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Topic:   
 

Revision to Policy Instruction 113 

Purpose 
 

Information:  Guidance:  Decision:  
 

X 

Recommendation 
 

Instruct the General Manager to revise the Organizational Chart as 
contained in Policy Instruction 113 to reflect current staffing 
practices and modify the Chart to rename the Accounting Clerk 
position as an Administrative Clerk. 

Last Action 
 

Policy Instruction 113 was last reviewed and approved in June of 
2013.   

Discussion 
 

There are two issues to be addressed by this agenda item: 
1. A change to the Policy Instruction 113 Organizational Chart 

to reflect current staffing based on changes made in the 
finance and administrative area over the past 8 months 
(change from an Accounting Clerk to an Administrative 
Clerk). 

2. A change in reporting structure to have both the District Clerk 
position and the Administrative Clerk position reporting to the 
Director of Finance and Administration. 

Issue #1 Changes to Reflect Current Staffing 
In January of 2013 the Accounting Clerk went out on a leave of 
absence.  The District Clerk was trained to pick up some of the 
Accounting Clerk responsibilities, and a temporary employee was 
used to fill in tasks related to the District Clerk’s job description.  
This has worked well for the District; the District Clerk is able to 
continue performing the technical aspects of her existing position, 
as well as accomplish the more specialized accounting functions of 
the Accounting Clerk position. She is being trained on the remaining 
accounting functions and has worked diligently to support the 
District during this time.   
Had the Accounting Clerk returned to her position with the District, 
there would have been great benefit in having both employees 
trained in the accounting function.  The Accounting Clerk applied for 
a disability retirement and will not return.  This caused Staff to 
evaluate the current structure.  Having the District Clerk responsible 
for the more technical aspects of both the Accounting Clerk and 
District Clerk job descriptions leaves tasks such as reception duties, 
community room management, Board Book preparation and 
dissemination, Board Room setup, Board Meeting minute 
preparation, etc. – tasks which can be best described as 
administrative – and the District would be best served by having an 
Administrative Clerk on staff to handle those tasks.   
Consistent with the former Accounting Clerk position, this new 
position is a 32 hour per week position.  As the Administrative Clerk 
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position has fewer technical requirements, it will be placed on 
Grade 2 on the Wage Scale. 
The District was advised by CalPERS of the approval of the 
Accounting Clerk’s disability retirement on August 28, 2013.  Staff 
would like to announce the new position as soon as possible, so 
that it can be filled by a permanent employee.  The position will be 
offered internally first and then advertised, if there is no internal 
interest. 
Issue #2 Change in the Reporting Structure 
Policy Instruction 113 states that the establishment of permanent 
positions is the responsibility of the Board of Directors.  The new 
position is not an increase to head count, but rather a redefining of 
the tasks within the “finance and administration” area of the District 
– and a renaming of titles to reflect the change.  Due to the nature 
of the District Clerk’s redefined job description, the position will 
report to the Director of Finance and Administration – as opposed to 
the General Manager (as is currently the case).  The Administrative 
Clerk will report to the District Clerk – a logical change, as the 
District Clerk previously was responsible for those tasks.   
Creation of the position by the Board will allow the General 
Manager to post and fill the position as outlined in PI 113.  

Fiscal Impact 
 

The Administrative Clerk position will be one grade lower on the pay 
scale than the Accounting Clerk position was.  There will be some 
savings to the District as the previous Accounting Clerk was near 
the top of the pay range of grade 3; the new employee will start at a 
lower hourly rate.  The District Clerk will be eligible for a merit 
increase to reflect the increased level of responsibility. 

Communication 
Strategy 
 

The new position will be posted internally for candidates, if there are 
no applications, it will be advertised in the Sierra Sun.  Once 
applications have been accepted, interviews completed and the 
position filled, an announcement will be made by the District. 

Attachments PI 113 – including existing Organizational Chart 
Revised Organizational Chart 
Revised Pay Scale - to reflect Administrative Clerk on Grade 2 
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TRUCKEE TAHOE AIRPORT DISTRICT
ADOPTED BY THE BOARD OF DIRECTORS 8/23/2012
AS ADJUSTED FOR PROPOSED 1.0% CPI CPI ADJUSTMENT EFFECTIVE DATE: 10/1/2013

CPI ADJUSTMENT PERCENTAGE: 1.00%

PAY SCALE STEP ONE STEP TWO STEP THREE STEP FOUR STEP FIVE STEP SIX STEP SEVEN OPEN MAXIMUM
(MINIMUM) (MARKET) RANGE

JOB TITLE GRADE

GENERAL MANAGER 15 115,991 150,788
55.76 72.49

14 93,846 123,218
45.12 59.24

DIRECTOR OPERATIONS/MAINTENANCE 13 86,957 113,044
41.81 54.35

DIRECTOR OF FINANCE AND ADMIN 12 82,264 109,485
DIRECTOR OF AVIATION and 39.55 52.64
   BUSINESS SERVICES

11 75,137 98,787
36.12 47.49

10 68,009 88,310
32.70 42.46

OPS/MAINT SUPERVISOR 9 64,565 66,179 67,793 69,407 71,022 72,637 74,251 84,352
COMMUNITY & ENVIRO AFFAIRS MGR 31.04 31.82 32.59 33.37 34.15 34.92 35.70 40.55

8 61,120 62,647 64,175 65,703 67,231 68,759 70,287 79,906
29 38 30 12 30 85 31 59 32 32 33 06 33 79 38 42

OPEN RANGE

OPEN RANGE

OPEN RANGE

OPEN RANGE

OPEN RANGE

OPEN RANGE

PROPOSED

29.38 30.12 30.85 31.59 32.32 33.06 33.79 38.42

7 57,674 59,116 60,558 62,000 63,442 64,885 66,327 75,333
27.73 28.42 29.11 29.81 30.50 31.19 31.89 36.22

6 54,229 55,585 56,941 58,297 59,653 61,009 62,365 70,930
26.07 26.72 27.38 28.03 28.68 29.33 29.98 34.10

AIRPORT OPS/MAINT WORKER III 5 50,784 52,054 53,323 54,593 55,862 57,132 58,401 66,019
AVIATION & BUSINESS SVCS ASSOC 24.42 25.03 25.64 26.25 26.86 27.47 28.08 31.74

DISTRICT CLERK 4 47,339 48,522 49,706 50,889 52,073 53,256 54,439 61,541
22.76 23.33 23.90 24.47 25.04 25.60 26.17 29.59

AIRPORT OPS/MAINT WORKER II 3 43,894 44,991 46,089 47,186 48,283 49,380 50,479 58,617
21.10 21.63 22.16 22.69 23.21 23.74 24.27 28.18

ADMINISTRATIVE CLERK 2 40,449 41,460 42,471 43,483 44,494 45,505 46,517 52,584
19.45 19.93 20.42 20.91 21.39 21.88 22.36 25.28

AIRPORT OPS/MAINT WORKER I 1 37,003 37,929 38,854 39,779 40,704 41,630 42,555 48,105
17.79 18.23 18.68 19.12 19.57 20.01 20.46 23.13
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