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Administrative Services

BUDGET SUMMARY

Actual Total Adopted Change

Expenditures Budget Budget From Prior %

2002-2003 2003-2004 2004-2005 Year Change

Full Time Equivalent Positions 32.0 33.0 33.0 0.0 0.0%
Salaries & Benefits $ 1,499,894 $ 1,745301 $ 1,938,973 $ 193,672 11.1%
Supplies & Services 681,763 760,568 737,584 (22,984) -3.0%
Capital Acquisitions 116,763 44,500 - (44,500) -100.0%
Contributions to Other Funds - - - - 0.0%
Total $ 2,298,420 $ 2,550,369 $ 2,676,557 $ 126,188 4.9%

Financing Sources
General Fund 2,298,420 2,550,369 2,676,557
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PERSONNEL SUMMARY
(Shown in full time equivalents)

Total Adopted
Budget Budget
2003-2004 2004-2005

Administration
Assistant City Manager 1 1
Administrative Assistant
[ Subtotal
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Finance

Finance Officer

Accountant /11

Intermediate Account Clerk

Customer Service Manager

Senior Customer Service Representative
Customer Service Representative I/ll

Field Customer Service Representative I/Il
[  Subtotal 12
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General Services
General Services Manager 0.75 0.75

Administrative Analyst I/11/111 1 1
Administrative Clerk I/11/11l 1 1
Facility Manager 1 1
Building Maintenance Worker 1/11 1 1
Custodian Il 1 1
Custodian | 4 4
[  Subtotal 9.75 9.75|
Information Services

Information Services Manager 1 1
Geographic Information Systems Coordinator 1 1
Information Systems Technician Il 0 1
Information Systems Technician 2 1
[ Subtotal 4 4
Fleet Maintenance (Vehicle Maintenance Fund)

General Services Manager 0.25 0.25
Fleet Maintenance Supervisor 1 1
Mechanic | 4 4
[ Subtotal 5.25 5.25|

Grand Total 33 33
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Administrative Services

MISSION STATEMENT

To provide quality services and support to
residents, businesses, employees, and City
departments while maintaining high standards of
accuracy, reliability, and financial practice.

SERVICE DESCRIPTION

Administrative  Services provides internal
support services to all City departments as well
as services to our residents and businesses
through the following divisions: Finance,
Treasury, Information Technology, and General
Services.

STRATEGIC ISSUES

1. Exceeding Customer Expectations. We
must strive to improve service delivery in
light of the fact that customers define quality
and continue to explore improved means of
exceeding their expectations.

2. Continuous Learning. Providing employees
with the proper training and development
ensures that we have the skills to provide
City services effectively and that daily tasks
are aligned with the organizational mission.

3. Valued Products. Timely and accurate
reporting of information is the cornerstone
for the sustained credibility of the
department.

4. Access to Information. Integration of
information systems through the use of GIS
(Geographical Information Systems)
provides a means for employees and the
public to access consistent and current
information.

5. Promoting Services. Enhancing
communications with our customers (both
employees and citizens) and promoting our
City services will increase the spread of
information and, ideally, increase civic
awareness.
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FY 2003- 2004 ACCOMPLISHMENTS

Surveyed our customers to better
understand their expectations and how we
can add value to their operations.

Received recognition for excellence for the
City web site. Expanded the City's web
presence through the new one-stop-shop
feature and created an internal website,
CityNET, for our employees.

Earned the Award of Excellence in
Procurement from the Institute of Supply
management and California Association of
Public Purchasers.

Introduced new bill payment options to our
utility customers in the form of Electronic
Funds Transfer.

Formed the Tierra Buena Assessment
District to provide funding for the transition
of groundwater customers to the City’'s
surface water system.

Sold Redevelopment bonds that refinanced
a previous issue as well as provided for new
proceeds to finance City efforts in the
downtown and Town Center areas.

FY 2004 - 2005 INITIATIVES

Continue to adjust departmental operating
standards with the goal of exceeding
customer expectations.

Ensure that all staff members are receiving
the appropriate level of continuing education
in their respective areas of responsibility.

Introduce a new GIS system that will provide
a comprehensive parcel-based resource for
City information. Ultimately, provide certain
information through the City website
www.yubacity.net.

Work closely with the new Human
Resources Director to evaluate additional
opportunities for cross-departmental process
improvements.




Administrative Services

®,

< Work with departments to integrate their
budgeted performance measures into the
continuous improvement process used as
part of the team process.

CONTINUOUS IMPROVEMENT
PERFORMANCE MEASURES

1. Surpass the previous year's department-
wide internal customer service ranking from
16.9 to 17.4, toward a future target of 20. (a
score of 15 being good, 20 being excellent)

Increase the number of staff attending
continuous education
respective areas of responsibility from 84%

courses in their

to 90%, toward a future target of 100%.

Efficiency

Effectiveness

Customer Service Ranking

2002-2003

Actual 164
2003-2004 17.0
Target
2003-2004
Dept Est 169
2004-2005 17.4
Target
Eff|g|ency Continuous Education
Effectiveness
2002-2003
Actual 81
2003-2004 90
Target
2003-2004
Dept Est 84
2004-2005 90

Target
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Finance
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AP/Payroll Management

Budget
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Finance

SERVICE DESCRIPTION

The Finance Division provides an array of
financial services to residents, businesses, other
government agencies, as well as to each and
every City employee. As a full service finance
operation, this division is responsible for
accounting procedures and policies, accounts
payable and receivable, budget preparations,
revenue collection including water and
wastewater bills, payroll, business license taxes,
parking citations and water meter reading.

FY 2003-2004 ACCOMPLISHMENTS

% Received: the GFOA Award for Excellence
in Budgeting for the sixth time; the GFOA
Certificate of Achievement for Excellence in
Financial Reporting for the third time; and
the equivalent awards from the California
Society of Municipal Finance Officers.

7
*

Implemented the initial phase of GASB 34
for financial statement reporting purposes
for the fiscal year ended June 30, 2003.

7
*

% Through the continuous improvement
process, the rotation schedule has been
enhanced to allow for weekly cross training,
as well as, employee project time. The
process was developed for Customer
Service staff to better organize staff
workload. This tool supports our Team
Based Management efforts.

7
*

% Customer Service surveyed the City utility
customers for the second year in a row to
determine if their expectations are being
met. Again, excellent results were achieved
in customer satisfaction - overwhelmingly
indicating Customer Service
Representatives are perceived as courteous
and professional. Customers were shown
appreciation for completing the surveys
through a drawing in which the winner
received a seasonal gift basket.

7
*

% City Departments handling cash have been
trained and certified in Cash Handling
Procedures.

7
*

7
*

Changed the payment cycle for the City’s
accounts payable from twice monthly to
once a week. This has greatly enhanced
the level of customer service to our
departments and our vendors. In addition
this has generated increased opportunities
for deducting prompt payment discounts.

Electronic Funds Transfer (EFT) has been
implemented for utility bill payments from
utility customers.

Implemented positive pay in banking thereby
increasing internal controls for fraud
prevention related to the City’'s cash
disbursements.

Staff has been successfully cross-trained
and a Standard Operating Systems Manual
for each staff member's respective area of
expertise has been completed.

A Parking Citation Program has been
implemented in Pentamation. We continue
to network with other local agencies,
allowing for the possibility of servicing those
agencies’ needs as they relate to State DMV
processing.

The Work Order System Module in our utility
biling software has been successfully
implemented to ensure accountability in job
performance. This has enhanced quality
customer service to our internal and external
customers.

FY 2004 - 2005 INITIATIVES
Continue implementation of GASB 34.
Develop policies for accounts receivable.
Ensure that all staff members are receiving

software training where it relates to their
respective areas of responsibility.
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CONTINUOUS IMPROVEMENT
PERFORMANCE OBJECTIVES

Efficiency Departments Trained in
Effectiveness| Electronic Payroll Procedures
2002-2003 o
Actual 0%
2003-2004 10%
Target
2003-2004 o
Dept Est 10%
2004-2005 20%
Target

1. Increase electronic payment of utility bills
from 0% to 5%, toward a future target of
10%.

2. Reduce the number of checks requested by
the departments by 25% in 2004-05 with the
ultimate goal of reducing said requests by
80%. Pre-issue checks are processed
outside of the weekly check run and are
both costly and time-consuming.

3. Reduce Payroll timecard keying by training
departments to electronically send data
directly to Payroll, achieving 10% of City
departments sending data directly to payroll
in 2004 - 05 with a future target of 90%.
Work Increase Electronic Payment of
Volume Utility Bills

2002-2003 0%
Actual
2003-2004 5%
Target
2003-2004 4%
Dept Est
2004-2005 10%
Target
Work Reduce the Number of Pre-issue
Checks Requested by the
Volume
Departments
2002-2003 299
Actual
2003-2004 171
Target
2003-2004 200
Dept Est
2004-2005 150
Target
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