
Constituent Liaison Time Study

Annual 
Hours 

Weekly 
Hours 

Total number of hours available per year 2,080        40.0         

Leave, including vacation, personal and funeral             120 
Training                24 
Breaks (not usually taken, but legally allowed )             130 two-15 min. breaks per day

Subtotal of Benefits             274 5.3          average weekly hours

Staffing model based on .5 FTE per District 1,040        20.0         
Hours Available per District after Employee Benefits             903 17.4         

Constituent Liaison Duties - Per District
Meetings & Basic Services factored Per District

Full staff meeting               52 1.0           (2 hours per week, 1 hour per 1/2 FTE)
Coordinating meeting with Liaisons                 9 approx. 1.5 hours for each liaison / month to coordinate 

schedules, issues, etc.
Basic Constituent Liaison Services

Converse & assist Constituents with District issues (via 
phone, email, letter, etc.)

            104 2.0           

Submit issues to the Administration for information / 
response, follow-up with Administration, log items into the 
Portal for tracking

            325 6.3           1.25 hours per day per district

Coordinate with staff / Executive Director on unusual, 
difficult, controversial issues

              26 0.5           

Respond to and follow-up with constituents through phone 
calls, emails, letters, etc.

            140 2.7           some districts rely more heavily on return phone calls 
and others on letters of response and follow-up

Contacting Council Members via email / phone for follow-up
and check-in (on Constituent initiated issues, Board & 
Commission agenda items, watch log items, scheduling as 
necessary, etc.)

              65 1.3           low average estimate

Attending meetings regarding District issues and related 
follow-up 

              94 1.8           

Subtotal of Meetings & Basic Services             815 15.7        average weekly hours

Hours Available per District after Meetings & Basic 
Services

              88 1.7           

Attending CAT meetings (2 hour per week per district)             104 2.0           includes travel time
Follow-up and monitor items based on Council Member's 
interests

              42 0.8           This  serves as a good average, but the amount really 
varies by Council District and Council Member

Subtotal of Additional District-related tasks             146 2.8          average weekly hours

Preparation for each District Outreach Meeting (site, agenda 
coordination, tour prep, catering arrangements, invitations, 
and follow-up Thank you letters, etc.)

              22 

Full newsletter or utility insert - layout and article prep / 
coordination, printing, etc. 

              12 

Subtotal of Outreach Events & Basic Services               34 0.7          average weekly hours

Total of Recurring / Regular District-related Tasks:             995 19.1        

Number of Extra Hours available after regular Tasks 
(deficit)

             (92) (1.8)         

Community Meeting, including postcard mailing               22 
Postcard layout & printing coordination / or larger mail 
merge to constituents on a particular issue

                8 

Monitor Council Member's email boxes             208 4.0           
Compile and draft information to be sent through 
Distribution Email lists

            104 2.0           

Other Outreach projects (magnets, booklets, etc.)               25 0.5           
Prepare talking points for events                 2 
Maintain website(s), update biographies, etc.               20 0.4           
Coverage of more than 2 districts not accounted for
Transition Related Events             160 Induction Ceremony, Outgoing Reception, Orientation 

Tasks
Monitoring other staff-related email other than noted above               78 1.5           

**This chart does not include that during the Annual Budget process, .5 of a liaison's time is dedicated to the Budget. This equates to 140 hours for the 7-week time.

Required Employee Benefits (reducing available hours)

Other Tasks and related estimate of hours involved - interest and 
request varies by District & Council Member

Staff / Coordinating  Meetings

Outreach Events & Publications

Additional District-related tasks which vary in frequency








