AGENDA
PERSONNEL COMMITTEE
DECEMBER 10, 2014

Committee Members: Tayloy, Kenny, Sokol, Merlino, Dickinson, Girard, Vanselow, Wood and Simpson

L
1L

III.
D

2)

Iv.

Committee meeting called to order by Chairman.
Motion to approve minutes of the prior Committee meeting.

Action Agenda

Requests/Items to be discussed by the Human Resources Director:

A) Request to fill the vacant position of Personnel Aide less than part-time (Grade 3, Annual Base Salary
of $24,699 - pro-rated) due to resignation. This is a non-Union, non-mandated position for which no
reimbursements are received.

B) Request for approval for the Personnel Officer to carry over up to five (5) additional (total of ten)
vacation days earned in 2014 to be used by June 1, 2015. The Personnel Officer was unable to utilize
accrued vacation time in 2014 due to ongoing duties and responsibilities resulting from her transfer
from the DSS Attorney’s Office in March of 2014 and her subsequent appointment to the position of
Personnel Officer.

C) Report on tracking of salary implications for positions filled from January - November 2014.

Requests/Items to be Discussed by the County Administrator:
A) Request to authorize a 2% increase in the hourly pay rate for all part-time Security Officers in the

Sheriff’s Department (from $16.65 to $16.98) effective January 1, 2015 as approved by the Salary and
Compensation Plan for 2015. This will not affect the amount budgeted for part-time help because
the increase was already accounted for. These positions are included in the 2015 Budget under the
“part-time help” category which does not differentiate between the individual positions; therefore,
a resolution is necessary to authorize the Treasurer’s Office to increase the hourly pay rate for the
part-time Security Officer positions to include the additional 2%.

B) Request to amend the Table of Organization to increase the hourly rate for the Sheriff Investigator-
Medicaid position from $25.00 to $25.50 effective January 1, 2015. This will not affect the amount
budgeted for part-time help as the increase was already accounted for.

C) Request to amend the Table of Organization to increase the hours of the Keyboard Specialist in the
Veterans' Services Department from 28 hours per week to 40 hours per week at a Base Annual Salary
of $25,193 effective January 1, 2015. The costs associated with this increase in hours has been
included in the 2015 Budget.

D) Request to amend the Table of Organization to increase the number of hours worked by the Executive
Secretary of the Traffic Safety Board by six per week effective January 1, 2015. The cost of the
additional hours worked will be funded through the Traffic Safety Board Budget which has already
been adjusted in the 2015 Budget.

E) Request for a contingent fund transfer in the amount of $20,694.18 for the Human Resources/Civil
Service Division.

F) Request to amend the Table of Organization to set the salary of the Confidential Secretary to the
County Administrator position which was recently vacated due to resignation.

Vacancies Filled:

Department of Public Works -

1. Auto Mechanic #10, Grade 9, Annual Base Salary $31,915, due to retirement. This is a non-mandated,
Union position that receives no reimbursements. Note: the filling of this position was approved by the
Public Works Commiittee contingent upon approval by the County Human Resources Director, County
Administrator and Budget Officer.

2. Building Maintenance Worker #12, Grade 6, Annual Base Salary $28,046, due to termination. This is
a non-mandated, Union position that receives no reimbursements.




RESOLUTION REQUEST FORM NO. 12
|  Schedule “A”

NOTICE OF INTENT TO FILL VACANT POSITION

This notice of intent is filed whenever a department head plans to fill an existing funded position in their budget that is vacated
due to a retirement, resignation, termination or promotion. This notice may not be used for requests to create a new position.
For complete instructions on the procedure to be followed, see.the reverse of this form.

DEPARTMENT HEAD COMPLETES THIS: SECTION

Department. Human Resources and Civil Service Administration Payroll Dept. No.: 17

Title of Position: Personnel Aide (less than part-time) Annual Base Salary: $24,699 Grade: 3

Budget code and title: A1430 130 Union[] Non-Union[X]

This position is vacated due to: [ JRetirement [X|Resignation [JTermination [_JPromotion [ JOther

Employee No:8858 Is this position mandated? [] Yes [XINo Is the position reimbursable? [ ] Yes No
Source of reimbursement: [ JFederal % [Istate % [] Other %

CIVIL SERVICE STATUS AND HUMAN RESOURCES DIRECTOR APPROVAL

XI Competitive-active eligible list [C] . Competitive-no list (hiring would be provisionai [_] Non-Competitive [_] Other
Actual Impact to Budget Report will be. providéd"m'ontﬁly‘ by Human Resources Director.

Candidate’s qualifications must be approved by Personnel Officer prior to hiring.

Human Resources Director has approved this form when initialed. __C1=5>

S TR )
COUNTY ADMINISTRATOR COMPLETES THIS SECTION - ‘ / |
Name of Committee Date /Z,/ %/ / 9/
O—The Administrator has no objection to the filling of the vacancy. /

0 The Administrator objects

Administrator Signature

BUDGET OFFICER COMPLETES THIS SECTION

Date _rral B Tlersncis A

12~ The Budget Officer has no objection to the filling of the vacancy.
0 The Budget Officer objects to the ﬁllihg of the vacancy.

Budget Officer Signature

SUPERVISORY COMMITTEE COMPLETES THIS SECTION
Name of Committee ‘ Date
0 The committee has no objection to the filling of the vacancy.
O The committee objects to the filling of the VaCancy.
'O In the case of an emergency, Committee Chair has no objecﬁon‘to the filling of the vacancy.
0 Inthe case of an emergency, ‘C'o'mmittee Chair objects to the filling of the vacancy.

Ranking Committee Member ’Sig'natu‘re




RESOLUTION REQUEST FORM NO. 20

MISCELLANEOUS

*Please List All Other Requests Not Covered by Previous Resolution Request Forms Here.
Please attach any backup information available and be as detailed as possible.

DEPARTMENT NAME: Human Resources/Civil Service
DATE: December 8, 2014

(a) Purpose of Request: Request approval for the Personnel Officer to carry over up to five
additional (total of teri) vacation days earned in 2014 to be used by June 1, 2015.

(b) Details: Personnel Officer was unable to utilize accrued vacation time in 2014 due to
ongoing duties and responsibilites resulting from the move of the DSS Attorney's
Office in March, 2014 and subsequent appointment to the position of Personnel
Officer.

(c) Previous Resolution Number: N/A

(d)  Where are the Funds (if required)? List Budget Code, Object Code, Full Title* and
Amount: N/A

Sample: A.8021 470 Planning & Community Development — Contract

* as listed in budget and LOGOS
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RESOLUTION REQUEST FORM NO. 20

MISCELLANEOUS

*Please List All Other Requests Not Covered by Previous Resolution Request Forms Here.
Please attach any backup information available and be as detailed as possible.

DEPARTMENT NAME: Sheriff Department

DATE: 12/4/2014

(a) Purpose of Request: To authorize a 2 percent hourly increase to all Part Time
Security Officers in the Sheriff's Department. Hourly rate from $16.6566 to
$16.9897. Effective 1/1/2015.

(b) Details: To authorize hourly increase as approved by the Salary and
Compensation Plan for 2015. This will not affect the amount budgeted for part
time help.

(c) Previous Resolution Number: 555 of 2014

(d) Where are the Funds (if required)? List Budget Code, Object Code, Full Title* and
Amount: A.3110 130 Sheriff Law Enforcement Part Time Salary $0

Sample: A.8021 470 Planning & Community Development — Contract

* as listed in budget and LOGOS



RESOLUTION REQUEST FORM NO. 20

MISCELLANEOUS

*Please List All Other Requests Not Covered by Previous Resolution Request Forms Here.
Please attach any backup information available and be as detailed as possible.

DEPARTMENT NAME: Sheriff Department

DATE: 12/4/2014

(a) Purpose of Request: To amend the Table of Organization increasing the hourly
rate from $25.00 to $25.50 for the Sheriff Investigator-Medicaid. Effective
1/1/2015.

(b) Details: To authorize hourly increase as approved by the Salary and
Compensation Plan for 2015. This will not affect the amount budgeted for part
time help.

(c) Previous Resolution Number: 555 of 2014

(d) Where are the Funds (if required)? List Budget Code, Object Code, Full Title* and
Amount: A.3110 130 Sheriff Law Enforcement Part Time Salary $0

Sample: A.8021 470 Planning & Community Development — Contract

* as listed in budget and LOGOS



RESOLUTION REQUEST FORM NO. 20

MISCELLANEOQOUS
*Please List All Other Requests Not Covered by Previous Resolution Request Forms Here.
Please attach any backup information available and be as detailed as possible.
DEPARTMENT NAME: Veteran's Services
DATE: 12/4/2014
(a) Purpose of Request: To amend Table of Organization to increase hours for
Keyboard Specialist from 28 hours per week to 40 hours per week for a base

salary of $25,193. Effective 1/1/2015.

(b)  Details: To increase hours for the Keyboard Specialist as approved in the Salary
and Compensation Plan for 2015.

(©) Previous Resolution Number: 555 of 2014

(d) Where are the Funds (if required)? List Budget Code, Object Code, Full Title* and
Amount: A.6510 110 Veterans Services Salaries Regular $25,193.

Sample: A.8021 470 Planning & Community Development — Contract

* as listed in budget and LOGOS



RESOLUTION REQUEST FORM NO. 20

MISCELLANEOQOUS
*Please List All Other Requests Not Covered by Previous Resolution Request Forms Here.
Please attach any backup information available and be as detailed as possible.
DEPARTMENT NAME: Traffic Safety Board
DATE: 12/4/2014
(a) Purpose of Request: To amend Table of Organization to include 6 hours per week
for Traffic Safety Board Executive Secretary. Effective 1/1/2015.
(b)  Details: To increase hours for the Traffic Safety Board Executive Secretary and
allocate the additional 6 hours per week to the Traffic Safety Board Budget as
approved by the Salary and Compensation Plan for 2015.

(c) Previous Resolution Number: 555 of 2014

(d) Where are the Funds (if required)? List Budget Code, Object Code, Full Title* and
Amount: A.3311 130 Traffic Safety Board Part Time Salary $5,584.00

Sample: A.8021 470 Planning & Community Development — Contract

* as listed in budget and LOGOS



RESOLUTION REQUEST FORM NO. 10

Request for Transfer of Funds

TO: JOAN SADY, CLERK, WARREN COUNTY BOARD OF SUPERVISORS

DEPARTMENT NAME: Human Resources/Civil Service

SIGNED: DATE:

FROM CODE TITLE TO CODE TITLE

Please state reason for transfers requested:

CONTINGENT FUND TRANSFER REQUESTS

FROM CODE TITLE TO CODE TITLE
A.1990 469 Contingent Account- A.1430 110 Salaries - Regular
Other Payments/Contributions A.1430 830/831  SS/Medicare

Please state reason for transfer request: Budget not properly adjusted during the year.

Please file original request with Clerk of the Board and retain copy for your records.

AMOUNT

AMOUNT

$12,368.13

$766.82/$179.34



RESOLUTION REQUEST FORM NO. 10

)

Request for Transfer of Funds

TO: JOAN SADY, CLERK. WARREN COUNTY BOARD OF SUPERVISORS

DEPARTMENT NAME: Human Resources/Civil Service

SIGNED: DATE:

FROM CODE TITLE TO CODE TITLE

Please state reason for transfers requested:

CONTINGENT FUND TRANSFER REQUESTS

FROM CODE TITLE TO CODE TITLE
A.1990 469 Contingent Account- A.1430 130 Salaries - Part Time
Other Payments/Contributions A.1430 830/831  SS/Medicare

Please state reason for transfer request: Budget not properly adjusted during the year.

Please file original request with Clerk of the Board and retain copy for your records.

AMOUNT

AMOUNT

$6,860.46

$425.35/899.48



RESOLUTION REQUEST FORM NO. 12
Schedule ‘A"

NOTICE OF INTENT TO FILL VACANT POSITION

This notice of intent is filed whenever a department head plans to fill an existing funded position in their budget that is vacated
due to a retirement, resignation, termination or promotion. This notice may not be used for requests to create a new position.
For complete instructions on the procedure to be followed, see the reverse of this form.

DEPARTMENT HEAD COMPLETES THIS SECTION

Department: Public Works Payroll Dept. No.: 19.70

Title of Position: Auto Mechanic Annual Base Salary: $31,915’Grade: 97

Budget code and title: DM5130 Auto Mechanic #10 Union] Non-Union[_]

This position is vacated due to: [X|Retirement [JResignation [ JTermination [_JPromotion [_]Other

Employee No:10080 Is this position mandated? [] Yes No Is the position reimbursable? [] Yes No
Source of reimbursement: [ |Federal % [Clstate % [] Other %

CIVIL SERVICE STATUS AND HUMAN RESOURCES DIRECTOR APPROVAL

] Competitive-active eligible list [[] Competitive-no list (hiring would be provisional) [X] Non-Competitive [ ] Other
Actual Impact to Budget Report will be provided monthly by Human Resources Director.

Candidate’s qualifications must be approved by Personnel Officer prior to hiring.

Human Resources Director has approved this form when initialed. @c5

COUNTY ADMINISTRATOR COMPLETES THIS SECTION
Name of Committee Date
0 The Administrator has no objection to the filling of the vacancy.

0 The Administrator objects to the filling of the vacancy.

Administrator Signature

BUDGET OFFICER COMPLETES THIS SECTION

Date

{1 The Budget Officer has no objection to the filling of the vacancy.
0 The Budget Officer objects to the filling of the vacancy.

Budget Officer Signature

SUPERVISORY COMMITTEE COMPLETES THIS SECTION

Name of Committee Date

0 The committee has no objection to the filling of the vacancy.

0 The committee objects to the filling of the vacancy.

30 Inthe case of an emergency, Committee Chair has no abjection to the filling of the vacancy.
0 Inthe case of an emergency, Committee Chair objects to the filling of the vacancy.

Ranking Committee Member Signature %{ZKZMM Q
Jd



RESOLUTION REQUEST FORM NO. 12 @
Schedule "A”

NOTICE OF INTENT TO FILL VACANT POSITION

This notice of intent is filed whenever a department head plans to fill an existing funded position in their budget that is vacated
due to a retirement, resignation, termination or promotion. This notice may not be used for requests to create a new position.
For complete instructions on the procedure fo be followed, see the reverse of this form.

DEPARTMENT HEAD COMPLETES THIS SECTION

Department: Public Works Payroll Dept. No.: 19.40

Title of Position: Building Maint. Worker Annual Base Salary: $28,046"Grade: 6

Budget code and title: A.7110 Building Maint. Worker #12 Union[X] Non-Union[_]

This position is vacated due to: [_JRetirement [_JResignation [X]Termination [_JPromotion [ JOther

Employee No:11099 Is this position mandated? [] Yes No Is the position reimbursable? [ ] Yes No
Source of reimbursement; [ |Federal % [Istate % [ ] Other %

CIVIL SERVICE STATUS AND HUMAN RESOURCES DIRECTOR APPROVAL

[J Competitive-active eligible list [[] Competitive-no list (hiring would be provisional) [X] Non-Competitive [_] Other
Actual Impact to Budget Report will be provided monthly by Human Resources Director.

Candidate’s qualifications must be approved by Personnel Officer prior to hiring.

Human Resources Director has approved this form when initialed. C(%

COUNTY ADMINISTRATOR COMPLETES THIS SECTION
Name of Committee Date
0 The Administrator has no objection to the filling of the vacancy.

0 The Administrator objects to the filling of the vacancy.

Administrator Signature

BUDGET OFFICER CONMPLETES THIS SECTION

Date __ /1 /26 /05

& The Budget Officer has no objection to the filling of the vacancy.
0 The Budget Officer objects to the filling of the vacancy.

Budget Officer Signature CZ&,VV;Z;C? %p?/k%(\

SUPERVISORY COMMITTEE COMPLETES THIS SECTION

Name of Committee Date

0 The committee has no objection to the filling of the vacancy.

0 The committee objects to the filling of the vacancy.

0 Inthe case of an emergency, Committee Chair has no objection to the filling of the vacancy.
0 Inthe case of an emergency, Committee Chair objects to the filling of the vacancy.

Ranking Committee Member Signature W&J

Y




