
 

 

TOWN OF ASHLAND CITY 
Special Called Budget Workshop Meeting 

June 10, 2025  
IMMEDIATELY FOLLOWING THE  

REGULARLY SCHEDULED  
CITY COUNCIL MEETING 

Agenda 

 

 
Mayor: Gerald Greer 
Council Members: Tim Adkins, Nicole Binkley, Chris Kerrigan, Michael Smith, Kevin Thompson, Tony Young 
 

CALL TO ORDER 

ROLL CALL 

APPROVAL OF AGENDA 

APPROVAL OF MINUTES 

1. Approve June 3, 2025, Special called Budget Workshop Meeting Minutes 

PUBLIC FORUM 

NEW BUSINESS 

2. Budget Discussion - Jamie Winslett, Kellie Reed, James Bence via zoom 

3. Chief of Staff/ Director of Building and Codes - Job Description  

4. Property Maintenance/Building Inspector Position  

5. Pay Table  

ADJOURNMENT 
 
 

Those with disabilities who require certain accommodations in order to allow them to observe and/or participate in this meeting, 
or who have questions regarding the accessibility of the meeting, should contact the ADA Coordinator at 615-792-6455, M-F 
8:00 AM – 4:00 PM. The town will make reasonable accommodations for those persons. 
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JOB DESCRIPTION Town of Ashland City 

Chief of Staff/Building & 
Codes Director  

 
CLASSIFICATION TITLE: 
DEPARTMENT: REVISION 
DATE: 
REPORTS TO: 
EMPLOYMENT STATUS: 
FLSA STATUS: 
PAY RANGE: 

Chief of Staff/Building & Codes Director 
Office of the Mayor  
4/8/2025 
Mayor 
Full-time 
Exempt 
(10) 

 
 

 
JOB SUMMARY 
 
Under the direction of the Mayor, the Chief of Staff supports the Operations of the Town. This role 
includes oversight of all Town departments and coordination of special projects and inter-departmental 
initiatives. The Chief of Staff performs a variety of management duties involving working with Finance 
in budgeting, purchasing, and is responsible for the implementation of all policies set by the Mayor. They 
provide professional advice to the Mayor, City Council, and various officials, departments, boards, and 
committees concerning the development, implementation, and administration of policies, goals, 
regulations, and statutory requirements related to the administration and operation of the Town. 
Additionally, the employee serves as the Building and Codes Director. This role involves the 
administration and supervision of code enforcement compliance programs related to the construction, 
alteration, and repair of buildings and enforcement of current zoning regulations. Work includes 
supervision of code inspection activities, reviews of subdivision and other development plans, and 
providing appropriate recommendations to the Planning Commission. The employee performs inspections 
of subdivisions and other development work, coordinates performance bonds and/or letters of credit, and 
prepares the Planning Commission agenda. Instructions to the employee are general, and the employee 
must routinely use independent judgment when performing tasks. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

• Supervise the day-to-day operations and administer the business of the Town. 
• Conduct regular staff meetings of department heads in conjunction with the Mayor 
• Facilitate communications between the Mayor and Council by providing the Council with timely 

reports as requested on matters such as budget and personnel issues, in conjunction with the 
Finance Director and Human Resource Specialist.  

• Coordinate the efficient and effective operations of the departments to ensure the citizens of the 
Town are receiving responsive and quality services. 

• Conduct interviews with HR and Department Heads and make recommendations to Department 
Heads and Mayor regarding any employee vacancies 

• Shall work with department heads to establish and recommend to the Mayor and Council a multi-
year departmental strategic plan. 

• Annually evaluate all department heads and provide a report to the Mayor. 
• With the concurrence of the mayor, to initiate disciplinary and termination proceedings against 

department heads. Assist the department heads and HR with discipline and termination 
proceedings against department employees.  

• Advise the Mayor and Council as to the conditions and needs of the Town. 
• Work with HR and recommend specific personnel positions to the Mayor, as may be required, for 

the needs and operations of the Town, and propose personnel policies and procedures for the - Page 2 - ITEM # 3.



approval of the Mayor and Council. 
• Represents the Mayor and City at various meetings and events, liaising with civic and 

governmental bodies. Keeps the Mayor informed of activities and decisions. 
• Approve any vacation and sick time for department heads. 
• To assist the mayor, finance director and department heads with the preparation and 

implementation of the annual budget for all funds and departments 
• Issues, collects, and accounts for any building permits, zoning changes, and site plans. 
• Responsible for flood plain management. 
• Works with City Planner and City Engineer on any new developments.  
• Meets with the Planning Commission and the Zoning & Appeals Board and make needed 

recommendations in conjunction with the City Planner and City Engineer. 
• Oversee the Building and Codes employees to inspect building construction for conforming to 

approved plans and compliance with applicable codes and ordinances. 
• Interprets, explains and enforces codes and ordinances in the absence of the Building Official or 

Inspector. 
• Must establish and maintain an effective working relationship with contractors, the public and 

other employees. 
• Investigates complaints of local code, building construction, or fire code violations. 
• Assist the Building official in the preparation of proposed code changes. 
• Consults with builders, contractors, engineers. and architects regarding International Council 

and state and local guidelines. 
• Develop and present monthly reports for the Mayor and Council  
• Towns ADA and Safety Coordinator. 
• Any other duties assigned by the Mayor. 

 
QUALIFICATIONS 
 

• Bachelor’s degree in business, Public Administration or related field.  
• Minimum of five years of executive management experience in municipal government or 

other related management field, which includes responsibilities for operations, budgeting, and 
managing personnel.  

 
REQUIRED KNOWLEDGE AND ABILITIES 

• Knowledge: Extensive knowledge of all aspects of municipal management including labor 
relations, collective bargaining, procurement, financial management, budgeting, and relevant 
State General Law.  

• Knowledge of the Federal Flood Plain Regulations. Knowledge of state, city, and county building 
codes governing the construction and maintenance of buildings. Knowledge of basic plumbing 
and electrical functions. Knowledge of the International Code Council. Knowledge of the 
geographic area of the city. 

• Ability: Interact objectively and professionally with the public, state and local officials and co-
workers.  

• Ability to lead and direct Department Heads.  
• Ability to analyze and interpret data and to clearly communicate findings to decision-makers.  
• Ability to establish relationships with City officials and governmental representatives.  
• Ability to communicate effectively in written and oral form before public groups and elected 

officials.  
• Ability to manage several projects at one time.  
• Ability to develop City-wide plans, policies, and procedures relative to the City’s operations.  
• Ability to maintain confidential information. Ability to read and interpret construction plans and 

blueprints. 
• Ability to ascertain facts by personal contact, observation, and the examination of records.  
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• Ability to explain and interpret pertinent provisions of law, ordinances, and regulations.  
• Ability to keep records and make operational reports.  
• Ability to make math calculations. 
• Skill: Excellent verbal and written communication and organizational skills; aptitude for working 

with people and maintaining effective working relationships with various groups; aptitude for 
working with paperwork and having attention to detail; skills in dealing with public; skill in 
utilizing personal computers, word processing, and databases. Sensitivity to public 
communications.  

• Skills in planning and delegation. 
 
EQUIPMENT OPERATED 

• Computer 
• Printer 
• Various office machines (phone, calculator, copier, etc.) 
• Software (Microsoft Office Suites) 
• Cell phone
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WORKING CONDITIONS 
• Work is performed generally outdoors; some tasks may be performed outside regardless of weather 

conditions when necessary. 
• May be exposed to dirt, dust. loud noises. and tobacco smoke. 
• May be required to wear a hard hat. 
• Must have the ability to intermittently sit, stand. and stoop. 
• Must have the ability to physically and climb to different heights and function in close quarters for 

inspections. 
• Must be able to occasionally lift and move up to 50 lbs. 
• Accept noise occasionally exceeding normal job limits. 

 
USUAL PHYSICAL DEMANDS 

The work is primarily of an intellectual nature but requires a variety of physical capabilities. While 
performing the duties of this job, the employee is frequently required to sit, stand, walk, use hands, and talk 
or hear; occasionally required to kneel, handle objects; and reach with hands and arms. The position 
involves often moving from a sitting position to standing position for counter work. The employee must 
occasionally lift and/or move up to 10 pounds and rarely must lift and/or move up to 25 pounds. Specific 
vision abilities required by this job include close and distance vision. This position requires the ability to 
operate a keyboard at efficient speed. The employee must be able to hear normal sounds, distinguish sound 
as voice patterns and communicate through human speech using American English. 

EMPLOYEE AWARENESS 
 

• Implement and assure adherence to The Town of Ashland City policies and procedures 
regarding Equal Employment Opportunity. 

• Adheres to The Town of Ashland City initiative on business ethics and conduct. 
• Adheres to federaVstate laws and relations regarding MSDA, OSHA and EPA compliance. 

 
 

This is not necessarily an exhaustive list of all responsibilities, skills, duties, requirements, efforts or 
working conditions associated with the job. While this is intended to be an accurate reflection of the current 
job, management reserves the right to revise the job, or to require that other, or different tasks be performed 
when circumstances change (i.e. emergencies, changes in personnel or workload, etc.). 

MANAGEMENT APPROVAL 
 
 
 

Manager's 
Signature 

_/_/_ 
Date 

EMPLOYEE UNDERSTANDING AND AGREEMENT 
 
 
 
 

Employee's 
Signature 

_/_/_ 
Date 
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JOB DESCRIPTION                    Town of Ashland City 
                                                      Property Maintenance/Building Inspector  
 
  CLASSIFICATION TITLE:                   Property Maintenance/Building Inspector   
  DEPARTMENT:                    Building Codes Department    
  REVISION DATE:                    04/10/2025  
  REPORTS TO:                              Building Codes Director  
  EMPLOYMENT STATUS:                   Full-Time  
  FLSA STATUS:                    Non-Exempt 
  PAY GRADE:                              Pay Grade 7  
 
JOB SUMMARY 
 
 This is the first of two levels in the code enforcement series. The primary duty of the property 

maintenance officer is to ensure compliance with the town’s adopted property maintenance 
regulations, zoning and other applicable ordinances. The property maintenance officer is the 
apprentice of the Building Official in preparation for inspection certifications in the construction 
disciplines. This responsibility includes technical work, use of independent judgment supported 
by training and certifications, and general administrative duties associated with the authority. The 
Building Official shall direct the work of the property maintenance officer, releasing responsibility 
to the employee as certifications and experiences are earned. 

 
 ESSENTIAL DUTIES AND RESPONSIBILITIES 

• Receives complaints regarding code violations; performs field inspections of residential 
and commercial properties ensuring compliance with zoning and maintenance 
regulations. 

• Prepares and issues violation notices; implements compliance strategies; maintains case 
files; testifies in court and at administrative proceedings as needed. 

• Provides information to the public regarding zoning ordinances and related regulations. 
• Studies to obtain ICC certification to perform residential and commercial inspections. 
• Perform plumbing, mechanical and building inspections as needed to ensure compliance 

with the locally adopted codes and ordinances.  
• Maintains departmental records and prepares reports for use by administrative 

and judicial authorities. 
• Performs other duties as necessary to assist with departmental requirements. 
• Initiates appropriate enforcement actions in cases of noncompliance.  

 
 
 
QUALIFICATIONS 

 
• Graduation from a high school, or equivalent, or five years’ experience in 

building construction or inspection. 
• Non-certified individuals obtain certification within 12 months of employment. 
• Possess a valid Tennessee driver’s license and operate work vehicle. 
• Pass drug test and background check. 
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• Be able to operate a computer, copier, and other modern office equipment. 
  
REQUIRED KNOWLEDGE AND ABILITIES 

 
• Knowledge of municipal property maintenance, housing, zoning, nuisance codes and 

related laws and ordinances.  
• Knowledge of Legal Aspects of Code Administration.  
• Knowledge of general principles and practices of modern building safety inspections and 

related code compliance programs as it relates to property maintenance.  
• Knowledge of blueprints, layouts, construction plans, parcel maps, and zoning maps.  
• Skill in interpreting the environmental, nuisance and property maintenance codes to the 

public, staff, local, state, and federal agencies, and to professionals in the housing and 
real-estate community.  

• The ability to maintain a professional demeanor and positive attitude when dealing with 
the public, coupled with the ability to enforce rules when diplomacy alone has been 
exhausted.  

• Skill in identifying technical and operational problems and recommending appropriate 
corrective actions.  

• Skill in analyzing complex administrative information and issues, defining problems, and 
evaluating alternatives and recommending methods, procedures, and techniques for 
resolution of issues.  

• Ability to research and analyze detailed information and make appropriate 
recommendations.  

• Ability to plan, develop, implement, and evaluate projects and programs.  
• Ability to assist in development of department goals and objectives.  
• Ability to perform detailed work accurately and independently in compliance with 

stringent time limits with minimal direction and supervision.  
• Ability to prioritize duties to accomplish a high volume of work product while adapting, 

when needed, to changes in priorities.  
EQUIPMENT OPERATED 
 

• Computer, Printer, Copier, Scanner, Fax, etc. 
• iWorQ Software 
• Microsoft Office Suites 
• Cell phone 
• City Vehicle 
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WORKING CONDITIONS 
 

• Work may involve mobility over uneven construction areas.  
• Work is performed daily both in and outdoors under all weather conditions and includes 

exposure to inclement weather, noise, vibrations, airborne materials, and active 
construction sites. 

• Work may also be performed above or below ground, to include heights over 10 feet, as 
well as underground crawl spaces.  

• Work is generally in a moderately noisy office setting and in the field. 
 

USUAL PHYSICAL DEMANDS 
 

• This work requires the occasional exertion of up to 25 pounds of force 
• work regularly requires sitting, frequently requires standing, speaking or hearing, using 

hands to finger, handle or feel and repetitive motions and requires walking on uneven 
terrain, stooping, kneeling, crouching, crawling, climbing stairs and ladders, and reaching 
with hands and arms.  

• Work has standard vision requirements.  
• Vocal communication is required for expressing or exchanging ideas by means of the 

spoken word.  
• Hearing is required to perceive information at normal spoken word levels.  

 
EMPLOYEE AWARENESS 
 

• Implement and assure adherence to The Town of Ashland City policies and procedures 
regarding Equal Employment Opportunity. 

• Adheres to The Town of Ashland City initiative on business ethics and conduct. 
• Adheres to federal/state laws and relations regarding MSDA, OSHA and EPA compliance. 

 
This is not necessarily an exhaustive list of all responsibilities, skills, duties, requirements, efforts or 
working conditions associated with the job.  While this is intended to be an accurate reflection of the 
current job, management reserves the right to revise the job, or to require that other, or different 
tasks be performed when circumstances change (i.e., emergencies, changes in personnel or 
workload, etc.). 
 
 
MANAGEMENT APPROVAL 

 
__________________________________________ ___/____/____ 
Department Head’s Signature Date 
 
 
 
__________________________________________ ___/____/____ 
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Human Resources Department Date 
 
 
EMPLOYEE UNDERSTANDING AND AGREEMENT 
 
 
 
___________________________________________ ____/____/____ 
Employee’s Signature  Date 
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Starting 

Salary
Midpoint 

Highest 

Salary

11 City Administrator $98,800 $111,800 $135,000

10 Public Utilites/Public Works Director Financial Director $80,372 $94,556 $121,741

Building & Codes Director/Chief of Staff

9 Financial Director $71,923 $84,614 $104,583

Building & Codes Director Court Clerk

Thrive 55 + Director Parks Director

Public Utilites/Public Works Assistant Director IT Director 

Utility/Street Maintenance Supervisor

Building Official Water/Wastewater Plant Chief Operator

Property Maintenance/Building Inspector

Building Codes Officer Executive Assistant

IT Specialist City Recorder

Utility/Street Maintenance Supervisor Human Resource Specialist

Water/Wastewater Plant Operator III Community Risk Coordinator 

Accounting Clerk II

Water/Wastewater Plant Operator II Mechanic II

Cross Connection Coordinator Administrative Assistant (Police)

Senior Equipment Operator Park Maintenance

Mechanic I Assistant Thrive 55+ Director

Water Distribution/Waste Water Collection 

Specialist
Accounting Clerk I

Administrative Assistant (Codes & Tech)

Water/Wastewater Distribution/Collections 

Assistant
Deputy Court Clerk I

Water/Wastewater Plant Operator I (no license) Police Clerk

Thrive 55+ Program Coordinator Streets Maintenance Assistant 

Program Assistant Staff Assistant

1 Event Planning Coordinator Fixed Rate Set by Budget 

* Pay rate for pay grade 2 are based on full-time employment.

$60,012

3 $36,930 $43,448 $53,702

4 $41,269 $48,554

2 $33,049 $38,879 $48,055

$74,942

5 $46,120 $54,257 $67,062

6 $51,537 $60,634

$64,360 $75,718 $97,487

7 $57,593 $67,753 $87,237

8

Pay Range

Pay Grade

EXHIBIT II
Town of Ashland City 

Pay Table

Job Title
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