Human Services Committee

Warren County Department of Social Services
COMMITTEE MEETING AGENDA
August 20, 2024

Committee Members: Supervisors DRISCOLL, Bruno, Patchett, Turner, Wild, Strainer and Runyon.
Chair of the Board shall serve as an Ex-Officio member when needed in accordance with the Section C(4) of the Rules of
the Board.

Committee meeting called to order by Chair

. Approval of minutes of prior Committee meeting

lll. Privilege of the floor and public comment

IV. Action Agenda/New Business Items:

1. Personnel Request:

Request to Reclassify Position: From Resource Clerk #1, to Senior Clerk #TBD. Both titles are Grade 4, Base
Salary $38,447 (2023).

Personnel Request:

Request to Reclassify Position: From Resource Clerk #3, to Senior Clerk #TBD. Both titles are Grade 4, Base
Salary $38,447 (2023).

Rationale for Items 1 and 2: There is no impact to the budget. Title changes are part of the ongoing process to

create more flexibility in the department regarding movement and promotional fields. The Resource unit
currently has two vacancies; thereby using this opportunity to make changes for the betterment of the unit and
department.

See Attachments #1 & #2

Request:
Request to renew/continue the Memorandum of Understanding (MOU) with Warren County Workforce

Development, for the Pathways to Successful Employment Program, for the term commencing January 1, 2025
and terminating December 31, 2025, for a total amount not to exceed $15,000.

Rationale: This program identifies and refers SNAP (Supplemental Nutrition Assistance Program), SN (Safety
Net), and qualifying TANF (Temporary Assistance for Needy Families), for Workforce Development
programming.

See Attachment #3

Request:
Request to Amend the County Budget, to increase revenue and expenses, in the amount of $25,000 to purchase

scanners for the Medicaid Unit.

Rationale: Scanners enable a paperless filing system; thereby promoting increased efficiency and cost savings.
The cost for this equipment is 100% reimbursable.

See Attachment #4
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5. Request:
Request For a Transfer of funds: From Code A.6010 110 Salaries-Regular; To: Code A.6010 120 Salaries-

Overtime, in the amount of $50,000.
Rationale: The purpose of this transfer is to cover overtime through-year end 2024.
See Attachment #5

V. Discussion Items:
1. Christina Mastrianni, Commissioner

-Commissioner’s Report of Activities & Updates;
(Previously submitted and distributed by Committee Chairman Driscoll)

2. Julie Montero, Fiscal Manager, DSS

-Monthly Reports: Revenue, Expenditures and Overtime.
Attachment #6

VI. Referrals/Pending Items: NONE
VII. Privilege of the Floor and public comment

VII. Motion to Adjourn

ATTACHMENTS:
1. Reclassify Resource Clerk to Sr. Clerk, no budget impact
Reclassify Resource Clerk to Sr. Clerk, no budget impact
Renew MOU — with Workforce Development
Amend Budget in the amount of $25,000, for the purchase of scanners
Transfer Funds in the amount of $50,000 to cover overtime through year-end

o v ke wN

Monthly Fiscal Reports and Overtime



ATTACHMENT #1
RESOLUTION REQUEST FORM NO. 14

Request to Reclassify Position

DEPARTMENT NAME: SOCIAL SERVICES

DATE:

(a)

(b)

(©)

(d)

©)

®

€3]

08.20.24

Title of Reclassified Position: Senior Clerk #TBD

Annual Salary of Reclassified Position (and Grade if Applicable):* $38,447 (2023) Gr 4
*(This should be the Base Salary for the position if it is being filled by a new
employee, or the salary, including longevities, for any existing employee who is
filling the position.

Title and Employee Number of Position to be Deleted:
Resource Clerk#1 (13933)

Annual Salary of Position to be Deleted (and Grade if Applicable):* $38,447 (2023) Gr 4
*(This should be the Base Salary for the position if it is being filled by a new
employee, or the salary, including longevities, for any existing employee who is

filling the position.

Effective Date:* 9/23/24
*Please do not backdate unless the purpose is to correct an error.

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

A 6010110

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

No impact to budget, no change in grade, title only



RESOLUTION REQUEST FORM NO. 14

Request to Reclassify Position

DEPARTMENT NAME: SOCIAL SERVICES

DATE:

(a)

(b)

(©)

(d)

(e)

®

€9)

08.20.24

Title of Reclassified Position: Senior Clerk #TBD

Annual Salary of Reclassified Position (and Grade if Applicable):* $38,447 (2023) Gr 4
*(This should be the Base Salary for the position if it is being filled by a new
employee, or the salary, including longevities, for any existing employee who is
filling the position.

Title and Employee Number of Position to be Deleted:
Resource Clerk #3 (13893)

Annual Salary of Position to be Deleted (and Grade if Applicable):* $38,447 (2023) Gr 4
*(This should be the Base Salary for the position if it is being filled by a new
employee, or the salary, including longevities, for any existing employee who is

filling the position.

Effective Date:* 9/23/24
*Please do not backdate unless the purpose is to correct an error.

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

A 6010110

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

No impact to budget, no change in grade, title only



SENIOR CLERK

DISTINGUISHING FEATURES OF THE CLASS: The work involves a variety of moderately-difficult clerical
tasks that may require a general understanding of specific laws, rules, policies and procedures. Specific duties vary
with the needs of the department. Work may be performed under general supervision as part of a clerical unit or in
support of higher-level clerical or professional staff. Supervision may be exercised over the work of lower-level
clerical staff. Does related work as required.

TYPICAL WORK ACTIVITIES: (Ilustrative only)

Maintains complex filing systems to ensure accuracy and efficient retrieval of records;

Makes entries on a variety of control and record cards;

Checks for clerical accuracy and completeness of papers, forms and records;

Researches and assembles information in the preparation of reports and in the handling of the work of the office;
Uses computer applications or other automated systems to perform in work assignments;

Provides information to the public either personally or by telephone concerning the work of the office;
Handles routine correspondence;

Handles incoming and outgoing mail;

May oversee lower-level clerical workers, assist with ensuring unit continuity and coordinate unit coverage;
Processes checks, codes and files requisitions, claims, vouchers, bills and receipts;

Issues and records applications, licenses and/or permits;

Maintains and logs payroll information and data;

Collects fees and accounts for monies received;

Checks, receives, stores, and issues office supplies;

Prepares and maintains a variety of records and reports.

REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:

Good knowledge of modern office practices and procedures, equipment, terminology and business English;

Good knowledge of the principles and practices of computerized records maintenance;

Good knowledge of modern methods used in recordkeeping;

Ability to organize and maintain accurate records and files;

Ability to use computer applications such as spreadsheets, word processing, calendar, e-mail and database software;
Ability to understand and interpret oral instructions and/or written directions;

Ability to establish and maintain effective working relationships with others;

Ability to perform close, detail work involving considerable visual effort and concentration;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:

A) Graduation from high school or possession of a high school equivalency diploma; and
B) Two (2) years of clerical experience.

WC: Amended 1997, 2015
JC: Competitive Format Update 2023



ATTACHMENT #3

RESOLUTION REQUEST FORM NO. 4

Request for Extending, Rescinding or Amending Existing Contract
DEPARTMENT NAME: SOCIAL SERVICES
DATE: 8/20/24

(a) Purpose of Contract Change: To continue the Memorandum of Understanding
(MOU) with Workforce Development, for the Pathways to Successful
Employment Program.

(b) Resolution Number, or Numbers if Amended, which Authorized the Original
Contract:

(c) Name of Contractor: Warren County Workforce Development

(d) Address of Contractor: 333 Glen St, Glens Falls NY 12801

() Contractor’s Contact Person and Telephone Number: Liza Ochsendorf
® Commencement Date of Extension: 01/01/25

(g) Termination Date of Extension: 12/31/25

(h) Payment Provisions: i) lump sum amount
ii) hourly rate amount
iii) total amount not to exceed $15,000
iv) how will payments be made (i.e. monthly, quarterly,
upon completion of the project, etc.

1) Where are the Funds for this Contract? List Budget Code, Object Code, Full
Title* and Amount: OR Capital Project OR Capital Reserve Project Number, and
Title, and Amount: A.6010 470

Sample: A.1010 470 Legislative Board — Contract $xx.xx
Capital Project No. H289.9550 480 — Old Jail Renovations $xx.xx

*as listed in budget and LOGOS



ATTACHMENT #4
RESOLUTION REQUEST FORM NO. 7

Request to Amend County Budget*

*If this is the result of a grant award, also complete and submit Form No. 5 or 6

DEPARTMENT NAME: Social Services

DATE: 8/7/2024
(a) Purpose of Amendment: To increase expenses and revenue to purchase

desktop scanners for medicaid staff.

(b)  Appropriation Code, Object Code, Full Title and Amount:
A.6010 220 Office Equipment $25,000

(c) Revenue Code (with title), and Amount:
A.6010 3610 State Aid Admin $25,000




ATTACHMENT #5

RESOLUTION REQUEST FORM NO. 10

Request for Transfer of Funds

TO: AMANDA ALLEN. CLERK, WARREN COUNTY BOARD OF SUPERVISORS

DEPARTMENT NAME: Social Services

SIGNED: DATE: 8/7/2024
FROM CODE TITLE TO CODE TITLE AMOUNT
A.6010 110 Salaries - Regula A.6010 120 Salaries - Overtime $50,000

Please state reason for transfers requested: To cover overtime cost through year end.

CONTINGENT FUND TRANSFER REQUESTS

FROM CODE TITLE TO CODE TITLE AMOUNT

A.1990 469 Contingent Account-
Other Payments/Contributions

Please state reason for transfer request:

Please file original request with Clerk of the Board and retain copy for your records.
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