City Of Duluth 411 West First Street

Duluth, Minnesota 55802

Meeting Agenda

Civil Service Board.

Tuesday, December 2, 2025 4:45 PM Council Chambers

1. ROLL CALL

2. APPROVAL OF MINUTES FROM PREVIOUS MEETING

2A. October 7, 2025

Attachments: 2A. October 7, 2025 Minutes (draft)

3. UNFINISHED BUSINESS

4. NEW BUSINESS

4A. REVIEW NEW AND REVISED JOB DESCRIPTIONS

4A(1) Digital Forensic Analyst (new)
Attachments: 4A(1) Digital Forensic Analyst (new)
4A(2) Utility Accounts Receivable Specialist (revised)
Attachments: 4A(2) Utility Accounts Receivable Specialist (revised)
5. APPEALS

6. INFORMATIONAL

6A. STATUS OF ALL NEW, PENDING, AND COMPLETE AUDITS

Notice: Item 6A contains Private Data. The information is non-public and disclosure of
this material is prohibited; therefore, it has been excluded from this packet.

6B. NON-PUBLIC REVIEW OF ELIGIBLE LISTS

Notice: Item 6B Non-Public Review of New Eligible Lists will be distributed to members
at the Civil Service Board meeting.

7. NEXT REGULAR MEETING SCHEDULED

January 6, 2026
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8. ADJOURNMENT
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City of Duluth

Minutes - Draft

Civil Service Board.

411 West First Street
Duluth, Minnesota 55802

Tuesday, October 7, 2025 4:45 PM

Council Chambers

1. ROLL CALL

2. APPROVAL OF MINUTES FROM PREVIOUS MEETING

2A. August 26, 2025

Indexes:

Attachments: 2A. August 26, 2025 Minutes (draft)

This Civil Service Board item was approved.

3. UNFINISHED BUSINESS
4. NEW BUSINESS

4A. REVIEW NEW AND REVISED JOB DESCRIPTIONS

4A(1) Assistant City Clerk (revised)

Indexes:

Attachments: 4A(1) Assistant City Clerk (revised)

This Civil Service Board item was approved.

4A(2) Property & Evidence Specialist (Revised)

Indexes:

Attachments: 4A(2) Property & Evidence Specialist (revised)

This Civil Service Board item was approved.

5. APPEALS

6. INFORMATIONAL
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Civil Service Board. Minutes - Draft

October 7, 2025

6A. STATUS OF ALL NEW, PENDING, AND COMPLETE AUDITS

This Civil Service Board item was received.

6B. NON-PUBLIC REVIEW OF ELIGIBLE LISTS

This Civil Service Board item was received.

7. NEXT REGULAR MEETING SCHEDULED

November 4, 2025

8. ADJOURNMENT

4:47 p.m.

City of Duluth Page 2



ﬁ Human Resources G 218-730-5210
Room 340 hrinformation

D L TH 411 West First Street @duluthmn.gov
Duluth, Minnesota 55802
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DATE: December 2, 2025
TO: Civil Service Board
FROM: Laura Dahl

Human Resources Generalist

SUBJECT: New Job Classification of Digital Forensic Analyst

RECOMMENDATION: APPROVAL OF THE JOB DESCRIPTION FOR THE NEW CLASSIFICATION OF DIGITAL FORENSIC
ANALYST.

Background Information/Summary of Job
The new job classification of Digital Forensic Analyst is being created to analyze electronic and digital evidence to identify potential
criminal activity.

The proposed job description has been shared with the Basic Union, and they are supportive.

Recommendation
Based on the above information, and in accordance with Section 13-7 of the Civil Service Code, | recommend that the Civil Service
Board approve the new job classification and description for Digital Forensic Analyst.

www.duluthmn.gov
The City of Duluth is an Equal Opportunity Employer.



Digital Forensic Analyst

SUMMARY/PURPOSE

To analyze electronic and digital evidence to identify potential criminal activity. This position requires
expertise in forensic methods, laws, and privacy standards to collect, document, and preserve evidence
that supports law enforcement investigations and contributes to a fair and effective judicial process.

SUPERVISION RECEIVED

The supervisor provides continuing or individual assignments by indicating generally what is to be done,
limitations, quality and quantity expected, deadlines, and priority of assignments. The supervisor
provides additional, specific instructions for new, difficult, or unusual assignments, including suggested
work methods or advice on source material available.

SUPERVISION GIVEN
Does not supervise.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Perform advanced and highly specialized forensic examination on electronic and digital items or
environments.

2. Provide investigative and technical guidance on casework.

3. Recover and preserve original digital evidence while maintaining chain-of-custody integrity.

4 Provide ongoing analysis of technology trends to incorporate proven forensic investigation and
supporting technologies into practice.

5. Utilize specialized forensic tools to compile detailed reports for criminal investigations and court
proceedings.

6. Present collected evidence in a clear, organized, and readable format to ensure it can be easily
understood and effectively used by law enforcement and judicial authorities.

7. Provide technical training to law enforcement personnel, ensuring proper handling of digital
evidence and staying ahead of emerging forensic technologies.

8. Ensure compliance with digital forensic protocols in investigative procedures.

9. Be an effective team member by exhibiting self-motivation, supporting other employees in
handling tasks, interacting effectively and respectfully with others, showing a desire to contribute
to the team effort, accepting assignments willingly, and completing tasks within agreed upon
timelines.

10. Coordinate with various City departments, other government agencies, and community groups to
develop methods of sharing resources, minimizing duplication, and simplifying procedures.

11. Provide training on new or modified procedures and policies to all affected parties.

12. In collaboration with the supervisor, organize and direct the work activities of assigned team, and
determine work priorities, assignments, and work schedules.

13. Establish and maintain positive working relationship with the supervisor and employees by
maintaining two-way communication, producing consistent results, advocating for the team when
appropriate, and offering expertise to improve processes, systems, and the organization.

14. Other duties may be assigned.

JOB REQUIREMENTS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.
The requirements listed are representative of the knowledge, skills, and abilities required.

1. Education & Experience Requirements
A. Bachelor's Degree in Digital Forensics, Computer Science, Computer Engineering, or a related
professional field, and one year of full-time, related professional experience; OR a minimum of
five (5) years of related education and/or full-time, verifiable professional experience working in
forensic technology involving computer forensics, electronic discovery and technical
investigations.



Classification Title
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License Requirements

A.
B.

C.

Possess and maintain a valid Minnesota Class D driver's license or privilege.

Certified Computer Forensic Technician or Certified Forensic Computer Examiner
certifications.

Acquire and maintain Criminal Justice Information Systems (CJIS) certification within six (6)
months of hire.

Knowledge Requirements

A.
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Comprehensive knowledge of methods, techniques, and current standards used to
forensically analyze electronic and digital evidence within state and federal laws including
data practices and data privacy standards, in compliance with department procedures.
Knowledge of proper methods and procedures for receiving and storing evidence and
property.

Knowledge of law enforcement recordkeeping procedures and requirements as related to
evidence and property management.

Knowledge of problem-solving and conflict-resolution techniques.

Knowledge of applicable safety requirements.

Knowledge of, or the ability to learn, City policies and procedures.

Knowledge of federal, state, and local laws, statutes, regulations, codes, and standards
related to the area of responsibility.

Knowledge of effective leadership and personnel practices.

kill Requirements

Skill in understanding and analysis of systems security and forensic acquisition of electronic
evidence.

Skill in utilizing discretion in the handling and disclosure of confidential information.

Skill in interpreting and applying federal, state, and local policies, procedures, laws, and
regulations.

Skill in the operation of office equipment including, but not limited to, general computer
systems, job required software applications, the internet, and modern office equipment.
Skill in managing one's own time and the time of others.

Skill in completing assignments accurately and with attention to detail.

Skill in using logic and reasoning to identify the strengths and weaknesses of alternative
solutions, conclusions, or approaches to problems.

Ability Requirements

A

B.

AETIO

Ability to evaluate and maintain hardware and software necessary for the performance of
criminal investigations.

Ability to handle difficult and stressful situations, including exposure to sensitive or
disturbing materials (e.g. violent crimes, child exploitation cases), with professional
composure and confidentiality.

Ability to prepare succinct, coherent, and technically accurate reports and analyses.
Ability to clearly communicate needs and explain perceived problems in detail to department
leaders.

Ability to adapt to changing technologies and learn functionality of new equipment and
systems.

Ability to create and maintain a positive working environment that welcomes diversity,
ensures cooperation, and promotes respect by sharing expertise with team members,
fostering safe work practices, and developing trusting work relationships.

Ability to communicate and interact effectively with members of the public.

Ability to communicate effectively both orally and in writing.

Ability to recognize, analyze, and solve a variety of problems.

Ability to organize and prioritize work while meeting multiple deadlines.

Ability to handle difficult and stressful situations with professional composure.
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L.  Ability to work successfully as a member of a team and independently with minimal
supervision.
M.  Ability to train and lead others.
N. Ability to interpret and apply laws, contracts, regulations, policies, and procedures.
O. Ability to enforce safety rules and regulations.
P.  Ability to maintain confidential information.
Q. Ability to demonstrate dependability, responsibility, and consistency in job performance.
R.  Ability to attend work as scheduled and/or required.

Physical Demands

The work is sedentary. Typically, the employee may sit comfortably to do the work. However, there may
be some walking, standing, bending; carrying of light items such as papers, books, small parts; driving
an automobile, etc. No special physical demands are required to perform the work.

Work Environment

The work environment involves everyday risks or discomforts requiring normal safety precautions
typical of places such as offices, meeting and training rooms, libraries, and residences or commercial
vehicles (e.g., use of safe work practices with office equipment, avoidance of trips and falls, observance
of fire regulations and traffic signals, etc.). The work area is adequately lighted, heated, and ventilated.

HR: Union: EEQOC: CSB: Class No:

WC: Pay: EEOF: CC: Resolution:
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DATE: November 3, 2025
TO: Civil Service Board

FROM: Heather DuVval
Human Resources Supervisor

SUBJECT: Revised Job Classification of Utility Accounts Receivable Specialist

RECOMMENDATION: APPROVAL OF THE REVISED JOB DESCRIPTION FOR THE CLASSIFICATION OF UTILITY ACCOUNTS
RECEIVABLE SPECIALIST.

Background Information/Summary of Job

The Utility Accounts Receivable Specialist job classification was most recently revised in June of 2006. The purpose of this position is
to perform a variety of collection work for the Customer Service Division of the Public Works & Utilities Department. The primary
changes to the job description include adding standard template language and updating duties to reflect the evolving work over
time.

The proposed revisions to this job description were discussed with the Basic Union and incumbents, and all parties are in favor of
these updates.

Recommendation
Based on the above information, and in accordance with Section 13-7 of the Civil Service Code, | recommend that the Civil Service
Board approve the revised job description for Utility Accounts Receivable Specialist.

www.duluthmn.gov
The City of Duluth is an Equal Opportunity Employer.



Utility Accounts Receivable Specialist

SUMMARY/PURPOSE
To perform a variety of collection work for the Customer Service Division of the Public Works & Utilities
Department.

SUPERVISION RECEIVED

The supervisor makes assignments by defining objectives, priorities, and deadlines and assists
incumbents with unusual situations which do not have clear precedents. Incumbents plan and carry out
the successive steps and handle problems and deviations in the work assignment in accordance with
instructions, policies, previous training, or accepted practices in the occupation.

SUPERVISION GIVEN
Does not supervise.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Perform office work to collect on delinquent utility accounts.

2. Review and evaluate delinquent account files and take appropriate action based on applicable
State of MN statutes and internal policies.

3. Develop and send collection letters, notices, messages, and forms via mail, email, or text
message.

4.  Contact customers by letter, telephone or email to collect, or to negotiate and monitor payment
plans based on State of MN Statutes such as ability to pay and income guidelines to ensure
obligations are met.

5. Maintain records of correspondence and document collection efforts.

6 Monitor active and inactive accounts that have been shut off for non-payment for unlawful
restoration of services.

7. Refer accounts to the City Attorney’s Office for Revenue Recapture Claims in accordance with the
MN Department of Commerce requirements.

8. Issue receipts for payments.

9. Process returned mail and payments for utility accounts and Home Energy Loans.

10. Provide recommendations that account balances be written off to bad debt.

11. Refer accounts to the City Attorney’s Office when legal action may be required.

12. Provide professional utility customer service support through phone, email, text, or direct
customer contact, and other written, verbal, or electronic communication.

13. Serve as liaison between social service agencies and customers in need of financial assistance.

14. Review customer accounts for release of security deposits.

15. Provide customer gas consumption data to Arrowhead Economic Opportunity Agency, process
energy assistance payments received, and maintain running balances for end of season transfers.

16. Develop methods to increase the efficiency of and improve the collection process.

17. Collaborate with other departments to locate, repair, and shut off utility service for delinquent
accounts.

18. Detect and analyze metering abnormalities and usage discrepancies.

19. Train new Utility Accounts Receivable Specialists.

20. Support other staff members by assisting with their job duties as necessary.

21. Be an effective team member by exhibiting self-motivation, supporting other employees in
handling tasks, interacting effectively and respectfully with others, showing a desire to contribute
to the team effort, accepting assignments willingly, and completing tasks within agreed upon
timelines.

22. Other duties may be assigned.

JOB REQUIREMENTS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.
The requirements listed are representative of the knowledge, skills, and abilities required.

10



Utility Accounts Receivable Specialist
Page 2 of 3

Education & Experience Requirements

A. Associate’s degree in business or a related field, and five (5) years of related professional
experience; OR a Bachelor’s Degree in Business Administration or a related professional
field, and three (3) years of related experience; OR a minimum of seven (7) years of related
education and/or full-time, verifiable credit and collections experience.

License Requirements
A.  No specific licenses required.

Knowledge Requirements

A.  Knowledge of collection techniques and processes and applicable contract language.

B. Knowledge of applicable federal, state, and local laws regarding collections, calculating
payment plans, and revenue recapture.

C. Knowledge of data analysis methods and negotiation techniques.

D Knowledge of administrative office procedures, bookkeeping, budgeting, billing, payment
workflows, and record keeping principles and practices.

E. Knowledge of general accounting principles and practices, including government-specific
procedures.

F. Knowledge of accepted business letter writing formats.

G. Knowledge of problem-solving and conflict-resolution techniques.

H. Knowledge of applicable safety requirements.

l.

Knowledge of, or the ability to learn, City policies and procedures.

Skill Requirements

A.  Skill in effective communication, both orally and in writing.

B Skill in gathering, evaluating, and transmitting financial, legal, and administrative data with
accuracy and discretion.

C.  Skill in interviewing customers and negotiating payment arrangements with a focus on
resolving issues professionally and maintaining positive client relationships.

D. Skill in the operation of office equipment including, but not limited to, general computer
systems, job required software applications, the internet, and modern office equipment.

E. Skill in managing one's own time.

F Skill in completing assignments accurately and with attention to detail.

Ability Requirements

Ability to handle difficult and stressful situations with professional composure.

Ability to work independently and set work priorities.

Ability to interpret laws, ordinances, contracts, and policies and procedures.

Ability to meet and deal effectively and courteously with delinquent account holders.
Ability to establish and maintain effective working relationships with co-workers, supervisors,
and the general public.

Ability to make arithmetic computations and to prepare statistical reports.

Ability to keep accurate financial records and accounts.

Ability to create and maintain a positive working environment that welcomes diversity,
ensures cooperation, and promotes respect by sharing expertise with team members,
fostering safe work practices, and developing trusting work relationships.

Ability to communicate and interact effectively with members of the public.

Ability to communicate effectively both orally and in writing.

Ability to understand and follow instructions.

Ability to problem-solve a variety of situations.

Ability to set priorities and complete assignments on time.

Ability to attend work as scheduled and/or required.
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Utility Accounts Receivable Specialist
Page 3 of 3

Physical Demands

The work is sedentary. Typically, the employee may sit comfortably to do the work. However, there may
be some walking, standing, bending; carrying of light items such as papers, and books. No special
physical demands are required to perform the work.

Work Environment

The work environment involves everyday risks or discomforts requiring normal safety precautions
typical of places such as offices, meeting and training rooms, libraries, (i.e. use of safe work practices
with office equipment, avoidance of trips and falls, etc.). The work area is adequately lighted, heated,
and ventilated.

HR: Union: EEOQOC: CSB: Class No:

WC: Pay: EEOF: CC: Resolution:
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Utility Accounts Receivable Specialist

SUMMARY/PURPOSE
: To perform a variety of responsible-collection work for the Customer Service Division of the
Public Works & Utilities Department.

ELbC oA AR

4———SUPERVISION RECEIVED

The supervisor makes assignments by defining objectives, priorities, and deadlines and assists
incumbents with unusual situations which do not have clear precedents. Incumbents plan and carry out
the successive steps and handle problems and deviations in the work assignment in accordance with
instructions, policies, previous training, or accepted practices in the occupation.

SUPERVISION GIVEN
Does not supervise.

ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Perform field-and-office work to collect on delinquent utility accounts.

2. *A——Review and evaluate delinquent account files_and take appropriate action based on
applicable State of MN statutes and internal policies.

3. *B——Develop and send collection letters, notices, messages, and forms_via mail, email, or
text message.

4, *GC.— Contact customers by letter, telephone or persenalvisitemail to collect, or to negotiate

and arrange-a-paymentplanmonitor payment plans based on State of MN Statutes such as ability
to pay and income guidelines to ensure obligations are met.

5. = DB——Maintain records of correspondence and document collection efforts.

6. —E_—— Monitor active and inactive accounts that have been shut off for non-payment for
unlawful restoration of services.

7. Refer accounts to the City Attorney’s Office for Revenue Recapture Claims in accordance with the
MN Department of Commerce requirements.

6-8. Issue receipts for payments.

9. * G——Process returned mail and payments for utility accounts and Home Energy Loans.
#-10. Provide recommendations that account balances be written off to bad debt.
8.11. = H———Refer accounts to paralegalthe City Attorney’s Office when legal action may be required.

* B Provide professional utility customer service support through phone, email, text, or direct
customer contact, and other written, verbal, or electronic communication.
9.13. Serve as liaison between social service agencies and customers in need of financial assistance.

Review customer accounts for release of security deposits.

115, = E. Provide customer gas consumption data to Arrowhead Economic Opportunity
Agency, process energy assistance payments received, and maintain running balances for end of
season transfers.
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Utility Accounts Receivable Specialist
Page 2 of 4

42:16. G. Develop methods to increase the efficiency of and improve the collection
process.

17. —H——Collaborate with other departments to locate, repair, and shut off utility service for
delinquent accounts.

18. Detect and analyze metering abnormalities and usage discrepancies.

13-19. Train new cellectorsUtility Accounts Receivable Specialists.

14.20. kL Support other staff members by assisting with their job duties as necessary.

21. —J— Performrelated-tasks-as-Be an effective team member by exhibiting self-motivation,
supporting other employees in handling tasks, interacting effectively and respectfully with others,
showing a desire to contribute to the team effort, accepting assignments willingly, and completing
tasks within agreed upon timelines.

45.22. Other duties may be assigned.

JOB REQUIREMENTS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.

The requirements listed are representative of the knowledge, skills, and abilities required.

1. Education & Experlence Reqwrements—

A. Assomate s degree in busmess ora related field, and five (5) vears of related professional
experience; OR a Bachelor's Degree in Business Administration or a related professional
field, and three (3) years of related experience; OR a minimum of seven (7) years of related
education and/or full-time, verifiable credit and collections experience.

2. Llcense Requwements
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A.

No specific licenses required.

3. Knowledge Requirements:

A.

A—Knowledge of collection techniques and processes_and applicable contract language.

B. B—Knowledge-ofproblem-selving-and-Knowledge of applicable federal, state, and local

laws regarding collections, calculating payment plans, and revenue recapture.

B-C. Knowledge of data analysis methods and negotiation techniques.
G.D. &—Knowledge of generaladministrative office procedures-and-basic, bookkeeping,

budgeting, billing, payment workflows, and record keeping principles and practices.

B:E. B—Knowledge of general accounting principles and practices, including government-

specific procedures.

E.F. —E—Knowledge of accepted business letter writing formats.

G.

Knowledge of problem-solving and conflict-resolution techniques.

H.

Knowledge of applicable safety requirements.

Knowledge of, or the ability to learn, City policies and procedures.

4.  Skill Requirements:

A.  A—SKkill in effective communlcatlon both orally and in wntmg
—B—Skill in i W
B. gathering,
vaIuatlng, and eleetrem&mestransmlttmq flnanC|aI quaI and FeeeFdsradmlnlstratlve data
with accuracy and discretion.
C. DB—Skillin interviewing customers and negotiating payment arrangements- with a focus on
resolving issues professionally and maintaining positive client relationships.
D.  Skill in the operation of office equipment including, but not limited to, general computer
systems, job required software applications, the internet, and modern office equipment.
E.  Skill in managing one's own time.
F. Skill in completing assignments accurately and with attention to detail.
5.  Ability Requirements:
A.  A—Ability to werk-underhandle difficult and stressful situations dealing-with anrgry-and-upset
customersprofessional composure.
B. —B-——Ability to work independently and set work priorities.
C. G Ability to interpret laws, ordinances, contracts, and policies and procedures.

S-D. Ability to meet and deal effectively and courteously with delinquent account holders.
B:E. B-—Ability to establish and maintain effective working relationships with co-workers,

supervisors, and the general public.

E.F. E—Ability to make arithmetic computations and to prepare statistical reports.
E-G. E—Ability to keep accurate financial records and accounts.

K—Abllltv to create and malntaln a positive working enwronment that welcomes diversity,

ensures cooperation, and promotes respect by sharing expertise with team members,
fostering safe work practices, and developing trusting work relationships.
Ability to communicate and interact effectively with members of the public.

Ability to communicate effectively both orally and in writing.

Ability to understand and follow instructions.

15



Utility Accounts Receivable Specialist
Page 4 of 4

L. Ability to problem-solve a variety of situations.
M.  Ability to set priorities and complete assignments on time.
G:N. Ability to attend work en-a-regularbasis—as scheduled and/or required.

. : . "
E' slse“t'al. functions of-the-positiol ; ¢ ormol

Physical Demands

The work is sedentary. Typically, the employee may sit comfortably to do the work. However, there may
be some walking, standing, bending; carrying of light items such as papers, and books. No special
physical demands are required to perform the work.

Work Environment

The work environment involves everyday risks or discomforts requiring normal safety precautions
typical of places such as offices, meeting and training rooms, libraries, (i.e. use of safe work practices
with office equipment, avoidance of trips and falls, etc.). The work area is adequately lighted, heated,
and ventilated.

JA| Union: Basic EEQOC: Office/Clerical CSB: 04/04/2006 | Class No: 1823
WC: EEOF: L
75| Pay: 432 Utilities/Transper | CC: 06/26/2006 | Resolution: 06-
tation 0468k
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