
PERSONNEL, ADMINISTRATION & HIGHER EDUCATION COMMITTEE

AGENDA

MARCH 31, 2022

Committee Members: Thomas, Conover, Beaty, Frasier, Wild, Braymer and Runyon
Chair of the Board shall serve as an Ex-Officio member when needed in accordance with Section
C(4) of the Rules of the Board

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

III. Action Agenda 
1) SUNY Adirondack representatives to provide an update on the College.

2) Requests/Items to be Discussed by the Human Resources Director (Jackie Figueroa, Human Resources Director):
A) Review of report on tracking of vacancies filled.
B) Update on terminations and exit interviews. 

3) Requests/Items to be Discussed by the Personnel Officer (Patricia Nenninger, Personnel Officer):
A) Request to fill the vacant position of Civil Services Specialist, due to resignation.
B) Request to fill the vacant position of Civil Service Assistant, due to resignation.
C) Request to amend the Table of Organization and Salary Schedule to decrease the salary of the Civil Service Assistant

position from the current amount of $43,045 to the entry level salary of $39,973 effective April 18, 2022.
D) Discussion regarding draft Vacancy Posting Instructions.

4) Referrals from the Criminal Justice & Public Safety Committee (Chaired by Supervisor Geraci):
Public Defender (Marcy Flores, Public Defender) - 
Note: Items 4A and 4B were not considered and approved by the Criminal Justice & Public Safety Committee.
A) Request to amend the Table of Organization and Salary Schedule to decrease the salary of the Public Defender position

from the current amount of $136,274 to the entry level salary of $114,096 effective May 9, 2022.
B) Request to amend the Table of Organization and Salary Schedule to decrease the salary of the Coordinating Assistant

Public Defender Part Time position from the current amount $34,670 to the entry level salary of $34,280 effective May
1, 2022. 

Sheriff (James LaFarr, Sheriff) -
C) Request to amend the Table of Organization and Salary Schedule to create and fill the new position of Per Diem Cook

Part-Time, $18.07/hour, effective April 15, 2022.

5) Referral from the Env. Concerns & Real Property Tax Services Committee (Chaired by Supervisor McDevitt):
Real Property Tax Services (Lexie Delurey, Director, Real Property Tax Services) - 

Request to amend the Table of Organization and Salary Schedule to increase the salary of the Real Property Tax
Services Director from Grade 15, Increment 10 ($78,310), to Grade 16, Increment 25 ($90,706).

6) Referral from the Tourism Committee (Chaired by Supervisor Merlino):
Tourism (Joanne Conley, Director of Tourism) - 

Request to amend the Table of Organization and Salary Schedule to create and fill the new temporary position of
Principal Account Clerk - Per Diem, hourly rate of $24.7685 - position to be effective April 4, 2022 through December
31, 2022, and to de-fund the full time Principal Account Clerk position effective April 4, 2022. Note: the Tourism
Committee has requested any resolution resulting from Personnel and Finance Committee action come before the
Board at their March 31st meeting.

7) Requests/Items to be Discussed by the Clerk of the Board (Amanda Allen, Clerk of the Board):
Resolution Tracking Report.

CONTINUED
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IV. Pending Items:
SUNY ADIRONDACK:

No items this month.
PERSONNEL: 
1) Formalization of policy for the Employee of the Month Program - County Attorney to review and make any necessary

modifications to draft legal opinion prepared before presenting to Committee. (03.03.22)
2) Warren County Workplace Violence Policy to be reviewed for additional updates. (03.03.22)
3) Committee to continue discussions regarding amending the Warren County Travel, Education and Vehicle Use Policy

(last adopted by Resolution No. 49 of 2021) to authorize Department Heads to approve free training opportunities
following update from County Administrator regarding feedback received from Department Heads on possibly
reinstating a dollar amount under which they would be authorized to approve travel. (03.03.22)

4) Committee to consider developing guidelines for Department Heads to use when dismissing an employee. (03.03.22) 
CIVIL SERVICE:

No items this month.
HUMAN RESOURCES:

No items this month.
CLERK OF THE BOARD:

No items this month.
COUNTY ATTORNEY:

No items this month.

V. Positions authorized for filling by Standing Committees since last meeting:

Countryside
Adult Home

- Cook #5 Full Time, Grade 4, Base Annual Salary $31,789, due to resignation.

District
Attorney

- Legal Clerk II #3, Grade 8, Base Annual Salary $37,918, due to promotion.

Department of
Public Works

- MEO(L) #2, Grade 7, Base Annual Salary $36,414, due to resignation.

Department of
Social Services

- Caseworker #24, Annual Salary $47,023, due to retirement.

Planning &
Community
Development

- Senior Planner, Grade 18, Base Annual Salary $50,384

Public Defender -
-
-
-

Public Defender, Annual Salary $114,096, due to retirement.
Coordinating Assistant Public Defender, Annual Salary $81,618, updating authorization.
Coordinating Assistant Public Defender PT, Annual Salary $34,280, updating authorization.
Legal Clerk I, Grade 5, Base Annual Salary $33,076.

VI. Privilege of the Floor/Public Comment

VII. Motion to adjourn
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Separations through February28, 2022

Retirement 9

Resignation 7

Removal 0

Total 16

Exit Interviews through February 28, 2022

Form Received/Interview Requested 4

Form Received/Interview Declined 2

Form Not Received 10

Warren County Department of Human Resources

Retirement

Resignation

Removal

Form Received/Interview

Requested

Form Received/Interview Declined

Form Not Received
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CIVIL SERVICE POSTING INSTRUCTIONS 

Our office is happy to assist with your vacancy posting process: 

1) Call our office to discuss process questions: we will ask/discuss the following: 

a) Title of position; 

b) Status of Committee/Board approval and Notice of Intent to Fill; 

c) If competitive (tested) title, is there an active list with candidates that must be 

considered? If so, posting may not be appropriate. List canvass may be appropriate; 

d) If posting is required by union contract or non-union position status (we may refer 

question to HR).  

 

2) Ready to post? We will ask: 

a) Vacancy or anticipated vacancy posting: approval or pending approval to fill; 

b) Posting Period (minimums may be set in union contract);  

c) Promotion position posting? (Website and internal department posting); 

d) Recruitment outreach? (WC website, WC Facebook, ARCC, local colleges, association 

posting boards, local newspapers, Indeed etc.). As an FYI, we are working with IT and Don 

Lehman to increase our posting visibility, accessibility and outreach. Keep in mind: 

Departments are responsible for funding any posting fees;  

e) Residency requirement considerations?  (We will discuss requirements/ options 

depending on title); 

f) Is a transfer posting appropriate? (depends on title); 

g) Need assistance with preparation of a posting? We are happy to draft a posting, or 

you may submit a posting. A sample is attached. All job postings must include: 

• Position Title and Department 

• A brief description of the position  

• Salary - range if appropriate 

• Minimum Qualifications  

• Residency Requirements 

• Instructions/Deadline for applying 

• Civil Service Provisional Appointment language (if applicable) 

• The language: ‘Warren County is an Equal Opportunity/Affirmative Action Employer’ 
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DEPARTMENT NAME 

NOTICE OF ANTICIPATED VACANCY 

 

POSITION TITLE  

 

Brief description of the position.  

 

SALARY:  

 

MINIMUM QUALIFICATIONS:  

 

RESIDENCY REQUIREMENTS:  

 

Provisional Language (if applicable):  

The position will be filled based upon Civil Service requirements. A provisional appointment will 

be made with examination to be held at a later date. Candidate must meet Civil Service 

requirements for appointment following establishment of the Eligible List. 

 

Interested candidates may send (application, resume, cover letter, letters of reference, etc.) 

by (deadline date) to: 

Department Head 

Mailing Address/Email Address 

 

Instructions on where to find applications. 

 

Warren County is an Equal Opportunity/Affirmative Action Employer 
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RESOLUTION REQUEST FORM NO. 13 
 

Request to Increase or Decrease Salary of Non-Union Position 
 
 

DEPARTMENT NAME:        
 
DATE:        
 
 

(a) Employee Name, Title and Employee No.:        
 
 

(b) Current Annual Base Salary (and Grade if Applicable):        
 
 

(c) Former Annual Base Salary (and Grade if Applicable):        
 
 

(d) Effective Date for Salary Change*:        
*Please do not backdate request unless the purpose is to correct an error 

 
 

(e) If This is a Request for a Salary Increase, Where are Funds in the Budget for this Position? 
 List Budget Code (with title), Object Code (with title), and Amount: 

       
 

(f) Is a Budget Transfer needed?        YES        NO 
 If yes, please complete Resolution Request Form No. 10 – Transfer of Funds 
 If no, please provide details on how the increase will be funded within the current budget: 
 
 
 
 
 
(g) Is there expected revenue from this position?        YES        NO 
 If yes, please complete Resolution Request Form No. 07 – Amend County Budget to recognize 

revenue 
 
 
(h) Justification of Request:        
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RESOLUTION REQUEST FORM NO. 13

Request to Increase or Decrease Salary of Non-Union Position

*Please do not backdate request unless the purpose is to correct an error 
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