
PERSONNEL, ADMINISTRATION & HIGHER EDUCATION COMMITTEE

AGENDA

JUNE 2, 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) Requests/Items to be Discussed by the Human Resources Director (Jackie Figueroa, Director):

A) Review of report on tracking of vacancies filled.
B) Update on terminations and exit interviews. 
C) Executive session to discuss the negotiations with Teamsters with Larry Paltrowitz, Outside Counsel for the

County.
D) Request to approve MOA (Memorandum of Agreement) with the Sheriff’s Alliance to extend updated out of

unit education reimbursement policy to membership. 
E) Request to amend Resolution No. 195 of 2022 to correct errors on the resolution.
F) Request to amend Resolution No. 207 of 2022 to correct errors in the resolution. 

2) Requests/Items to be Discussed by the Clerk of the Board (Amanda Allen, Clerk):
A) Request to authorize Amanda Allen, Clerk of the Board, to serve on the Executive Board of New York State

Association of Clerks of County Legislative Boards for term commencing May 20, 2022 and terminating May
17, 2024.

B) Travel Authorization (informational item) - Amanda Allen and Samantha Hogan attended Adult CPR, First
Aid & AED Training - Warren County Human Services Building May 12, 2022.

C) Travel Authorization (informational item) - Amanda Allen and Samantha Hogan attended 69th Annual NYS
Association of Clerks Training School & Conference - Ellicottville, New York from May 17-20, 2022.

D) Request to amend Resolution No. 306 of 2018, Approving Standard Work Day and Time Reporting
Resolution for all Elected and Appointed Officials for Retirement Purposes, to include updated reporting
information provided for 2022.

3) Referrals from the Criminal Justice & Public Safety Committee (Chaired by Supervisor Geraci):
Probation (Robert Iusi, Director) - 

Request to amend the Table of Organization and Salary Schedule to create and fill the position of
Administrative Secretary, Grade 8, Base Annual salary $44,913, and delete the position of Principle Steno
Confidential, Grade 8, Base Annual Salary $44,913 (Current Salary $55,253), effective June 6, 2022. 
Note: If approved by the Personnel, Administration & Higher Education and Finance Committees this
will go before the Board at their June 2nd Board Meeting.

4) Referral from the Economic Growth & Development Committee (Chaired by Supervisor Wild):
Employment & Training Administration (Liza Ochsendorf, Director) -
A) Request to amend the Table of Organization and Salary Schedule to create and fill the new position of Job

Coach - temporary - next 5 summers, Employment & Training, Grade 6, Base Annual Salary $34,488,
effective July 1, 2022 due to creation. 

Planning & Community Development (Wayne LaMothe, County Planner) -
B) Request to amend the Table of Organization and Salary Schedule to create and fill the new position of

Assistant County Planner 2, Grade 14, Base Annual Salary $63,711, effective June 6, 2022. 
Note: If approved by the Personnel, Administration & Higher Education and Finance Committees this
will go before the Board at their June 2nd Board Meeting.          
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5) Referrals from the Human Services Committee (Chaired by Supervisor Driscoll):
Department of Social Services (Christian Hanchett, Commissioner, Department of Social Services) - 

Request to amend the Table of Organization and Salary Schedule to create and fill the new position of Case
Manager/Foster Care Home Finder, Grade 14, Base Annual salary $44,384, due to creation and delete the
position of Social Welfare Examiner #30 (Foster Care), Grade 8, Base Annual Salary $37,918, effective June
20, 2022.

6) Action required to re-approve items included in Resolution No. 146 of 2022 which failed at the May 20,
2022 Board Meeting:
A) Salary increase/decreases:

Public Defender - Request to amend the Table of Organization and Salary Schedule to increase the salary for
the 1st Assistant Public Defender from $97,310 to $102,053 effective May 23, 2022. 

- Request to amend the Table of Organization and Salary Schedule to decrease the salary
of the 9th Assistant Public Defender from $74,089 to $71,988 effective May 23, 2022.

B) Position deletion/creations:
DSS - Request to amend the Table of Organization and Salary Schedule to create and fill the new

position of Community Services Worker (Part-Time), Grade 8, Base Annual Salary
$37,918, effective May 23, 2022.

County Attorney- Request to amend the Table of Organization and Salary Schedule to delete the position of
Tax Coordinator, Annual Salary $47,417, and create and fill the new position of 3rd

Assistant County Attorney, Annual Salary $65,295, effective June 1, 2022.
Note: If approved by the Personnel, Administration & Higher Education and Finance Committees these items
will go before the Board at their June 2nd Board Meeting.

7) Referral from the Tourism Committee:
Request to appoint a Director of Tourism effective July 18, 2022.

8) Referral from the ARPA Advisory Committee:
Request to create and fill the new position of Office Specialist - FT, Grade 7, Base Annual Salary $36,414,
within the Planning & Community Development Department effective June 6, 2022 
Note: If approved by the Personnel, Administration & Higher Education and Finance Committees this
will go before the Board at their June 2nd Board Meeting.

IV. Pending Items:
SUNY ADIRONDACK:

No items this month.
PERSONNEL: 
1) Warren County Workplace Violence Policy to be reviewed for additional updates. (03.03.22)
2) The Committee tabled the discussion on the Warren County Travel, Education and Vehicle Use Policy (last

adopted by Resolution No. 49 of 2021) to authorize Department Heads tp approve free training opportunities
until the next meeting to allow the County Attorney to incorporate the changes suggested by the Supervisors
into the policy and to provide a draft for the Committee to review. (05.05.22) 

3) Committee to develop 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.
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V. Positions authorized for filling by Standing Committees since last meeting:

Bldgs &
Grounds

- Cleaner #8, Grade 2, Base Annual Salary $29,735, due to resignation. 

Countryside
Adult Home 

-
-
-

Cook #2, Grade 4, Base Annual Salary $31,789, due to termination.
Cook #5 - Full-Time, Grade 4, Base Annual Salary $31,789, due to promotion.
Food Service Helper #3, Grade 2, Base Annual Salary $29,735, due to resignation.

District
Attorney

-
-

9th Assistant District Attorney, Annual Salary $68,560, updating authorization.
Legal Clerk III #1, Grade 10, Base Annual Salary $40,784, updating authorization.

DPW -

-
-

Highway Construction Supervisor #2, Grade 12, Base Annual Salary $42,069, due to
retirement.
MEO (M) #22, Grade 9, Base Annual Salary $39,246, due to resignation.
MEO (L) #26, Grade 7, Base Annual Salary $36,414, due to resignation.

Employment &
Training
Administration

- Office Specialist - PT, Grade 7, Base Annual Salary $36,414 FT.

Office for the
Aging

- Meal Site manager #2 (Warrensburg), Grade 2, Base Annual Salary $22,301/30 hours
a week, due to resignation.

Probation - Probation Assistant, Grade 7, Base Annual Salary $36,414, due to promotion.

Public Defender -
-

Coordinating Assistant Public Defender, Annual Salary $81,618, due to resignation.
Legal Clerk, Grade 5, Base Annual Salary $33,076, due to resignation.

Social Services -
-
-

Intake Clerk #7, Grade 4, Base Annual Salary $31,789, due to resignation.
Intake Clerk #1, Grade 4, Base Annual Salary $31,789, due to promotion.
Caseworker #23, Grade 16, Base Annual Salary $47,023, due to resignation.

Veterans’
Services

-
-

Van Driver #1 (Reg P/T), Grade 2, Base Annual Salary $14.295/hr.
Van Driver #5 Per-diem, Grade 2, Base Annual Salary $14.295/hr.

VI. Privilege of the Floor/Public Comment

VII. Motion to adjourn
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 RESOLUTION REQUEST FORM NO. 11 

 

Request to Create New Position 

 

 

DEPARTMENT NAME:        

 

DATE:        

 

 

(a) Title of Requested Position:        

 

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

 

 

(c) Effective Date for New Position:*        

*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):        

 

 

(e) Where are Funds in the Budget for this Position?  List Budget Code, Object Code, 

Full Title and Amount:         

 

 

(f) Has Personnel Officer Reviewed and Approved of the New Position Title?            

(This is necessary BEFORE bringing the request to committees.)        

 

 

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

 

 

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

 

DISTINGUISHING FEATURES OF THE CLASS: An incumbent in this class performs a wide 

variety of complex clerical operations providing office support to administrative or professional 

staff. Specific duties will vary with the needs of the appointing authority. This position requires a 

full range of skills in the operation of a computer using various software applications to maximize 

equipment capabilities in compiling statistical information for various reports, setting up and 

maintaining automated records/ filing systems, and producing correspondence or other document 

reports. Other typical duties include providing information to the public or visitors regarding office 

procedures/services, processing forms, collecting fees and other related office tasks. The work is 

performed under the supervision of a higher-level supervisor allowing for some exercise of 

independent judgment in carrying out the details of the work according to prescribed policies and 

procedures. Does related work as required. 

 

TYPICAL WORK ACTIVITIES:  (Illustrative only) 

Provides general administrative and clerical support to enhance the operation of the office to which 

the incumbent is assigned; 

Utilizes automated word processing equipment to produce correspondence, forms, reports, 

statistical information and other office/department data; 

Processes and maintains accurate and complete records and files of the activities of the department; 

Compiles a variety of data from automated and manual office records and outside sources to create 

reports for staff, departments and governmental agencies; 

Provides general information to the public, either over the phone or in person, about office 

programs or procedures; 

Interfaces and coordinates with other departments or divisions; 

May coordinate and implement new procedures; 

May participate in trainings, workshops, meetings and/or committees relating to program areas; 

Uses other software applications such as spreadsheets, calendar, e-mail and database software in 

performing assignments; 

Does related work as required.  

 

REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:  

Good knowledge of office practices, procedures and terminology;   

Good knowledge of the capabilities of computer software systems to produce various formats, such 

as correspondence, reports, tables, charts and file storage; 

Working knowledge of the organization, functions, policies, rules and regulations that govern the 

unit to which appointed;  

Ability to handle routine administrative details independently;  

Ability to understand and follow complex oral and written instructions;  

Ability to deal courteously and effectively with the public- in person, by phone or email; 

Ability to effectively use computer applications such as spreadsheets, word processing, calendar, 

email and database software; 

Attention to detail, discretion, courtesy, tact and dependability.       
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MINIMUM QUALIFICATIONS: 

Graduation from high school or possession of a high school equivalency diploma and either: 

 

a) An Associate’s Degree or higher in Business Administration, Office Management or related 

field; 

 

b) An Associate’s degree or higher and one year of paid office administrative or clerical 

experience which shall have included the use of computer applications or other automated 

systems; or 

 

c) Three years of paid office administrative or clerical experience which shall have included    

 the use of computer applications or other automated systems. 

 

 

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: 1993, 2014, 2017, 2022 

JC: Competitive 
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	Text3: Office Specialist FT
	Text4:  $36,414 plus step, Grade 7
	Text5: 2 June 2022
	Text6: None at this time, Once FT position is filled the PT Office Specialist will be deleted
	Text7: A8021 110 Salaries full time
	Text8: In process
	Text9: No
	Text10: Potentially.  Historically the Department has been able to partially offset some of the salaries through administrative grant funds.
	Text1: ARPA
	Text2: 31 May 2022


