ADOPTED – NOVEMBER 27, 2018

AGENDA ITEM NO. 5
Introduced by the County Services and Finance Committees of the:

INGHAM COUNTY BOARD OF COMMISSIONERS

RESOLUTION TO CREATE EXECUTIVE ASSISTANT – COUNTY CLERK POSITION

RESOLUTION # 18 – 481

WHEREAS, the County Clerk has expressed interest in creating the position of Executive Assistant – County Clerk to assist with the efficient operations of the County Clerk’s Office; and

WHEREAS, the Concealed Pistol Licensing Fund (Fund 262) is an appropriate source to fund the position (MCF 5, 2018 Salary Step 5, $49,072; 2018 Personnel Cost Projection Step 5, $89,679); and

WHEREAS, the County Clerk has approved the use of the Concealed Pistol Licensing Fund (Fund 262) to fund the position; and 

WHEREAS, the County Clerk’s Office has complied with the Reorganization Policy.

THEREFORE BE IT RESOLVED, that the Ingham County Board of Commissioners hereby establishes the position of Executive Assistant – County Clerk, utilizing the attached position description (Attachment A), with all the duties and responsibilities inherent in that position, effective as of the date of this resolution.

BE IT FURTHER RESOLVED, that the funding source for this position shall be the Concealed Pistol Licensing Fund (Fund 262).

BE IT FURTHER RESOLVED, that the Controller/Administrator is hereby authorized to make any necessary adjustments to the budget and approved position list consistent with this resolution.

COUNTY SERVICES:  Yeas:  Nolan, Sebolt, Grebner, Celentino, Hope, Maiville

          Nays:  None     Absent:  Naeyaert     Approved  11/20/2018

FINANCE:  Yeas:  Grebner, Crenshaw, Tennis, Slaughter, Triplett, Schafer

          Nays:  None     Absent:  Morgan     Approved  11/20/2018

ATTACHMENT A

INGHAM COUNTY

JOB DESCRIPTION

EXECUTIVE ASSISTANT - COUNTY CLERK
General Summary: 

Under the supervision of the County Clerk, serve as a confidential, personal assistant to the County Clerk and other staff as assigned. Provides a variety of administrative support services. Coordinates the processing of Concealed Pistol Licenses (CPLs). Performs backup duties for the Recording Secretary and Deputy County Clerks. 

Essential Functions: 

1. Provides a variety of administrative support services for the County Clerk, Chief Deputy County Clerk, Election/Clerk Coordinator, and other County Clerk’s Office staff. Fields, processes, composes, and disseminates correspondence, phone calls, mail, email, reports, press releases, and other communications on behalf of the County Clerk. Assists with data collection for grants, reports, charts, and projects as assigned. Compiles large amounts of data into concise reports and charts. Screens and directs visitors. Helps manage calendars for the County Clerk and other administrative staff.  Schedules appointments, confirms meetings and makes corresponding travel arrangements.  
2. Schedules internal and external meetings.  Assists with the meeting logistics regarding room set-up, agendas, amenities and audio-visual equipment.  Records, transcribes and distributes meeting minutes.  Works with the County Clerk and Chief Deputy County Clerk to follow-up on tasks assigned at meetings.  Monitors work projects and deadlines.  

3. Performs second-level review of concealed pistol license applications after initial processing by Deputy County Clerks, including screening for errors, processing disqualifications/revocations, or handling other issues as they arise. Reviews CPL-related billing statements from Michigan State Police for accuracy. Attends CPL-related trainings, meetings, and conferences on behalf of the County Clerk. Conducts CPL trainings for County Clerk’s Office staff.

4. Organizes and maintains filing systems, including those that are confidential, sensitive, or public in nature. Records include, but are not limited to, concealed pistol license applications and related materials, personnel records, vital records, and other records as assigned. 

5. Takes lead in preparing and conducting outreach regarding County Clerk operations, including but not limited to, vital records, CPL’s, campaign finance, and voter registration/engagement activities. Accompany and assist Clerk at meetings, conferences, and other events, or represent the Clerk at those events. 

6. Receipts cash, checks, credit/debit cards, money orders; balances tills; prepares and submits deposits to the Treasurer’s Office. 

7. Assist the Chief Deputy County Clerk process employee time cards and per diem payments; order and maintain office supplies; coordinate reconciliation/payment of invoices, other bills, and procurement card statements.

8. Assist the Election/Clerk Coordinator prepare and conduct elections, ensure compliance with the Michigan Campaign Finance Act, process voter registration and absent voter ballot applications, and other election-related tasks as assigned. 

9. Monitors activities occurring in the County and community. Composes and submits summary updates to County Clerk.

10. Processes Personnel Action Requests for new hires, terminations, retirements, promotions, transfers, et cetera. 

11. Coordinates work orders and communications with County Departments and other entities, including IT, Facilities, and Human Resources.

12. Provides backup support to the Recording Secretary and Deputy County Clerks, as needed.

Other Functions: 

· Perform other duties as assigned. 

(The above statements are intended to describe the general nature and level of work being performed by people assigned this classification.  They are not to be construed as an exhaustive list of all job duties performed by personnel so classified.) tc "The above statements are intended to describe the general nature and level of work being performed by people assigned this classification.  They are not to be construed as an exhaustive list of all job duties performed by personnel so classified. " \l 2
Employment Qualifications: 

Education: Associates Degree

Experience: Two years of administrative/secretarial support experience, including extensive experience with computers and technology 

Other Requirements: 

· Must be able to work evenings and extended hours.

· Must obtain access credentials to Michigan’s Qualified Voter File within 6 months of beginning employment in this position and must maintain credentials for duration of employment

Working Conditions: 

1. This position works in an indoor environment.  There is no planned exposure to prominent lights, noises, odors, temperatures or weather conditions.    

2. This position is required to travel for meetings and appointments. 

Physical Requirements: 

· This position requires the ability to sit, stand, walk, traverse, climb, balance, twist, bend, stoop/crouch, squat, kneel, crawl, lift, carry, push, pull, reach, grasp, handle, pinch, type, endure repetitive movements of the wrists, hands or fingers.  

· This position’s physical requirements require periodic stamina in traversing, climbing, balancing, twisting, bending, stooping/crouching, squatting, kneeling, crawling, lifting, carrying, pushing, pulling, reaching, grasping, handling and pinching

· This position’s physical requirements require continuous stamina in sitting, standing, walking, typing and enduring repetitive movements of the wrists, hands or fingers

· This position performs light work requiring the ability to exert 20-50 pounds in the physical requirements above.  

· This position primarily requires close visual acuity to perform tasks within arm’s reach such as: viewing a computer screen, using measurement devices, inspecting and assembling parts, etc.  

· This position primarily requires medium visual acuity to perform tasks at arm’s reach such as operating machinery, operating vehicles or heavy equipment, performing cleaning tasks, etc.  

· This position primarily requires far visual acuity to perform tasks significantly beyond arm’s reach such as making general observations about buildings, people or situations, etc.  

· This position requires the ability to communicate and respond to inquiries both in person and over the phone.

· This position requires the ability to operate a PC/laptop and to enter & retrieve information from a computer.

· This position requires the ability to handle varying and often high levels of stress.

(This job requires the ability to perform the essential functions contained in this description.  These include, but are not limited to, the requirements listed above. Reasonable accommodations will be made for otherwise qualified applicants unable to fulfill one or more of these requirements.)
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