after 

Thanksgiving 
Christmas Day 
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When a holiday falls on a Sunday, the following Monday shall be declared a 
holiday for City Employees. When a holiday falls on a Saturday, the preceding 
Friday shall be declared a holiday. The provisions of this section shall apply to 
regular full-time employees and on a pro rata basis to regular part-time 
employees. 

Section 3: Annual Leave: Annual leave shall be afforded to regular full-time employees 
and on a pro rata basis to regular part-time employees. Annual leave shall 
accrue from the date of original hire. An Employee may take annual leave only 
after the end of the probationary period. If an employee is terminated from 
employment with the City for any reason during the probationary period, no 
payment of annual leave will be made by the City. The posting of accrued leave 
shall occur each pay period in hourly units based on the employee's normal 
work day, or as otherwise prescribed by the City Manager. Normal work day 
shall be based on the number of hours usually assigned to an employee. This 
shall exclude overtime, call-ins or other unusual work assignments.  For 
employees who work varying number of hours per day, the average hours per 
day over the pay cycle may be used as their normal work day. Annual leave, not 
to exceed six (6) weeks, may be carried forward from one fiscal year to the 
next, excepting when upon application by an employee, the City Manager shall 
have granted an exception to this limitation. Any Annual leave to be taken shall 
be taken at the discretion of the employee’s department head, and for 
department heads shall be taken at the discretion of the City Manager.  The 
taking of annual leave will not be unreasonably denied. Accrual rates and other 
provisions related to the application for and usage of annual leave are as 
specified in the appropriate collective bargaining agreements or as may be 
prescribed by the City Manager for each class of position in the Classified 
Service.  

Section 4: Personal Illness and Disability Leave: Personal illness and disability leave shall 
be afforded to regular full-time employees and on a pro rata basis to regular 
part-time employees. Personal illness and disability leave shall be considered a 
matter of grace and not a privilege and shall be allowed only in case of 
necessity and actual sickness, or disability of the employee. Employees who 
find it necessary to meet dental or doctor appointments or other illness 
prevention measures, including maternity, may also utilize personal illness 
leave time for such purposes, excepting when prior written City Manager and/or 
department head approval has been obtained, in which case no personal illness 
leave shall be charged. Personal illness leave, at the discretion of the City 
Manager and/or department head, may be granted in the instance of illness of a 
member of the employee's immediate family. At the discretion of the 
department head, a doctor's certificate may be required for absences due to 
illness or disability in excess of three (3) days.  If the department head has a 
reasonable basis to believe or suspect an employee has abused personal illness 
leave privileges, he/she may require a doctor's certificate for an illness of less 
than three (3) days.  Proof of illness or disability may be required at any time by 
the City Manager, department head or division head. Abuse of personal illness 
and disability leave privileges may be cause of dismissal. Personal illness and 
disability leave shall be recorded regularly in the personnel records and the 
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Personnel Officer shall review all illness and disability related leave records 
periodically and shall investigate any cases which indicate abuse of the 
privilege. Accrual rates and other provisions related to the application for and 
usage of personal illness and disability leave are as specified in the appropriate 
collective bargaining agreements or as may be prescribed by the City Manager 
for each class of position in the Classified Service. 

Section 5: Injury Leave:  All employees of the City who become injured while in the 
performance of their duties shall receive their regular salary while on injury 
leave, provided, however, that those who are covered by Workers' 
Compensation shall receive only the difference between Workers' 
Compensation and their regular rate of pay chargeable to personal illness leave 
after ninety (90) normal work days. After expiration of the first ninety (90) day 
calendar period, the City Manager and/or department head shall at once order a 
complete physical and/or mental examination of said employee by two 
registered physicians. If the report of their examination establishes the injury as 
one that permanently incapacitates said employee, application shall be made for 
retirement under the provisions of the New Hampshire Retirement Law.  The 
commencement of payments under the New Hampshire Law shall end the 
Employer's obligation of payment on annual and/or accumulated personal 
illness leave and/or Workers' Compensation payments. Further, if it is 
determined by two registered physicians selected by the department head 
immediately after the employee is injured that said employee will not be able to 
return to his/hjer regular duties at any time in the future, the Employer shall not 
be obligated to pay the difference between Workers' Compensation and the 
employee's regular salary for the first ninety (90) calendar days of injury in 
compliance with this section. There will be a free exchange of medical data and 
reports during the period of incapacity and while such determinations are being 
made, and to facilitate such exchange, an incapacitated employee shall execute 
medical authorization directing his/her physician to release reports concerning 
the medical condition of the employee.  Copies of such reports shall be provided 
to the employee. 

Section 6: Emergency Leave: Emergency leave may be granted by the City Manager 
without loss of pay for emergency purposes, which shall include: critical illness 
or death in the immediate family; if an employee is subpoenaed to appear before 
a court, public body or commission; and such other situations considered 
meritorious by the City Manager who shall certify allowance or disallowance of 
the emergency leave sought. Emergency leave shall be supplementary to, and 
not in restriction of, personal illness leave, annual leave or other eligible leave 
authorizations as herein provided. For the purpose of this section, immediate 
family shall be considered as spouse, children of either the member or spouse; 
mother, father, brother or sister of either the employee or spouse; grandchildren 
or grandparents of either the employee or spouse; or person residing in the same 
household, providing said person is not solely related to the member as a 
commercial tenant. 

Section 7: Military Leave: Any employee who is a member of the National Guard or 
Military Reserves, and is required to undergo field training therein, shall be 
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entitled to a leave of absence with pay for the period of such training, but not to 
exceed two (2) weeks in any one year, and any such leave shall not affect the 
member’s annual vacation leave. The amount of compensation paid to such 
employee for such leave of absence shall be the difference between the 
employee’s compensation for military activities as shown by a satisfactory 
statement by military authorities giving the employee’s rank, base pay and the 
amount of the employee’s regular weekly pay.  If the employee’s base pay for 
military service is equal to or greater than the pay due as a City employee for 
the period covered by such military leave, then no payment shall be made. 

Section 8: Other Leave: The City may grant other leaves of absence for employees with or 
without pay and/or benefits and/or service credit at the discretion of the City 
Manager. 

Section 9: Care of Newborn Child (CNC): Each employee will be eligible for a leave of 
absence for care of a newborn child for a period of up to ninety (90) calendar 
days at any time within twelve (12) months from the date of birth inclusive of 
any period of disability, if applicable, associated with delivery. CNC Leave will 
be without pay, subject to any disability payments due but with full service 
credit and benefits. An employee may apply to the City Manager for an 
extension of CNC prior to expiration of the initial ninety (90) calendar days 
leave provided that: a) the employee will exhaust all vacation time prior to the 
start of any extended leave; and b) the request is substantiated by evidence that 
the child has a certified medical condition requiring extended parental attention 
and/or the operating needs of the City permit an extension of the leave; and c) 
that the total period of the initial CNC, vacation and the extended leave will not 
exceed 120 days from date of birth inclusive of any period of disability, if 
applicable, associated with delivery. Upon completion of the CNC leave, the 
employee shall return to work or be subject to disciplinary action. Upon 
completion of the CNC leave, the employee shall be reinstated to his/her 
position prior to his/her leave or other comparable position, except that in the 
event of a force reduction or reorganization, such employee will be treated in 
accordance with the layoff provisions contained herein. An employee on leave 
for CNC shall not be eligible to collect unemployment compensation. In the 
event a member applies for unemployment compensation during the period of 
CNC leave, he/she will be considered as having resigned. Nothing above will 
preclude a member from taking such leave by utilization of previously accrued 
and grandfathered personal illness leave and/or annual leave. 

Section 10: Jury Duty:  An Employee called as a juror will be paid the difference between 
the fee received for such service and the amount of straight-time earnings lost 
by reason of such service.  Satisfactory evidence of such service must be 
submitted to the employee's immediate supervisor.  Employees who are called 
to jury duty and are excused from jury duty for a day(s) shall report to their 
regular work assignment as soon as possible after being excused. 

Section 11: Storm Days: When due to weather conditions, the City Manager determines that 
City services will be curtailed and/or limited, the affected employees so notified 
shall not be required to report to work, or employees who have reported for 
work shall be relieved without loss of pay. When an employee is unable to 
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report to work due to weather conditions, and the City Manager has not 
curtailed and/or limited City services in accordance with the preceding 
paragraph, the employee may draw from his/her annual leave time take a 
personal day as provided for above in this Article. Employees who are not 
working due to other leaves of absence, injuries, or choice, shall not be 
compensated for storm days.  All other personnel will receive pay on an hour 
for hour basis. The provisions of this Article shall apply to regular full-time and 
seasonal/temporary full-time employees, and on a pro rata basis to regular part-
time and seasonal/temporary part-time employees. 

 

ARTICLE XI.  RETIREMENT AND OTHER BENEFITS 
Section 1: The Personnel Officer shall take the steps necessary to provide employees in the 

Classified Service of the City with membership in the State of New Hampshire 
Retirement System. 

Section 2: All regular full-time and regular part-time employees shall be eligible for 
participation in the City’s health, dental and life insurance programs and other 
benefit offerings. Provisions related to types of coverage, eligibility and 
premium contributions are as specified in the appropriate collective bargaining 
agreements or as may be prescribed herein for each class of position in the 
Classified Service. 

Section 3: All employees of the City shall be subject to the benefits of Workers' 
Compensation regardless of their status in the City's service; whether an 
employee is considered regular, seasonal or temporary or full-time or part-time. 

ARTICLE XII.  SEPARATIONS AND DEMOTIONS 
Section 1: Demotions:  The City Manager and/or a department head may reduce the wage 

rate of an employee within the range provided in the Pay Plan, or demote an 
employee for cause.  A written statement for the reasons for any such action 
shall be filed with the Personnel Officer and a copy shall be filed in the 
employee's personnel folder.  No disciplinary demotion shall be made to a lower 
class of position if such action would cause an employee in the lower class to be 
laid off as a result of such action. 

Section 2: Layoffs: The City Manager and/or a department head may lay off an employee 
in the Classified Service of the City by reason of shortage of work and/or funds, 
abolition of the position(s), other material changes in the organization, or for 
other reasons beyond the employee's control and which do not reflect discredit 
upon the service of an employee. No employee shall be laid off while another 
person in the same class in the department is employed on a probationary or 
temporary basis. Layoff of employees shall be made in inverse order of 
employment in the class and department involved.  The City Manager and/or a 
department head shall give written notice to the employee of any proposed 
layoff and reasons therefore, two weeks before the effective date of the action. 
A copy of such notice shall be filed with the Personnel Officer. 
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Section 3: Disciplinary Action: The City Manager, department head, or designated 
supervisory person may reprimand, orally or in writing; suspend, with or 
without pay; demote or dismiss an employee due to inefficiency, incompetence, 
misconduct, negligence, insubordination, or other sufficient cause. All 
disciplinary action shall be handled in a fair manner and shall be consistent with 
the infractions for which the disciplinary action is being taken. All suspensions 
and discharges must be stated in writing and the reasons shall be communicated 
to the employee at the time of the suspension or discharge. Disciplinary actions 
will normally be taken in the following order: 

a) A documented Verbal Warning or supervisory counseling 
b) Written Warning 
c) Suspension With or Without Pay 
d) Demotion or Discharge 

Notwithstanding the above, however, the above sequence need not be followed 
if an infraction is sufficiently severe to merit immediate suspension or 
discharge. 

Section 4: Resignations: The resignation of an employee, once submitted, shall be deemed 
to have been accepted by the City and shall not be subject to the grievance 
procedure afforded herein.  

ARTICLE XIII:   GRIEVANCE PROCEDURE 
 A grievance shall be defined as an alleged violation, misinterpretation of and/or 
misapplication of the provisions of this Merit Plan with respect to one or more City employees 
covered by the rules and regulations contained herein.  Grievances regarding the terms and 
conditions of this Merit Plan shall be processed in the following manner: 

Step #1: Any grievance shall be filed by the employee, in writing, within ten (10) 
calendar days from the date of the occurrence of the violation. Such filing shall 
be made to the department head and shall contain an abbreviated statement as to 
the nature of the grievance and shall state specifically the areas which the 
employee, or a designated representative, feels have been violated.  The 
employee shall be required to sign the original grievance filed with the 
department head.  Within ten (10) calendar days of receipt of the grievance, the 
department head shall conduct an informal inquiry concerning the grievance and 
render a decision, in writing, by no later than the close of the normal business 
day of the tenth day.  The time requirements under this step may be extended by 
mutual consent of the department head and the employee and/or the designated 
representative. 

Step #2: If the aggrieved employee is not satisfied with the decision of the department 
head, or if no decision has been rendered within the ten (10) calendar day period 
as defined above, said employee may appeal his/her grievance, in writing, to the  
Personnel Officer within ten (10) calendar days of the receipt of the department 
head's decision, or that date upon which such decision should have been 
rendered, provided however, that the aggrieved employee sets forth the specific 
reasons for such appeal and the terms and conditions of this plan and the 
specific areas which the employee feels have been violated. The Personnel 
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Officer or a designated representative, shall hold an administrative hearing 
concerning the grievance within ten (10) calendar days of receipt of the 
aggrieved employee's appeal.  The Personnel Officer or designated 
representative shall decide the grievance based upon the information supplied 
and any further information that he/she  may request during or subsequent to the 
hearing.  The Personnel Officer or designated representative shall render a 
decision, in writing, within ten (10) calendar days from the close of the hearing, 
said procedure to take not more than thirty (30) calendar days from receipt of 
the original grievance by the Personnel Officer.  The time limitations under Step 
#2 may be extended by mutual consent of the Personnel Officer and the 
aggrieved Employee, or his/her designated representative. 

Step #3: If the decision of the Personnel Officer, or the designated representative, is 
found to be unsatisfactory, or if no decision has been rendered during the time 
period specified above, said employee may within ten (10) calendar days 
appeal, in writing, the decision of the Personnel Officer setting forth an 
abbreviated statement as to why said decision has been found unsatisfactory and 
those specific areas which have been violated to the Personnel Advisory Board.  
The Personnel Advisory Board shall conduct their first hearing session 
regarding the grievance within fifteen (15) calendar days from the date of its 
receipt, and shall render their decision, in writing, within fifteen (15) calendar 
days from the close of their final hearing date.  The written report, which shall 
be advisory only in nature, containing the Personnel Advisory Board's findings 
and recommendation, shall be issued to the City Manager.  The Personnel 
Advisory Board shall have no power to reinstate and employee unless it finds, 
after investigation, that the action was taken against the employee for 
discrimination as to sex, age, race, color, national origin, creed, religion, or 
political affiliations or other non-merit based factor.  The City Manager, after 
consideration of said report and other pertaining information, shall file a written 
statement of his/her decision within ten (10) calendar days, and such decision 
shall be final. 

ARTICLE XIV.  SEPARABILITY 
If any portion of these rules and regulations, or the application thereof, to any person or 
circumstance, should be held invalid or unenforceable, the remainder these rules and 
regulations shall remain in full force and effect.  

 



FY 2008 Dover Class Plan

Dover Classification Plan
Pay Plan

Grade Union

ACCOUNT CLERK I 11 DMEA
ACCOUNT CLERK II 13 DMEA
ACCOUNTANT I 18 DMEA
ACCOUNTANT II 28 DMEA
ADMINISTRATIVE ASSISTANT 19 non-union
ADMINISTRATIVE CLERK/CEMETERY COORDINATOR 15 DMEA
ANIMAL CONTROL OFFICER 10 DPA
AQUATIC FACILITY MANAGER 22 DPEA
ARENA FACILITY MANAGER 23 DPEA
ARENA PROGRAM & MARKETING SUPERVISOR 21 DPEA
ARENA SALES & MARKETING MANAGER 17 non-union
ASSISTANT CITY CLERK 13 DMEA
ASSISTANT CITY ENGINEER 24 DPEA
ASSISTANT CITY MANAGER 34 non-union
ASSISTANT LIBRARY DIRECTOR 26 DMEA
ASSISTANT TAX ASSESSOR 23 DMEA
BOOKKEEPER 14 DMEA
BUILDING OFFICIAL 27 28 DMEA
CDBG PROGRAM COORDINATOR 27 DMEA
CITY ATTORNEY 33 non-union
CITY CLERK 26 non-union
CITY CLERK/TAX COLLECTOR 26 non-union
CITY ENGINEER 29 DPEA
CLERK TYPIST I 9 DMEA
CLERK TYPIST II 11 DMEA
CONSTRUCTION MANAGER 26 non-union
CROSSING GUARD 8 non-union
CUSTODIAN 9 DMEA
DEPUTY CITY CLERK 15 DMEA
DEPUTY COMMUNITY SERVICES DIRECTOR 30 non-union
DEPUTY TAX COLLECTOR 15 DMEA
DIRECTOR OF BUSINESS ASSISTANCE 23 non-union
DIRECTOR OF COMMUNITY SERVICES 33 non-union
DIRECTOR OF FINANCE 32 non-union
DIRECTOR OF HUMAN RESOURCES 29 non-union
DIRECTOR OF HUMAN SERVICES 26 non-union
DIRECTOR OF INFORMATION TECHNOLOGY 33 non-union
DIRECTOR OF MAIN STREET PROGRAM 23 non-union
DIRECTOR OF PLANNING & CDBG 31 non-union
DIRECTOR OF PUBLIC LIBRARY 29 non-union
DIRECTOR OF RECREATION 26 non-union
ELECTRICAL INSPECTOR 22 DMEA
ENGINEERING TECHNICIAN 20 DPEA
ENVIRONMENTAL PROJECTS MANAGER 27 DPEA
EXECUTIVE SECRETARY 18 non-union
FACILITIES, GROUNDS & CEMETERY SUPERVISOR 23 DPEA
FIRE & RESCUE CHIEF 33 non-union
FIRE ASSISTANT CHIEF 29 DPFOA
FIRE CAPTAIN 25 DPFOA
FIRE DEPUTY CHIEF 27 DPFOA
FIRE LIEUTENANT 23 DPFOA
FIRE/LIFE SAFETY INSPECTOR 22 DMEA
FIRE/HEALTH INSPECTOR 22 DMEA
FIRE MECHANIC 11 non-union
FIREFIGHTER ON CALL 17 non-union
FIREFIGHTER/EMT 17 IAFF
FIREFIGHTER/EMT-I 18 IAFF
FIREFIGHTER/PARAMEDIC 20 IAFF
FLEET SUPERVISOR 25 DPEA
GROUNDSKEEPER I 14 AFSCME
GROUNDSKEEPER II 16 AFSCME
HEAVY EQUIPMENT MECHANIC I 15 AFSCME
HEAVY EQUIPMENT MECHANIC II 16 AFSCME
HEAVY EQUIPMENT OPERATOR I 16 AFSCME
HEAVY EQUIPMENT OPERATOR II 17 AFSCME
HUMAN SERVICE COUNSELOR TECHNICIAN  I 18 DMEA
HUMAN SERVICE COUNSELOR TECHNICIAN  II 19 DMEA
HUMAN SERVICE COUNSELOR TECHNICIAN  III 20 DMEA
INFORMATION TECHNOLOGY ADMINISTRATOR 22 non-union
INVENTORY COORDINATOR 17 AFSCME
LABORER I 12 AFSCME
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FY 2008 Dover Class Plan

Dover Classification Plan
Pay Plan

Grade Union

LABORER II 13 AFSCME
LIBRARIAN ASSISTANT I 11 DMEA
LIBRARIAN ASSISTANT II 13 DMEA
LIBRARIAN I 17 DMEA
LIBRARIAN II 22 DMEA
LIBRARY PAGE 7 DMEA
MAINTENANCE MECHANIC I 14 AFSCME
MAINTENANCE MECHANIC II 15 AFSCME
MAINTENANCE MECHANIC III 22 AFSCME
MAINTENANCE SPECIALIST I 15 AFSCME
MAINTENANCE SPECIALIST II 18 AFSCME
MAINTENANCE SPECIALIST III 22 AFSCME
MANAGEMENT ANALYST 17 non-union
OFFICE MANAGER 15 DMEA
PARKING CONTROL OFFICER 10 DPA
PAYROLL & BENEFITS ADMINISTRATOR 15 DMEA
PERSONNEL ASSISTANT 15 DPAAII
PLANNER 27 DMEA
PLANT & PUMP STATION SUPERVISOR 23 DPEA
PLUMBING/HEALTH INSPECTOR 22 DMEA
POLICE CAPTAIN 30 DPAAII
POLICE CHIEF 33 non-union
POLICE COMMUNICATIONS SUPERVISOR 21 DPAAII
POLICE DISPATCHER 17 DPA
POLICE LIEUTENANT 27 DPAAII
POLICE OFFICER I 21 DPA
POLICE OFFICER II (Advanced Career Track) 22 DPA
POLICE PREVENTION COORDINATOR 22 non-union
POLICE PREVENTION PROGRAMMER 16 non-union
POLICE PROSECUTOR 27 DPAAII
POLICE RECORDS SUPERVISOR 21 DPAAII
POLICE SERGEANT 24 DPAAII
POLICE VICTIM/WITNESS ADVOCATE 20 non-union
PUBLIC WORKS SUPERVISOR 23 DPEA
PUMP STATION OPERATOR I 16 AFSCME
PUMP STATION OPERATOR II 18 AFSCME
PUMP STATION OPERATOR III 22 DPEA
PURCHASING AGENT 26 DMEA
RECREATION PROGRAM ASSOCIATE I 2 non-union
RECREATION PROGRAM ASSOCIATE II 3 non-union
RECREATION PROGRAM ASSOCIATE III 4 non-union
RECREATION PROGRAM SPECIALIST I 5 non-union
RECREATION PROGRAM SPECIALIST II 7 non-union
RECREATION PROGRAM SPECIALIST III 9 non-union
RECREATION PROGRAM SPECIALIST IV 15 non-union
RECREATION PROGRAM SUPERVISOR 17 DPEA
SEASONAL MAINTENANCE WORKER I 3 non-union
SEASONAL MAINTENANCE WORKER II 5 non-union
SEASONAL MAINTENANCE WORKER III 7 non-union
SECRETARY I 13 DMEA
SECRETARY II 14 DMEA
SOLID WASTE ASSISTANT 18 AFSCME
SOLID WASTE COORDINATOR 23 DPEA
SUPERINTENDENT OF FACILITIES, GROUNDS & CEMETERY 28 DPEA
SUPERINTENDENT OF PUBLIC WORKS & UTILITIES 29 DPEA
TAX ASSESSING DATA TECHNICIAN 15 DMEA
TAX COLLECTOR 26 DMEA
TEEN CENTER COUNSELOR 22 non-union
TELEVISION BROADCAST OPERATOR 15 non-union
TRUCK DRIVER 14 AFSCME
UTILITIES SYSTEM SUPERVISOR 26 DPEA
WORKING FOREMAN 22 DPEA
WWTP CHIEF OPERATOR 23 DPEA
WWTP LAB TECHNICIAN 17 DPEA
WWTP LAB/INDUSTRIAL PRETREATMENT COORDINATOR 22 DPEA
WWTP OPERATOR I 18 AFSCME
WWTP OPERATOR II 22 AFSCME
WWTP SUPERVISOR 26 DPEA
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2008 FY2009  Pay Plan - TABLE A
(Employees Hired On or Before 12/31/05)

Hourly Step Rates
Grade/Step 1 2 3 4 5 6 7 8 9 10 11 12

1 7.42 7.76 8.10 8.47 8.85 9.25 9.67 10.10 10.20 10.30 10.40 10.51
2 7.79 8.14 8.51 8.89 9.30 9.70 10.15 10.61 10.71 10.82 10.93 11.04
3 8.18 8.55 8.93 9.34 9.75 10.20 10.66 11.14 11.25 11.36 11.48 11.59
4 8.59 8.98 9.39 9.81 10.25 10.71 11.19 11.68 11.80 11.92 12.04 12.16
5 9.02 9.42 9.86 10.29 10.76 11.24 11.75 12.27 12.39 12.52 12.64 12.77
6 9.48 9.89 10.34 10.81 11.29 11.80 12.33 12.89 13.02 13.15 13.28 13.42
7 9.94 10.39 10.86 11.34 11.86 12.40 12.96 13.53 13.66 13.80 13.94 14.08
8 10.44 10.91 11.41 11.91 12.45 13.01 13.60 14.21 14.35 14.50 14.64 14.79
9 10.96 11.46 11.98 12.51 13.07 13.67 14.28 14.92 15.07 15.22 15.38 15.53
10 11.51 12.03 12.57 13.13 13.73 14.34 14.99 15.66 15.82 15.98 16.13 16.30
11 12.09 12.64 13.20 13.79 14.42 15.06 15.74 16.45 16.61 16.78 16.95 17.12
12 12.69 13.26 13.86 14.48 15.14 15.81 16.52 17.27 17.45 17.62 17.80 17.97
13 13.32 13.92 14.56 15.20 15.89 16.61 17.35 18.14 18.32 18.50 18.69 18.87
14 14.00 14.62 15.28 15.97 16.69 17.44 18.23 19.04 19.23 19.42 19.62 19.81
15 14.70 15.36 16.04 16.77 17.51 18.31 19.13 19.99 20.19 20.39 20.60 20.80
16 15.43 16.12 16.84 17.60 18.39 19.23 20.09 20.99 21.20 21.42 21.63 21.85
17 16.19 16.93 17.69 18.48 19.32 20.18 21.10 22.05 22.27 22.49 22.72 22.94
18 17.01 17.77 18.57 19.41 20.28 21.20 22.15 23.14 23.37 23.61 23.84 24.08
19 17.86 18.66 19.50 20.39 21.30 22.25 23.26 24.30 24.54 24.79 25.03 25.28
20 18.75 19.60 20.47 21.40 22.37 23.37 24.42 25.52 25.77 26.03 26.29 26.55
21 19.69 20.58 21.50 22.47 23.48 24.54 25.64 26.80 27.07 27.34 27.61 27.89
22 20.68 21.60 22.57 23.59 24.65 25.76 26.93 28.13 28.41 28.70 28.99 29.28
23 21.71 22.68 23.70 24.77 25.88 27.05 28.27 29.54 29.84 30.14 30.44 30.74
24 22.80 23.81 24.89 26.01 27.18 28.40 29.68 31.02 31.33 31.64 31.96 32.28
25 23.93 25.01 26.14 27.31 28.54 29.82 31.17 32.57 32.89 33.22 33.55 33.89
26 25.12 26.27 27.45 28.68 29.96 31.32 32.72 34.19 34.53 34.88 35.23 35.58
27 26.38 27.57 28.82 30.11 31.46 32.88 34.36 35.91 36.26 36.63 36.99 37.36
28 27.70 28.95 30.25 31.61 33.04 34.52 36.08 37.70 38.07 38.45 38.84 39.23
29 29.09 30.39 31.77 33.20 34.69 36.25 37.89 39.59 39.98 40.38 40.79 41.20
30 30.55 31.92 33.35 34.85 36.43 38.07 39.78 41.57 41.99 42.41 42.83 43.26
31 32.07 33.52 35.02 36.60 38.25 39.97 41.77 43.65 44.08 44.52 44.97 45.42
32 33.68 35.19 36.78 38.43 40.16 41.97 43.86 45.83 46.29 46.75 47.22 47.69
33 35.36 36.95 38.62 40.35 42.17 44.07 46.05 48.12 48.60 49.09 49.58 50.08
34 37.13 38.80 40.55 42.37 44.28 46.27 48.35 50.53 51.03 51.54 52.06 52.58
35 38.99 40.74 42.57 44.49 46.49 48.58 50.77 53.05 53.58 54.12 54.66 55.21
36 40.93 42.78 44.70 46.71 48.82 51.01 53.31 55.71 56.26 56.83 57.39 57.97
37 42.98 44.92 46.94 49.05 51.26 53.56 55.97 58.49 59.08 59.67 60.26 60.87
38 45.13 47.16 49.28 51.50 53.82 56.24 58.77 61.42 62.03 62.65 63.28 63.91
39 47.39 49.52 51.75 54.08 56.51 59.05 61.71 64.49 65.13 65.78 66.44 67.11
40 49.76 52.00 54.34 56.78 59.34 62.01 64.80 67.71 68.39 69.07 69.76 70.46



2008 FY2009 Pay Plan - TABLE B
(Employees Hired After 12/31/05)

Hourly Step Rates
Grade/Step 1 2 3 4 5 6 7 8 9 10 11 12

1 7.42 7.62 7.83 8.04 8.48 8.71 8.95 9.19 9.44 9.96 10.23 10.51
2 7.79 8.00 8.22 8.44 8.90 9.15 9.40 9.65 9.91 10.46 10.74 11.04
3 8.18 8.40 8.63 8.86 9.35 9.61 9.87 10.14 10.41 10.99 11.28 11.59
4 8.59 8.82 9.06 9.30 9.82 10.08 10.36 10.64 10.92 11.53 11.84 12.16
5 9.02 9.26 9.51 9.77 10.31 10.59 10.87 11.17 11.47 12.10 12.43 12.77
6 9.48 9.73 10.00 10.27 10.83 11.12 11.43 11.73 12.05 12.72 13.06 13.42
7 9.94 10.21 10.49 10.77 11.37 11.67 11.99 12.31 12.65 13.34 13.70 14.08
8 10.44 10.72 11.01 11.31 11.94 12.26 12.59 12.94 13.29 14.02 14.40 14.79
9 10.96 11.26 11.56 11.88 12.53 12.87 13.22 13.58 13.95 14.72 15.12 15.53

10 11.51 11.82 12.14 12.47 13.15 13.51 13.88 14.25 14.64 15.45 15.86 16.30
11 12.09 12.42 12.76 13.10 13.82 14.19 14.58 14.97 15.38 16.22 16.66 17.12
12 12.69 13.03 13.39 13.75 14.51 14.90 15.31 15.72 16.15 17.04 17.50 17.97
13 13.32 13.69 14.06 14.44 15.23 15.65 16.07 16.51 16.96 17.89 18.37 18.87
14 14.00 14.38 14.76 15.16 16.00 16.43 16.88 17.33 17.80 18.78 19.29 19.81
15 14.70 15.09 15.50 15.92 16.80 17.25 17.72 18.20 18.69 19.72 20.25 20.80
16 15.43 15.85 16.28 16.72 17.64 18.12 18.61 19.11 19.63 20.71 21.27 21.85
17 16.19 16.63 17.09 17.55 18.52 19.02 19.54 20.07 20.61 21.75 22.34 22.94
18 17.01 17.47 17.94 18.43 19.44 19.97 20.51 21.06 21.64 22.82 23.44 24.08
19 17.86 18.34 18.84 19.35 20.41 20.97 21.53 22.12 22.72 23.96 24.61 25.28
20 18.75 19.26 19.78 20.31 21.43 22.01 22.61 23.22 23.86 25.17 25.85 26.55
21 19.69 20.22 20.77 21.33 22.51 23.12 23.75 24.39 25.05 26.43 27.15 27.89
22 20.68 21.24 21.81 22.40 23.63 24.28 24.93 25.61 26.30 27.75 28.50 29.28
23 21.71 22.30 22.90 23.52 24.81 25.49 26.18 26.89 27.62 29.14 29.93 30.74
24 22.80 23.42 24.05 24.70 26.06 26.76 27.49 28.23 29.00 30.59 31.42 32.28
25 23.93 24.58 25.24 25.93 27.35 28.10 28.86 29.64 30.45 32.12 32.99 33.89
26 25.12 25.80 26.50 27.22 28.72 29.50 30.30 31.12 31.97 33.72 34.64 35.58
27 26.38 27.10 27.83 28.59 30.16 30.98 31.82 32.68 33.57 35.41 36.38 37.36
28 27.70 28.45 29.22 30.02 31.67 32.52 33.41 34.31 35.24 37.18 38.19 39.23
29 29.09 29.87 30.69 31.52 33.25 34.15 35.08 36.03 37.01 39.05 40.11 41.20
30 30.55 31.37 32.23 33.10 34.92 35.87 36.84 37.84 38.86 41.00 42.11 43.26
31 32.07 32.94 33.84 34.75 36.66 37.66 38.68 39.73 40.81 43.05 44.22 45.42
32 33.68 34.59 35.53 36.49 38.50 39.54 40.61 41.72 42.85 45.20 46.43 47.69
33 35.36 36.32 37.30 38.32 40.42 41.52 42.65 43.80 44.99 47.46 48.75 50.08
34 37.13 38.14 39.17 40.23 42.44 43.60 44.78 45.99 47.24 49.84 51.19 52.58
35 38.99 40.04 41.13 42.24 44.57 45.77 47.02 48.29 49.60 52.33 53.75 55.21
36 40.93 42.04 43.18 44.36 46.79 48.06 49.37 50.71 52.08 54.94 56.43 57.97
37 42.98 44.15 45.34 46.57 49.13 50.47 51.84 53.24 54.69 57.69 59.26 60.87
38 45.13 46.35 47.61 48.90 51.59 52.99 54.43 55.90 57.42 60.58 62.22 63.91
39 47.39 48.67 49.99 51.35 54.17 55.64 57.15 58.70 60.29 63.60 65.33 67.11
40 49.76 51.11 52.49 53.92 56.88 58.42 60.01 61.63 63.30 66.78 68.60 70.46



 

CITY OF DOVER, NEW HAMPSHIRE 
Supplemental Position Description

  

Position: 
Fire/Health Inspector 

Classification-Series: 
Fire/health Inspector 

Occupational Grouping: 
Enforcement & Protection Services  

Organizational Unit: 
Fire & Rescue  Department  

Position Control No: 
xx-xx-xx-xx 

FLSA Status: 
Non-Exempt, Regular FT 40 hrs/wk 

Union - Grade: 
DMEA – XXII 

Primary Job Location: 
Fire Station, 262 Sixth Street 

JOB SUMMARY: Performs a variety of routine and complex technical work associated with the inspection and 
enforcement of established fire and health related ordinances, codes and standards. Assists in securing mitigation of 
fire and health related hazards by contacting and coordinating with other local, state and/or federal agencies and/or 
resources. Serves as technical resource providing information related to local fire and health issues. 

ACCOUNTABILITY: Works under the general supervision of the Building Official and coordinates health 
activities with the local Board of Health.  

SUPERVISION EXERCISED: May provide general supervision to clerical staff and other inspection staff as 
delegated by supervisor and/or department head. 

TYPICAL EQUIPMENT USED: Computer; telephone; calculator; typewriter; copy and facsimile machines; 
personal protective equipment, thermometers, measuring instruments, various hand tools, testing kits; answering 
machine; still and video cameras; cellular phone and pager; motor vehicle.    

TYPICAL WORK ENVIRONMENT:   Inside:  65%          Outside:  35% 

DUTIES AND RESPONSIBILITIES (Except as specifically noted, the following functions are considered 
essential to this position. The listed examples may not include all duties found in this class): 

1. Performs on-site inspections of private, public and commercial property to ensure compliance with fire and 
health related ordinances, codes and standards. 

2. Interprets and applies laws, ordinances, rules, regulations and policies as they relate to fire and health related 
inspections and enforcement duties. 

3. Issues city permits as required by local ordinance or state law. 

4. Issues stop work orders, correction notices and citations as required by the applicable fire and health related 
ordinances, codes and standards. 

5. Procures, studies and analyzes data concerning local fire and health issues. Prepares related reports and makes 
recommendations to fire and rescue services, other departments and agencies as may be required by law or as 
assigned. 

6. Fairly and consistently interprets codes and authorizes acceptable alternative methods of code compliance 
within limits of authority. 

7. Prepares and maintains all necessary records, photographs, and other materials required by City ordinance or 
state law, and as assigned. 

8. Researches problems and investigates all code compliance complaints and fire/health nuisances and/or hazards.  
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9. Attempts to resolve and/or refers complaints to appropriate staff, department or agency. Recommends the 

initiation of nuisance or hazard abatement proceedings when appropriate. 

10. Attends meetings and is available to explain, interpret and provide guidance regarding inspection standards and 
procedures to architects, engineers, contractors, developers and other interested parties. 

11. May assist in administering the building construction permitting function, including application processing, fee 
assessment and permit issuance. 

12. May perform the duties of plans examiner or building, mechanical, electrical and/or health inspector as needed 
and deemed qualified. 

13. Coordinates activities with other employees, departments or agencies. 

14. Establishes and maintains effective working relationships with employees, other departments and agencies, and 
the general public. 

15. Operates personal or assigned motor vehicle to travel throughout City in completing field work. 

16. Maintains familiarity with and executes safe work procedures associated with assigned work. 

17. Performs other related duties as required. 

TYPICAL PHYSICAL ACTIVITY REQUIREMENTS: 

LIFT: 
-up to 10 lbs.: Occasionally required. 
-11 to 25 lbs.: Occasionally required. 
-26 to 50 lbs.: Rarely required. 
-over 50 lbs.: Not required. 

CARRY: 
-up to 10 lbs.: Occasionally required. 
-11 to 25 lbs.: Rarely required. 
-26 to 50 lbs.:  Not required. 
-over 50 lbs.:  Not required.  

REACH: 
-above shoulder height: Occasionally required. 
-at shoulder height:  Frequently required. 
-below shoulder height: Frequently required. 

PUSH/PULL: Occasionally required.  

TWISTING: Frequently required. 

BENDING: Frequently required. 

CRAWLING:  Rarely required. 

SQUATTING: Occasionally required. 

KNEELING: Occasionally required. 

CROUCHING: Occasionally required. 

CLIMBING:  Occasionally required.  

BALANCING: Rarely required.  

GRASPING: Frequently required. 

HANDLING:  Frequently required. 

TORQUING: Frequently required. 

FINGERING:  Frequently required. 

DURING AN 8 HOUR DAY, EMPLOYEE IS TYPICALLY REQUIRED TO: 

CONSECUTIVE HOURS: 

Sit: 2 hours    

Stand: 2 hour 

Walk:  3 hour 

TOTAL HOURS: 

Sit: 2 hours    

Stand: 4 hour 

Walk:  2 hour 

 

COGNITIVE AND SENSORY REQUIREMENTS: 

TALKING:  Necessary for communicating with others. 

HEARING:  Necessary for receiving instructions and information. 

SIGHT:  Necessary for performing job effectively. 

TASTING & SMELLING: Necessary for performing job effectively. 
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TYPICAL WORK SURFACE(S):  Standard office desk and chair; service counter; tables; computer work 
stations; carpet, tile, concrete and wood floors; ladders and scaffolding; outside surfaces including flat, sloped and 
uneven ground. 

TYPICAL CONTROLS & EQUIPMENT: Key board/pad; computer mouse; telephone; automated and manual 
measuring/location devices; test kits and monitoring equipment; radio/pager; motor vehicle; electronic, mechanical 
and hydraulic controls. 

SUMMARY OF OCCUPATIONAL EXPOSURES:  Exposure to outside environment including sunlight, 
extreme temperature (hot/cold), wind and rain; copier and printer toner. May work near moving or mechanical parts. 
May be exposed to fumes or airborne particles, and toxic or caustic chemicals. 

KNOWLEDGE, SKILL AND ABILITY REQUIREMENTS: Thorough knowledge of state and local fire and 
health related laws, codes and standards. Working knowledge of general building construction materials, practices 
and codes. Awareness of modern firefighting methods as it relates to code enforcement.   Knowledge of equipment, 
facilities, materials, methods, techniques and practices used in fire and health inspection and compliance activities. 
Ability to effectively perform routine and complex inspections of general building construction, as well as fire and 
health systems.  Ability to operate equipment related to fire and health inspections and perform environmental 
sampling related to fire and health inspections. Ability to read and interpret code requirements and complicated 
construction plans and blueprints. Ability to effectively communicate complex and detailed information both orally 
and in writing. General knowledge of personal computer hardware and software including familiarity with the use of 
various software applications including word-processing, electronic spreadsheets and data bases. Ability to establish 
and maintain effective working relationships with employees, other agencies and the general public. 

EDUCATION/LICENSURE/CERTIFICATION REQUIREMENTS: Minimum High School diploma or 
equivalent. Two year college degree preferred. Desire at least one year college level course work in fire science, 
physical sciences or training in a closely related field. Must maintain a valid passenger motor vehicle operator 
license 

SPECIFIC VOCATIONAL PREPARATION/EXPERIENCE REQUIREMENT(S): 

 1.  None. 

 2.  Short demonstration up to 30 days. 

 3.  30-90 days. 

 4.  91-180 days.  

 5.  181 days to 1 year. 

 6.  1 to 2 years. 

 7.  2 to 4 years. 

8.  4-10 years. 

9.  Over 10 years. 

OTHER CONSIDERATIONS AND REQUIREMENTS: The minimum requirements listed above may be 
satisfied by having any equivalent combination of education and experience which demonstrates possession of the 
required knowledge, skills and abilities. 

 
 
Classification Established: 07/01/08 
Job Description Developed: 07/01/08 
Revised:   
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CITY OF DOVER, NEW HAMPSHIRE 
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Position: 
City Clerk / Tax Collector 

Classification-Series: 
City Clerk / Tax Collector 

Occupational Grouping: 
Administrative Support Services 

Organizational Unit: 
Finance Department 

Position Control No: 
xx-xx-xx-xx 

FLSA Status: 
Exempt 

Union - Grade: 
Non-Union – Grade 26 

Primary Job Location: 
City Hall, 288 Central Avenue 

JOB SUMMARY:  Performs highly responsible work managing and supervising the maintenance of the official 
records and vital statistics of the City, the issuance of motor vehicle registration permits, collection of invoice and 
tax payments and deposit of large sums of money to include the account posting associated with the payments for 
various billings. Performs a variety of routine and complex supervisory, clerical, and administrative work in the 
administration of record keeping, elections, as well as collection and accounting of various payments made to the 
City under statutory authority of city ordinances and state law. 
ACCOUNTABILITY:  Works under the administrative direction of the Finance Director.  Assigned duties are 
carried out independently in accordance with legally prescribed responsibilities.  Work is reviewed through audits, 
reports, conferences and observation of results. Work is subject to review by the New Hampshire Department of 
Revenue Administration.  The motor vehicle registration function is subject to the rules and review of the New 
Hampshire Department of Safety, Division of Motor Vehicles (DMV). 

SUPERVISION EXERCISED: Provides general supervision through work assignments, instruction, training, 
technical knowledge, and work review to assigned clerical personnel. 
TYPICAL EQUIPMENT USED: Computer, printers, telephone, calculator, typewriter; copy and facsimile 
machines; microfilm/fiche reader; dictation and transcribing equipment; and audio/visual equipment. 
TYPICAL WORK ENVIRONMENT:   Inside:  95%          Outside:  5% 

DUTIES AND RESPONSIBILITIES Except as specifically noted, the following functions are considered 
essential to this position. 
1. Interpret and apply federal and state statutes; local ordinances and by-laws; and the rules, regulations, and 

policies associated with them in fulfilling responsibilities as City Clerk / Tax Collector. 

2. Serves as custodian, catalogs, and files, as appropriate, official city records and public documents; performs 
certification and recording for the City as required on legal documents and other records requiring such 
certification; seals and attests by signature to ordinances, resolutions, contracts, easements, deeds, bonds or 
other documents requiring an official city certification. 

3. Supervises the issuance of permits and licenses in accordance with state laws and city ordinances, e.g. marriage 
certificates and licenses, dog licenses.  Collects and records fees. 

4. Supervises and is responsible for collection of city revenue, including property taxes, motor vehicle registration, 
utility usage charges, miscellaneous billings and departmental deposits.  Assures that appropriate accounting 
controls and separation of duties are maintained to avoid loss of City assets. 

5. Supervises the recording and reporting of vital statistics (births, deaths, and marriages), personal property liens, 
tax liens, bills of sale and other documents; certifies copies of records for the general public. 

6. Responsible for the daily assembly and deposit of funds collected or turned over for deposit. 
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7. Responsible for the posting of payments to the various subledger accounts for property taxes, utility bills and 
miscellaneous bills. 

8. Executes and registers tax or other liens for overdue accounts at the Strafford County Registry of Deeds.  
Report to the Registry any liens redeemed. 

9. Issuance of Tax Deed for properties previously liened and unredeemed.  

10. Supervises the registration of motor vehicles and the reporting of same to DMV.  Instructs staff on the 
registration of passenger, commercial vehicles and other vehicle types. 

11. Supervises the operations of the utility billing, including coordination of termination of service on accounts for 
non-payment. 

12. Represents the City on tax or accounts receivable matters.  May appear before legislative committees to testify 
on tax issues.  

13. Prepare routine, cyclical, and special financial statements and reports associated with Municipal Agent and Tax 
Collection activities, required state and federal reports, and prepare monthly and annual city reports, as 
appropriate. 

14. Prepare annual divisional budget and consults with Finance Director on this and policy matters. 

15. Prepares and advertises and/or distributes meeting agendas, background materials, minutes, records of meetings, 
legal notices of public hearings and special meetings; attends regular and special City Council meetings; 
performs and/or oversees an accurate recording of the proceedings, the advertising of ordinances and 
resolutions, preparation of minutes in proper legislative terminology, recording, indexing and filing for public 
record; notifies parties of actions taken at meetings and distributes information as requested. 

16. Recommends for hire and supervises support staff.  Makes overall assignments, evaluates performance of and 
provides discipline to subordinates, and oversees training of subordinate staff. 

17. Arranges for municipal, state, and federal elections and oversees the registration of voters, the maintenance of 
all election records; prepares ballots and newspaper notices; instructs ward officials on duties. 

18. Maintains and updates schedule of fees charged by City departments. 

19. Administers oath of office to public officials. 

20. Serves as notary public and/or Justice of the Peace. 

21. Maintain an appropriate level of confidentiality regarding records of the organization. 

22. Monitor trends and make recommendations regarding the duties and operations of the City Clerk / Tax 
Collection Division. 

23. Respond to inquiries from the public and/or public and private organizations regarding the full range of 
activities and responsibilities of the office of the City Clerk / Tax Collection Division. 

24. Accurately perform detailed work with numerical data and makes arithmetic computations rapidly and easily. 

25. Develops and implements office systems and procedures. 

26. Attends conferences and other education meetings and reviews professional literature to keep current on modern 
trends and practices including legislative and technical issues. 

27. Exercises discretion and maintains appropriate confidentiality concerning municipal related matters 

28. Performs or assists subordinates in performing duties; adjusts errors and complaints 

29. Advises the City Manager, City Council, Finance Director and the public regarding questions of procedures and 
information related to functions of City Clerk / Tax Collection Division. 

30. Coordinates activities with other employees, departments or agencies. 

31. Establishes and maintains effective working relationships with employees; public and private organizations; 
other departments and agencies; elected officials; and the general public. 

32. Maintains familiarity with and executes safe work procedures associated with assigned work. 

33. Performs other related duties as required. 
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TYPICAL PHYSICAL ACTIVITY REQUIREMENTS: 

LIFT: 
-up to 10 lbs.: Occasionally required. 
-11 to 25 lbs.: Rarely required. 
-26 to 50 lbs.: Not required. 
-over 50 lbs.: Not required. 

CARRY: 
-up to 10 lbs.: Occasionally required. 
-11 to 25 lbs.: Rarely required. 
-26 to 50 lbs.:  Not required. 
-over 50 lbs.:  Not required.  

REACH: 
-above shoulder height: Rarely required. 
-at shoulder height: Occasionally required. 
-below shoulder height: Occasionally required. 

PUSH/PULL: Occasionally required.  

TWISTING: Occasionally required. 

BENDING: Occasionally required. 

CRAWLING:  Not required. 

SQUATTING: Rarely required. 

KNEELING: Not required. 

CROUCHING: Rarely required. 

CLIMBING:  Rarely required.  

BALANCING: Not required.  

GRASPING: Frequently required. 

HANDLING:  Frequently required. 

TORQUING: Frequently required. 

FINGERING:  Frequently required. 

DURING AN 8 HOUR DAY, EMPLOYEE IS TYPICALLY REQUIRED TO: 

CONSECUTIVE HOURS: 

Sit: 2 hours    

Stand: 3 hours 

Walk:  1 hour 

TOTAL HOURS: 

Sit: 3 hours    

Stand: 3 hour 

Walk:  1 hour 

COGNITIVE AND SENSORY REQUIREMENTS: 

TALKING:  Necessary for communicating with others 

HEARING:  Necessary for receiving instructions and information. 

SIGHT:  Necessary for performing job effectively. 

TASTING & SMELLING: Not required. 

TYPICAL WORK SURFACE(S):  Standard office desk and chair; customer service counter; table; carpet and tile 
floors, and computer workstations. 
TYPICAL CONTROLS & EQUIPMENT: Computer, printer, telephone, calculator, typewriter, copy and 
facsimile machines, microfilm/fiche reader. 

SUMMARY OF OCCUPATIONAL EXPOSURES:  May be exposed to copier and printer toner. 

KNOWLEDGE, SKILL AND ABILITY REQUIREMENTS: Considerable knowledge of local, state and 
federal laws and ordinances governing elections, licensing, vital statistics, local taxation, motor vehicle registration, 
liens and laws governing operations of  City Clerk’s and Tax Collection offices; some knowledge of the principles 
of governmental accounting; working knowledge of personal computer hardware and software including familiarity 
with the use of various software applications including word-processing, electronic spreadsheets and data bases; 
knowledge of the functions and organization of municipal government; knowledge of standard office management 
practices and procedures. Demonstrated ability to plan, organize and supervise the work of others; ability to make 
accurate arithmetic calculations; demonstrated oral and written communication ability; ability to maintain electronic 
and written records and prepare reports.  Ability to maintain effective working relationships with department heads, 
employees, City Council, public, banks, realtors, and other officials and to deal with service problems courteously 
and tactfully.  Ability to interpret established codes, laws and regulations.      
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EDUCATION/LICENSURE/CERTIFICATION REQUIREMENTS: Graduation from a college/university with 
a Bachelor's degree in Accounting, Finance, Public, or Business Administration or a closely related field plus at least 
four years of progressively responsible experience in governmental accounting, professional accounting, banking, or 
office management including at least 2 years in a supervisory capacity; OR any equivalent combination of education 
and experience which demonstrates possession of required knowledge, skills and abilities. 

SPECIFIC VOCATIONAL PREPARATION/EXPERIENCE REQUIREMENT(S): 

 1.  None. 

 2.  Short demonstration up to 30 days. 

 3.  30-90 days. 

 4.  91-180 days.  

 5.  181 days to 1 year. 

 6.  1 to 2 years. 

 7.  2 to 4 years. 

 8.  4-10 years. 

9.  Over 10 years. 

 
OTHER CONSIDERATIONS AND REQUIREMENTS: The minimum requirements listed above may be 
satisfied by having any equivalent combination of education and experience which demonstrates possession of the 
required knowledge, skills and abilities. 
 
The duties and responsibilities of this job are governed by an extensive set of statutes, rules, regulations and policies. 

 

 
 
 
Classification Established:  
Job Description Developed: 05/25/07 
Revised:  
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Position: 
Arena Program & Marketing Supervisor –
PENDING FINAL APPROVAL 

Classification-Series: 

       Arena Program & Marketing Supervisor 

Occupational Grouping: 
Professional & Managerial Services 

Organizational Unit: 
Recreation Department 

Position Control No: 
xx-xx-xx-xx 

FLSA Status: 
Exempt, Regular FT 40 hrs/wk 

Union - Grade: 
DPEA – Grade 21 

Primary Job Location: 
Arena, 110 Portland Avenue 

JOB SUMMARY: Performs responsible administrative and supervisory services in the operation of a municipal arena.  
Assists the Arena Facility Manager and the Recreation Director in program planning, administrative assignments, arena 
scheduling, marketing of the facilities, programs and advertising. 

ACCOUNTABILITY: Work is performed with considerable independence and judgment under the direction of the Arena 
Facility Manager. Work is reviewed through conferences, reports and achievement of desired program results. 

SUPERVISION EXERCISED: Assists Arena Facility Manager in providing general supervision for all Arena full time 
and seasonal part-time staff including Arena Maintenance Specialist, Ice Resurfacer Operators, Pro Shop, Concession, 
Front Desk Attendants, Skate Guards, and Special Events staff. 

TYPICAL EQUIPMENT USED: Computer; telephone; copy and fax machines, cash register, ice resurfacer, ice edger, 
skate sharpener, light utility vehicles, gas fired chiller, electric chiller, dehumidification equipment, power and hand tools, 
food preparation and serving equipment. 

TYPICAL WORK ENVIRONMENT:   Inside:  70%          Outside:  30% 

DUTIES AND RESPONSIBILITIES (Except as specifically noted, the following functions are considered essential to 
this position. The listed examples may not include all duties found in this class): 

1. Schedules, supervises and coordinates activities of part-time arena employees. 

2. Assists the Arena Facility Manager in the completion of administrative duties as assigned including promotion of the 
facility and scheduling of events. 

3. Encourages public use of the arena and meets with groups to develop and promote ice skating programs and off-ice 
events.  Meets with major user groups of the facility to help promote their programs. 

4. Responsible for creation and updating of a formal marketing plan in consultation with program staff and approval of 
Arena Facility Manager. 

5. Coordinates arena sponsored leagues and lesson programs. 

6. Develops, promotes and secures corporate advertising and sponsorship within the arena facility to achieve budgeted 
revenue goals. 

7. Maintains written policies and procedures with respect to all marketing and sales functions of the arena. 

8. Assists with development and promotion of programs and coordinates activities with the Arena Facility Manager and 
Recreation Dept. staff. 

9. Maintain equipment, personnel and supplies at a level consistent with budget. 
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10. Coordinate and schedule reservations for use of department facilities and use of facilities between various groups and 
agencies. 

11. Determine materials, equipment, facility, supervision or instruction needs for each event or program and coordinate 
with other staff members.  Assure adequate support, program and security staff to ensure efficient and safe operations 
during use periods.    

12.  Operate manual and power tools and complex equipment and machinery in the performance of duties as needed. 

13. Work harmoniously with the City staff, contractors, the public, public agencies and their staff, the media and private 
organizations. 

14. Provide some oversight of seasonal staff and concession operations including the monitoring of staff schedules and 
purchasing of supplies. 

15. Respond to public inquiries about special events made by telephone, correspondence or during public meetings. 

16. Coordinate marketing functions and advertising with media and third party marketing/advertising firms. 

17. Produce and oversee development of all brochures and flyers for all programs offered at arena facility. Ensure cost-
effective distribution of material within targeted markets. 

18. May perform a variety of miscellaneous duties such as answering phone, typing correspondence, running errands, 
picking up supplies needed for activities, helping set up tables and chairs for events. 

19. Responsible for creation and implementation of conference and party room promotion and scheduling system. 

20. Develop and conduct new visitor tour procedures and conduct tours designed to showcase facility and programs. 

21. Maintain awareness of and administers the personnel policies and procedures of the City and the Recreation 
Department. 

22. Maintain familiarity with and execute safe work procedures associated with assigned work. 

23. Perform other duties as required. 

TYPICAL PHYSICAL ACTIVITY REQUIREMENTS: 

LIFT: 
-up to 10 lbs.: Frequently required. 
-11 to 25 lbs.: Frequently required. 
-26 to 50 lbs.: Occasionally required. 
-over 50 lbs.: Rarely required.  Assistance may be Avail. 

CARRY: 
-up to 10 lbs.: Frequently required. 
-11 to 25 lbs.: Occasionally required. 
-26 to 50 lbs.:  Rarely required. 
-over 50 lbs.:  Not required.  

REACH: 
-above shoulder height: Occasionally required. 
-at shoulder height: Frequently required. 
-below shoulder height: Frequently required. 

PUSH/PULL: Occasionally required.  

TWISTING: Occasionally required. 

BENDING: Occasionally required. 

CRAWLING:  Rarely required. 

SQUATTING: Rarely required. 

KNEELING: Rarely required. 

CROUCHING: Rarely required. 

CLIMBING:  Occasionally required.  

BALANCING: Occasionally required.  

GRASPING: Frequently required. 

HANDLING:  Frequently required. 

TORQUING: Frequently required. 

FINGERING:  Frequently required. 

DURING AN 8 HOUR DAY, EMPLOYEE IS TYPICALLY REQUIRED TO: 

CONSECUTIVE HOURS: 

Sit: 2 hours    

Stand: 1 hour 

Walk:  1 hour 

TOTAL HOURS: 

Sit: 5 hours    

Stand: 2 hour 

Walk:  1 hour 
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COGNITIVE AND SENSORY REQUIREMENTS: 

TALKING:  Necessary for communicating with others 

HEARING:  Necessary for receiving instructions and information. 

SIGHT:  Necessary for performing job effectively. 

TASTING & SMELLING: Smelling required for detecting odors and fumes. 

TYPICAL WORK SURFACE(S):  Service counter; tables; desk & chair; carpet, tile, concrete, and wood floors; ice 
surface; ladders, stairs and scaffolding; within operator cabs and on trucks and equipment. 

TYPICAL CONTROLS & EQUIPMENT:  Computer, telephone, copy and facsimile machines, cash register, hand and 
power tools, ice edger, ice resurfacer, skate sharpener, HVAC equipment, security system controls and equipment, light 
utility vehicles. 

SUMMARY OF OCCUPATIONAL EXPOSURES:  Exposure to ice surface and cold environment; work may be near 
moving or mechanical parts and on or around equipment. May be exposed to fumes, airborne particles, fuels, solvents, 
lubricants and toxic or caustic chemicals including R-22 refrigerant, ammonia, antifreeze, potential exposure to live 
electrical components during equipment maintenance/operations, potential exposure to body fluids and blood. 

KNOWLEDGE, SKILL AND ABILITY REQUIREMENTS: Knowledge of program planning and successful event 
operations including allocation and coordination of resources. Knowledge of principles and processes for providing quality 
customer services in operations of public facility. Considerable knowledge of principles and methods for showing, 
promoting, and selling products or services. Knowledge of marketing strategy and tactics, sales techniques, and sales 
control systems. Knowledge of media production, communication, and dissemination techniques and methods including 
alternative ways to inform and entertain via written, oral and visual media. Some knowledge of control and maintenance of 
refrigeration equipment, ice re-surfacer equipment and skate sharpening machine. Ability to give and follow oral and 
written orders, directions and instructions, and abide by the rules and regulations of the City and Recreation Department. 
Ability to work safely in changing work environments both inside and outside including exposure to warm and cold 
temperatures, refrigerants and chemicals.  Ability to operate related machinery and apparatus. Ability to effectively lead 
and instruct others in techniques and methods used in various work activities. Ability to write reports and maintain accurate 
records. Ability to establish and maintain effective working relationships with employees, other agencies and the general 
public. Attend to many items simultaneously, and/or in sequence. Ability to ice skate. 

EDUCATION/LICENSURE/CERTIFICATION REQUIREMENTS: Bachelor’s degree with emphasis in recreation, 
and some significant marketing experience and/or education.  Four (4) years progressively responsible experience in public 
ice arena facility operations, with marketing/event planning included OR any equivalent combination of education and 
experience which demonstrates possession of the required knowledge, skill and abilities. Valid NH Driver’s license.  
Certification in First Aid and CPR preferred. 

SPECIFIC VOCATIONAL PREPARATION/EXPERIENCE REQUIREMENT(S): 

 1.  None. 

 2.  Short demonstration up to 30 days. 

 3.  30-90 days. 

 4.  91-180 days.  

 5.  181 days to 1 year. 

 6.  1 to 2 years. 

 7.  2 to 4 years. 

 8.  4-10 years. 

9.  Over 10 years. 

OTHER CONSIDERATIONS AND REQUIREMENTS: The minimum requirements listed above may be satisfied by 
having any equivalent combination of education and experience which demonstrates possession of the required knowledge, 
skills and abilities. 

 
 
Classification Established:  
Job Description Developed: 7/16/08 
Reviewed:  
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Position: 
Fire/Life Safety Inspector 

Classification-Series: 
Fire/Life Safety Inspector 

Occupational Grouping: 
Enforcement & Protection Services  

Organizational Unit: 
Fire & Rescue  Department  

Position Control No: 
xx-xx-xx-xx 

FLSA Status: 
Non-Exempt, Regular FT 40 hrs/wk 

Union - Grade: 
DMEA – XXII 

Primary Job Location: 
Fire Station, 262 Sixth Street 

JOB SUMMARY: Performs a variety of routine and complex technical work associated with the inspection and 
enforcement of established fire and life safety related ordinances, codes and standards. Assists in securing mitigation 
of fire and life safety related hazards by contacting and coordinating with other local, state and/or federal agencies 
and/or resources. Serves as technical resource providing information related to local fire and life safety issues. 

ACCOUNTABILITY: Works under the general supervision of the Building Official. 

SUPERVISION EXERCISED: May provide general supervision to clerical staff and other inspection staff as 
delegated by supervisor and/or department head. 

TYPICAL EQUIPMENT USED: Computer; telephone; calculator; typewriter; copy and facsimile machines; 
personal protective equipment, thermometers, measuring instruments, various hand tools, testing kits; answering 
machine; still and video cameras; cellular phone and pager; motor vehicle.    

TYPICAL WORK ENVIRONMENT:   Inside:  65%          Outside:  35% 

DUTIES AND RESPONSIBILITIES (Except as specifically noted, the following functions are considered 
essential to this position. The listed examples may not include all duties found in this class): 

1. Performs on-site inspections of private, public and commercial property to ensure compliance with fire and life 
safety related ordinances, codes and standards. 

2. Interprets and applies laws, ordinances, rules, regulations and policies as they relate to fire and life safety 
related inspection and enforcement duties. 

3. Issues city permits as required by local ordinance or state law. 

4. Issues stop work orders, correction notices and citations as required by the applicable fire and life safety related 
ordinances, codes and standards. 

5. Procures, studies and analyzes data concerning local fire and life safety issues. Prepares related reports and 
makes recommendations to fire and rescue services, other departments and agencies as may be required by law 
or as assigned. 

6. Fairly and consistently interprets codes and authorizes acceptable alternative methods of code compliance 
within limits of authority. 

7. Prepares and maintains all necessary records, photographs, and other materials required by City ordinance or 
state law, and as assigned. 

8. Researches problems and investigates all code compliance complaints and fire/life safety nuisances and/or 
hazards.  
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9. Attempts to resolve and/or refers complaints to appropriate staff, department or agency. Recommends the 

initiation of nuisance or hazard abatement proceedings when appropriate. 

10. Attends meetings and is available to explain, interpret and provide guidance regarding inspection standards and 
procedures to architects, engineers, contractors, developers and other interested parties. 

11. May assist in administering the building construction permitting function, including application processing, fee 
assessment and permit issuance. 

12. May perform the duties of plans examiner or building, mechanical, electrical and or health inspector as needed 
and deemed qualified. 

13. Coordinates activities with other employees, departments or agencies. 

14. Establishes and maintains effective working relationships with employees, other departments and agencies, and 
the general public. 

15. Operates personal or assigned motor vehicle to travel throughout City in completing field work. 

16. Maintains familiarity with and executes safe work procedures associated with assigned work. 

17. Performs other related duties as required. 

TYPICAL PHYSICAL ACTIVITY REQUIREMENTS: 

LIFT: 
-up to 10 lbs.: Occasionally required. 
-11 to 25 lbs.: Occasionally required. 
-26 to 50 lbs.: Rarely required. 
-over 50 lbs.: Not required. 

CARRY: 
-up to 10 lbs.: Occasionally required. 
-11 to 25 lbs.: Rarely required. 
-26 to 50 lbs.:  Not required. 
-over 50 lbs.:  Not required.  

REACH: 
-above shoulder height: Occasionally required. 
-at shoulder height:  Frequently required. 
-below shoulder height: Frequently required. 

PUSH/PULL: Occasionally required.  

TWISTING: Frequently required. 

BENDING: Frequently required. 

CRAWLING:  Rarely required. 

SQUATTING: Occasionally required. 

KNEELING: Occasionally required. 

CROUCHING: Occasionally required. 

CLIMBING:  Occasionally required.  

BALANCING: Rarely required.  

GRASPING: Frequently required. 

HANDLING:  Frequently required. 

TORQUING: Frequently required. 

FINGERING:  Frequently required. 

DURING AN 8 HOUR DAY, EMPLOYEE IS TYPICALLY REQUIRED TO: 

CONSECUTIVE HOURS: 

Sit: 2 hours    

Stand: 2 hour 

Walk:  3 hour 

TOTAL HOURS: 

Sit: 2 hours    

Stand: 4 hour 

Walk:  2 hour 

 

COGNITIVE AND SENSORY REQUIREMENTS: 

TALKING:  Necessary for communicating with others 

HEARING:  Necessary for receiving instructions and information. 

SIGHT:  Necessary for performing job effectively. 

TASTING & SMELLING: Necessary for performing job effectively. 
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TYPICAL WORK SURFACE(S):  Standard office desk and chair; service counter; tables; computer work 
stations; carpet, tile, concrete and wood floors; ladders and scaffolding; outside surfaces including flat, sloped and 
uneven ground. 

TYPICAL CONTROLS & EQUIPMENT: Key board/pad; computer mouse; telephone; automated and manual 
measuring/location devices; test kits and monitoring equipment; radio/pager; motor vehicle; electronic, mechanical 
and hydraulic controls. 

SUMMARY OF OCCUPATIONAL EXPOSURES:  Exposure to outside environment including sunlight, 
extreme temperature (hot/cold), wind and rain; copier and printer toner. May work near moving or mechanical parts. 
May be exposed to fumes or airborne particles, and toxic or caustic chemicals. 

KNOWLEDGE, SKILL AND ABILITY REQUIREMENTS: Thorough knowledge of state and local fire and life 
safety related laws, codes and standards. Working knowledge of general building construction materials, practices 
and codes. Awareness of modern firefighting methods as it relates to code enforcement.   Knowledge of equipment, 
facilities, materials, methods, techniques and practices used in fire and life safety inspection and compliance 
activities. Ability to effectively perform routine and complex inspections of general building construction, as well a 
fire and life safety system.  Ability to operate equipment related to fire and life safety inspections and perform 
environmental sampling related to fire and life safety inspections. Ability to read and interpret code requirements 
and complicated construction plans and blueprints. Ability to effectively communicate complex and detailed 
information both orally and in writing. General knowledge of personal computer hardware and software including 
familiarity with the use of various software applications including word-processing, electronic spreadsheets and data 
bases. Ability to establish and maintain effective working relationships with employees, other agencies and the 
general public. 

EDUCATION/LICENSURE/CERTIFICATION REQUIREMENTS: Minimum High School diploma or 
equivalent. Two year college degree preferred. Desire at least one year college level course work in fire science, 
physical sciences or training in a closely related field. Must maintain a valid passenger motor vehicle operator 
license 

SPECIFIC VOCATIONAL PREPARATION/EXPERIENCE REQUIREMENT(S): 

 1.  None. 

 2.  Short demonstration up to 30 days. 

 3.  30-90 days. 

 4.  91-180 days.  

 5.  181 days to 1 year. 

 6.  1 to 2 years. 

 7.  2 to 4 years. 

8.  4-10 years. 

9.  Over 10 years. 

OTHER CONSIDERATIONS AND REQUIREMENTS: The minimum requirements listed above may be 
satisfied by having any equivalent combination of education and experience which demonstrates possession of the 
required knowledge, skills and abilities. 
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