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CITY OF LAKE WORTH  
 

CITY COUNCIL SPECIAL MEETING AND  
MID-YEAR BUDGET WORKSHOP AGENDA 

 
7005 CHARBONNEAU ROAD 
LAKE WORTH, TEXAS  76135 

FRIDAY, MARCH 23, 2018 
 
 
SPECIAL MEETING & WORKSHOP: 9:00 AM 
Held in the Multi-Purpose Facility 
 
A. CALL TO ORDER 
 
A.1 INVOCATION AND PLEDGE OF ALLEGIANCE  
 
A.2 ROLL CALL 
 
A.3 WORKSHOP: FY 2017-2018 MID-YEAR ANNUAL BUDGET REVIEW 
 
A.4 WORKSHOP: 2035 COMPREHENSIVE LAND USE PLAN REVIEW 
 
B. EXECUTIVE SESSION 

The City Council may enter into closed Executive Session as authorized by 
Chapter 551, Texas Government Code.  Executive Session may be held at the 
end of the Regular Session or at any time during the meeting that a need arises 
for the City Council to seek advice from the city attorney (551.071) as to the posted 
subject matter of this City Council meeting. 
 
The City Council may confer privately with its attorney to seek legal advice on any 
matter listed on the agenda or on any matter in which the duty of the attorney to 
the governmental body under the Texas Disciplinary Rules of Professional 
Conduct of the State Bar of Texas clearly conflicts with Chapter 551, Texas 
Government Code. 

 
B.1 Pursuant to Section 551.072: Deliberate the purchase, exchange, lease or 

value of real property located at 4200 White Street. 

 
C. EXECUTIVE SESSION ITEMS – CITY COUNCIL MAY TAKE ACTION ON ANY ITEMS 

DISCUSSED IN EXECUTIVE SESSION LISTED ON THE AGENDA. 
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D. ADJOURNMENT 
 

Certification 
 
I do hereby certify that the above notice of meeting was posted on the bulletin board of 
City Hall, 3805 Adam Grubb, City of Lake Worth Texas in compliance with Chapter 551, 
Texas Government Code on Monday, March 19, 2018 at 1:00 p.m. 
 
 
 
 _____________________________ 
 City Secretary 
 
 
This facility is wheelchair accessible and accessible parking spaces are available.  
Requests for accommodations or interpretive services must be made 48 hours 
prior to this meeting.  Please contact the City Secretary’s Office at (817) 237-1211 
ext. 105 for further information. 
 

































































































 

 

City of Lake Worth 
 

Job Description 
 

 
 

Job Title: Purchasing Coordinator/Risk Manager  
Department: Administration/Finance      FLSA Status: Non-Exempt   
 
Job description statements are intended to describe the general nature and level of work being performed by 
employees assigned to this job title.  They are not intended to be construed as an exhaustive list of all 
responsibilities, duties and skills required. 
 
GENERAL SUMMARY 
 
The purpose of this position is to implement the City’s centralized procurement system and to arrange for the 
purchase of materials, supplies, equipment, and services for the City of Lake Worth.  This position will 
evaluate and process requisitions for good and services and develop bid specifications and request for 
proposals.  The incumbent will initiate, develop and oversee various contracts and administer encumbrances 
for capital improvement projects and other contracts.  Other duties include:  processing purchase orders, 
maintaining vendor accounts, site administration for office supply accounts, administration of city surplus 
auctions and bidding processes.   Performs tasks on their own initiative and is expected to show the highest 
level of professional judgment. 
 
SUPERVISION RECEIVED AND EXERCISED 
 
This position receives general supervision from the Finance Director.  This position has no responsibility or 
supervision of others.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 
*Note:  This information is intended to be descriptive of the key responsibilities of the position.  The following examples 
so not identify all duties performed by any single incumbent.  
 
Duties include but are not limited to the following: 
 

 Evaluate and process requisitions for goods and services.  Identify time frames, approximate cost, 
and proper procedures for securing pricing and finalizing purchases.  Prioritize requisitions, verify 
that requisitions are authorized, and verify that the requested procurement is in accordance with the 
approved budget.  

 Initiate, develop, and oversee various contracts, ensure that goods and services are procured in 
adequate volume to justify the price agreement.  

 Develop specifications, request for bids, and request for proposals.  Research materials, supplies, 
equipment, and services to determine the best use for each department.  Compare good and services 
from various suppliers make site visits to gather additional information; determine if the item or 
service falls procurement guidelines; and ensure the specifications is developed in accordance with 
local, state, and federal laws and regulations.  

 Serves as the city’s risk manager for all insurance and liability programs and reviews all liability 
claims filed against the City to determine if claims should be forwarded to outside adjusters.  

 Gathers and maintains accident, injury, and other statistics and records; responds to complaints and 
requests for assistance in insurance related matters. 

 Contract administration and renewals by verifying departmental needs for renewal and re-bids; 
contact vendors for pricing discrepancies; negotiate pricing; send renewals; and anticipate renewals 
and needs before critical situations arise. 



 

 

 Investigate expired re-bids or outdated price agreements by identifying specific needs; estimate 
usage; create specifications; release bids; receive bids; and evaluate and award bids.  

 Develop bid specifications; release bids; received bids; evaluate and award bids; and write 
correspondence to City Council. 

 Administrate encumbrances for capital improvement projects and other contracts.  Oversee 
communications between departments so that funding is encumbered in correct amounts; process all 
change orders.   

 Other duties as assigned 
 
MINIMUM JOB REQUIREMENTS 
 
      EDUCATION AND EXPERIENCE 

 
Work requires broad professional and technical knowledge of business administration, management, 
procurement, or purchasing.  Knowledge is normally acquired through four (4) years of college 
resulting in a Bachelor’s Degree. 
 
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 through experience would 
be:  Two (2) years’ experience in purchasing, two (2) years in municipal government environment.  
 
LICENSES AND CERTIFICATES 
 
Certified Purchasing Professional (CPP); and/or 
Certified Professional Public Buyer (CPPB); and 
Valid Class C Texas driver license.  

 
PHYSICAL ABILITIES 
 

 Must possess the visual acuity to operate a computer terminal 
 Frequently walk, stand, and/or sit for prolonged periods of time 
    Occasionally push, pull, lift, and/or carry up 10 pounds 
    Occasionally lift and/or move objects up to 20 pounds 
    Occasionally stoop, bend, kneel, crouch, reach, and twist 
    Frequently climbs stairs/ladders 
    Operate office equipment including use of a computer keyboard 
    Speak and hear to exchange information in the English language 
    Operate a vehicle to travel to various locations 

 
 
The City of Lake Worth is an Equal Opportunity Employer.  In compliance with the Americans with 
Disabilities Act (ADA), the City of Lake Worth will provide reasonable accommodations to qualified 
individuals with disabilities. 
 
 
By my signature, I hereby certify that I have reviewed the description of my position and agree to perform 
the duties described therein. I understand that City of Lake Worth may make modifications, additions, or 
deletions to this job description at any time, and will notify me of any changes by sending me a revised copy 
for my review and signature. 
 
 
 
                 



 

 

Employee’s Signature      Date 
 
 
                 
Supervisor’s Signature      Date 
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 Source: Esri, DigitalGlobe, GeoEye, Earthstar Geographics, CNES/Airbus DS, USDA, USGS, AeroGRID, IGN, and the GIS User Community

City of Lake Worth
Future Land Use µ 0 1,200 2,400600

Feet
 Data Source:  NCTCOG, 2015

Future Land Use
Commercial
Light Industrial
Industrial
Planned Mixed-Use
Parks
Public
Single Family Residential: Large Lot
Single Family Residential
Single Family Attached/Multi-Family
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