Human Services Committee

Warren County Department of Social Services
COMMITTEE MEETING AGENDA
July 18, 2022

Committee Members: Supervisors Driscoll, Frasier, Seeber, Magowan, McDevitt, Hogan and Bruno.
Chair of the Board shall serve as on Ex-Officio member when needed in accord_ance with the Section C(4) of the Rules of
the Board.

I. Committee meeting called to order by Chair
Il. Motion to approve minutes of prior Committee meeting

I, Action Agenda/New Business

1. Request to Amend the Table of Organization:
Request to Create and Fill the position of Principal Account Clerk #4 (Grade 10, Base Salary $40,784), in the
Accounting Unit, and delete the Sr. Account Clerk #7 (Grade 7, Base Salary $36,414), effective August 22, 2022,
Rationale: The duties performed align with Principal Account Clerk. Attachment #1

IV. Information for Discussion and/or Review
Chris Hanchett, Commissioner
-Commissioner’s Report of Activities & Updates; (Previously distributed by Committee Chairman Driscoll)
Julie Montero, Fiscal Manager

-Monthly Reports: Revenue, Expenditures and Overtime. Attachment #2
Mike Gray, Youth Bureau

V. Referrals/Pending ltems: None

VI. Privilege of the Floor and public comment (please allow 15 second delay on live stream meetings)

VII. Motion to Adjourn

ATTACHMENTS:

1} Amend Table of Organization: Create & Fill Principal Account Clerk #4, Delete Sr. Account Clerk #7
2) Monthly Revenue and Expenditure Reports



RESOLUTION REQUEST FORM NO. 11

Request to Create New Position
ATTACHMENT #1

DEPARTMENT NAME: SOCIAL SERVICES

DATE: 7/18/22

(a) Title of Requested Position: PRINCIPAL ACCOUNT CLERK #4

(b) Annual Base Salary (and Grade if Applicable): 40,784 GRADE 10

(c)  Effective Date for New Position:* 8/22/22
*Please do not backdate unless the purpose is to correct an error.

(d) 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):

SR ACCOUNT CLERK #7 - $36,414 GRADE 7

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

A 6010 110

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

Yes

(2) Is this a mandated position? If so, please explain:
Yes, the position is mandated and reimbursed

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



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;_ SOCIAL SERVICES Payroll Dept. No: 40-02

Title of Position: Principal Account Clerk #4 Base Salary of Position: 340.784 Grade: 10
Filling at Step # (If Known):

Budget code and title; A6010 110 - Salaries - Regular Union[¥] Non-Union[]

This position is vacated due to: [JRetirement [JResignation []Termination [JPromotion [v]Other exvoa?=*
Employee No./Last Name: Date of Vacancy: 8/22/22

Is this position mandated? [] Yes [J No Is the position reimbursable? [v] Yes (1 No

Source of reimbursement: [7] Federal 30 % [v] State % [] Other %

CIVIL SERVICE STATUS AND HUMAN RESOURCES DIRECTOR APPROVAL
&rCompetitive-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 Director.

Candidate’s qualifications must be approved by Personnel Officer prior to hiring.g ONq 557/

Human Resources Director has approved this form when initialed. _\( ° mt ‘21,

COUNTY ADMINISTRATOR COMPLETES THIS SECTION
[ The Administrator has no,obiﬁad[}n the filling of the vacancy.

D‘ The Administrator objécts to the filling pf the vacancy.
."/ A i // 2 i
AdministratorSignaturé\ / \ ) Date__ | I 1> l_):l—
- N/ 2 (I

BUDGET OFFICER COMPLETES THIS SECTION
(21 -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 "g//xw//v/g %{2&( Date Z//B//ZZ

SUPERVISORY COMMITTEE COMPLETES THIS SECTION
Name of Committee L/{z//?{ﬂ//) lﬁf/ Ul(%

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 objection to the filling of the vacancy.
0 In the case of an emergency, Committee Chair objects to the filli% vacancy.

Ranking Committee Member SignatureI' .@nx}/[ﬂw Date. O ;:// ?’/O?‘;Z

7

Revised: May 19, 2017



PRINCIPAL ACCOUNT CLERK

DISTINGUISHING FEATURES OF THE CLASS: An incumbent in this position is responsible for
independently performing difficult and complex account keeping functions and/or planning, assigning and
supervising major account keeping activities for a municipal office. The work is performed under general
supervision in accordance with outlined policies or procedures allowing for independent judgment in planning
and carrying out the details of the work. Difficult technical or policy problems are referred to a supervisor for
decision making or review of recommendations. Supervision may be exercised over the work of clerical staff.
Does related work as required.

TYPICAL WORK ACTIVITIES: (Illustrative only)

Plans, assigns, reviews and/or performs the processes relating to maintaining and checking a wide variety of
financial records and reports;

Oversees and assists in the classification of a complex variety of receipts and expenditures and the distribution of
costs according to prescribed processes and codes;

Directs and/or performs the audit of varied accounts, claims and records and the preparation of reports thereon;

Directs and/or performs the compilation, preparation and analysis of a variety of complex financial and statistical
records and reports;

Assists in the preparation of annual operating budgets and ensures the maintenance of necessary financial
controls;

Oversees and/or performs the processes related to receiving and accounting for large amounts of money in
payment for a variety of bills, taxes and related obligations;

Revises, systematizes and installs account-keeping methods and procedures;

Reconciles ledgers of revenue received with bank statements;

May oversee or participate in the preparation of payroll data for compilation and processing;

May oversee or participate in the preparation of purchase orders and vendor bid processes;

May supervise clerical staff and/or instruct employees in the specialized details of the work;

Conducts correspondence in connection with financial matters;

Uses computer applications or other automated systems such as spreadsheets, word processing, calendar, e-mail and
database software in performing work assignments;

Performs related work as assigned.

REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:

Thorough knowledge of current methods used in keeping and checking financial records and reports;

Thorough knowledge of office terminology, procedures and equipment;

Thorough knowledge of business English;

Good knowledge of current general and government accounting;

Proficiency in the use of computer applications such as spreadsheets, word processing, calendar, e-mail and
computer applications used for accounting and financial management;

Ability to plan, assign and supervise the work of account keeping and clerical assistants;

Ability to understand and carry out complex oral and written directions;

Ability to make arithmetic computations rapidly and accurately;

Ability to prepare correspondence and reports;

Ability to secure the cooperation of others;

Ability to deal effectively with the public;

Ability to readily acquire familiarity with departmental organization, functions, laws, policies and regulations;

Sound judgment in solving complex account keeping problems;

A high degree of accuracy, initiative and resourcefulness;

Initiative, tact; courtesy; integrity.

Page | of 2



MINIMUM QUALIFICATIONS:
Graduation from high school or possession of a high school equivalency diploma and:
A) Bachelor’s Degree or higher in accounting, finance, business administration or related field; or
B) Associate’s Degree in accounting, finance, business administration or related field and two (2) years of
years progressively responsible experience in maintaining financial accounts and records; or
C) Four (4) years of progressively responsible experience in maintaining financial accounts and records.

NOTE: Education beyond the secondary level must be obtained from an institution that is a regionally accredited or
New York State registered college or university.

WC: 2004; 2022
JC: Competitive
Format Update 2022 Principal Account Clerk; Page 2 of 2
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