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STAFF REPORT  

 

 

April 18, 2017 

 

TO: City Council 

 

FROM: Robert Brown, Community Development Director 

 Gail Papworth, Interim Principal Human Resources Analyst  

 

SUBJECT:  ADOPT A RESOLUTION TO APPROVE THE ADDITION OF A 

SUSTAINABILITY PROGRAMS COORDINATOR I/II TO THE CITY’S 

CLASSIFICATION PLAN 

  
 

REQUEST 
 

Consider adopting a resolution to approve the following actions:  

 

1. Amend Resolution 57-94 adopting the City of Novato Classification Plan to add the 

classifications of Sustainability Programs Coordinator I/II and approve the classification 

specification for the position; 

2. Approve the salary ranges for Sustainability Programs Coordinator I/II classifications; 

3. Amend the Unit D (General Employees) Memorandum of Understanding to include the 

titles and salary ranges for the Sustainability Programs Coordinator I/II; and 

4. Add the Sustainability Programs Coordinator I/II position to the City’s conflict of interest 

code. 
 

DISCUSSION 

 

On March 7, 2017, the City Council approved the addition of one full-time staff position to the 

FY 17/18 budget dedicated to sustainability and the administration and implementation of the 

City’s Climate Change Action Plan (CAP). The purpose of this position will be to build and 

implement the City’s CAP programs and support community action plans, sustainability 

strategies, and local and regional energy efficiency and greenhouse gas reduction efforts. The 

position will also advise City departments and market related community activities. This position 

will be assigned to the Community Development Department and report to the Community 

Development Director.  
 

The proposed classifications of Sustainability Programs Coordinator I/II will establish the 

appropriate knowledge and experience required to carry out the Climate Change Action Plan.  

The development of a I/II classification allows the City to flexibly staff the new position and to 

attract appropriately qualified candidates to implement the City’s sustainability vision and 

becomes the greenest city in Marin County.  
 

The recommended salary ranges for the classifications, which would be placed in the Unit D 

employee bargaining group (SEIU - General Employees), are indicated in the tables, below. These 

ranges are comparable to the Planner I/II classifications. 
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Sustainability Programs Coordinator I 

    

 Step 1 Step 2 Step 3 Step 4 Step 5 

Monthly $5,451.00 $5,723.55 $6,009.73 $6,310.21 $6,625.72 

Annual $65,412.00 $68,682.60 $72,116.73 $75,722.57 $79,508.69 

 
Sustainability Programs Coordinator II 

 

 Step 1 Step 2 Step 3 Step 4 Step 5 

Monthly $5,988.00 $6,287.40 $6,601.77 $6,931.86 $7,278.45 

Annual $71,856.00 $75,448.80 $79,221.24 $83,182.30 $87,341.42 

 
Human Resources staff has conferred with SEIU concerning the class recommendations for the 

position.  

 
FISCAL IMPACT 
 

Assuming the position is filled July 1, 2017 the fiscal impact for Sustainability Programs 

Coordinator II for fiscal year 17/18 is approximately $104,731. This amount reflects salary, 

including the 3% COLA effective on July 1, 2017, as well as the cost of benefits. 

 
RECOMMENDATION 
 

Adopt the resolution. 

  
ALTERNATIVES 
 

Don’t approve the implementation actions at this time.  

 
ATTACHMENTS 
 

1. Resolution  

2. Job Description 
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CITY COUNCIL OF THE CITY OF NOVATO 

 

RESOLUTION NO. ____ 

 

RESOLUTION TO: (1) AMEND RESOLUTION 57-94 ADOPTING THE 

CITY OF NOVATO CLASSIFICATION PLAN TO ADD THE 

CLASSIFICATIONS OF SUSTAINABILITY PROGRAMS 

COORDINATOR I/II; (2) APPROVE MONTHLY SALARIES RANGES 

FOR THESE CLASSIFICATIONS; (3) AMEND THE SEIU 1021/UNIT 

D MEMORANDUM OF UNDERSTANDING TO INCLUDE THE 

TITLES AND SALARY RANGES FOR THE SUSTAINABILITY 

PROGRAMS COORDINATOR I/II CLASSIFICATIONS; (4) ADD THE 

ABOVE CLASSIFICATIONS TO THE CITY’S CONFLICT OF 

INTEREST CODE 

 

WHEREAS, the City Council gave direction on March 7, 2017 for the City Manager to include 

the new position of Sustainability Programs Coordinator I/II within the FY 17/18 budget; and 

 

WHEREAS, the purpose of this position will be to build and implement the City’s CAP 

programs and support community action plans, sustainability strategies, and local and regional energy 

efficiency and greenhouse gas reduction efforts; and 

 

WHEREAS, Staff is requesting the City Council approve the classification specification and 

salary ranges for the new position. 

 

 NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Novato hereby: 

 

1. Amends Resolution 57-94 adopting the City of Novato Classification Plan to add the 

classifications and to approve the attached classification specification for Sustainability 

Programs Coordinator I/II (Exhibit A);  

 

2. Establishes the following monthly salary steps for the classifications: 

  Monthly Base Salary 

Classification 

Proposed 

Bargaining 

Unit 

Step 1 Step 2 Step 3 Step 4 Step 5 

Sustainability Programs 

Coordinator I 
Unit D $5,451 $5,724 $6,010 $6,310 $6,626 

Sustainability Programs 

Coordinator II 
Unit D $5,988 $6,287 $6,602 $6,932 $7,278 

 

3. Amends the Memorandum of Understanding with the SEIU/Unit D to add one position and 

associated salary ranges for Sustainability Programs Coordinator I/II; and 
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4. Adds the Sustainability Programs Coordinator I/II classifications to the City of Novato 

Conflict of Interest Code. 

 

 

 *  *  *  *  *  * 

 

I HEREBY CERTIFY that the foregoing resolution was duly and regularly adopted by the City 

Council of the City of Novato, Marin County, California, at a meeting thereof, held on the 18th day 

of April, 2017, by the following vote, to wit:   

 

AYES:  Councilmembers  

NOES:  Councilmembers  

ABSTAIN: Councilmembers  

ABSENT: Councilmembers  

 

 

       

City Clerk of the City of Novato 

 

 

Approved as to form: 

 

 

       

City Attorney of the City of Novato 
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SUSTAINABILITY PROGRAMS COORDINATOR I/II 
 

DEFINITION 

 

To perform professional level work in the field of climate change and sustainability and to 

implement the City of Novato Climate Change Action Plan (CAP); to develop public outreach 

strategies in support of local and regional energy efficiency and greenhouse gas reduction efforts; 

to promote, provide direction, and assist internal departments, residents, business community 

groups and the public in the development and implementation of sustainability efforts. 

 

SUPERVISION   RECEIVED AND EXERCISED 

 

Receives direction from the Director of Community Development and general direction from the 

City Manager and the Executive Management Team regarding regional and community initiatives 

May provide direction lower level staff, volunteers, and interns. 

 

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS--Essential and other important 

responsibilities and duties may include, but are not limited to, the following: 
 

Essential Functions: 

 

Oversee and coordinate the Climate Change Action Plan (CAP) implementation, state mandates, 

and other sustainability-related programs and activities including all aspects of the city’s 

sustainability strategy; manage the integration of the City’s environmental-related programs; and 

assemble and coordinate a cross-departmental City Green Team to help reach the CAP objectives 

and goals. 

 

Actively engage and cultivate relationships with local and regional groups in the sustainability 

movement and build positive working relationships with the community to ensure these programs 

are successful. 

 

Makes public presentations regarding volunteer and sustainability opportunities, programs, and 

initiatives; present regular updates to Council and community members with regard to 

sustainability programs and CAP elements; present and promote the City’s CAP at community 

events and City activities. 

 

Work with stakeholders groups and city departments to develop and implement programs related 

to volunteerism and the Climate Change Action Plan; support initiatives related to neighborhood 

enhancement, beautification, and Sustainability; plan and publicize City Sustainability activities, 

opportunities, and recognition events. 

 

Coordinate with the Public Works Department and promote the implementation of energy and 

water efficiency measures in City facilities including the purchase of alternative fuel vehicles for 

the City fleet. 

 

Promote waste reduction efforts to public, including working with the Sanitary District and new 
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waste hauler on expanded programs such as collection of organic waste from restaurants and 

grocery stores. 

 

Research, analyze and interpret related social, economic, population and land use data and trends 

as it pertains to Climate Change initiatives. 

 

Promote energy efficiency programs to property owners including the county-wide Resilient 

Neighborhoods program. 

 

Work with the Transportation Authority of Marin and major local and regional employers to 

implement trip reduction measures. 

 

Participate and coordinate internal review of the Sea Level Rise Vulnerability Assessment, 

conduct public workshops, and oversee subsequent mitigation efforts. 

Work with City leadership team and staff to recognize internal and external communications 

opportunities and solutions, and define and execute appropriate strategies to support them. 

Develop marketing and publicity plans to engage volunteers and other community members 

including developing content for, and maintaining, the City’s sustainability webpage, City social 

media sites, and other web-based marketing activities.  

 

Maintain a variety of records, statistics and reports; prepare staff reports and other written 

documents including quarterly reports, contracts, program plans, and assessments; collect and 

create reports on Greenhouse Gas Inventory data and Climate Change Action Plan program data 

to meet City, State and Federal goals and mandates. 

 

Facilitate community and inter-departmental staff meetings to develop, implement and evaluate 

Volunteer and Sustainability programs related to department objectives as well as Council goals 

and priorities. 

 

Tracks and reports on ordinances, laws and regulations having to do with Sustainability, and 

participates in development of local ordinances related to elements of the Climate Change Action 

Plan and Sustainability in general. 

 

Reviews and revises the Implementation Plan for the Climate Change Action Plan as necessary 

to meet its goals as well as State mandates. 

 

Performs related duties as required. 

 

 

Knowledge of: 

 

 Principles, practices and trends in sustainability, climate change mitigation and adaptation, 

energy and water efficiency, environmental law, urban planning and the development review 

process. 
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 Principles and practices of program management, including development, monitoring and 

implementation. 

 Principles and practices of public outreach, including planning, marketing and presentation of 

educational efforts for the public related to environmental sustainability. 

 Pertinent local, state and federal laws, rules, regulations and ordinances specifically applicable 

environmental laws and regulations. 

 Funding sources available to finance environmental compliance and sustainability programs; 

grant sourcing and development. 

 Program development and management and methods and techniques used for recruiting and 

managing volunteers. 

 Energy conservation, waste management, and other Sustainability-related programs, best 

practices. 

 

Ability to: 

 

 Represent the City in meetings with the public, media and governmental bodies to promote 

CAP programs, objectives, and goals. 

 Research, analyze, interpret, develop and implement policies, procedures, rules and 

regulations. 

 Assess long and short term sustainability needs and greenhouse gas reduction objectives, and 

design effective programs to meet these needs in a cost-effective manner. 

 Plan, develop and monitor budgets and contracts and understand, track and pursue grants and 

grant opportunities. 

 Effectively communicate and market sustainability programs to residents and business owners 

and other stakeholder groups.    

 Prepare clear, concise and accurate written reports, proposals and reports. 

 Supervise volunteers and apply principles of leadership and supervision. 

 Establish and maintain effective working relationships with those contacted in the course of 

the work; work cooperatively with others and secure cooperation and teamwork among staff, 

stakeholders, other City departments/divisions, and outside organizations. 

 Analyze problems, identify alternatives and formulate and implement recommendations. 

 Initiate and sustain interest of the community to participate in the programs. 

 Evaluate the skills and abilities of volunteers. 

 Facilitate  groups,  including  members  of  the  public,  business  community,  City  staff,  

and representatives from other governmental and non-governmental agencies and 

organizations. 

 

Experience and Training Guidelines 

 

Any combination of experience and training that would likely provide the required knowledge and 

abilities is qualifying. A typical way to obtain the knowledge and abilities would be:  

 

Sustainability Programs Coordinator I 

Training: Equivalent to a Bachelor's degree from an accredited college or university with major 

course work in Environmental Studies, Environmental Science, Sustainability Studies or a 
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related field. Some directly related experience is desirable.  

 

Sustainability Programs Coordinator II 

Training: Equivalent to a Bachelor's degree from an accredited college or university with major 

course work in Environmental Studies, Environmental Science, Sustainability Studies or a related 

field and two years of experience working in sustainability programs  or the equivalent to a 

Bachelor's degree from an accredited college or university with major course work in a directly 

related field. 

 

License or Certificate 

Possession of, or ability to obtain, an appropriate, valid driver's license. 

 

Desirable Qualifications 

Knowledge or academic certificate in one of the following:  LEED, ISO 14001, Green Building 

Professional, or environmental compliance. 

 

PHYSICAL DEMANDS AND WORKING CONDITIONS 

The physical demands and working conditions described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to 

enable individuals with disabilities.  

 

While performing the duties of this job, the employee is regularly required to sit, bend, talk and 

hear. The employee frequently is required to use hands to finger, handle, or feel. The employee is 

required to stand and walk and to lift or move up to 30 pounds and regularly required to drive. 

Specific vision abilities required by this job include close vision and ability to adjust focus. 

 

This position typically works in indoor conditions. The employee frequently works near video 

display. The employee is regularly exposed to outside weather conditions. The noise level in the 

indoor work environment is usually quiet, while the outdoor environment is occasionally loud. 

This position may be required to work after normal business day hours and nights and weekends. 
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