
















































MEETING DATE: 

DATE OF REQUEST: 

TO: 

FROM: 

SUBJECT: 

Statement of Issue: 

CITY OF QUINCY 
CITY COMMISSION 

AGENDA REQUEST 

January 26, 2021 

January 5, 2021 

Honorable Mayor and Members of the City Commission 

Jack L. McLean Jr., City Manager 
Dr. Beverly A. Nash, Grants 

Funded Project from the Florida Department of Economic 
Opportunity (DEO): Rural Infrastructure Fund - Scope of 
Work and Task Orders between the City of Quincy and 
Dewberry Engineering (Project Planning and Preparation 
Grant) 

This project will allow the City of Quincy to contract with Dewberry Engineering, Inc. and allow 

the City of Quincy to build upon and maximize its assets, along with positioning itself for 

sustainability, future growth and expansion. The goal is to be in a position to incrementally attract 

new residents and businesses, along with the retention and expansion of existing resources within 

the City and County. 

Background: 

At the November 20, 2019 Special Meeting, the Commission approved for the City of Quincy to 

apply for the Florida Department of Economic Opportunity grant request for proposal. The grant 

proposal was specifically for: Part 1- infrastructure feasibility studies (environmental), design 

and engineering or other infrastructure activities (storm water layout, traffic analysis, and 

utility corridors) (amount = $149,950.00) and Part 2 - a five-year strategic economic 

development and implementation plan (amount = $147,850.00). 

The grant was approved and funded in the amount of $297,800.00 (total cost reimbursement) by 

way of a letter from the Florida Department of Economic Development dated January 13, 2020. 

The grant funding period: February 1, 2020 - January 31, 2022. The funded grant requires no 

match. 
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City of Quincy 
City Commission 
Agenda Request 

 
Date of Meeting:  January 26, 2021 
 

Date Submitted:  January 20, 2021 
 

To:    Honorable Mayor and Members of the City Commission 
 

From:    Jack L. McLean Jr., City Manager 
    Ann Sherman, Human Resources Director 
 

Subject:   Request for New Position                        
=================================================================== 
Statement of Issue: 
 

Unanswered phone calls at the City Hall is a concern of the public and the 
Commission.  The rotation of the Hunt System of routing calls is not well accepted 
and does not meet the expectations of the customers/rate payers.  Staff is 
requesting a new position dedicated to answering and routing phone calls. 
 
Background: 
 

In the past, the City of Quincy employed a full-time telephone operator covering 
all incoming calls to City Hall.  The purpose was to route these calls to the 
appropriate departments to address the inquiry.  If the individual was not 
available, the operator took messages for a return call to the inquirer. The 
operator was supported by administrative personnel during lunch hours and 
breaks. This requested position expands the duties and responsibilities of an 
operator position. 
 
Conclusion: 
 

The approval of a full-time position will provide the department the ability to not 
only provide phone coverage but improve the delivery of service we provide to 
the citizens, employees and our customers. 
 
 



 
Options: 
 

Option 1:   Vote to approve the new full-time position as requested. 
 

Option 2:   Provide Directions. 
 
Staff Recommendation: 
 

Option 1 
 
Attachment: 
 

• Customer Service/Human Resources Analyst Job Description 



    
 Human Resources Department  

 

 

 

 

404 West Jefferson Street  
www.myquincy.net 

Quincy, FL 32351 
850-618-0020 

Job Description 

Position Title: Customer Service/Human Resources Analyst  

Department:  Customer Service 

Pay Grade:   22 

Salary Range: $27,422.00 - $33,499.00 - $39,593.00  

Summary/Objective 

This position performs a variety of functions mainly in the Customer Services 
Department with extended responsibilities in the Human Resources Department. 
The position requires some degree of independent judgement in decision making. 
It also requires the ability to resolve customer problems and concerns in delivering 
quality services to the Citizens of Quincy.   

Major Duties 

1. Phone Coverage including routing calls to appropriate personnel 
2. Customer Interface 
3. Interact with the Social Service Agencies in paying customers utility bills 
4. Prepares monthly statistical analysis on utility accounts i.e., delinquencies, 

extensions, payment plans and etc. 
5. Keeps Director informed on key assignments and any problem areas. 
6. Assist Customer Service Cashiers in making Customer Courtesy Calls 
7. Update and maintain customer contact data base 
8. Manage and Maintain analysis on the Employee COVID 19- Testing Program 
9. Update and maintain Risk Management case files 

 
Qualifications 

Must possess a High School Diploma or AA Degree. Must have 2-5 years of work 
experience working with the public. Must have skills and the ability to operate a 
computer, have experience with Excel Spread Sheets, and other tools needed to 
perform the job. 

This is a full-time position, operating Monday-Friday from 8:00am to 5:00pm. 
Occasional overtime maybe required. 
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