HEALTH SERVICES COMMITTEE
OFFICE FOR THE AGING AGENDA
May 24, 2021

Committee Members: Supervisors Frasier, McDevitt, Conover, Hogan, and Strough
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Committee meeting called to order by Chairman

Motion to approve the minutes of the prior meeting

Action Agenda/New Business Items:

1.

Request: Create Services Assistant — Office for the Aging #1, Grade 7, salary
$33,600 and delete Services Specialist, Office for the Aging, Grade 10, salary
$37,633, due to resignation of the Services Specialist. Pending approval of CSEA.
Rationale: When the Services Specialist resigned, the other staff members asked me
to review the assigned duties. Based on this discussion, we felt it was best to
restructure the office to have two Specialists, and then create a new title for the other
staff members based on the tasks they were performing (Aging Services Assistants
and Supervisor of Volunteers).

Request: Create Services Assistant — Office for the Aging #2, Grade 7, salary
$33,600 and delete Supervisor of Volunteers, Grade 4, salary $29,333. Pending
approval of CSEA.

Rationale: Please see above.

Request: Create Services Assistant — Office for the PT, Grade 7, salary $33,600 (20
hours/week) and delete Aging Services Assistant — PT, Grade 4, salary $29,333 (20
hours/week). Pending approval of CSEA.

Rationale: Please see above.

Discussion Items:

Food Service Manager Position ,Cedars - It was decided to not move forward with the
creation of a Meal Site Manager, Grade 2, position at the Cedars meal site and
deletion of the Food Service Manager position, but to leave it as it is.

Referrals/Pending Items: None

Privilege of the Floor and Public Comment (please allow for 15 second delay on live
stream meetings)

VII.  Motion to adjourn

Attachments:
1. Services Assistant — Office for the Aging Job Duties Statement [draft]
2. 11 Request to Create New Position — Services Assistant — Office for the Aging #1
3. Notice of Intent to Fill — Services Assistant, Office for the Aging #1
4. 11 Request to Create New Position — Services Assistant — Office for the Aging #2
5. Notice of Intent to Fill — Services Assistant, Office for the Aging #2
6. 11 Request to Create New Position — Services Assistant — Office for the Aging PT
7. Notice of Intent to Fill — Services Assistant, Office for the Aging PT



RESOLUTION REQUEST FORM NO. 11

Request to Create New Position

DEPARTMENT NAME: Warren/Hamilton Counties Office for the Aging

DATE:

(a)
(b)

(©)

(d)

(e)

M

(h)

5/26/2021

Title of Requested Position: Services Assistant - Office for the Aging #1

Annual Base Salary (and Grade if Applicable): $33,600; Grade 7

Effective Date for New Position:* 6/21/2021
*Please do not backdate unless the purpose is to correct an error.

List Any Position in the Department's Table of Organization Being Deleted as a
Result of this Request: (Include annual salary and grade if applicable):

Services Specialist, Office for the Aging; Grade 10; $37,633

Where are Funds in the Budget for this Position? List Budget Code, Object Code,
Full Title and Amount:

A6772.110

Has Personnel Officer Reviewed and Approved of the New Position Title?
(This is necessary BEFORE bringing the request to committees.)

Yes

Is this a mandated position? If so, please explain:

Is there expected revenue from this position? If so, please explain:

NO



SERVICES ASSISTANT- OFFICE FOR THE AGING

DISTINGUISHING FEATURES OF THE CLASS: This position involves responsibility for
assisting higher level staff in the support of Office for the Aging programs. Duties may include
assignments in the areas of client services assessments, Home Energy Assistance Program, volunteer
coordination and other Department program and services functions. The work is performed under the
general supervision of the Director of the Office for the Aging with some leeway allowed for the
exercise of independent judgment. Performs related work as required.

TYPICAL WORK ACTIVITIES: (Hlustrative only)

Works directly with clients or their delegates to identify
appropriate services; '

Performs home visit assessments in accordance with NYSOFA
well-being of clients and potentxal clients;

Assists in obtammg appropriate services for clients;

Assists clients in completing applications for varxous;program servi es:such as HEAP, Medicaid,
MSP, Medicare, Social Security, STAR, Veteran’s benefits, SNAP:

Assists in the coordination of the Volunteer:program for meal sites and:medical transportation
program; ‘

encies and individuals offering

uirements to determine needs and

software progr
reports; ability to ¢or

MINIMUM oUALIFIC}s;T'Ii)Ns: Either:

A. Graduation from a regionally accredited or New York State registered college or university
with an Associate's Degree in Social or Behavioral Sciences, Human Services, Business
Administration or related field; or

B. Graduation from high school or possession of a high school equivalency diploma and two
years of full-time paid experience, (or its part-time equivalent) providing services to seniors.

SPECIAL REQUIREMENT: Possession of a New York State driver’s license at time of
appointment.




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; Office for the Aging Payroll Dept. No: 5701

Title of Position: Services Assistant-Office for the Aging #1  Bage Salary of Position: 533,600 Grade: !
Filling at Step # (If Known):

Budget code and title: A6772.110 Warren - Salaries FT Union[¥] Non-Union[]
This position is vacated due to: [JRetirement [JResignation [JTermination [JPromotion [Z]Other

Employee No./Last Name: Date of Vacancy: 6/21/2021

Is this position mandated? [] Yes [“] No s the position reimbursable? [] Yes [] No

Source of reimbursement: [ ] Federal % [7] State 73 % [] Other %

CIVIL SERVICE STATUS AND HUMAN RESOURCES DIRECTOR APPROVAL

(] Competitive-active eligible Iistmompetitive-no list (hiring would be provisional) ] Non-Competitive [] Other
Actual Impact to Budget Report will be provided monthly by Human Resources Direc}g)r.
Candidate’s qualifications must be approved by Personnel Officer prior to hiring. 2
Human Resources Director has approved this form when initialed. d Y SMS 2\ J

5

COUNTY ADMINISTRATOR COMPLETES THIS SECTION
B The Administrator has no objgction tof filligg of the vacancy.

O The Administrator objects t the/ﬁing é
(/| /
Administrator Signature\\ //\ \’) #

X _/(;E) T /
BUDGET OFFICER COMPLETES THIS SECTION
B~ The Budget Officer has no objection to the filling of the vacancy.
O The Budget Officer objects to the filling of’the vacancy.

Budget Officer Signature ‘%&ﬂfﬂé—'é) % x4 Date d/zﬁ/f :

SUPERVISORY COMMITTEE COMPLETES THIS SECTION
Name of Committee_{ Vf/,/(/f) \j/,{ LS

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

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

Ranking Committee Member Signature \ Date 6!%/91

oot @

cancy.

Date 5 ! )VLI ', :)/\

Revised: May 19, 2017



RESOLUTION REQUEST FORM NO. 11

Request to Create New Position

DEPARTMENT NAME: Warren/Hamilton Counties Office for the Aging

DATE:

(a)
(b)

(©

(d)

(e)

®

(g)

(h)

5/26/2021

Title of Requested Position: Services Assistant - Office for the Aging #2

Annual Base Salary (and Grade if Applicable): $33,600; Grade 7

Effective Date for New Position:* 6/21/2021
*Please do not backdate unless the purpose is to correct an error.

List Any Position in the Department’s Table of Organization Being Deleted as a
Result of this Request: (Include annual salary and grade if applicable):

Supervisor of Volunteers; Grade 4; $29,333

Where are Funds in the Budget for this Position? List Budget Code, Object Code,
Full Title and Amount;

A6772.110

Has Personnel Officer Reviewed and Approved of the New Position Title?
(This is necessary BEFORE bringing the request to committees.)

Yes

Is this a mandated position? If so, please explain:
NO

Is there expected revenue from this position? If so, please explain:

NO



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: Office for the Aging Payroll Dept. No: 37.01

Title of Position: Services Assistant-Office for the Aging#2  Base Salary of Position: $33,600 Grade: ’
Filling at Step # (If Known): 3

Budget code and title: A6772.110 Warren - Salaries FT Union[¥]  Non-Union[]
This position is vacated due to: [JRetirement [JResignation [ JTermination [JPromotion [¥]Other

Employee No./Last Name: Date of Vacancy: 6/21/2021

Is this position mandated? [[] Yes [V] No s the position reimbursable? [] Yes [] No

Source of reimbursement: [ ] Federal % [7] State 73 % [ Other %

CIVIL SERVICE STATUS AND HUMAN RESOURCES DIRECTOR APPROVAL
] Competitive-active eligible list \&/Competitive-no list (hiring would be provisional) [ ] Non-Competitive [_] Other

Actual Impact to Budget Report will be provided monthly by Human Resources Direc&or. Z\
Candidate’s qualifications must be approved by Personnel Officer prior to hiring. Q A /S';\S
)

Human Resources Director has approved this form when initialed. lSl? SSljZ:\‘?,\

COUNTY ADMINISTRATOR COMPLETES THIS SECTION

E The Administrator has n6 obj 0)on 1o the/ llhng of the vacancy.
O The Administrator objects to/the filling ftﬁacancy
Administrator Slgnatur ( / Date 5 I]),H llM

ez,

BUDGET OFFICER CO ES THIS SECTION

#$¥—The Budget Officer has no objection to the filling of the vacancy.
O The Budget Officer objects to the filling of the vacancy.

Budget Officer Signature Q,Z/A‘WZ(EZ %7@(74 Date 5/&5/2)

SUPERVISORY COMMITTEE COMPLETES THIS SECTION

Name of Committee H{ﬂj}% \.l}/!{)lr(‘lfq

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

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

Ranking Committee Member Signature P ’/}ngl,“ Iw h]”u Date 6/%0 /91
Oppiouedd @?

Revised: May 19, 2017



RESOLUTION REQUEST FORM NO. 11

Request to Create New Position

DEPARTMENT NAME: Warren/Hamilton Counties Office for the Aging

DATE:

(a)

by

©

(d)

(e

®

(&)

(b)

5/20/2021

Title of Requested Position: Services Assistant - Office for the Aging PT

Annual Base Salary (and Grade if Applicable): $33,600 (20 hours/week); Grade 7

Effective Date for New Position:* 6/21/2021
*Please do not backdate unless the purpose is to correct an error.

List Any Position in the Department’s Table of Organization Being Deleted as a
Result of this Request: (Include annual salary and grade if applicable):

Aging Services Assistant - PT; Grade 4; $29,333 (20 hours/week)

Where are Funds in the Budget for this Position? List Budget Code, Object Code,
Full Title and Amount:

A6772.130

Has Personnel Officer Reviewed and Approved of the New Position Title?
(This is necessary BEFORE bringing the request to committees.)

Yes

Is this a mandated position? If so, please explain:

Is there expected revenue from this position? If so, please explain:

NO



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; Office for the Aging Payroll Dept. No: 5701

Title of Position: Services Assistant-Office for the Aging PT Base Salary of Position: _533,600(20 hours/'wk) 3rade: 7
Filling at Step # (If Known): |
Budget code and title: A6772.130 Warren - Salaries PT Union[¥] Non-Union[]
This position is vacated due to: [_JRetirement [[JResignation [JTermination [JPromotion [Z]Other
Employee No./Last Name: Date of Vacancy: 6/21/2021
Is this position mandated? [] Yes [¥] No s the position reimbursable? [7] Yes [ ] No

Source of reimbursement: [] Federal % [/] State 75 % [] Other %

CIVIL SERVICE STATUS AND HUMAN RESOURCES DIRECTOR APPROVAL

] Competitive-active eligible list _X(Competitive-no list (hiring would be provisional) [_] 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 hlrmg

Human Resources Director has approved this form when initialed. 3\ l 2\ l\%/

COUNTY ADMINISTRATOR COMPLETES THIS SECTION
IS( The Administrator has no.ebj

ad The Admmlstratorobje/cts to ef:lhng th%acancy

Administrator Signatur

tion to_the filling of the vacancy.

Date 5’) m’l U

\JV]

BUDGET OFFICER COM LE)FES THIS SECTION
2—The Budget Officer has no objection to the filling of the vacancy.
O The Budget Officer objects to the filling of the vacancy.

Budget Officer Signature %/ﬂ/y(zé{g VZ,’%(&DJ : Date Q;)/Z\é/Z/

SUPERVISORY COMMITTEE COMPLETES THIS SECTION
Name of Committee fIM &J VIGCA

‘g} The committee has no objectlon to the filling of the vacancy.
The committee objects to the filling of the vacancy.

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

7 .
Ranking Committee Member Signature _Date 6/%/21

Qnioug

Revised: May 19, 2017



