
PERSONNEL & ADMINISTRATION COMMITTEE

AGENDA

MARCH 5, 2020

Committee Members: Simpson, Geraghty, Frasier, Braymer, Conover, Magowan, McDevitt, Merlino and Wild

I. Committee meeting called to order by Chairman.

II. Motion to approve minutes of prior Committee meetings.

III. Privilege of the floor 

IV. Action Agenda 

1) Items/Requests to be Discussed by the Human Resources Director and/or Personnel Officer:

Human Resources-

A) Review of report on tracking of vacancies filled.
B) Request to rescind Resolution No. 594 of 2019 which authorized an agreement with Milliman for Independent

Medical Claim Actuarial Services as the Health Insurance Working Group has decided not to move forward with
the re-price at this time.

C) Request for a new contract with Adirondack EAP to serve as the Independent Employee Assistance Service
Provider for Warren County. 

Civil Service-

D) Request to create a Facebook Page for the Civil Service Office. Note: no resolution required - only Committee

consensus needed to proceed.

E) Request to re-appoint Patricia C. Nenninger as Personnel Officer for a six year term commencing on April 28,
2020 and terminating on April 27, 2026.

2) Referrals from the Economic Growth & Development and Higher Education Committee, Employment &

Training:

A) Request to amend the Table of Organization and Salary Schedule to create and fill the new position of Office
Specialist (Part Time), Grade 7, Base Annual Salary $33,600, and delete the position of Employment & Training
Counselor #1 (Part Time) effective March 23, 2020.

B) Request to amend the Table of Organization and Salary Schedule to create and fill the new position of 
Employment & Training Coordinator, Grade 8, Base Annual Salary $34,988, and delete the vacant position of
Senior Employment & Training Counselor effective March 23, 2020.

3) Referrals from the Health Services Committee:

Office for the Aging-

A) Request to amend the Table of Organization and Salary Schedule to reduce the hours of Meal Site Cook #2 from
30 hours/week to 25 hours/week (Indian Lake Meal Site), based on the staffing requirements outlined by the New
York State Office for the Aging, effective March 23, 2020.

Public Health -

B) Request to amend Resolution No. 307 of 2013 and Resolution No. 454 of 2015 to exempt Warren County
retired/retiring and/or resigning nurses from being hired at the fifth year salary rate and authorize the Director of
Public Health and Patient Services to pay those desiring to return to the Health Services Department in a Per Diem
Capacity, up to the grade and step at retirement/resignation, effective retroactive to January 1, 2020.

 

4) Referrals from the Human Services Committee:

Countryside-

A) Request to amend the Table of Organization and Salary Schedule to create and fill the new position of Laundry
Worker -Part-Time, Grade 2, Base Annual Salary $27,438, effective retroactive to March 15, 2020.

Social Services-

B) Request to reclassify the position of Sr. Account Clerk #5, Grade 7, Base Annual Salary $42,036, to Principal
Account Clerk #2, Grade 10, Base Annual Salary $46,615, effective March 23, 2020.

C) Request to amend the Table of Organization and Salary Schedule to create and fill the new positions of
Caseworker #38 and Caseworker #39, Grade 16, Base Annual Salary $43,390, effective March 23, 2020.
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5) Referral from the Public Safety Committee, Sheriff:

Request to add the Civil Service title of Special Patrol Officer to the Sheriff’s Office allow the Sheriff’s Office
to hire retired Patrol Officer’s for School Resource Officer positions without participating in Civil Service
examinations and allow for submission of waivers for increased wages without having to demonstrate a difficulty
to hire.

6) Referral from the Public Works Committee, DPW:

Request to amend the Table of Organization and Salary Schedule to create and fill the new position of Engineer
II, Grade 17, Base Annual Salary $73,670, and delete the position of Engineer 1 #2, Grade 13, Base Annual

Salary $65,948, effective March 21, 2020.  

7) Requests/Items to be Discussed by the County Administrator:  
A) Request to authorize the Chairman of the Board to enter into an agreement to accept funding through NYSOILS

Distribution #10 (C100052).
B) Request to amend the Table of Organization and Salary Schedule to create and fill the new position of Senior

Planner, Grade 20, Annual Base Salary of $49,557, and delete the position of Assistant County Planner #2.
C) Discussion regarding the creation of Director of Public Affairs position.
D) Referral from the February 21, 2020 Board Meeting regarding procedure for appointments to the Warren and

Washington Counties Industrial Development Agency.
E) Appointment of Larry Stephenson to the Warren and Washington Counties Industrial Development Agency.

V. Pending Items:

Personnel - None.

 Higher Education - None.

VI. Vacancies Approved for Filling by Oversight Committee:

Buildings - Cleaner #11, Grade 2, Base Annual Salary $27,438, due to resignation.

Countryside - Institutional Aide #1 - Full-Time, Grade 3, Base Annual Salary $28,026, due to promotion.

County Clerk - Motor Vehicle License Reg. Clerk #7, Grade 8, Base Annual Salary $34,988, due to
resignation.

Public Health - WIC Assistant, Grade 5, Base Annual Salary $30,520 (2019 Rate/2020 Rate TBD), due to
resignation.

Office for the Aging - Meal Site Cook #2, Grade 2, Base Annual Salary $27,438 (25hr/week), due to retirement.
- Meal Site Manager #4, Grade 2, Base Annual Salary $27,438 (30hr/week), due to

retirement.

Social Services  - Social Welfare Examiner #8, Grade 8, Base Annual Salary $34,988 (2019), due to
promotion. 

Positions filled on emergency basis since last meeting:

Assigned Counsel - Clerk - PT, Grade 2, Base Annual Salary $27,438, due to creation.

Sheriff - Communication Officer #11, Annual Salary $41,740.24, due to resignation.

Treasurer - Account Clerk #1 (19 hrs), Grade 4, Base Annual Salary $13,933.

- Principal Account Clerk #4, Grade 10, Base Annual Salary $37,633.
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DIRECTOR OF PUBLIC AFFAIRS 

 

DISTINGUISHING FEATURES OF THE CLASS: An incumbent of this class is responsible for planning, 

coordinating and deploying public information and relations activities for the County of Warren. The 

work involves developing and implementing a comprehensive program designed to inform, educate and 

gain support of the public regarding the objectives and operations of County government and the Board 

of Supervisors. The Public Affairs Director organizes press conferences, media stories and related 

projects; oversees and facilitates departmental public information/relations activities and practices; 

produces letters/advocacy materials on behalf of County officials and creates a robust social media 

presence for the County. This position exists in the County Administrator’s Office while also serving the 

Board of Supervisors. Frequent contacts will occur with government officials, media representatives, 

various interest groups and the public. Does related work as required.  

 

 EXAMPLES OF WORK: (Illustrative Only)  

Enhances the public's knowledge and interest in various activities, services and objectives of the County 

of Warren;  

Formulates, implements and evaluates public relations and promotion programs;  

Works in concert with members of the Board of Supervisors, County Administrator and Department 

Heads on public information issues;  

Prepares public information materials, programs and projects including news releases, speeches, 

brochures, newsletters, narrative reports, social media postings and audio-visual materials;  

Prepares and reviews digital content for social media and digital platforms including articles, email 

content, video and images to engage the target audience and present the County in a positive 

and appropriate manner; 

Collects, assembles and compiles information on departmental activities; 

Keeps abreast of current or emerging public issues that have an impact on the policies or operations of 

the County of Warren;  

Attends Committee meetings and public meetings in order to keep abreast of information;  

Establishes and maintains liaison with press correspondents, television, radio, newspaper editors and 

publishers;  

Counsels County Supervisors and Department Heads on public relations and press relations issues;  

Responds to media inquiries and coordinates their handling with involved parties;  

Studies the impact of past and current marketing efforts to better promote benefits of county services 

to the population served;  

Coordinates community relations events, constituent affairs and outreach to communities and 

individuals;  

Coordinates the County's website content, proactively monitoring to ensure content is current and 

accurate, and assists County departments in their preparation of text and graphics for electronic 

media;  

Develops presentations on new services provided by the County, and informs the public of how these 

services can be used in their community;  

Compiles and maintains mailing lists for distribution of agency or departmental activities; 

Under supervision of the County Administrator, may serve as Public Information Officer during times of 

emergency, including but not limited to public health and weather-related emergencies; 

Develops and recommends new communication methods and enhancements to better achieve County 

goals. 
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REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough  knowledge of the techniques 

of preparing, producing and disseminating information to the various media; thorough knowledge of the 

techniques and methods used in evaluating the effectiveness of a public information and relations 

program; thorough knowledge of the techniques of preparing, producing and disseminating information 

to the various media; thorough knowledge of the principles and techniques of establishing and 

maintaining effective public relations; good knowledge of the functions and organization of the County 

of Warren; proficiency in social media platforms including Facebook, Twitter and Instagram; ability to 

speak effectively in public; tact; resourcefulness; initiative; imagination; integrity; good judgment; ability 

to work nights and weekends when required.   

 

 

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: A Bachelor’s degree and seven years of full-time 

paid public information or related experience, three years of which must have been in a governmental 

environment. 

 

STARTING SALARY: $58,354 base or potentially higher salary commensurate with experience. 

 

 

 

 

 

 

allena
Typewritten Text
ITEM 7C

allena
Typewritten Text



Warren County Board of Supervisors
RESOLUTION NO. 91 OF 2020

RESOLUTION INTRODUCED BY CHAIRMAN THOMAS

APPOINTING MEMBER OF THE COUNTIES OF WARREN AND WASHINGTON

INDUSTRIAL DEVELOPMENT AGENCY AND CIVIC DEVELOPMENT CORPORATION

RESOLUTION NOT BROUGHT TO THE FLOOR  

RESOLVED, that Larry Stephenson (replacing Matthew Simpson, who  resigned) be, and hereby

is, appointed effective February 21, 2020, as a member of the Counties of Warren and Washington Industrial

Development Agency and Civic Development Corporation, to serve at the pleasure of the appointing

authority, upon the adoption of a similar resolution by the County of Washington.

                           FEBRUARY 21, 2020 BOARD MEETING
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