
PERSONNEL ADMINISTRATION COMMITTEE 
Tuesday, November 7, 2023 at 12:00 PM (Noon) 

HR‐Council Conference Room and Zoom Connection 

https://monroecounty‐in.zoom.us/j/84089784609?pwd=bm05NUN3UU5NZjMxZUQ0b2ZGVE1ldz09 
Meeting ID: 840 8978 4609 

Password: 196896 

 The public’s video feed will be turned off by the Technical Services Department meeting administrator.

 The public will be able to listen and record.

 The public should raise their hand if they wish to speak during the public comment period.

 Below is the link for ZOOM Meeting Schedule of Monroe County Virtual Public Meetings for your convenience:

https://www.co.monroe.in.us/egov/apps/document/center.egov?view=item;id=10017 

* * * * * * * 

“Anyone who requires an auxiliary aid or service for effective communication, or a modification of policies or procedures to participate in a 
program, service, activity of Monroe County, should contact Monroe County Title VI Coordinator, Angie Purdie, (812) 349‐2550, 
apurdie@co.monroe.in.us, as soon as possible, but no later than forty‐eight (48) hours before the scheduled event. Individuals requiring 
special language services should, if possible, contact the Monroe County Title VI Coordinator at least seventy‐two (72) hours prior to the 
date on which the services will be needed. The meeting is open to the public.” 

1. CALL TO ORDER  
___________________________________________________________________________________________

2. ADOPTION OF AGENDA
___________________________________________________________________________________________

3. CLERK’S OFFICE, Nicole Browne
Review of WIS Recommendation
‐ Election Supervisor

___________________________________________________________________________________________ 

4. ASSESSOR’S OFFICE, Judy Sharp
Review of WIS Recommendation
‐ Personal Property Assessment Specialist/ Deputy
‐ Sales Disclosure Specialist
‐ Real Estate Reassessment Specialist
‐ Sales Disclosure Supervisor Deputy
‐ Assistant Administrator to PTABOA
‐ GIS Assessment Specialist/ Deputy
‐ Administrator to PTABOA
‐ Property Director

Peter Iversen, Chair 
Marty Hawk 

Geoff McKim 

PERSONNEL ADMINISTRATION COMMITTEE 
Monroe County Courthouse, Room 306 

100 W Kirkwood Avenue 
Bloomington, Indiana 47404 

Office: 812‐349‐7312 
CouncilOffice@co.monroe.in.us 
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___________________________________________________________________________________________ 

5. HEALTH DEPARTMENT, Lori Kelley
A. Review of WIS Recommendation

‐ Public Health Liaison

<><><><><><><><><><><><><><><><><><><><> 

B. Request for Review and Reclassification
‐ Administrative Assistant
‐ Assistant Registrar
‐ Financial Manager
‐ Health Administrator
‐ Health Registrar

The Department is requesting the review and reclassification of five (5) positions due to a restructure of the 
administrative and Vital Recor’s departments in order to ensure proper cross training. 
___________________________________________________________________________________________ 

6. VETERAN’S AFFAIRS, Steven Miller
Request to Update Job Description
‐ Benefits Coordinator

The department is requesting to update a job description in order to elevate the position to a PAT A, standardize 
the workweek to 40 hours, and implement a title modification to Deputy Director/ Assistant Veteran Service 
Officer. The primary impetus behind this proposed transformation is to fortify the Department’s capacity to 
extend and augment outreach endeavors, with the ultimate aim of providing an enhanced level of support to 
the esteemed veterans and their families. The Department firmly believes that the elevation of this position is 
essential to furnish the requisite expertise and assistance required to reach objectives. Furthermore, the 
proposed change in nomenclature aligns with a nationwide initiative to adopt the title of Assistant Veteran 
Service Officer for personnel who are veterans and have attained and sustained accreditation from various 
Veteran Service Organizations (VSO). The accreditation significantly enhances the Department’s ability to serve 
clients and their families by granting access to critical VA and VSO resources, including websites and materials. 
This broader access facilitates a more comprehensive and effective approach to assisting clients.  
___________________________________________________________________________________________ 

7. APPROVAL OF SUMMARY MINUTES AS PRESENTED
‐ October 3, 2023

___________________________________________________________________________________________ 

8. ADJOURNMENT

174

210

231

180



Management Consulting Services Since 1979 

Waggoner ● Irwin ● Scheele 
 & Associates INC 

MEMORANDUM 

DATE: October 23, 2023  

TO: Kim Shell, County Council Administrator 

FROM: Lori Seelen and Addie Rooker 

SUBJECT:  Classification Request – Clerk 

As requested, Waggoner, Irwin, Scheele, and Associates (WIS) performed a desk audit and 
reviewed the job description and classification request for the Clerk’s Elections Supervisor. 

Elections Supervisor 

As requested by the County, a phone desk audit was conducted on July 12, 2023 with the Clerk’s 
Chief Deputy and County Attorney.  The purpose of the audit was to verify the duties and 
responsibilities of the Elections Supervisor position.  Information provided during the audit 
stated that the position has been vacant since February 2023 due to the low pay, and the Chief 
Deputy has taken on the duties of the position.  The position is currently classified as COMOT C 
Non-exempt.  The job description has been updated and the position is responsible for 
supervising and overseeing the operations of elections and registration, ensuring registration 
activities, recordkeeping, and services comply with state and local policies and regulations. 
Incumbent reports directly to the Clerk and/or Chief Deputy.  

The job duties of the position have been revised, clarified, and updated to better reflect the 
responsibilities of the position.  According to the desk audit the position is directly responsible 
for supervising 2 full-time and 2 part-time staff members; Coordinating election database setup 
and testing; Maintaining voter registration database; Designing, printing, and proofing ballots 
pursuant to Indiana election law; Notifying candidates and office holders of upcoming state 
deadlines; Keeping candidate records orderly and properly destroying records as per state’s 
course of action; Maintaining list of all city, county, state, and federal elected officials; and 
performing recount duties as required. 

Job requirements for this position have been updated from: High school diploma or HSE to 
Associate’s degree with additional training and coursework in business administration, or a 
related field supplemented by up to two years of previous experience and/or training involving 
voter registration or any equivalent combination of education, training, and experience which 
provides the requisite knowledge, skills, and abilities for this job; and Bachelor’s degree 
preferred. 



We have assessed this position respective of other positions in both the COMOT and PAT job 
categories and re-factored the position using the Factor Evaluation System (FES) job 
classification point-factor guide charts for PAT and COMOT positions. 

Recommendation: The department is requesting the position be reclassified to PAT B or C in 
order to set a higher salary that will attract an applicant willing to work in a high stress position.  
However, the scope of duties and responsibilities fit best within the COMOT job category.  We 
factored the position at 520 COMOT factor points.  Therefore, it is recommended the position be 
reclassified at COMOT D Non-exempt. 
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POSITION DESCRIPTION 
COUNTY OF MONROE, INDIANA 

 
POSITION:         Elections Supervisor 
DEPARTMENT:     County Clerk  
WORK SCHEDULE:   As Assigned 
WEEKLY HOURS:     35 Hours 
JOB CATEGORY:     COMOT D (Computer, Office Machine Operation, Technician) 
 
DATE WRITTEN:  January 2011     STATUS: Full-time  
DATE REVISED: February 2021, October 2023  FLSA STATUS: Non-exempt  
 
To perform this position successfully, an individual must be able to perform each essential function of the position 
satisfactorily.  The requirements listed in this document are representative of the knowledge, skill, and/or ability 
required.  Monroe County provides reasonable accommodations to qualified employees and applicants with known 
disabilities who require accommodation to complete the application process or perform essential functions of the job 
unless those accommodations would present an undue hardship. 
 
Incumbent serves as Elections Supervisor for the Monroe County Clerk's Office and Voter Registration 
Department, responsible for supervising and overseeing the operations of elections and registration for 
the county while ensuring registration activities, recordkeeping, and services comply with state and local 
policies and regulations. 
 
DUTIES:  
  
Supervises assigned personnel, including orienting new subordinates in the department, analyzing 
staffing needs, recommending increases/decreases in staff, assisting in interviewing applicants for job 
openings, providing training, making hiring recommendations, and keeping supervisor and staff updated 
of organizational developments as needed. 
 
Plans, directs, and supervises the daily activities of the Elections Division, election night operations, and 
post-election activities for County Elections, including recounts, answers inquiries, providing 
information, and resolving complaints regarding election operations and logistics.  
 
Coordinates election database setup and testing and maintains voter registration database, including 
issuing and accepting voter registration affidavits, entering voter registrations into SVRS computer 
system, conducting voter file purges, preparing Reports of Registrations for the Secretary of State, 
researching potential registration fraud for referral to District Attorney and Secretary of State, and 
maintaining voter history files.  
 
Provides laptops, registration e-books, IT support, forms, supplies and signage to each polling location 
on Election Day. Delivers, sets up and retrieves voting equipment for each polling location.  Tests 
voting equipment and programs and ballot tabulation equipment prior to each election. 
 
Supervises, trains, directs, and coordinates trainers, employees and procedures in the areas of Early 
Voting and Election Day poll worker recruitment and training, polling location identification sites and 
logistics, Absentee Overseas and Military voting, Absentee Mail voting, and Absentee In-Person voting, 
and voter and community outreach in compliance with State laws.  
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Designs, prints, and proofs ballots pursuant to Indiana election law. Verifies signatures on vote-by-mail 
ballots and initiative petitions and certifying results to state.  Ensures accuracy of hard cards, mail 
ballots, sample ballots, and sample labeling, assists in developing election calendars, and monitors 
details to ensure that deadlines are met. 
 
Notifies candidates and office holders of upcoming state deadlines by email, telephone, and letter.  
Supports all the candidates, PACs, and committees by providing forms, guidelines, and assistance in 
their process. Processes all Campaign Finance Reports for candidates, PACs, and committees.  Keeps 
track of deadlines, reports missed deadlines to County Election Board.   
 
Implements and maintains internal procedures, recommends and changes procedures to maintain an 
effective workflow process, and provides technical experience with on-line computer systems. 
Generates election reports as required by management and Indiana Election Division.  
 
Maintains permanent, military, and overseas absent voter database, processing absentee ballot 
applications and verifying validity of returned duplicates, damaged, and provisional ballots, performing 
absentee ballot reconciliation, and researching potential voter fraud for referral to District Attorney. 
 
Implements security measures and ensures a safe and secure election including securing election 
equipment and ballots in a locked capacity and reporting any security breach to Secretary of State as 
required.   

Maintain convenient and accessible polling places for Early Voting and Election Day ensuring all 
polling sites are HAVA compliant. Finds new polling sites to present to county election board when 
needed. Recruits and trains poll workers for Early Voting and Election Day.  

Maintains voter registration records through SVRS including transfers, deaths, BMV records, merges, 
and verifying new addresses.   

Verifies local, state, and federal petition signatures, and addresses, and are registered voters for initiative 
and candidate qualifying petitions. Keeps candidate records orderly. Properly destroys records as per the 
state’s course of action. Provides local candidate information to the public. 

Keeps an accurate list of all city, county, state, and federal elected officials updating for caucuses and 
working with party chairs for results of caucus procedures.     Prepares and prints oaths of office and 
certification of elections for every advancing candidate. 

Works with the County GIS Coordinator, County Surveyor, Ellettsville Town Planner, County Attorney, 
and City GIS Manager to coordinate maps and county app.  Establishes precinct boundaries as required 
by law, and appropriately assigns voters to precincts. 
 
Monitors changes in laws, legal requirements, and services affecting division operations, working with 
Chief Deputy and County Clerk to effectively assess operations and develop, revise, and implement new 
procedures accordingly.  
 
Keeps track of office supplies and working with election vendors to maintain inventory.  

Conducts weekly staff meetings, state and local election board meetings, facilitating roll call and taking 
minutes at election meetings as assigned.  
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Attends Board of Commissioner meetings and state and local election board meetings. 

Speaks to schools, and other community organizations on election processes and attends community 
events to register voters and provides election information.   

Performs related duties as assigned.    
 
I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK:  
 
Associate’s degree required with additional training and course work in business administration, or a 
related field supplemented by up to two years of previous experience and/or training involving voter 
registration or any equivalent combination of education, training, and experience which provides the 
requisite knowledge, skills, and abilities for this job. Bachelor’s degree preferred. 
 
Thorough knowledge of standard policies, practices, and legal requirements of the Clerk’s Office and 
civil operations, with ability to effectively maintain general operations, respond to inquiries, take 
payments, and design and apply appropriate procedures accordingly.  
 
Knowledge of legal terminology and standard policies and procedures concerning preparation and filing 
of court documents, with ability to effectively retrieve, update, and review department files for accuracy 
and completeness.  
 
Working knowledge of standard bookkeeping and receipting procedures, with ability to perform 
arithmetic calculations and maintain accurate accounts and records as required.  
 
Ability to perform the statutory duties as prescribed for the County Clerk’s Office as authorized by the 
Clerk.  
 
Working knowledge of Standard English grammar, spelling and punctuation, and ability to prepare 
correspondence, court/legal documents, and written reports as required.  
 
Ability to properly operate standard office equipment, such as computer, calculator, telephone, copier, 
microfilm reader, and fax machine.  
 
Ability to supervise personnel, including orienting new subordinates in the department, analyzing 
staffing needs, recommending increases/decreases in staff, assisting in interviewing applicants for job 
openings, providing training, making hiring recommendations, and keeping supervisor and staff updated 
of organizational developments as needed. 
 
Ability to effectively communicate orally and in writing with co-workers, other County departments, 
court personnel, State Health Department, and the public, including being sensitive to professional 
ethics, gender, cultural diversities, and disabilities.  
 
Ability to provide public access to or maintain confidentiality of Department information and records 
according to state requirements.  
 
Shall comply with all employer and Department policies and work rules, including, but not limited to, 
attendance, safety, drug-free workplace, and personal conduct.  
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Ability to competently serve the public with diplomacy and respect, including occasional encounters 
with irate/hostile persons.  
 
Ability to compile, analyze, evaluate data, and make determinations. 
 
Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in 
oral or written form.  
 
Ability to file, post, mail materials, and maintain accurate and organized records and files. 
 
Ability to work alone with minimum supervision and with others in a team environment, often under 
time pressure, and on several tasks at the same time.  
 
Ability to occasionally work extended hours and travel out of town for training/conferences sometimes 
overnight and responding to emergencies for elections on a 24-hour basis.  
 
II.  RESPONSIBILITY:  
 
Incumbent performs duties according to a formal schedule with priorities primarily determined by 
supervisor and service needs of the public. Assignments are guided by broad policies and/or general 
objectives, with incumbent referring to supervisor when interpretations of departmental policies and 
procedures are thought necessary. Incumbents' work is reviewed primarily for compliance with 
departmental policy and legal requirements. Unusual circumstances or developments are discussed with 
supervisor.  
  
III.  PERSONAL WORK RELATIONSHIPS:  
 
Incumbent maintains contact with co-workers, other County departments, court personnel, State Health 
Department, and the public for purposes of exchanging information, rendering service, and resolving 
problems.   
 
Incumbent reports directly to the Monroe County Clerk and/or Chief Deputy.  
 
IV.  PHYSICAL EFFORT AND WORK ENVIRONMENT:  
 
Incumbent performs duties in a standard office environment, involving sitting for long periods, 
sitting/walking at will, lifting/carrying objects weighing up to 50 pounds, bending, reaching, 
crouching/kneeling, keyboarding, close vision, speaking clearly, hearing sounds/communication, and 
handling/grasping/fingering objects. Incumbent maintains considerable contact with the public and may 
be exposed to irate/hostile persons. 
 
Incumbent is occasionally required to work extended hours and travel out of town for 
training/conferences sometimes overnight and required to respond to emergencies for elections on a 24-
hour basis.  
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APPLICANT/EMPLOYEE ACKNOWLEDGMENT 

The job description for the position of Election Supervisor for the Monroe County Clerk's Office 
describes the duties and responsibilities for employment in this position.  I acknowledge that I have 
received this job description, and understand that it is not a contract of employment.  I am responsible 
for reading this job description and complying with all job duties, requirements and responsibilities 
contained herein, and any subsequent revisions.  

Is there anything that would keep you from meeting the job duties and requirements as outlined? 
Yes_____   No_____ 

________________________________________ ____________________ 
Applicant/Employee signature  Date 

________________________________________ 
Type or Print name 

<><><><><><><><><><><><> 

I have reviewed the job duties, requirements and responsibilities contained herein with the employee. 

________________________________________ ____________________ 
Department Head/Supervisor signature   Date 

________________________________________ 
Type or Print name 



Current

28‐Sep‐2023 CLERK of the CIRCUIT COURT
Elected

Small Claims Case Manager (2)
COMOT B ‐ 35

Financial Director
PAT B ‐ 35

Child Support Case 
Manager (2)
COMOT B ‐ 35

Account Manager 
(2)

COMOT B ‐ 35

Executive Assistant 
COMOT C ‐ 35

Civil/Family Law Case 
Manager

COMOT B ‐ 35

Mail Clerk
COMOT B ‐ 35

Records Clerk (2)
COMOT B ‐ 35

Protection Order Case 
Manager

COMOT B ‐ 35

Cashier Clerk PT (1)

Election Supervisor
COMOT C ‐ 35

Chief Deputy Clerk
SO‐CD ‐ 35

Adoption/Juvenile Case Manger
COMOT B ‐ 35

Clerk's Administrator
PAT B ‐ 35

Front Counter Clerk PT 
(1)

Voter Registration Clerk (2)
COMOT B ‐ 35

Front Counter Clerk (2) 
COMOT B ‐ 35

Criminal Expungement Clerk 
‐ PT (1)

COMOT 3 ‐ 35

Civil/Probate Case Manager
COMOT B ‐ 35

Criminal Case Manager
(2) 

COMOT B ‐ 35

Election Training Specialist
COMOT C ‐ 35

Traffic Clerk (2)
COMOT B ‐ 35

Cashier Clerk (2)
COMOT B ‐ 35

Voter Registration Clerk 
Part‐Time (2)

Phone Clerk
COMOT B ‐ 35

Historical Records 
Clerk‐A

COMOT B ‐ 35

Basement/Offsite 
Records Clerk
COMOT B ‐ 35

Protection Order Case 
Manager  PT (2)

Phone Clerk PT (2) Historical Records 
Clerk‐B

COMOT B ‐ 35

Shredding Clerk PT (1)

Civil/CHINS Case Manager
COMOT B ‐ 35
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MEMORANDUM 

DATE: October 24, 2023 

TO: Monroe County Personnel Administration Committee (PAC) 
Kim Shell, Council Administrator 

FROM: Lori Seelen and Addie Rooker 

SUBJECT:  Classification Requests – Assessor 

As requested, Waggoner, Irwin, Scheele, and Associates (WIS) reviewed the following job 
description updates and reclassification requests for the Monroe County Assessor’s Office. 

The Assessor’s Office submitted nine requests for reclassification to the PAT category and a 
proposed organizational chart.  As you know, our consultants updated the job descriptions in 
February 2021 from job information provided by each office and department from job 
questionnaires and/or updated job descriptions that were completed by employees and verified 
by department heads with signatures and dates of their certification that the job information was 
accurate and reliable.   

SUMMARY OF JOB CLASSIFICATION REQUESTS 

1. Personal Property Assessment Specialist/Deputy

The position is currently classified at COMOT B Non-exempt.  The department is requesting 
reclassification to PAT A.  Changes to the job description were grammatical only.  There were no 
changes to assigned duties, education requirements, or responsibilities of the position on the 
submitted job description. 

2. Sales Disclosure Specialist

The position is currently classified at COMOT B Non-exempt.  The department is requesting 
reclassification to PAT A.  Changes to the job description indicated an increase in duties.  
However, no information was provided as to where the duties came from.  If the duties were 
simply copied from the Auditor’s office, the classification change is not justified. 
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3. Real Estate Reassessment Specialist/Deputy 
 

The position is currently classified at COMOT B Non-exempt.  The department is requesting 
reclassification to PAT A.  Changes to the job description were grammatical only.  There were 
no changes to assigned duties, education requirements, or responsibilities of the position on the 
submitted job description. 
 
4. Assistant Property Director/Deputy 

 
The department is requesting to convert the Real Estate Reassessment Specialist position 
(COMOT B Non exempt) into an Assistant Property Director/Deputy.  The department is 
requesting classification at PAT B.  It is unclear how many of the Real Estate Reassessment 
Specialists will be converted.   
 
5. Market Data Analysis Administrator 

 
The position is currently titled Sales Disclosure Supervisor Deputy and classified at COMOT C 
Non-exempt.  The department is requesting reclassification to PAT C.  Changes to the job 
description showed an increase in duties and responsibilities.  If the duties were simply copied 
from the Auditor’s office, the classification change is not justified. 

 
6. Assistant Administrator to PTABOA (level 2) 
 
The position is currently classified at COMOT C Non-exempt.  The department is requesting 
reclassification to PAT C.  Changes to the job description indicate an increase in duties.  
However, no information was provided as to where the duties came from.  If the duties were 
simply copied from the Auditor’s office, the classification change is not justified. 
 
7. GIS Assessment Specialist/Deputy 

 
The position is currently classified at COMOT D Non-exempt.  The department is requesting 
reclassification to PAT D.  Changes to the job description indicate an increase in education 
requirements.  Again, it is unclear whether the request is based on the needs of the position or in 
attempt for higher classification. 
 
8. Administrator to PTABOA (level 3) 

 
The position is currently classified at COMOT C Non-exempt.  The revisions to the job 
description define the position similar to that of the Assistant Administrator to PTABOA.  The 
department has not provided information that would define the rank structure/differences 
between the two positions.  Additional information would need to be provided prior to a 
recommendation being made. 
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9. Property Director 
 

The position is currently classified at COMOT C Non-exempt.  The department is requesting 
reclassification to PAT D.  Changes to the job description shows a decrease in supervisory 
responsibility; and an increase in educational requirements to a Bachelor's degree.  It is unclear 
whether the request is based on the needs of the position or in attempt for higher classification. 
 
JOB CLASSIFICATION MAINTENANCE 

 
• The County has adopted a maintenance program and forms for requesting position 

reclassification.  The process utilizes the adopted job descriptions’ revisions for clearer 
understanding of the changes in duties and responsibilities, and a reclassification request 
form for information that supports the reclassification request.  The adopted Maintenance 
Plan defines the procedures as follows: 

 
Procedures for Reclassification of a Position or Reorganization of an Office  

 
The following reclassification/reorganization of office review procedures are established 
to provide a systematic method to process such requests.  Offices or departments 
submitting a request shall use the following steps to make reclassification/office 
reorganization requests: 
 

STEP 1: Secure “Job Classification Review Form” and a copy of the official job description 
adopted by the County Council for the position(s) being reviewed from the Monroe 
County Council Administrator. 
 

STEP 2: Complete and return “Job Classification Review Form,” including any supportive 
documentation to the County Council Administrator.  Proposed revisions to the job 
description should be indicated on the description and be included as part of supportive 
documentation. 
 

STEP 3: The “Job Classification Review Form,” and supportive documentation will be submitted 
to the County Job Classification/Compensation Sub-Committee by the County Council 
Administrator. The Sub-Committee will hear a presentation by the department head or 
elected official and shall decide whether to submit the request to the Council’s 
professional human resources consultants for their review and recommendation.  
 

STEP 4: If requested by the Sub-Committee, the Council’s professional human resources 
consultants may conduct an assessment, including but not limited to, the following: 
reviewing the department's organizational plan, evaluating the factor evaluation points for 
the position, considering the probable impact on the County's overall classification 
system and the fiscal impact, and suggesting alternative methods to perform proposed job 
functions. 
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STEP 5: An Assessment Report will be prepared by Council’s professional human resources 
consultants and submitted to the County Council Administrator for distribution to the 
Sub-Committee. 

 
STEP 6: The County Job Classification/Compensation Sub-Committee shall review and evaluate 

the reclassification/office reorganization request, supporting documentation, and 
Assessment Report; and submit recommendation for approval/disapproval to the County 
Council. 

 
STEP 7: The County Council shall review all pertinent information and make a final determination 

for approval/disapproval. 
 

FINDINGS 
 

• The Assessor’s submitted documentation for the nine reclassifications included a revised 
job description with redlined changes and a completed job questionnaire for each 
incumbent, along with a current Department organizational chart and a proposed 
organizational chart.  The current (dated September 2023) organizational chart lists the 
current job title, weekly work hours, and current classification.  The proposed 
organizational chart indicates the revised job titles, requested classification, and some 
incumbent names.  The Job Classification Review Form was not submitted.  Upon 
request for the completed Job Classification Review Form the Council Administrator 
stated that the Elected Official had stated they “didn’t need to.”  
 

• When job reclassification requests are submitted the “official adopted job description” 
serves as a point of reference.  The job classification review form is essential in providing 
information to answer: What new duties, job requirements or responsibilities are being 
added to the original base document?  What has changed?  Do the changes provide 
clarification to existing duties, or are the revisions completely new to the position?  Are 
there new duties or revisions requiring new skills or knowledge that warrants refactoring?  
Will a re-factored job move to a different classification level or will the change in points 
keep the position within the existing point range where the job is currently classified.  
What impact will a reclassified position have on other jobs in the classification? 
 

• Reclassification requests rely on the validity of the information provided by the current 
incumbent and the Department Head/Elected Official.  Department Heads/Elected 
Officials are responsible for assigning job duties and education requirements for each 
position in their office.  The purpose of the job description is to accurately describe the 
duties and requirements of the position.  The information provided on the submitted 
revised job description contradicts the information submitted on the completed job 
questionnaire.  For example, the February 2021 revised job descriptions for the 
Assessor’s office indicates that all positions within the department require a High School 
Diploma with an associate degree preferred.  The completed job questionnaires for the 
Personal Property Assessment Specialist/Deputy, Sales Disclosure Deputy, and 
Administrator to PTABOA (level 3) indicate an associate degree is required and the 
Property Director, Assistant Property Director, GIS Assessment Specialist/Deputy, 
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Assistant Administrator to PTABOA (level 2), Market Data Analysis Administrator, and 
Real Estate Reassessment Specialist/Deputy indicate a Baccalaureate degree is required.  
The positions that require a degree need to identify the duties that support the change 
education level.  It may also be necessary for the County to verify that each incumbent in 
the Assessor’s office holds the revised education requirements. 
 

• It has been reported to WIS consultants that during a public meeting a council member 
directed the Assessor to copy and paste job duties from the Auditor’s job descriptions that 
have the classification level that the Assessor wants their positions to hold.  It is vital that 
the job descriptions be kept accurate, reliable, and up-to-date for job 
classification/compensation and other purposes.  In order to ensure an accurate 
documented job description duties must continue to be accurate and specific to the 
position.  Encouraging and/or allowing departments to copy and paste job duties and 
education requirements from other departments jeopardizes the integrity of the job 
classification system. 
 
RECOMMENDATIONS 

 
• It is recommended that all reclassification and new position requests follow the adopted 

maintenance plan.  The Monroe County Council Job Classification/Compensation Sub-
Committee is responsible for overseeing maintenance of the job classification.  This Sub-
Committee serves in an advisory capacity to the County Council and is responsible for 
overseeing job review procedures and making job reclassification and pay policy 
recommendations to the County Council.  All requests shall be presented to the full Council 
after the Sub-Committee has completed its review and formed its recommendation.  The 
Sub-Committee should serve as a gatekeeper for requests and ensure that the adopted 
procedures are followed. 
 

• During the 2021 Monroe County Job Classification and Compensation project, it was 
strongly recommended in the summary report that the County Council adopt, implement, 
and strictly enforce a job classification plan.  Not enforcing the process and procedures 
will result in the County continuing a pattern of conducting new job class studies to 
correct classification and compensation discrepancies that were brought on by selective 
and haphazard County Council job class maintenance. 
 

• WIS Consultants’ primary objective is to ensure that the Monroe County compensation 
system is an accurate and reliable basis for maintaining pay equity among like classified 
jobs. Our consultants review job classification and new position requests from several 
perspectives.  We research and review the following: 

 
Do added or revised duties impact the existing job requirements respective of 
education, knowledge, or the level of skills needed to perform the duties?  Are the 
new duties similar to current duties or significantly different?  If additional points 
are assigned to the job will the added points push the job into another 
classification level or remain in the existing level? 
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How will a reclassification change impact other positions remaining in the 
classification?  We look at the system County-wide, not just in isolation of single 
reclassification requests. 
 
We evaluate the job, not the person holding the job.  Consultant recommendations 
are made on an objective basis, and historical knowledge of the Monroe County 
system.   

 
CONCLUSION 
 
At this time, WIS cannot make recommendations for the Assessor’s nine requests for 
reclassification due to the conflicting and/or lacking information.  It is recommended the PAC 
require the department submit completed job review forms for each position which explain in 
detail where the added job duties came from, and identify job duties that require the position to 
have an associates or bachelor's degree.   
 
Let us know how we can be of further assistance.    
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POSITION DESCRIPTION  
COUNTY OF MONROE, INDIANA  

  
POSITION:               Personal Property Assessment Specialist/Deputy  
DEPARTMENT:    Assessor  
WORK SCHEDULE:  As Assigned  
JOB CATEGORY:           COMOT (Computer, Office Machine Operation, Technician)  

PAT A (Professional, Administrative, Technological) 
  
 
DATE WRITTEN:  September 2005      STATUS:  Full-time  
DATE REVISED:  May 2015, February 2021, September 2023    FLSA STATUS:  Non-exempt  
  
To perform this position successfully, an individual must be able to perform each essential function of the position 
satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability 
required. Monroe County provides reasonable accommodations to qualified employees and applicants with known 
disabilities who require accommodation to complete the application process or perform essential functions of the job, 
unless those accommodations would present an undue hardship.  
  
Incumbent serves as Personal Property Assessment Specialist/Deputy for the Monroe County Assessor's 
Office, responsible maintaining Business Tangible Personal Property, and Annually Assessed Mobile 
Home records, verifying accuracy of related documents documentation, and assisting the public.  
    
DUTIES:  
  
Conducts personal property inventory and moving expense estimates on a limited scope.  
  
Enters personal property information into computer assessment software, including entering activity 
codes, parcel numbers, federal identification numbers, and values acquired equipment costs as submitted 
by taxpayer. Scans documents as required.  
 
Reviews business tangible personal property business returns by conducting a desk audit for accuracy, 
including verifying activity codes, federal identification numbers, parcel numbers, and district numbers, 
ensuring compliance with state regulations.  
  
Performs assessments for annually assessed mobile homes, including entering mobile home data in CAD 
based assessment software, on spreadsheets, generating and printing reports, analyzing market data, 
performing field inspections, and assigning assessments.  Generates and mails assessment notices to 
taxpayers. 
  
Assists software vendor in improving software programs, including recommending alterations and 
ensuring compliance with state requirements.  
  
Answers telephone, determines nature of call, answers questions, or directs to appropriate individual or 
agency.  Assists citizens at the counter by answering questions, making copies of documents, or 
directing to appropriate individual or office. Represents the Assessor and GIS office in a customer 
service role by answering telephones/greeting customers in a welcoming and friendly manner, 
responding to inquiries, and directing callers/visitors to appropriate individual or department.   
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Performs duties of other office staff as required.  
  
Performs related duties as assigned.  
 
 
I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK:  
  
High school diploma or GED.  Associates degree and/or related previous experience preferred.  
  
Working Extensive knowledge of Indiana State property tax code, assessing principles as determined by 
the International Association of Assessing Officials, and techniques and ability to apply such knowledge 
to a variety of interrelated processes and tasks.  
  
Working knowledge Practical application of English grammar, spelling, and punctuation, and ability to 
use standard office equipment, including but not limited to computer, keyboard, copier, fax machine, 
telephone, and calculator.  
  
Working Extensive knowledge of State of Indiana Department of Local Governance Finance rules, 
regulations, and procedures.  
 
Ability to maintain current knowledge of applicable statutes and guidelines and adapt to changes in 
procedures accordingly. 
 
Ability to compute/perform arithmetic operations, such as calculating taxes and penalties. 
 
Ability to compile, analyze and evaluate data, make determinations, and present findings in oral or 
written form. 
 
Ability to compare or observe similarities and differences between data, people, or things. 
 
Ability to maintain knowledge of all computer software programs used by Assessor’s Office. 
 
Ability to apply knowledge of people and locations, and read/interpret detailed equipment lists, invoices, 
sketches, specifications, and maps. 
 
Ability to perform the statutory duties as prescribed for the County Assessor’s Office as authorized by 
the Assessor and State of Indiana.  
  
Ability to effectively communicate orally and in writing with co-workers, other Monroe County 
departments, and the public, including being sensitive to professional ethics, gender, cultural diversities, 
and disabilities.  
    
Ability to provide public access to or maintain confidentiality of department information and records 
according to state requirements.  
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Ability to comply with all employer and department policies and work rules, including, but not limited 
to, attendance, safety, drug-free workplace, and personal conduct.  
  
Ability to competently serve the public with diplomacy and respect, including occasional encounters 
with irate/hostile persons.  
  
Ability to work alone with minimum supervision and with others in a team environment, , often amidst 
frequent distractions and interruptions, and under pressure from formal schedules, deadlines, and high 
volume operations. 
  
Ability to work on several tasks at the same time and work rapidly for long periods, often under time 
pressure.  
  
Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in 
oral or written form.   
  
II. RESPONSIBILITY:  
  
Incumbent performs a variety of duties according to a flexible, customary routine with priorities 
determined by seasonal deadlines and service needs of the public.  Incumbent has full discretion and 
authority allowed under the County Assessor’s policies, procedures, and practices in making assessment 
valuation decisions.  Errors in incumbent’s work are detected through supervisory review and/or legally 
defined procedures.  Undetected error may result in loss of money and/or loss of time for correction.  
 
 
III.  PERSONAL WORK RELATIONSHIPS:  
 
Incumbent maintains frequent contact with co-workers, other County departments, and the public for a 
variety of purposes including explaining and interpreting departmental policy and assuring proper 
accomplishment of duties.   
 
Incumbent reports directly to Deputy-Personal Property Specialist Supervisor. Chief Deputy, and/or 
County Assessor 
  
IV.  PHYSICAL EFFORT AND WORKING ENVIRONMENT:  
  
Incumbent performs duties in a standard office environment, including sitting/walking at will, sitting for 
long periods, lifting/carrying objects weighing up to 25 pounds, close/far vision, speaking clearly, 
hearing sounds/communication, and driving.  Incumbent may be exposed to potentially irate/hostile 
individuals. 
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APPLICANT/EMPLOYEE ACKNOWLEDGEMENT  
  
The job description for the position of Personal Property Assessment Specialist/Deputy for the Monroe 
County Assessor Department describes the duties and responsibilities for employment in this position. I 
acknowledge that I have received this job description, and understand that it is not a contract of 
employment. I am responsible for reading this job description and complying with all job duties, 
requirements and responsibilities contained herein, and any subsequent revisions.  
  
Is there anything that would keep you from meeting the job duties and requirements as outlined? 
Yes_____   No_____  
 
 
________________________________________  ____________________ 
Applicant/Employee signature     Date 
 
________________________________________ 
Type or Print name 
 
<><><><><><><><><><><><> 
 
I have reviewed the job duties, requirements and responsibilities contained herein with the employee. 
 
 
________________________________________  ____________________ 
Department Head/Supervisor signature    Date 
 
________________________________________ 
Type or Print name 
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POSITION DESCRIPTION 
COUNTY OF MONROE, INDIANA 

 
POSITION:      Sales Disclosure Specialist/Deputy  
DEPARTMENT:   Assessor  
WORK SCHEDULE:  As Assigned   
JOB CATEGORY:   COMOT (Computer, Office Machine Operation, Technician) 

PAT A (Professional, Administrative, Technological) 
DATE WRITTEN: January 2007      STATUS: Full-time  
DATE REVISED: February 2021     FLSA STATUS: Non-exempt 
 
To perform this position successfully, an individual must be able to perform each essential function of the position 
satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability 
required. Monroe County provides reasonable accommodations to qualified employees and applicants with known 
disabilities who require accommodation to complete the application process or perform essential functions of the job, 
unless those accommodations would present an undue hardship.  
 
Incumbent serves as Sales Disclosure Specialist/Deputy for the Monroe County Assessor's Office, 
responsible for managing sales disclosures filed in the County and providing data used for real estate 
assessed values.  
 
DUTIES:  
 
Approves sales disclosures submitted through e-filing and hard copies received from title companies, 
attorneys, and citizens, including verifying inclusion of appropriate information and returning of 
incomplete forms for resubmission once corrected.  
 
Collects sales disclosures from Auditor after they are filed and inserts missing information, including 
assessed valuations, neighborhood and property codes, and taxing districts.  Determines new 
construction status as required.  Verifies sales prices and determines validity, including contacting title 
companies, sellers, and/or buyers. Enters sales disclosure information in Computer Assisted Mass 
Appraisal Software provider. Investigates MLS, GIS and Realtor market resources to determine the 
validity of sales for compliance to state mandated sales ratio standards. 
 
Scans sales disclosures for use on geographic information systems (GIS) website and for data entry, 
ensuring telephone numbers are omitted as required.  Verifies proper scanning of documents, including 
typing handwritten information to ensure readability by scanner.  Scans sales disclosures released before 
implementation of scanning process to make records current. Distributes quality controlled sales data for 
use on the GIS website.  Communicates appropriate sales information to local newspapers for 
publication. 
 
Answers telephone, determines nature of call, answers questions, or directs to appropriate individual or 
agency.  Assists citizens at the counter by answering questions, making copies of documents, or 
directing to appropriate individual or office.  Assists individuals with locating real estate, property 
identification numbers (PIN), addresses and property owners.  Verifies taxation amounts for various 
periods and parcels on owner request.  Prepares necessary forms and records related to the transfer of 
property deeds within the county.  Enters appropriate information into computer files, creates fees for 
processing and completion of transfer activities, working closely with the auditor and recorder offices as 
appropriate. 
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Supports the updating and maintenance of all County plat books, GIS system attributes, geo-mapping of 
County plat information from survey documents, various property transactions, and develops and 
implements procedural guidelines. 
 
Investigates homestead deductions and fee requirements on transfers, reviewing deeds to confirm 
compliance with state law. 
 
Conducts research of legal documents to ensure correct platting of property descriptions and property in 
use.  Including deeds, surveys, resolutions, court orders, declarations, plats, mortgages, leases and 
contracts. 
 
Working knowledge of GIS computer procedures and ability to apply such knowledge to a variety of 
interrelated processes, tasks and operations. 
 
Distributes information and responds to inquiries from the public, title preparatory offices, attorneys, 
and other county offices in how to properly use sales disclosures to transfer property interests.  Answers 
questions to train individuals for state compliance. 
 
Assists taxpayers with understanding assessments, including reviewing property record cards, explaining 
information and resolving complaints. 
 
Participates in continued education required by State Law to maintain job certifications throughout the 
year. 
 
Performs duties of other office staff as required.  
 
Performs related duties as assigned.  
 
 
I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK:  
 
High school diploma or GED.  Associates degree and/or related previous experience preferred.  
 
Possession of and ability to maintain possession of level 2 assessor/appraiser certification. 
 
Working knowledge of state of Indiana property tax code, sales disclosure regulations, and assessing 
principles according to the International Association of Assessing Officials (IAAO) and techniques and 
ability to apply such knowledge to a variety of interrelated processes and tasks.  
 
Knowledge of English grammar, spelling, and punctuation and the ability to use standard office 
equipment, including but not limited to computer, keyboard, copier, fax machine, telephone, scanner, 
and calculator.  
 
Knowledge of departmental functions and office procedures and ability to properly maintain official 
department records and documents.  
 
Comprehensive knowledge of software used in the assessor, auditor, building, planning, treasurer and 
recorder’s offices. 
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Ability to perform the statutory duties as prescribed for the County Assessor’s Office as authorized by 
the Assessor.  
 
Ability to effectively communicate orally and in writing with co-workers, other County departments, 
title companies, attorneys, and the public, including being sensitive to professional ethics, gender, 
cultural diversities, and disabilities.  
 
Ability to provide public access to or maintain confidentiality of department information and records 
according to state requirements.  
 
Ability to comply with all employer and department policies and work rules, including, but not limited 
to, attendance, safety, drug-free workplace, and personal conduct.  
 
Ability to competently serve the public with diplomacy and respect, including occasional encounters 
with irate/hostile persons.  
 
Ability to work alone with minimum supervision and with others in a team environment.  
 
Ability to work on several tasks at the same time and work rapidly for long periods, often under time 
pressure.  
 
Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in 
oral or written form.  
 
Ability to occasionally work extended hours and travel out of town for training/conferences, sometimes 
overnight.  
 
 
II.  RESPONSIBILITY:  
 
Incumbent performs a variety of duties according to a formal schedule with priorities determined by 
seasonal deadlines and service needs of the public.  Errors in incumbent’s work are prevented through 
procedural safeguards and are detected through supervisory review and/or notification from other 
departments/agencies.  Undetected errors may result in loss of money and/or loss of time for correction.  
 
 
III. PERSONAL WORK RELATIONSHIPS:  
 
Incumbent maintains frequent contact with co-workers, other County departments, title companies, 
attorneys, and the public for a variety of purposes, including explaining and interpreting departmental 
policy and assuring proper accomplishment of duties.  
 
Incumbent reports directly to Deputy/Sales Disclosure Supervisor and/or Chief Deputy.     
 
IV. PHYSICAL EFFORT AND WORKING ENVIRONMENT:  
 
Incumbent performs duties in a standard office environment and in the field, involving sitting and 
walking at will, sitting for long periods, lifting/carrying objects weighing up to 50 pounds, close/far 
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vision, speaking clearly, and hearing sounds/communication. Incumbent may be exposed to potentially 
irate/hostile individuals. 
 
Incumbent occasionally works extended hours and travels out of town for the purpose of 
training/conferences, sometimes overnight.  
 
APPLICANT/EMPLOYEE ACKNOWLEDGEMENT  
 
The job description for the position of Sales Disclosure Specialist/Deputy for the Monroe County 
Assessor Department describes the duties and responsibilities for employment in this position. I 
acknowledge that I have received this job description, and understand that it is not a contract of 
employment. I am responsible for reading this job description and complying with all job duties, 
requirements and responsibilities contained herein, and any subsequent revisions.  
 
Is there anything that would keep you from meeting the job duties and requirements as outlined? 
Yes_____ No_____  
 
 
________________________________________  ____________________ 
Applicant/Employee signature     Date 
 
________________________________________ 
Type or Print name 
 
<><><><><><><><><><><><> 
 
I have reviewed the job duties, requirements and responsibilities contained herein with the employee. 
 
 
________________________________________  ____________________ 
Department Head/Supervisor signature    Date 
 
________________________________________ 
Type or Print name 
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POSITION DESCRIPTION 
COUNTY OF MONROE, INDIANA 

 
POSITION: Real Estate Reassessment Specialist /Deputy 
DEPARTMENT: Assessor 
WORK SCHEDULE: As assigned 
JOB CATEGORY:    COMOT (Computer, Office Machine Operation, Technician) 
 PAT A (Professional, Administrative, Technological) 
 
DATE WRITTEN: September 2005 STATUS:  Full-time 
DATE REVISED: May 2015, February 2021, September 2023  FLSA STATUS: Non-exempt 
 
To perform this position successfully, an individual must be able to perform each essential function of the position 
satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability 
required. Monroe County provides reasonable accommodations to qualified employees and applicants with known 
disabilities who require accommodation to complete the application process or perform essential functions of the job, 
unless those accommodations would present an undue hardship. 
 
Incumbent serves as Real Estate Reassessment Specialist/Deputy for the Monroe County 
Assessor's Office, responsible for the reassessment of non- movable property valuation on 
residential, commercial, industrial, and new construction and assisting the public. 
 
DUTIES: 
 

Reviews, analyzes, and interprets residential property data, using data to develop assessments for new 
construction. Sketches dwellings and enters property information into computer, making necessary 
corrections to property record cards as needed. Researches, analyzes, and interprets residential property 
data, using field data, building permits and blueprints to develop assessments for new construction. 
Uses CAD based assessment software to sketch building outlines and create property information and 
make necessary updates to property record cards. 
 
Verifies market data/sales with buyers, sellers, brokers, bankers, appraisers, county assessors, and 
others knowledgeable in real estate practices and activities. Investigates market and sales data with 
buyers, sellers, real estate brokers, bankers, appraisers, other County Assessors and additional 
professionals knowledgeable in real estate practices and activities. 
 
Reviews county wide ongoing reassessments for new construction and existing commercial industrial, 
agricultural and residential property, including assisting in measuring and collecting data, inputting 
permits in Nexus system in CAD based assessment software, verifying work, and ensuring the value on 
a parcel matches data and is accurate with the style of structure. Assisting with quality control and 
ensuring the value on a parcel is accurate. Serves in constant collaboration with Nexus Group.  
 
Processes building and occupancy permits submitted to department, including receiving monthly from 
Building Department, sorting by township, making copies, and distributing as appropriate. Enters 
building and occupancy permits into spreadsheet and provides reassessment data on real property 
abatements. Processes building and occupancy permits from Monroe County and Ellettsville Building 
Department. Tracks new construction building and occupancy permits for taxation purposes and 
closely monitors inspector data for property completion. 
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Assists software vendors in developing customized software for use in department operations and 
educates and trains staff members on GIS software. Collaborates with software vendors in 
developing customized software for use in department operations and educates and trains staff 
members on assessment and GIS software and procedures. 
 
Prepares, prints, and mails notices to taxpayers as alterations are made to property records, 
including new construction, corrections, or adjustments. 
 
Assists taxpayers with understanding assessments, including reviewing property card, explaining 
information, and resolving complaints. Educates and aides taxpayers in understanding property 
assessments, including reviewing property card, answering questions, explaining information, 
resolving complaints and diffusing irate individuals to aide in their understanding. Communicates 
with taxpayers using various methods such as mail, email, chat, text, zoom, telephone, and in 
person. 
 
Communicates with Auditor all valuation changes that need to be made to Taxing Increment Finance 
(TIF) according to State timeline.  
 
Prepares reports annually and performs check and balances prior to submitting reports to State as 
required.  
 
Attends various meetings and attends training sessions as required or needed.   
Attends various meetings and continued education courses to maintain State required professional 
certifications.  
 
Answers telephone, determines nature of call, answers questions or directs to appropriate individual or 
agency. Assists citizens at the county by answering questions, making copies of documents, or directing 
to appropriate individual or office. Represents the Assessor and GIS office in a customer service role by 
answering telephones/greeting customers in a welcoming and friendly manner, responding to inquiries, 
and directing callers/visitors to appropriate individual or department.  Adhering to state law, incumbent 
performs informal hearings with taxpayers which includes verifying accuracy of data, conducting 
market analysis, reading and interpreting USPAP Compliant Appraisals with the goal of resolution.  
 
Performs duties of other office staff as required.  

Performs related duties as assigned. 

I. JOB REQUIREMENTS AND DIFFICULTY OF WORK: 
 

High school diploma or GED.  Associates degree and/or related previous experience preferred.  
 
Possession of and ability to maintain possession of State of Indiana Level 1 and Level 2 
Assessor/Appraiser certification. 
 
Working Extensive knowledge of Indiana State property tax code, assessing principles as determined by 
the International Association of Assessing Officials, and techniques and ability to apply such knowledge 
to a variety of interrelated processes and tasks.  
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Ability to maintain current knowledge of applicable statutes and guidelines and adapt to changes in 
procedures accordingly. 
 
Working knowledge Practical application of English grammar, spelling, and punctuation, and ability 
to use standard office equipment, including but not limited to computer, keyboard, copier, fax 
machine, telephone, and calculator. 
 
Knowledge of departmental functions and office procedures and ability to properly maintain official 
department records and documents. 
 
Ability to effectively communicate orally and in writing with co-workers, other Monroe County 
departments, buyers/sellers, brokers, bankers, appraisers, realtors, and the public, including being 
sensitive to professional ethics, gender, cultural diversities, and disabilities. 
 
Ability to perform the statutory duties as prescribed for the County Assessor’s Office as authorized by 
the Assessor and State of Indiana. 
 
Working knowledge of land surveying techniques and legal procedures concerning local property and 
personal taxation, with ability to apply procedures and requirements to specific tasks. 
 
Comprehensive application of software used in the Assessor’s, Auditor’s, Building, Planning, Recorder 
and Treasurer’s offices. 
 
Ability to compute/calculate, compile, collate, and coordinate data and make determinations based on 
data analysis.  
 
Ability to provide public access to or maintain confidentiality of department information and records 
according to state requirements. 
 
Ability to comply with all employer and department policies and work rules, including, but not limited 
to, attendance, safety, drug-free workplace, and personal conduct. 
 
Ability to competently serve the public with diplomacy and respect, including occasional 
encounters with irate/hostile persons. 
 
Ability to work alone with minimum supervision and with others in a team environment, often amidst 
frequent distractions and interruptions, and under pressure from formal schedules, deadlines, and high 
volume operations. 
 
Ability to work on several tasks at the same time and work rapidly for long periods, often under time 
pressure, and sometimes at a moments notice with little time for completion. 
 
Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in 
oral or written form. 
 
Ability to occasionally work extended hours and evenings and travel out of town for 
training/conferences, sometimes overnight. 
 
Possession of a valid Indiana driver’s license and demonstrated safe driving record. 
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II. RESPONSIBILITY:  

 

Incumbent performs a flexible, customary routine with priorities determined by seasonal deadlines 
and service needs of the public. Incumbent has full discretion and authority allowed under the 
County Assessor’s policies, procedures, and practices in making reassessment valuation decisions. 
Errors in work are detected through supervisory review and notification from other departments or 
agencies. Undetected errors may result in loss of money and loss of time for correction. 
 

III. PERSONAL WORK RELATIONSHIPS: 
 

Incumbent maintains frequent contact with co-workers, other County departments, City of 
Bloomington Departments, Town of Ellettsville Departments, Department of Local Government 
Finance (DLGF), buyers/sellers, brokers, bankers, realtors, attorneys, tax representatives, appraisers, 
title companies, Nexus Group Contractors, software vendors, and the public for a variety of purposes, 
including explaining and interpreting departmental policy and ensuring proper accomplishment of 
duties 
 
Incumbent reports directly to Deputy/Reassessment Property Specialist Supervisor Property Director, 
Chief Deputy Assessor and/or County Assessor. 
 

IV. PHYSICAL EFFORT AND WORKING ENVIRONMENT: 
 

Incumbent performs duties in a standard office environment, in a vehicle, and in the field, including 
sitting/walking at will, sitting for long periods, lifting/carrying objects weighing up to 50 pounds, 
close/far vision, speaking clearly, hearing sounds/communication, and driving. 
Incumbent is exposed to normal hazards associated with driving a vehicle and working in the field, 
including exposure to inclement weather. Incumbent may be exposed to potentially irate/hostile 
individuals.  
 
Incumbent occasionally works extended hours and evenings, and travels out of town for the purpose of 
training/conferences, occasionally overnight. 
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APPLICANT/EMPLOYEE ACKNOWLEDGEMENT 
 
The job description for the position of Real Estate Reassessment Specialist/Deputy for the Monroe 
County Assessor Department describes the duties and responsibilities for employment in this position. I 
acknowledge that I have received this job description, and understand that it is not a contract of 
employment. I am responsible for reading this job description and complying with all job duties, 
requirements and responsibilities contained herein, and any subsequent revisions. 
 
Is there anything that would keep you from meeting the job duties and requirements as outlined?  
Yes  No   
 
 
________________________________________  ____________________ 
Applicant/Employee signature     Date 
 
________________________________________ 
Type or Print name 
 
<><><><><><><><><><><><> 
 
I have reviewed the job duties, requirements and responsibilities contained herein with the employee. 
 
 
________________________________________  ____________________ 
Department Head/Supervisor signature    Date 
 
________________________________________ 
Type or Print name 
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POSITION DESCRIPTION  
COUNTY OF MONROE, INDIANA 

 
POSITION: Real Estate Reassessment Specialist Assistant Property Director/Deputy 
DEPARTMENT: Assessor 
WORK SCHEDULE: As assigned 
JOB CATEGORY:    COMOT (Computer, Office Machine Operation, Technician)   
  PAT B (Professional, Administrative, Technological)  
DATE WRITTEN: September 2005 STATUS:  Full-time 
DATE REVISED: May 2015, February 2021, September 2023   FLSA STATUS: Non-exempt 
 
To perform this position successfully, an individual must be able to perform each essential function of the position 
satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability 
required. Monroe County provides reasonable accommodations to qualified employees and applicants with known 
disabilities who require accommodation to complete the application process or perform essential functions of the job, 
unless those accommodations would present an undue hardship. 
 
Incumbent serves as Real Estate Reassessment Specialist/Deputy for the Monroe County 
Assessor's Office, responsible for the reassessment of non-movable property valuation on 
residential, commercial, industrial, and new construction and assisting the public. Aides Property 
Director in processing reports, providing quality control, and tracking progress in new construction 
and reassessment books. Advises Personal Property Division in matters related to Business 
Tangible Personal Property and Annually Assessed Mobile Homes.  
 
DUTIES: 
 

Reviews, analyzes, and interprets residential property data, using data to develop assessments for new 
construction. Sketches dwellings and enters property information into computer, making necessary 
corrections to property record cards as needed. Researches, analyzes, and interprets residential property 
data, using field data, building permits and blueprints to develop assessments for new construction. 
Uses CAD based assessment software to sketch building outlines and create property information and 
make necessary updates to property record cards. 
 
Verifies market data/sales with buyers, sellers, brokers, bankers, appraisers, county assessors, and 
others knowledgeable in real estate practices and activities. Investigates market and sales data with 
buyers, sellers, real estate brokers, bankers, appraisers, other County Assessors and additional 
professionals knowledgeable in real estate practices and activities. 
 
Reviews county wide ongoing reassessments for new construction and existing commercial industrial, 
agricultural and residential property, including assisting in measuring and collecting data, inputting 
permits in Nexus system in CAD based assessment software, verifying work, and ensuring the value on 
a parcel matches data and is accurate with the style of structure. Assisting with quality control, and 
ensuring the value on a parcel is accurate. Serves in constant collaboration with Nexus Group.  
 
Processes building and occupancy permits submitted to department, including receiving monthly from 
Building Department, sorting by township, making copies, and distributing as appropriate. Enters 
building and occupancy permits into spreadsheet and provides reassessment data on real property 
abatements. Processes building and occupancy permits from Monroe County and Ellettsville Building 
Department. Tracks new construction building and occupancy permits for taxation purposes and 
closely monitors inspector data for property completion. 



Real Estate Reassess Specialist, Original 
Approval 11/30/2021 

Page 2 of 4 

 
 
Assists software vendors in developing customized software for use in department operations and 
educates and trains staff members on GIS software. Collaborates with software vendors in 
developing customized software for use in department operations and educates and trains staff 
members on assessment and GIS software and procedures. 
 
Prepares, prints, and mails notices to taxpayers as alterations are made to property records, 
including new construction, corrections, or adjustments. 
 
Assists taxpayers with understanding assessments, including reviewing property card, explaining 
information, and resolving complaints. Educates and aides taxpayers in understanding property 
assessments, including reviewing property card, answering questions, explaining information, 
resolving complaints and diffusing irate individuals to aide in their understanding. Communicates 
with taxpayers using various methods such as mail, email, chat, text, zoom, telephone, and in 
person. 
 
Communicates with Auditor all valuation changes that need to be made to Taxing Increment Finance 
(TIF) according to State timeline. Provides Auditor valuation changes, and explanations for parcels 
within Taxing Increment Finance (TIF) Districts. Maintains new construction and valuation changes 
within TIF related parcels within assessment system. 
 
Researches legal documents to ensure correct platting of property descriptions, and property in use. 
Including deeds, surveys, resolutions, court orders, declarations, plats, covenants and restrictions, 
mortgages, leases and contracts.  
 
Prepares reports annually and performs check and balances prior to submitting reports to State as 
required. Generates comprehensive data reports by request from various county, city, state and private 
individuals for a variety of assessment related topics accurately, timely, and professionally.  
 
Attends various meetings and attends training sessions as required or needed.   
Attends various meetings and continued education courses to maintain State required professional 
certifications.  
 
Answers telephone, determines nature of call, answers questions or directs to appropriate individual or 
agency. Assists citizens at the county by answering questions, making copies of documents, or directing 
to appropriate individual or office. Represents the Assessor and GIS office in a customer service role by 
answering telephones/greeting customers in a welcoming and friendly manner, responding to inquiries, 
and directing callers/visitors to appropriate individual or department.  Adhering to state law, incumbent 
performs informal hearings with taxpayers which includes verifying accuracy of data, conducting 
market analysis, reading and interpreting USPAP Compliant Appraisals with the goal of resolution.  
 
Advises and provides quality control for Business tangible personal property and annually assessed 
mobile homes data that is submitted to the Auditor, Department of Local Government Finance, 
Legislative Services Agency, 
 
Performs duties of other office staff as required.  

Performs related duties as assigned. 
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I. JOB REQUIREMENTS AND DIFFICULTY OF WORK: 
 

High school diploma or GED.  Associates degree and/or related previous experience preferred.  
 
Possession of and ability to maintain possession of State of Indiana Level 1 and Level 2 
Assessor/Appraiser certification. 
 
Working Extensive knowledge of Indiana State property tax code, assessing principles as determined by 
the International Association of Assessing Officials, and techniques and ability to apply such knowledge 
to a variety of interrelated processes and tasks.  
 
Ability to maintain current knowledge of applicable statutes and guidelines and adapt to changes in 
procedures accordingly. 
 
Working knowledge Practical application of English grammar, spelling, and punctuation, and ability 
to use standard office equipment, including but not limited to computer, keyboard, copier, fax 
machine, telephone, and calculator. 
 
Knowledge of departmental functions and office procedures and ability to properly maintain official 
department records and documents. 
 
Ability to effectively communicate orally and in writing with co-workers, other Monroe County 
departments, buyers/sellers, brokers, bankers, appraisers, realtors, and the public, including being 
sensitive to professional ethics, gender, cultural diversities, and disabilities. 
 
Ability to perform the statutory duties as prescribed for the County Assessor’s Office as authorized by 
the Assessor and State of Indiana. 
 
Working knowledge of land surveying techniques and legal procedures concerning local property and 
personal taxation, with ability to apply procedures and requirements to specific tasks. 
 
Comprehensive application of software used in the Assessor’s, Auditor’s, Building, Planning, Recorder 
and Treasurer’s offices. 
 
Ability to compute/calculate, compile, collate, and coordinate data and make determinations based on 
data analysis.  
 
Ability to provide public access to or maintain confidentiality of department information and records 
according to state requirements. 
 
Ability to comply with all employer and department policies and work rules, including, but not limited 
to, attendance, safety, drug-free workplace, and personal conduct. 
 
Ability to competently serve the public with diplomacy and respect, including occasional 
encounters with irate/hostile persons. 
 
Ability to work alone with minimum supervision and with others in a team environment, often amidst 
frequent distractions and interruptions, and under pressure from formal schedules, deadlines, and high 
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volume operations. 
 
Ability to work on several tasks at the same time and work rapidly for long periods, often under time 
pressure, and sometimes at a moments notice with little time for completion. 
 
 
Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in 
oral or written form. 
 
Ability to occasionally work extended hours and evenings and travel out of town for 
training/conferences, sometimes overnight. 
 
Possession of a valid Indiana driver’s license and demonstrated safe driving record. 
 
II. RESPONSIBILITY:  
 

Incumbent performs a flexible, customary routine with priorities determined by seasonal deadlines 
and service needs of the public. Incumbent has full discretion and authority allowed under the 
County Assessor’s policies, procedures, and practices in making reassessment valuation decisions. 
Errors in work are detected through supervisory review and notification from other departments or 
agencies. Undetected errors may result in loss of money and loss of time for correction. 
 
III. PERSONAL WORK RELATIONSHIPS: 
 

Incumbent maintains frequent contact with co-workers, other County departments, City of 
Bloomington Departments, Town of Ellettsville Departments, Department of Natural Resources 
(DNR), and Department of Local Government Finance (DLGF), Indiana Legislative Services Agency 
(LSA), buyers/sellers, brokers, bankers, realtors, attorneys, tax representatives, appraisers, title 
companies, Nexus Group Contractors, software vendors, and the public for a variety of purposes, 
including explaining and interpreting departmental policy and ensuring proper accomplishment of 
duties 
 
Incumbent reports directly to Deputy/Reassessment Property Specialist Supervisor Property Director, 
Chief Deputy Assessor and/or County Assessor. 
 
 
IV. PHYSICAL EFFORT AND WORKING ENVIRONMENT: 
 

Incumbent performs duties in a standard office environment, in a vehicle, and in the field, including 
sitting/walking at will, sitting for long periods, lifting/carrying objects weighing up to 50 pounds, 
close/far vision, speaking clearly, hearing sounds/communication, and driving. 
Incumbent is exposed to normal hazards associated with driving a vehicle and working in the field, 
including exposure to inclement weather. Incumbent may be exposed to potentially irate/hostile 
individuals.  
 
Incumbent occasionally works extended hours and evenings, and travels out of town for the purpose of 
training/conferences, occasionally overnight. 
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APPLICANT/EMPLOYEE ACKNOWLEDGEMENT 
 
The job description for the position of Real Estate Reassessment Specialist/Deputy for the Monroe 
County Assessor Department describes the duties and responsibilities for employment in this position. I 
acknowledge that I have received this job description, and understand that it is not a contract of 
employment. I am responsible for reading this job description and complying with all job duties, 
requirements and responsibilities contained herein, and any subsequent revisions. 
 
Is there anything that would keep you from meeting the job duties and requirements as outlined?  
Yes  No   
 
 
________________________________________  ____________________ 
Applicant/Employee signature     Date 
 
________________________________________ 
Type or Print name 
 
<><><><><><><><><><><><> 
 
I have reviewed the job duties, requirements and responsibilities contained herein with the employee. 
 
 
________________________________________  ____________________ 
Department Head/Supervisor signature    Date 
 
________________________________________ 
Type or Print name 
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POSITION DESCRIPTION 
COUNTY OF MONROE, INDIANA 

 
POSITION:      Sales Disclosure Supervisor/Deputy  
    Market Data Analysis Administrator/Deputy 
DEPARTMENT:   Assessor  
WORK SCHEDULE:  8:00 a.m. – 4:00 p.m., M-F As Assigned 
JOB CATEGORY:   COMOT (Computer, Office Machine Operation, Technician) 
    PAT C (Professional, Administrative, Technological) 
DATE WRITTEN: January 2007    STATUS: Full-time  
DATE REVISED: February 2021 Sept 2023 FLSA STATUS: Non-exempt 
 
To perform this position successfully, an individual must be able to perform each essential function of the position 
satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability 
required. Monroe County provides reasonable accommodations to qualified employees and applicants with known 
disabilities who require accommodation to complete the application process or perform essential functions of the job, 
unless those accommodations would present an undue hardship.  
 
Incumbent serves as Sales Disclosure Supervisor/Deputy Market Data Analysis Administrator/Deputy 
for the Monroe County Assessor's Office, responsible for managing sales disclosures and market 
research related to Monroe filed in the County, providing and analyzing data used for real estate 
assessed values to facilitate the proper assessment of all county properties, and supervises, mentors and 
trains assigned staff.  
 
DUTIES:  
 
Supervises assigned staff, including interviewing candidates and making hiring recommendations, 
providing orientation and training staff, planning, delegating, and controlling work assignments, 
reviewing and approving work products and assignments, evaluating performance, maintaining 
discipline, and communicating and administering personnel programs and procedures. Mentors and 
trains staff on the proper handling of sales transfers and the processes needed to comply with state law. 
 
Serves as Lead for Manages the internal control team, reviewing and recommending changes to 
department operations.  
 
Analyzes all data implementing changes to sales disclosure protocols as needed.  Prepares and evaluates 
technical data, ensuring sales disclosure program is complete and meets state requirements.  Coordinates 
and processes according to applicable state and county codes, legal documents, transferring property 
ownership and interest into the county’s permanent records.  Maintains and continually updates 
computer records, entering, changing and deleting data as necessary. 
 
Approves sales disclosures submitted through e-filing and hard copies received from title companies, 
attorneys, and citizens, including verifying inclusion of appropriate information and returning of 
incomplete forms for resubmission once corrected.  
 
Collects sales disclosures from Auditor after they are filed and inserts missing information, including 
assessed valuations, neighborhood and property codes, and taxing districts.  Determines new 
construction status as required.  Verifies sales prices and determines validity, including contacting title 
companies, sellers, and/or buyers. Enters sales disclosure information in Computer Assisted Mass 
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Appraisal Software provider.  Investigates MLS, GIS and Realtor market resources to determine the 
validity of sales for compliance to state mandated sales ratio standards.  
 
Supports integration of tax system data into assessment system. Acts as quality control for transfer, legal 
description, and plat data.  
 
Supports the updating and maintenance of all County plat books, GIS system attributes, geo-mapping of 
County plat information from survey documents, various property transactions, and develops and 
implements procedural guidelines. 
 
Contributes to county-wide ongoing reassessment for new construction and existing commercial, 
industrial, agricultural and residential property, including measuring and collecting data, inputting 
permits, administering quality control, and ensuring the value on a parcel is accurate.  
 
Researches, analyzes, and interprets residential property data, using field data, building permits and 
blueprints to develop assessments for new construction. Uses CAD based assessment software to sketch 
building outlines and create property information and make necessary updates to property record cards. 
Notifies taxpayers of assessment changes as required. Investigates homestead deductions and fee 
requirements on transfers, reviewing deeds to confirm compliance with state law. 
 
Working knowledge of GIS computer procedures and ability to apply such knowledge to a variety of 
interrelated processes, tasks and operations. 
 
Assists with data creation, editing and maintenance of GIS and INCama, correcting errors and 
communicating issues with other county offices and GIS/INCama when appropriate. 
 
Scans sales disclosures for use on geographic information systems (GIS) website and for data entry, 
ensuring telephone numbers are omitted as required.  Verifies proper scanning of documents, including 
typing handwritten information to ensure readability by scanner.  Scans sales disclosures released before 
implementation of scanning process to make records current, on a weekly basis provides redacted, 
scanned copies of sales disclosures to the Herald Times newspaper for publication.  
Distributes quality controlled sales data for use on the GIS website.  Communicates appropriate sales 
information to local newspapers for publication. 
 
Works closely with contracted vendors, investors and business owners to investigates commercial sales 
and assessments to effectively equalize commercial class groups across the county to better represent 
market values for proper assessment.   
 
Verifies market data with buyers, sellers, brokers, bankers, appraisers, county assessors, and others 
knowledgeable in real estate practices and activities.  Analyzes residential sales for trends related to 
market activity.  Utilizes data to perform sales ratio studies that will affect changes in neighborhood 
assessments to better reflect the market shifts in county property values. 
 
Completes a monthly reconciliation of all sales disclosures to ensure accuracy of data entry once 
reconciled data is downloaded to the state Gateway system. and to look for discrepancies and patterns 
that could affect county wide assessment, updating and communicating changes as necessary. 
 
Coordinates, processes and maintains all county sales records.  Manages the filing system of current and 
past sales, analyzing data for patterns and errors that affect assessed values throughout the county. 
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Prepares, provides quality control and transmits annual monthly data files to Department of Local 
Government Finance, Legislative Services Agency, and other County departments as required.  
Researches, corrects, and submits data not deemed compliant by DLGF. Prepares reports annually and 
performs checks and balances prior to submitting reports to state as required. 
 
Investigates and reviews classified forests, homestead deduction, developer discounts, and agricultural 
property for compliance with state law.  Corrects and communicates to taxpayers and county offices as 
appropriate. 
 
Conducts research of legal documents to ensure correct platting of property descriptions and property in 
use.  Including deeds, surveys, resolutions, court orders, declarations, plats, mortgages, leases and 
contracts. 
 
Severs as contact person with software vendors, resolving problems and determining solutions.  
 
Answers telephone, determines nature of call, answers questions, or directs to appropriate individual or 
agency.  Assists citizens at the counter by answering questions, making copies of documents, or 
directing to appropriate individual or office. Assists individuals with locating real estate, property 
identification numbers (PIN), addresses and property owners.  Verifies taxation amounts for various 
periods and parcels on owner request.  Prepares necessary forms and records related to the transfer of 
property deeds within the county.  Enters appropriate information into computer files, creates fees for 
processing and completion of transfer activities, working closely with the auditor and recorder offices as 
appropriate. 
 
Distributes information and responds to inquiries from the public, title preparatory offices, attorneys, 
and other county offices in how to properly use sales disclosures to transfer property interests.  Answers 
questions to train individuals for state compliance. 
 
Adhering to state law incumbent performs informal hearings with taxpayers which includes verifying 
accuracy of data, conducting market analysis, reading and interpreting USPAP Compliant Appraisals 
with the goal of resolution. 
  
Assists taxpayers with understanding assessments, including reviewing property record cards, explaining 
information and resolving complaints. 
 
Maintains current knowledge of real estate market by reading related publications.  Participates in 
continued education required by State Law to maintain job certifications throughout the year. 
 
Maintain working knowledge of State and County laws regarding real estate, deduction, and associated 
legal procedures concerning local property and personal taxation, with ability to apply procedures and 
requirements to a specific task. 
 
Maintains knowledge of all computer software programs used by the assessor, recorder and auditor’s 
offices. 
 
Performs duties of other office staff as required. Manages multiple tasks at once, works in multiple 
departments daily. 
 
Performs related duties as assigned.  
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I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK:  
 
High school diploma or GED. Associates degree and/or related previous experience preferred.  
 
Possession of and ability to maintain possession of level 3 assessor/appraiser certification. 
 
Working knowledge of state of Indiana property tax code, sales disclosure regulations, and assessing 
principles according to the International Association of Assessing Officials (IAAO) and techniques and 
ability to apply such knowledge to a variety of interrelated processes and tasks.  
 
Knowledge of English grammar, spelling, and punctuation and the ability to use standard office 
equipment, including but not limited to computer, keyboard, copier, fax machine, telephone, scanner, 
and calculator. 
 
Comprehensive knowledge of software used in the assessor, auditor, building, planning, treasurer and 
recorder’s offices. 
 
Knowledge of departmental functions and office procedures and ability to properly maintain official 
department records and documents.  
 
Ability to perform the statutory duties as prescribed for the County Assessor’s Office as authorized by 
the Assessor.  
 
Ability to effectively communicate orally and in writing with co-workers, other County departments, 
title companies, attorneys, and the public, including being sensitive to professional ethics, gender, 
cultural diversities, and disabilities.  
 
Ability to supervise assigned staff, including interviewing candidates and making hiring 
recommendations, providing orientation and training staff, planning, delegating, and controlling work 
assignments, reviewing and approving work products and assignments, evaluating performance, 
maintaining discipline, and communicating and administering personnel programs and procedures.  
 
Ability to provide public access to or maintain confidentiality of department information and records 
according to state requirements.  
 
Ability to comply with all employer and department policies and work rules, including, but not limited 
to, attendance, safety, drug-free workplace, and personal conduct.  
Ability to competently serve the public with diplomacy and respect, including occasional encounters 
with irate/hostile persons.  
 
Ability to work alone with minimum supervision and with others in a team environment.  
 
Ability to work on several tasks at the same time and work rapidly for long periods, often under time 
pressure.  
 
Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in 
oral or written form.  
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Ability to occasionally work extended hours and travel out of town for training/conferences, sometimes 
overnight.  
 
 
II.   RESPONSIBILITY:  
 
Incumbent has full discretion and authority allowed under county assessment policies, procedures, and 
practices and is authorized to make assessment valuation decisions independent of county assessor. 
Incumbent provides and analyzes data used for real estate assessed values to facilitate the proper 
assessment of all county properties, and supervises, mentors and trains assigned staff. Incumbent works 
independently of the county assessor, identifying concerns through data analyses to help direct 
department priorities and workflow. Incumbent performs a variety of duties according to a formal 
schedule with priorities determined by seasonal deadlines and service needs of the public.  Errors in 
incumbent’s work are prevented through procedural safeguards and are detected through supervisory 
review and/or notification from other departments/agencies.  Undetected errors may result in loss of 
money and/or loss of time for correction.  
 
 
III.   PERSONAL WORK RELATIONSHIPS:  
 
Incumbent maintains frequent contact with co-workers, other County departments, title companies, 
attorneys, buyers, sellers, brokers, bankers, appraisers, county assessors, GIS, and the public for a 
variety of purposes, including directing and interpretating market date, explaining and interpreting 
departmental policy and assuring proper accomplishment of duties.   
 
Incumbent reports directly to Chief Deputy and/or Assessor.     
 
 
IV.   PHYSICAL EFFORT AND WORKING ENVIRONMENT:  
 
Incumbent performs duties in a standard office environment and in the field, involving sitting and 
walking at will, sitting for long periods, lifting/carrying objects weighing up to 50 pounds, close/far 
vision, speaking clearly, and hearing sounds/communication. Incumbent may be exposed to potential 
irate/hostile individuals. 
 
Incumbent occasionally works extended hours and travels out of town for training/conferences, 
sometimes overnight.  
 
 
 
 
 
 
 
 
 
APPLICANT/EMPLOYEE ACKNOWLEDGEMENT  
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The job description for the position of Sales Disclosure Supervisor/Deputy for the Monroe County 
Assessor Department describes the duties and responsibilities for employment in this position. I 
acknowledge that I have received this job description, and understand that it is not a contract of 
employment. I am responsible for reading this job description and complying with all job duties, 
requirements and responsibilities contained herein, and any subsequent revisions.  
 
Is there anything that would keep you from meeting the job duties and requirements as outlined? 
Yes_____ No_____  
 
 
________________________________________  ____________________ 
Applicant/Employee signature     Date 
 
________________________________________ 
Type or Print name 
 
<><><><><><><><><><><><> 
 
I have reviewed the job duties, requirements and responsibilities contained herein with the employee. 
 
 
________________________________________  ____________________ 
Department Head/Supervisor signature    Date 
 
________________________________________ 
Type or Print name 
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POSITION DESCRIPTION 
COUNTY OF MONROE, INDIANA 

 
POSITION: Administrative Assistant to the PTABOA/Deputy-Level 2 
 Assistant Administrator to the PTABOA/Deputy-Level 2 
DEPARTMENT: Assessor 
WORK SCHEDULE: 8:00 a.m. - 4:00 p.m., M-F 
 As Assigned 
JOB CATEGORY:   COMOT (Computer, Office Machine Operation, Technician) 
 PAT B (Professional, Administrative, Technological) 
 
DATE WRITTEN: September 1995 STATUS:  Full-time 
DATE REVISED: May 2015, February 2021 FLSA STATUS: Non-exempt 

 
To perform this position successfully, an individual must be able to perform each essential function of the position 
satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability 
required. Monroe County provides reasonable accommodations to qualified employees and applicants with known 
disabilities who require accommodation to complete the application process or perform essential functions of the job, 
unless those accommodations would present an undue hardship. 

 
Incumbent serves as Administrative Assistant to the PTABOA/Deputy-Level 2 for the Monroe County 
Assessor's Office, responsible for coordinating the property tax assessment appeal process for real 
property valuation of residential, commercial, new construction, industrial and agricultural and 
assisting the public. 
 
Incumbent serves as Assistant Administrator to the PTABOA/Deputy-Level 2 for the Monroe County 
Assessor's Office under direction and independently of the Assessor.  Responsible for coordinating all 
real and personal property appeals, including tax exempt and homestead deduction.  Responsible for 
property valuation on residential, commercial, new construction, industrial, and agricultural.  Provides 
guidance with business personal property, manufactured homes, classified forest and sales disclosures. 

 
 
 
DUTIES: 

 

Adhering to State law, incumbent performs informal hearings with taxpayers, which includes verifying 
accuracy of data, conducting market analysis, reading and interpreting USPAP compliant Appraisals 
with the goal of resolution.    
 
Coordinates Property Tax Assessment Board of Appeals (PTABOA) functions, including receiving 
property tax appeals, maintaining accurate records and files, scheduling places and times of hearings, 
tracking progress of appeals to ensure adherence to state law for time limits of hearings and decisions 
and obtaining information necessary to defend assessments, such as neighborhood delineation maps, 
letters, and related information regarding tax bills. 

 
Reviews Analyzes appeal petitions to determine accuracy and accordance with state law and 
administrative requirements. Returns defective appeal petitions to taxpayer or taxpayer representatives 
with appropriate evaluation. Monitors deadlines for resubmitting petitions and sends notices of 
dismissal as appropriate. Attends various meetings and attends training sessions as required or needed. 
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Educates and aids taxpayers in understanding property assessments, including reviewing property card, 
answering questions, explaining information, resolving complaints to aide in understanding of data.  
 
Extensive research of current and sold properties for the completion of accurate assessment data and 
Indiana State compliancy.  Including on site evaluations and analyzing data based on market value 
trends.  
 
Notifies parties of PTABOA hearings, including taxpayers, taxpayer representatives, attorneys, and 
witnesses.  Mails notices, ensuring appropriate addresses.  
 
Processes applications for non-taxable exemptions, including reviewing, investigating, and determining 
validity. Applies cost tables to arrive at assessed value of residences and mails notifications annually as 
required. 
 
Ability to work with hostile/irate individuals in a professional manner. Often diffusing stressful 
situations in order to achieve resolution. 
 
Accompanies Assessor with taxpayers in the office and at neighborhood association meetings after 
office hours.  

 
Serves as liaison with Nexus field consultants assessing new construction damaged by weather or 
fire and assists with assessments. 
Performs immediate on-site evaluations of damaged properties due to natural disasters and 
potentially unsafe conditions (i.e., flooding, storms, tornados, fire, and clandestine labs). Including 
obtaining insurance documentation, evaluating amount of damage to property, correcting 
assessments accordingly and maintaining accurate records of properties that need reassessed once 
damage is remediated.  

 
 
Performs field meetings with taxpayers and reviews sales over 5% with county Assessor.  

Maintains communication with the DLGF, IBTR, and Tax Court. Educates staff on various ongoing 
State, Tax Court and Legislative changes, and House and Senate bills and proceedings.   

 

Updates state approved forms for use in valuation, appeals, and fee collections. 
 
Updates and maintains recorded property values and adds potential property value changes in INcama 
and generates paperwork. 
Provides aid in creating new construction assessments and reassessment of multiple taxing units.  
Including creating sketches of new construction homes and verifying data from field reviews.  Working 
closely with multiple departments within the county to ensure proper data.  Possessing the ability to 
work in multiple tax years consecutively.   
 
Utilizing the GIS, conducts Agricultural land analysis, including researching USDA Soil ID 
Overlay reports.  Assists taxpayers in filing Classified Forest and Personal Property Farm 
Forms.  
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Process assessment photos, verifying parcels have accurate data and communicate with software 
vendors to properly upload images to INCAMA and GIS.  Verify data has been uploaded to INCAMA 
and GIS systems.   
 
Communicates with contracted vendors to verify reassessment data is accurate. 
 
Aids in the rental analysis process to develop a gross rent multiplier annually based on extensive 
research of rental information in the entire county as well as university properties. 
 
Provides the Auditor’s office in identifying properties within the TIF district that are under appeal.  
Assisting in providing reports that show possible property taxation loss to the county.  

 
Manages integration of tax systems data into assessment system.  Acts as quality control for address 
changes. 
 
Aids the Administrator to the PTABOA with submission of annual appeal reports to the State.  
 
Provides Quality Control and Assistance for the data submission to the State and Auditor’s office.  
 
Exchanges information frequently with other County departments.  

 
Answers telephone, determines nature of call, answers questions or directs to appropriate individual or 
agency. Assists citizens at the counter by answering questions, making copies of documents or 
directing to appropriate individual or office. Educates and resolves taxation questions and concerns for 
taxpayers. 

 
Performs duties of other office staff as required. Assists other department personnel in entering 
residential and commercial data on computer and making corrections to property sketches. 
 
In absence of Assessor, or as needed, acts as hearing officer and perform site visits.  

Mentors new county officials/employees on proper appeals procedures.  

Communicates with attorneys, tax representatives, appraisers, rental companies, title 
companies, judges, state and county officials, while maintaining a level of professionalism. 
 
 

Performs related duties as assigned. 

I. JOB REQUIREMENTS AND DIFFICULTY OF WORK: 
 

High school diploma or GED. Associates degree and/or related previous experience preferred. 
 
Possession of and ability to maintain possession of Level 2 or Level 3 Assessor/Appraiser 
certification. Maintain current knowledge of real estate market by reading related publications. 
Participates in continued education required by State Law to maintain job certifications 
throughout the year.  
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Working knowledge of state of Indiana property tax code, appeals process, and assessing principles 
according to the IAAO (International Association of Assessing Officials) and techniques and ability to 
apply such knowledge to a variety of interrelated process and tasks. 
 

Working knowledge of GIS computer procedures and ability to apply such knowledge to a variety of 
interrelated processes, tasks, and operations. 
 
Working knowledge of County land areas and applicable state and local codes and terminology. 
 
Working knowledge of State and County Laws regarding real estate, deduction, and associated legal 
procedures concerning local property and personal taxation, with ability to apply procedures and 
requirements to specific tasks.  
 
 
Working knowledge of English grammar, spelling, and punctuation, and ability to use standard office 
equipment, including but not limited to computer, keyboard, copier, fax machine, telephone, and 
calculator, FTR recording software and zoom. 
 
Comprehensive knowledge of software used in the Assessor, Auditor, Building, Planning, Recorder 
and Treasurer’s Offices.  

 
 
Ability to effectively communicate orally and in writing with co-workers, other County departments, 
attorneys, taxpayer representatives, and the public, including being sensitive to professional ethics, 
gender, cultural diversities, and disabilities. 

 
Ability to perform the statutory duties as prescribed for the County Assessor’s Office as 
authorized by the Assessor. 

 
Ability to provide public access to or maintain confidentiality of department information and 
records according to state requirements. 

 
Ability to comply with all employer and department policies and work rules, including, but not 
limited to, attendance, safety, drug-free workplace, and personal conduct. 

 
Ability to competently serve the public with diplomacy and respect, including occasional encounters 
with irate/hostile persons. 
 
Ability to work alone with minimum supervision and with others in a team environment, often with 
frequent distractions and interruptions, and under pressure from formal schedules, deadlines, and high 
volume operations.  

 
Ability to work on several tasks at the same time and work rapidly for long periods, often under time 
pressure, and sometimes at a moments notice with little time for completion. 
 
Ability to occasionally testify in legal proceedings/court as required. 
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Ability to understand, memorize, retain, and carry out written or oral instructions and present 
findings in oral or written form. 

 
Ability to occasionally work extended hours and travel out of town for training/conferences, sometimes 
overnight. 

 
Possession of a valid Indiana driver’s license and demonstrated safe driving record. 

 
 
II. RESPONSIBILITY: 

 

Incumbent performs duties according to a flexible, customary routine with priorities determined by 
seasonal deadlines and service needs of the public. Incumbent has full discretion and authority 
allowed under the County Assessor’s policies, procedures, and practices in making assessment 
valuation decisions. Errors in incumbent’s work are prevented through legally defined procedures and 
detected by supervisory review and/or notification from other departments and/or agencies. 
Undetected errors may result in loss of money and/or loss of time for correction. 
Incumbent has full authority and discretion allowed under the County Assessor’s policies, 
procedures, and practices in making assessment valuation decisions during formal, informal, and field 
review meetings.  Incumbent works independently of the Assessor and has full authority to act in 
place of the assessor during such meetings.   

 
 
III. PERSONAL WORK RELATIONSHIPS: 

 

Incumbent maintains frequent contact with other co-workers, other County departments, attorneys, 
taxpayer representatives, and the public for a variety of purposes, including receiving daily 
assignments, explaining and interpreting departmental procedures and assuring proper 
accomplishment of duties. 

 
Incumbent reports directly to Assessor. 

 
 
IV. PHYSICAL EFFORT AND WORKING ENVIRONMENT: 

 

Incumbent performs duties in a standard office environment, in a vehicle, and in the field, involving 
sitting/walking at will, sitting for long periods, lifting/carrying objects weighing up to 50 pounds, 
close/far vision, speaking clearly, hearing sounds/communication, and driving. 
Incumbent is exposed to normal hazards associated with driving a vehicle and working in the field, 
including exposure to inclement weather. Incumbent may be exposed to potentially irate/hostile 
individuals, and unsafe environments (i.e., Flooding, storms, tornados, fire, clandestine labs).  

 
Incumbent occasionally works extended hours and travels out of town for the purpose of 
training/conferences, occasionally overnight. 
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APPLICANT/EMPLOYEE ACKNOWLEDGEMENT 

 
The job description for the position of Administrative Assistant to the PTABOA/Deputy-Level 2 for 
the Monroe County Assessor Department describes the duties and responsibilities for employment in 
this position. I acknowledge that I have received this job description, and understand that it is not a 
contract of employment. I am responsible for reading this job description and complying with all job 
duties, requirements and responsibilities contained herein, and any subsequent revisions. 

 
Is there anything that would keep you from meeting the job duties and requirements as outlined?  
Yes  No   

 
 
 
________________________________________  ____________________ 
Applicant/Employee signature     Date 
 
________________________________________ 
Type or Print name 
 
<><><><><><><><><><><><> 
 
I have reviewed the job duties, requirements and responsibilities contained herein with the employee. 
 
 
________________________________________  ____________________ 
Department Head/Supervisor signature    Date 
 
________________________________________ 
Type or Print name 
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POSITION DESCRIPTION 
COUNTY OF MONROE, INDIANA 

 
POSITION: GIS Assessment Specialist/Deputy 
DEPARTMENT: Assessor 
WORK SCHEDULE: 8:00 a.m. – 4:00 p.m., M-F 
JOB CATEGORY:   COMOT (Computer, Office Machine Operation, Technician) 
    PAT D (Professional, Administrative, Technological) 
DATE WRITTEN: September 1991 STATUS:  Full-time 
DATE REVISED: May 2015, February 2021, September 2023   FLSA STATUS: Non-exempt 
 
To perform this position successfully, an individual must be able to perform each essential function of the position 
satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability 
required. Monroe County provides reasonable accommodations to qualified employees and applicants with known 
disabilities who require accommodation to complete the application process or perform essential functions of the job, 
unless those accommodations would present an undue hardship. 
 
Incumbent serves as GIS Assessment Specialist/Deputy for the Monroe County Assessor's Office, 
responsible for coordinating the use of Geographical Information System (GIS) for assessment 
purposes, transferring of real estate property, processing splits and transfers, calculating land valuation 
assessments including home sites, tillable land, agricultural, classified forestry, woodland, and other 
farmland. agricultural land. Trains, educates, and provides technological guidance within Assessor’s 
office.  
 

I. DUTIES: 
 

Performs various GIS duties, including producing printed maps, providing GIS products and information 
for reports and presentation, creating, maintaining, and updating databases, operating computer software 
to update maps, and providing technical and administrative assistance for the County.  
 
Coordinates Geographic Information Systems (GIS) usage for department, including using ortho maps 
and land use tables and operating GIS digital mapping computer, including digitizing ownership, 
mapping numbers, soil identification, and proper use and locations. 
 
Maintains current knowledge of GIS by reading related publications and attending seminars, 
conferences, and/or meetings. 
 
Coordinates closely with GIS venders to engineer new maps and resources to facilitate the assessor’s 
office. 
 
Manages integration of tax system data into assessment system. Acts as quality control for transfer, legal 
description, and plat data.  
 
Maintains and updates property records with land splits, combinations, surveys, plats, annexations and 
transfers, new and additional assessments, and changes for all townships in County, including entering 
information into computer, maps and plats, printing new property cards, filing, and sending copies to 
appropriate individuals. Digital and hardcopy files. Generates property assessment records for newly 
platted subdivisions and parcels. 
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Generates new property subdivisions in the assessment system using historical plats and deed records, 
aerial photos, and survey documents to accomplish tasks. 
 
Assists in the creation of new neighborhood groupings, land values and related factors based on extensive 
market research on newly platted developments, or stratified existing subdivisions. 
 
Processes and enters on computer all requests and changes in the Classified Forest taxing system. 
Receives applications for classified forest.  Using Geo Mapping, traverses classified survey to identify 
USDA soil types, land use types, and eligibility of land being assigned Classified Forestry by the State 
of Indiana Department of Natural Resources, as well as remaining non-classified forest land. Maintains 
contact with DNR forester on new applications, and violations of classified forest requirements. 
 
Calculates solar energy tax deductions, Assesses back taxes and penalties for withdrawals from 
Classified Forestry program, and maintains land file.  by determining USDA soil type, till ability, 
wooded coverage of withdrawn area, and calculating an average per acre agricultural rate, and the 
applying tax and interest rates. Distributes calculation to Auditor’s office. 
 
Exchanges information frequently with other County departments.  
 
Researches  Conducts research of legal documents to ensure correct platting of property descriptions, 
and property in use. Including deeds, surveys, resolutions, court orders, declarations, plats, covenants 
and restrictions, mortgages, leases and contracts.  
 
Continually manages legal description, ownership, and location address changes, such as name or deeds 
transfers, plats and surveys, and planning address reports and updates property cards. Updates property 
record cards by making proper entries in Assessor’s land records, generates and updates CAD based 
sketches of improvements and structures within assessment software, transfer data, and internal plat 
maps. Identifies and matches parcels in DLGF mandates mandated compliance reports of Auditor and 
Assessor systems. 
 
Reconciles conflicting survey information and data with appropriate boundary geometries and mapping 
components, and edits assessment system to reflect changing information in GIS. 
 
Answers combination and un-combination requests from taxpayers by identifying if parcels can be 
combined based on legal description, location, and deeded name. Moves improvements and valuations 
as determined by updated active parcel(s). 
 
Reviews and processes Solar, GEO-thermal and homestead credit deduction applications, determining 
validity of exemptions. Assigns and calculates tax caps for land and structures for tax purposes. and 
providing provides Auditor with appropriate deductible assessment values as appropriate annually. 
 
Provides assessment value information to the Auditor’s office annually. 
Prepares reports monthly check and balances to maintain accurate records and discover potential 
improvements to procedures, quality control, time management, and accuracy.  
 
Generates comprehensive data reports by request from various county, city, state and private individuals 
for a variety of assessment related topics accurately, timely, and professionally.  
 
Attends various meetings, conferences, and training sessions as required to maintain State required 
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professional certifications or as needed. 
 
Follows State legislative & Administrative code changes, as well as active Indiana Senate and House 
Bills and current tax court cases affecting property assessments, deductions, and taxes.  
 
Interacts with County Attorney, assuring codified laws are upheld. 
 
Authors documentation and trains new and existing staff for best practices, Standard operating 
procedures, training manuals for all office procedures.  Procures and provides educational resources for 
staff to advance the skills of the office. Updates documentation as continually changing legislation alters 
procedures to keep training materials relevant.  Shares all written documentation and training with other 
assessment officials in the state of Indiana.  
 
Composes and instructs State of Indiana approved Continuing Education classes, when requested. 
 
Mentors other officials from other governmental departments within and outside of Monroe County 
Government.  
 
Compiles raw data from new construction sites, applying rules from State Guidelines, making 
calculations, and generating assessment values. Enters values into computer and Prepares and notice of 
assessment to taxpayers as required.  Researches, analyzes, and interprets residential property data, 
using field data, building permits and blueprints to develop assessments for new construction. Uses 
CAD based assessment software to sketch building outlines and create property information and make 
necessary updates to property record cards. Notifies taxpayers of assessment changes as required. 
Prepares and submits various related reports as required or requested.  
 
Investigates market and sales data with buyers, sellers, real estate brokers, property developers, 
bankers, appraisers, other County Assessors and additional professionals knowledgeable in real 
estate practices and activities. 
 
Analyzes and calculates Ratio Study on residential sales data, determining and applying neighborhood and market 
factors, and calculating accurate real estate market values in delineated market areas.  
 
Answers telephone, determines nature of call, answers questions or directs to appropriate individual or 
agency. Assists citizens at the counter by answering questions, making copies of documents or directing 
to appropriate individual or office.  Represents the Assessor and GIS office in a customer service role by 
answering telephones/greeting customers in a welcoming and friendly manner, responding to inquiries, 
and directing callers/visitors to appropriate individual or department. 
 
Educates and aides taxpayers in understanding property assessments, including reviewing property 
card, answering questions, explaining information, resolving complaints and diffusing irate 
individuals to aide in their understanding. Communicates with taxpayers using various methods 
such as mail, email, chat, text, zoom, telephone, and in person. 
 
Performs duties of other office staff as required.  

Coordinates all business and Economic Development deductions, tax abatements and Enterprise Zone 
Investment deductions, including administering these programs collaboratively with County Council, 
City of Bloomington, and Bloomington Urban Enterprise. 
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Interprets abatement resolutions from the governing bodies of Monroe County, The City of 
Bloomington and the Town of Ellettsville. Corresponds closely with the Economic Revitalization 
representatives of the governing bodies, other county departments, tax representatives, taxpayers 
and attorneys, educating them on procedures, guidelines, required State forms, and State mandated 
deadlines, to properly track the abatement. Determines value of property prior to proposed 
construction or remodel of abated properties to set a base rate. Receives, analyses, and stores all 
documentation related to abatement.  Assesses new construction of abated property and calculates 
the difference to determine Abatable values which are then delivered to the Economic Revitalization 
Coordinator in the Auditor’s office. Verifies abatement percentage applied by the auditor’s office 
for accuracy. 
 
Adhering to state law, incumbent performs informal hearings with taxpayers which includes verifying 
accuracy of data, conducting market analysis, reading and interpreting USPAP Compliant Appraisals 
with the goal of resolution.  
 
Advises and provides quality control for Business tangible personal property and annually assessed 
mobile homes data that is submitted to the Auditor, Department of Local Government Finance, 
Legislative Services Agency, 
 
Performs related duties as assigned. 

II. JOB REQUIREMENTS AND DIFFICULTY OF WORK: 
 

High school diploma or GED. Associates degree and/or related previous experience preferred. 
 
Possession of and ability to maintain possession of Level 2 and Level 3 Assessor/Appraiser 
certification. 
 
Working Extensive knowledge of Indiana State property tax code, assessing principles as determined by the 
International Association of Assessing Officials, and techniques and ability to apply such knowledge to a variety 
of interrelated processes and tasks.  
 
Knowledge of departmental functions and office procedures and ability to properly maintain official 
department records and documents. 
 
Working knowledge of County land areas and applicable state and local codes and terminology, with 
ability to accurately read, interpret, and use land documents. 
 
Thorough knowledge of legal procedures concerning local property and personal taxation, with ability to 
apply procedures and requirements to specific tasks. 
 
Ability to maintain current knowledge of applicable statutes and guidelines and adapt to changes in procedures 
accordingly. 
 
Thorough knowledge of drafting, geometry, trigonometry, and related practices, procedures, and 
equipment, with ability to accurately review and process property records, identify and resolve 
discrepancies, and prepare maps and drawings accordingly. 
 
Thorough knowledge of Department computer systems and related programs, with ability to effectively 
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enter and analyze data, process property information and prepare plat maps and drawings accordingly. 
 
Working knowledge of land surveying techniques and legal procedures concerning local property and 
personal taxation, with ability to apply procedures and requirements to specific tasks. 
 
Working knowledge of GIS hardware, software, and usage, including ability to read related maps and 
input data. 
 
Comprehensive application of software used in the Assessor’s, Auditor’s, Building, Planning, Recorder 
and Treasurer’s offices. 
 
Ability to apply knowledge of people and locations, plan/layout assigned work projects, and 
read/interpret detailed prints, sketches, specifications and maps. 
 
Working knowledge Practical application of English grammar, spelling, and punctuation, and ability 
to use standard office equipment, including but not limited to computer, keyboard, copier, fax 
machine, telephone, and calculator. 
 
Ability to effectively communicate orally and in writing with co-workers, other County departments, 
Department of Natural Resources (DNR), Indiana Department of Environmental Management 
(IDEM), and Department of Local Government Finance, realtors, and the public, including being 
sensitive to professional ethics, gender, cultural diversities, and disabilities. 
 
Ability to perform the statutory duties as prescribed for the County Assessor’s Office as authorized by 
the Assessor and state of Indiana. 
 
Ability to provide public access to or maintain confidentiality of department information and records 
according to state requirements. 
 
Ability to comply with all employer and department policies and work rules, including, but not limited 
to, attendance, safety, drug-free workplace, and personal conduct. 
 
Ability to competently serve the public with diplomacy and respect, including occasional encounters 
with irate/hostile persons. 
 
Ability to work alone with minimum supervision and with others in a team environment. often amidst 
frequent distractions and interruptions, and under pressure from formal schedules, deadlines, and high 
volume operations. 
 
Ability to work on several tasks at the same time and work rapidly for long periods, often under time 
pressure, and sometimes at a moments notice with little time for completion. 
 
Ability to occasionally testify in legal proceedings/court as required. 
 
Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in 
oral or written form. 
 
Ability to occasionally work extended hours and travel out of town for training/conferences, 
sometimes overnight. 



GIS Assessment Specialist, Original 
Approved 11/30/2021 

Page 6 of 4 

 
Possession of a valid Indiana driver’s license and demonstrated safe driving record. 
 

III. RESPONSIBILITY: 
 

Incumbent performs a variety of duties according to a flexible, customary routine with priorities 
determined by seasonal deadlines and service needs of the public. Incumbent has full discretion and 
authority allowed under the County Assessor’s policies, procedures, and practices in making 
reassessment valuation decisions.  Incumbent is responsible for creating training materials and educating 
new and veteran assessing officials and facilitates technological guidance within the assessor’s office.  
Errors in decision or accuracy of work are readily detected by procedural safeguards or through periodic 
supervisory review of work. Undetected errors may result in loss of time and revenue within department 
and loss of time for correction. 
 

IV. PERSONAL WORK RELATIONSHIPS: 
 

Incumbent maintains frequent contact with co-workers, other Monroe County departments, City of 
Bloomington Departments, Town of Ellettsville Departments, Department of Natural Resources 
(DNR), Indiana Department of Environmental Management (IDEM), and Department of Local 
Government Finance (DLGF), Indiana Legislative Services Agency (LSA), Economic Revitalization 
Committees, realtors, attorneys, tax representatives, appraisers, title companies, Nexus Group 
Contractors, software vendors, GIS vendors and the public for a variety of purposes, including 
explaining and interpreting departmental policy and ensuring proper accomplishment of duties. 
 
Incumbent reports directly to Chief Deputy Assessor and/or County Assessor.   
 

V. PHYSICAL EFFORT AND WORKING ENVIRONMENT: 
 

Incumbent performs duties in a standard office environment, in a vehicle, and in the field, including 
sitting/walking at will, sitting for long periods, lifting/carrying objects weighing up to 25 pounds, 
close/far vision, speaking clearing, hearing sounds/communication, and driving. 
Incumbent is exposed to normal hazards associated with driving a vehicle and working in the field, 
including exposure to inclement weather. Incumbent may be exposed to potentially irate/hostile 
individuals.  
 
Incumbent occasionally works extended hours and travels out of town for training/conferences, 
occasionally overnight. 
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APPLICANT/EMPLOYEE ACKNOWLEDGEMENT 
 
The job description for the position of GIS Assessment Specialist/Deputy for the Monroe County 
Assessor Department describes the duties and responsibilities for employment in this position. I 
acknowledge that I have received this job description, and understand that it is not a contract of 
employment. I am responsible for reading this job description and complying with all job duties, 
requirements and responsibilities contained herein, and any subsequent revisions. 
 
Is there anything that would keep you from meeting the job duties and requirements as outlined?  
Yes  No   
 
 
 
________________________________________  ____________________ 
Applicant/Employee signature     Date 
 
________________________________________ 
Type or Print name 
 
<><><><><><><><><><><><> 
 
I have reviewed the job duties, requirements and responsibilities contained herein with the employee. 
 
 
________________________________________  ____________________ 
Department Head/Supervisor signature    Date 
 
________________________________________ 
Type or Print name 
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POSITION DESCRIPTION 
COUNTY OF MONROE, INDIANA 

 
POSITION: Administrative Assistant to the PTABOA/Deputy-Level 3 

 Administrator to the PTABOA/Deputy-Level 3 
DEPARTMENT: Assessor 
WORK SCHEDULE: 8:00 a.m. - 4:00 p.m., M-F 
 As Assigned 
JOB CATEGORY:   COMOT (Computer, Office Machine Operation, Technician) 
   PAT C (Professional, Administrative, Technological) 

 
DATE WRITTEN: September 1995 STATUS:  Full-time 
DATE REVISED: May 2015, February 2021 FLSA STATUS: Non-exempt 

 
To perform this position successfully, an individual must be able to perform each essential function of the position 
satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability 
required. Monroe County provides reasonable accommodations to qualified employees and applicants with known 
disabilities who require accommodation to complete the application process or perform essential functions of the job, 
unless those accommodations would present an undue hardship. 
 
Incumbent serves as Administrative Assistant to the PTABOA/Deputy-Level 3 for the Monroe County 
Assessor's Office, responsible for coordinating the property tax assessment appeal process for real 
property valuation of residential, commercial, new construction, industrial, and agricultural and 
assisting the public. 
 
Incumbent serves as Administrator to the PTABOA/Deputy-Level 3 for the Monroe County Assessor's 
Office under direction, and independently of the Assessor.  Authorized to make decisions during the 
informal and formal appeals processes, as well as field inspections.  Responsible for directing workflow 
of the appeals process and supervising all real and personal property appeals, including tax exempt and 
homestead deduction.  Responsible for property valuation on residential, commercial, new construction, 
industrial, and agricultural.  Supervises and guides employees and taxpayers with real estate, business 
personal property, manufactured homes and sales disclosures. 
 
DUTIES: 
 

Adhering to State law, incumbent performs informal hearings with taxpayers, which includes verifying 
accuracy of data, conducting market analysis, reading and interpreting USPAP compliant Appraisals 
with the goal of resolution.    
 
Coordinates Oversees all functions of the Property Tax Assessment Board of Appeals (PTABOA), 
including receiving formal property tax appeals, maintaining accurate records and files, scheduling 
places and times of hearings, tracking progress of appeals to ensure adherence to state law for time 
limits of hearings and decisions and obtaining information necessary to defend assessments, such as 
market data, neighborhood delineation maps, letters, and related information regarding tax bills. 
 
Reviews Analyzes appeal petitions to determine accuracy and accordance with state law and 
administrative requirements. Returns defective appeal petitions to taxpayer or taxpayer representatives 
with appropriate evaluation. Monitors deadlines for resubmitting petitions and sends notices of dismissal 
as appropriate. Attends various meetings and attends training sessions as required or needed. 
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Notifies parties of PTABOA hearings, including taxpayers, taxpayer representatives, attorneys, and 
witnesses.  Mails notices, ensuring appropriate addresses.  
 
Processes submitted State Appeals. Compiles all necessary information for the attorneys, tax 
representatives and the Indiana Board of Tax Review. Maintains accurate records and files, tracks 
progress of appeals. 
 
Creates annual PTABOA report and submits to the IBTR before the State deadline. 
 
Educates and aids taxpayers in understanding property assessments, including reviewing property card, 
answering questions, explaining information, resolving complaints to aide in understanding of data.  

 
Performs extensive research of current and sold properties for the completion of accurate assessment 
data and Indiana State compliancy.  Including on site evaluations and analyzing market value trends.  
 

Assists the Auditor’s office in identifying properties within the TIF district that are under appeal.  
Providing reports that show possible property taxation loss to the City/County.   
 
Processes applications for non-taxable exemptions, including reviewing, investigating, and determining 
validity. Applies cost tables to arrive at assessed value of residences and mails notifications annually as 
required. 
 
Works with hostile/irate individuals in a professional manner.  Often diffusing stressful situations in   
order to achieve resolution.   
 
Accompanies Assessor in meetings with taxpayers, both in the office and at neighborhood 
association gatherings, after office hours. 
 
Serves as liaison with Nexus field consultants assessing new construction damaged by weather or 
fire and assists with assessments. 
Performs immediate on-site evaluations of damaged properties due to natural disasters and 
potentially unsafe conditions (i.e.flooding, storms, tornados, fire, clandestine labs). Including 
obtaining insurance documentation, evaluating amount of damage to property, correcting 
assessments accordingly and maintaining accurate records of properties that need reassessed once 
damage is remediated.  
 
Performs field meetings with taxpayers and reviews sales over 5% with county Assessor. Proofreads 
and scans TIF projects and distributes Form 11s. 
 
Updates state approved forms for use in valuation, appeals, and fee collections. 
 
Maintains communication with the DLGF, IBTR, and Tax Court. Educates staff on various ongoing 
State, Tax Court and Legislative changes, and House and Senate bills and proceedings.   
 
Updates and maintains recorded property values and adds potential property value changes in INCama 
and generates paperwork. 
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Provides aid in creating new construction assessments and reassessment of multiple taxing units.  
Including creating sketches of new construction homes and verifying data from field reviews.  Working 
closely with multiple departments within the county to ensure proper data.  Possessing the ability to 
work in multiple tax years consecutively.   

 
Communicates with contracted vendors to verify reassessment data is accurate. 
 
Develops a Gross Rent Multiplier annually, based on extensive research of rental information in the 
entire county, as well as University properties. 
 
Provides Quality Control and Assistance for the data submission to the State and Auditor’s office.  
 

Exchanges information frequently with other County departments.  
 
Answers telephone, determines nature of call, answers questions or directs to appropriate individual or 
agency.  
 
Assists citizens at the counter by answering questions, making copies of documents or directing to 
appropriate individual or office. Educates and resolves taxation questions and concerns for taxpayers. 
 
Utilizes various methods to communicate with taxpayers including mail, email, text, zoom, teams, 
telephone and in person.  
 
Performs duties of other office staff as required. Assists other department personnel in entering 
residential and commercial data on computer,and making corrections to property sketches. 
 
Acts as hearing officer and performs site visits, in absence of the Assessor.  

Mentors new county officials/employees on proper appeals procedures.  

Communicates with attorneys, tax representatives, appraisers, rental companies, title 
companies, judges, state and county officials, while maintaining a level of professionalism. 
 
Utilizes the GIS, conducts Agricultural land analysis, including researching Soil ID Overlay 
reports.  Assists taxpayers in filing Classified Forrest and Personal Property Farm Forms.  
 
Performs related duties as assigned. 

I. JOB REQUIREMENTS AND DIFFICULTY OF WORK: 
 

High school diploma or GED. Associates degree and/or related previous experience preferred. 
 
Possession of and ability to maintain possession of Level 3 Assessor/Appraiser certification. 
Maintain current knowledge of real estate market by reading related publications. Participates in 
continued education required by State Law to maintain job certifications throughout the year.  
 
Working knowledge of state of Indiana property tax code, appeals process, and assessing principles 
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according to the IAAO (International Association of Assessing Officials) and techniques and ability to 
apply such knowledge to a variety of interrelated process and tasks. 
 
Working knowledge of GIS computer procedures and ability to apply such knowledge to a variety of 
interrelated processes, tasks, and operations. 
 
Working knowledge of County land areas and applicable state and local codes and terminology. 
 
Working knowledge of State and County Laws regarding real estate, deduction, and associated legal 
procedures concerning local property and personal taxation, with ability to apply procedures and 
requirements to specific tasks.  
 
Working knowledge of English grammar, spelling, and punctuation, and ability to use standard office 
equipment, including but not limited to computer, keyboard, copier, fax machine, telephone, and 
calculator, FTR recording software and Zoom. 
 
Comprehensive knowledge of software used in the Assessor, Auditor, Building, Planning, Recorder and 
Treasurer’s Offices.  
 
Ability to effectively communicate orally and in writing with co-workers, other County departments, 
attorneys, taxpayer representatives, and the public, including being sensitive to professional ethics, 
gender, cultural diversities, and disabilities. 
 
Ability to perform the statutory duties as prescribed for the County Assessor’s Office as 
authorized by the Assessor. 
 
Ability to provide public access to or maintain confidentiality of department information and 
records according to state requirements. 
 
Ability to comply with all employer and department policies and work rules, including, but not 
limited to, attendance, safety, drug-free workplace, and personal conduct. 
 
Ability to competently serve the public with diplomacy and respect, including occasional encounters 
with irate/hostile persons. 
 
Ability to work alone with minimum supervision and with others in a team environment, often with 
frequent distractions and interruptions, and under pressure from formal schedules, deadlines, and high-
volume operations.  
 
Ability to work on several tasks at the same time and work rapidly for long periods, often under time 
pressure, and sometimes at a moment’s notice with little time for completion. 
 
Ability to occasionally testify in legal proceedings/court as required. 
 
Ability to understand, memorize, retain, and carry out written or oral instructions and present 
findings in oral or written form. 
 
Ability to occasionally work extended hours and travel out of town for training/conferences, sometimes 
overnight. 



Admin Assistant to PTABOA/Level 3, Original 
Approved 11/30/2021 

Page 5 of 4 

 
Possession of a valid Indiana driver’s license and demonstrated safe driving record. 
 
II. RESPONSIBILITY: 
 

Incumbent performs duties according to a flexible, customary routine with priorities determined by 
seasonal deadlines and service needs of the public. Incumbent has full discretion and authority allowed 
under the County Assessor’s policies, procedures, and practices in making assessment valuation 
decisions. Errors in incumbent’s work are prevented through legally defined procedures and detected 
by supervisory review and/or notification from other departments and/or agencies. Undetected errors 
may result in loss of money and/or loss of time for correction. 
Incumbent has full discretion and authority allowed under the County Assessor’s policies, procedures, 
and practices in making assessment valuation decisions. Incumbent is authorized to make decisions 
during the informal and formal appeals processes, as well as field inspections, independently of the 
Assessor.  Responsible for directing workflow of the appeals process and supervising all real and 
personal property appeals, including tax exempt and homestead deduction.  Responsible for property 
valuation on residential, commercial, new construction, industrial, and agricultural.  Supervises and 
guides employees and taxpayers with real estate, business personal property, manufactured homes and 
sales disclosures. 
 
III. PERSONAL WORK RELATIONSHIPS: 
 

Incumbent maintains frequent contact with other co-workers, other County departments, attorneys, 
taxpayer representatives, and the public for a variety of purposes, including receiving daily 
assignments, explaining and interpreting departmental procedures, and assuring proper 
accomplishment of duties. 
 
Incumbent reports directly to Assessor. 
 
IV. PHYSICAL EFFORT AND WORKING ENVIRONMENT: 
 

Incumbent performs duties in a standard office environment, in a vehicle, and in the field, involving 
sitting/walking at will, sitting for long periods, lifting/carrying objects weighing up to 50 pounds, 
close/far vision, speaking clearly, hearing sounds/communication, and driving. 
Incumbent is exposed to normal hazards associated with driving a vehicle and working in the field, 
including exposure to inclement weather. Incumbent may be exposed to potentially irate/hostile 
individuals and unsafe environments (i.e. tornado, flooding, storms, fire, clandestine labs). 
 
Incumbent occasionally works extended hours and travels out of town for the purpose of 
training/conferences, occasionally overnight.
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APPLICANT/EMPLOYEE ACKNOWLEDGEMENT 

The job description for the position of Administrative Assistant to the PTABOA/Deputy-Level 3 for the 
Monroe County Assessor Department describes the duties and responsibilities for employment in this 
position. I acknowledge that I have received this job description and understand that it is not a contract 
of employment. I am responsible for reading this job description and complying with all job duties, 
requirements and responsibilities contained herein, and any subsequent revisions. 

Is there anything that would keep you from meeting the job duties and requirements as outlined? 
Yes  No  

________________________________________ ____________________ 
Applicant/Employee signature   Date 

________________________________________ 
Type or Print name 

<><><><><><><><><><><><> 

I have reviewed the job duties, requirements and responsibilities contained herein with the employee. 

________________________________________ ____________________ 
Department Head/Supervisor signature   Date 

________________________________________ 
Type or Print name 
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POSITION DESCRIPTION 
COUNTY OF MONROE, INDIANA 

 
POSITION:  Reassessment Property Specialist Supervisor/Deputy  

Property Director 
DEPARTMENT:   Assessor  
WORK SCHEDULE: 8:00 a.m. – 4:00 p.m., M-F As Assigned 
JOB CATEGORY:   COMOT (Computer, Office Machine Operation, Technician)  
    PAT D (Professional, Administrative, Technological) 
 
DATE WRITTEN: October 2018     STATUS: Full-time  
DATE REVISED: February 2021  September 2023  FLSA STATUS: Non-exempt  
 
To perform this position successfully, an individual must be able to perform each essential function of the position 
satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability 
required. Monroe County provides reasonable accommodations to qualified employees and applicants with known 
disabilities who require accommodation to complete the application process or perform essential functions of the job, 
unless those accommodations would present an undue hardship.  
 
Incumbent serves as Reassessment Property Specialist Supervisor/Deputy Property Director for the 
Monroe County Assessor's Office, responsible for assigning market value to all property types with 
uniformity and equity and supervising assigned staff.  overseeing property valuation on agricultural, 
residential, commercial, industrial, and new construction.  Advises on Business Personal Property, 
Mobile Homes, Appeals and Sales Disclosures. Supervises all divisions within the Assessor’s 
Office and advises Assessor in personnel decisions.  

 
DUTIES:  
 
Supervises assigned staff, including interviewing candidates and making hiring recommendations, 
providing orientation and training staff, planning, delegating, and controlling work assignments, 
reviewing and approving work products and assignments, evaluating performance, maintaining 
discipline, and communicating and administering personnel programs and procedures. Oversees all 
aspects of the Monroe County Assessor’s property division and supervises assigned personnel, including 
communicating and administering personnel policies and procedures, providing instruction/technical 
assistance in customer service, computer and software usage, maintaining discipline, assisting with 
bookkeeping, and assuring proper and timely completion of assigned tasks. 
 
Serves as Lead for Manages the updating and maintenance of all land and improvement records, various 
property transactions, and develops and implements procedural guidelines, including the internal control 
team, reviewing and recommending changes to department operations.   
 
 
Analyzes all data base programs, implementing changes to assessment methods and protocols as needed.  
Prepares and evaluates technical data ensuring department results.  
 
Facilitates in the updating and maintenance of all County plat books, GIS system attributes, geo- 
mapping of County plat information from survey documents, various property transactions, and 
develops and implements procedural guidelines. 
 
Collaborates with Nexus Group to organize, coordinating and tracking Cyclical Reassessment Cycles. 
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Serves as liaison with contractors, overseeing real property annual valuations and ensuring work 
accuracy and efficiency.  
Creates and directs county-wide ongoing reassessment for new construction and existing commercial, 
industrial, agricultural and residential property, including measuring and collecting data, inputting 
permits, administering quality control, and ensuring the value on  parcels are accurate. Serves as liaison 
in constant collaboration with Nexus Group.  
 
Oversees and maintains data entry of all residential field, new construction work, and commercial and 
industrial properties and manages all commercial appeals. Researches, analyzes, and interprets 
residential property data, using field data, building permits and blueprints to develop assessments for 
new construction. Uses CAD based assessment software to sketch building outlines and create property 
information and make necessary updates to property record cards. 
 
Processes building and occupancy permits from Monroe County and Ellettsville Building Department. 
Tracks new construction building and occupancy permits for taxation purposes and closely monitors 
inspector data for property completion. 
 
Collaborates with software vendors in developing customized software for use in department 
operations and educates and trains staff members on assessment and GIS software and procedures. 
 
Educates and aides taxpayers in understanding property assessments, including reviewing property 
card, answering questions, explaining information, resolving complaints and diffusing irate 
individuals to aide in their understanding. Communicates with taxpayers using various methods 
such as mail, email, chat, text, zoom, telephone, and in person. 
 
Provides Auditor all valuation changes, and explanations for parcels within Taxing Increment Finance 
(TIF) Districts. Maintain all new construction and valuation changes within TIF related parcels within 
assessment system. 
 
Reads and interprets resolutions from the governing bodies of Monroe County, The City of 
Bloomington and the Town of Ellettsville. Corresponds closely with the Economic Revitalization 
representatives of the governing bodies, tax representatives, taxpayers and attorneys, educating them 
on procedures, guidelines, required State forms, and State mandated deadlines, to properly track the 
abatement. Determines value of property prior to proposed construction or remodel of abated 
properties to set a base rate. Receives, analyses, and stores all documentation related to abatement.  
Assesses new construction of abated property, and calculates the difference to determine Abatable 
values which are then delivered to the Economic Revitalization Coordinator in the Auditor’s office. 
Verifies abatement percentage applied by the auditors office for accuracy. 
 
Adhering to state law incumbent performs informal hearings with taxpayers which includes verifying 
accuracy of data, conducting market analysis, reading and interpreting USPAP Compliant Appraisals 
with the goal of resolution.  
 
Prepares reports monthly and annually and performs check and balances prior to submitting reports to 
State as required. To maintain accurate records and discover potential improvements to procedures, 
quality control, time management,  
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Generates and transmits annual data files extractions to Department of Local Government Finance, 
Legislative Services Agency, and other County departments as required  on or before the deadline 
prescribed by the State of Indiana Assessment Calendar.  Corresponds with DLGF and researches, 
corrects, and resubmits data not deemed compliant by DLGF. 
 
Advises and provides quality control for Business tangible personal property and annually assessed 
mobile homes data that is submitted to the Auditor, Department of Local Government Finance, 
Legislative Services Agency, Assists appeals division in responding to inquiries, receiving updated 
data, and defusing frustration. 
 
 
Performs statistical analysis Analyzes and calculates Ratio Study on residential sales data, assisting in 
Ratio Study process, determining and applying neighborhood and market factors, and calculating 
accurate real estate market values in delineated market areas.  
 
Creates new neighborhood groupings, land values and related factors based on extensive market 
research on newly platted developments, or stratified existing subdivisions. 
 
Investigates market and sales data with buyers, sellers, real estate brokers, property developers, 
bankers, appraisers, other County Assessors and additional professionals knowledgeable in real 
estate practices and activities. 
 
Performs duties of Deputy-Real Estate Reassessment Property Specialist, reassessing non-movable 
property valuation on residential, commercial, industrial, and new construction.   
 
Conducts research of legal documents to ensure correct platting of property descriptions, and property 
in use. Including deeds, surveys, resolutions, court orders, declarations, plats, covenants and 
restrictions, mortgages, leases and contracts.  

 
 
Attends various meetings and continued education opportunities courses to maintain State required 
professional certifications.  
 
Follows State legislative & Administrative code changes, as well as active Indiana Senate and House 
Bills and current tax court cases affecting property assessments, deductions, and taxes.  
 
Represents the Assessor and in a customer service role by answering telephones/greeting 
customers in a welcoming and friendly manner, responding to inquiries, and directing callers/visitors to 
appropriate individual or department. 
 
Mentors other officials from other governmental departments within and outside of Monroe County 
Government.  
 
Performs related duties as assigned including overseeing, coordinating, and completing special projects.  
 
I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK:  
 
High school diploma or GED.  Associates degree and/or related previous experience preferred.  
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Possession of and ability to maintain possession of State of Indiana Level 1, 2 and Level 3 
Assessor/Appraiser certification. 
 
 
Working Extensive knowledge of Indiana State property tax code, assessing principles as determined by 
the International Association of Assessing Officials, and techniques and ability to apply such knowledge 
to a variety of interrelated processes and tasks.  
 
Ability to maintain current knowledge of applicable statutes and guidelines and adapt to changes in 
procedures accordingly. 
 
Working knowledge Practical application of English grammar, spelling, and punctuation, and ability to 
use standard office equipment, including but not limited to computer, keyboard, copier, fax machine, 
telephone, postage meter and calculator.  
 
Knowledge of departmental functions and office procedures and ability to properly maintain official 
department records and documents. 
 
Ability to perform the statutory duties as prescribed for the County Assessor’s Office as authorized by 
the Assessor and State of Indiana. 
 
Working knowledge of land surveying techniques and legal procedures concerning local property and 
personal taxation, with ability to apply procedures and requirements to specific tasks. 
 
Comprehensive application of software used in the Assessor’s, Auditor’s, Building, Planning, Recorder 
and Treasurer’s offices. 
 
Ability to supervise assigned staff, including interviewing candidates and making hiring 
recommendations, providing orientation and training staff, planning, delegating, and controlling work 
assignments, reviewing and approving work products and assignments, evaluating performance, 
maintaining discipline, and communicating and administering personnel programs and procedures.  
 
Ability to effectively communicate orally and in writing with co-workers, other Monroe County 
departments, state and local agencies, contractors, and the public, including being sensitive to 
professional ethics, gender, cultural diversities, and disabilities.  
 
Ability to apply knowledge of people and locations, plan/layout assigned work projects, and 
read/interpret detailed prints, sketches, specifications and maps. 
 
Ability to compute/calculate, compile, collate, and coordinate data and make determinations based on 
data analysis.  
 
Ability to provide public access to or maintain confidentiality of department information and records 
according to state requirements.  
 
Ability to comply with all employer and department policies and work rules, including, but not limited 
to, attendance, safety, drug-free workplace, and personal conduct.  
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Ability to competently serve the public with diplomacy and respect, including occasional encounters 
with irate/hostile persons.  
 
Ability to work alone with minimum supervision and with others in a team environment. often amidst 
frequent distractions and interruptions, and under pressure from formal schedules, deadlines, and high 
volume operations. 
 
Ability to work on several tasks at the same time and work rapidly for long periods, often under time 
pressure, and sometimes at a moments notice with little time for completion. 
 
Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in 
oral or written form.  
 
Ability to occasionally testify in legal proceedings/court as required. 
 
Ability to occasionally work extended hours and travel out of town for training/conferences, sometimes 
overnight.  
 
Possession of a valid Indiana driver’s license and demonstrated safe driving record.  
 
II.   RESPONSIBILITY:  
 
Incumbent performs an array of interrelated and standard tasks according to the prescribed policies, 
practices and procedures of the department. Works independently of Assessor with authorization to 
make binding decisions in regard to assessments. Supervises all divisions within the Assessor’s 
Office and aides in personnel duties, including disciplinary, correction and training, time 
management and office administration.  Work product is not subject to supervisory review and errors 
in work may result in significant delays within the department and have major effects on functions 
and operations.  Errors may also result in major inconvenience to other departments or agencies or 
members of the public.   
 
 
III.   PERSONAL WORK RELATIONSHIPS:  
 
Incumbent maintains frequent contact with co-workers, other County departments, state and local 
agencies, contractors and the public, for the purposes of exchanging information, rendering service, 
supervising staff, and solving problems.  
 
Incumbent maintains frequent contact with co-workers, other Monroe County departments, City of 
Bloomington Departments, Town of Ellettsville Departments, Department of Natural Resources 
(DNR), Indiana Department of Environmental Management (IDEM), and Department of Local 
Government Finance (DLGF), Indiana Legislative Services Agency (LSA), Economic Revitalization 
Committees, realtors, attorneys, tax representatives, appraisers, title companies, Nexus Group 
Contractors, software vendors, GIS vendors and the public for a variety of purposes, including 
explaining and interpreting departmental policy and ensuring proper accomplishment of duties. 
 
Incumbent reports directly to Chief Deputy Assessor and/or County Assessor 
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IV.   PHYSICAL EFFORT AND WORKING ENVIRONMENT:  
 
Incumbent performs duties in a standard office environment, in a vehicle, and in the field, including 
sitting and walking at will, sitting for long periods, lifting/carrying objects weighing up to 50 pounds, 
close/far vision, speaking clearly, hearing sounds/communication, and driving.   
Incumbent is exposed to normal hazards associated with driving a vehicle and working in the field, 
including exposure to inclement weather. Incumbent may be exposed to potentially irate/hostile 
individuals.  
 
Incumbent occasionally works extended hours and travels out of town for training/conferences, 
sometimes overnight.  
 
 
APPLICANT/EMPLOYEE ACKNOWLEDGEMENT  
 
The job description for the position of Reassessment Property Specialist Supervisor/Deputy for the 
Monroe County Assessor Department describes the duties and responsibilities for employment in this 
position. I acknowledge that I have received this job description, and understand that it is not a contract 
of employment. I am responsible for reading this job description and complying with all job duties, 
requirements and responsibilities contained herein, and any subsequent revisions.  
 
Is there anything that would keep you from meeting the job duties and requirements as outlined? 
Yes_____ No_____  
 
 
________________________________________  ____________________ 
Applicant/Employee signature     Date 
 
________________________________________ 
Type or Print name 
 
<><><><><><><><><><><><> 
 
I have reviewed the job duties, requirements and responsibilities contained herein with the employee. 
 
 
________________________________________  ____________________ 
Department Head/Supervisor signature    Date 
 
________________________________________ 
Type or Print name 
 
 
 



























118 S. Franklin St.  Muncie, Indiana        765-286-5195 www.wisconsultants.com 

Management Consulting Services Since 1979 

Waggoner ● Irwin ● Scheele 
 & Associates INC 

MEMORANDUM 

DATE: October 23, 2023  

TO: Kim Shell, County Council Administrator 

FROM: Lori Seelen Senior Consultant 

SUBJECT:  New Position Request – Health Department 

As requested, Waggoner, Irwin, Scheele, and Associates (WIS) reviewed the following new 
position request for the Health Department.  

Public Health Liaison 

This is a new position request.  According to information from the department “due to Opting-in 
to Health First Indiana and new core service requirements, this position will fulfill the need core 
services not being met.”  A job description has been created and the position will be responsible 
for providing education and outreach. The position reports directly to the Administrator.  

Job duties for the position include: Providing and promoting outreach on public health 
emergency and infectious disease education; tracking and analyzing public health information, 
public health threats, emergencies, and infectious disease reporting, monitoring active outbreak 
case numbers and submitting reports; Assisting clinics that serve the public and school 
populations; Assisting with public health emergency planning; Assisting community 
organizations and local schools with emergency response plans and ensuring compliance with 
infection control, communicable disease reporting, and all-hazard response to health to public 
health threat plans; Collaborating with Preparedness Coordinator, ensuring compliance with 
established mutual aid agreements with surrounding counties; Assisting and training public and 
private organizations in disaster response protocols; Assisting communities affected by natural 
disasters in finding relief funding, and assistance; Collaborating with community partners to 
ensure fatality prevention initiatives are implemented; Assisting Health Administration with 
developing equity-focused fatality prevention strategies addressing disparities in maternal and 
infant mortality; Assisting with overseeing and ensuring equitable access to vaccines and other 
medical countermeasures needed in an emergency; Serving as liaison between the Department 
and external agencies; and Assisting the Environmental Division with outreach and education on 
safe private well water quality and best practices.  
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Requirements for the position include:  Baccalaureate Degree in related fields of public health, 
public policy, health science, or nursing, or EMT or LPN certification; and Possession of or 
ability to obtain and maintain CPR and Basic Life Support (BLS) certifications.  

We have assessed this position respective of other positions in the PAT job category and factored 
the position using the Factor Evaluation System (FES) job classification point-factor guide charts 
for PAT positions.   

Recommendation:  We factored the position at 350 PAT factor points.  Therefore, if the 
position is approved, it is recommended the position be classified at PAT B Non-exempt. 
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POSITION DESCRIPTION 
COUNTY OF MONROE, INDIANA 

POSITION:  Public Health Liaison 
DEPARTMENT:  Health  
WORK SCHEDULE: 8:00 a.m. – 4:00 p.m., M-F 
JOB CATEGORY:  PAT B (Professional, Administrative, Technological)   

DATE WRITTEN: October 2023   STATUS: Full-time 
DATE REVISED: FLSA STATUS: Non-exempt 

To perform this position successfully, an individual must be able to perform each essential function of the position 
satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability 
required. Monroe County provides reasonable accommodations to qualified employees and applicants with known 
disabilities who require accommodation to complete the application proves or perform essential functions of the job, 
unless those accommodations would present an undue hardship. 

Incumbent serves as Public Health Liaison for the Monroe County Health Department responsible for 
providing education and outreach. 

DUTIES: 

Provides, and promotes, outreach on public health emergency and infectious disease education, 
including public education, school programs, health fairs, and media messaging, and submits reports. 

Tracks and analyzes public health information, public health threats, emergencies, and infectious disease 
reports, and monitors active outbreak case numbers, and submits reports.  

Assists clinics that serve the public and school populations. 

Assists with public health emergency planning, including assisting with development of emergency and 
safety preparedness plans, coordinating, and preparing emergency protocols, responding to public health 
emergencies, and ensuring compliance with regulations.  

Assists community organizations and local schools with emergency response plans and ensures 
compliance with infection control, communicable disease reporting, and all-hazard responses to health 
to public health threat plans.  

Collaborates with Preparedness Coordinator, ensuring compliance with established mutual aid 
agreements with surrounding counties and participating in state-wide public health training programs 
and exercises.  

May serve as media liaison. 

Assists and trains public and private organizations in disaster response protocols. Assists 
communities affected by natural disasters in finding relief, funding, and assistance.  

Collaborates with community partners to ensure fatality prevention initiatives are implemented in the 
local community.  Assists Health Administration with developing equity-focused fatality prevention 
strategies addressing disparities in maternal and infant mortality.  
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Collects and compiles data for all department's programs and provides detailed reports.  
 
Assists with overseeing and ensuring equitable access to vaccines and other medical countermeasures 
needed in an emergency.  
 
May serve as point of contact and liaison between Incident Command Participants.  
 
Serves as liaison between the Department and external agencies. 
 
Assists the Environmental Division with outreach and education on safe private well water quality and 
best practices.  
 
Performs related duties as assigned. 
 
I.  JOB REQUIREMENTS: 
 
Baccalaureate Degree in related fields of public health, public policy, health science, or nursing or EMT 
or LPN certifications.  
 
Ability to meet all hiring and retention requirements, including passage of a drug test and background 
check.  
 
Possession of or ability to obtain and maintain CPR and Basic Life Support (BLS) certifications.  
 
Working knowledge of and ability to make practical applications of health emergencies, and infectious 
diseases. 
 
Working knowledge of maternal and infant mortality disparities.  
 
Working knowledge of equity-focused facility prevention strategies.  
 
Working knowledge of basic computer skills including word processing, spreadsheet, email, and 
Department-specific software applications with ability to apply such knowledge to a variety of 
interrelated processes, tasks, and operations.  
 
Working knowledge of standard English grammar, spelling, and punctuation and ability to prepare 
correspondence and written reports as required. 
 
Ability to properly operate standard office equipment, including computer, telephone, calculator, and 
printer. 
Ability to and knowledge of data collection and clinical care.  
 
Ability to rationally and collected in emergency situations.  
 
Ability to provide public access to or maintain confidentiality of Department information and records 
according to state requirements including HIPAA regulations. 
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Ability to comply with all employer and Department policies and work rules, including, but not limited 
to, attendance, safety, drug-free workplace, and personal conduct. 

Ability to effectively communicate orally and in writing with co-workers, other County departments, 
various organizations, schools, and the public, including being sensitive to professional ethics, gender, 
cultural diversities, and disabilities. 

Ability to compile, collate, and classify data. 

Ability to work alone with minimum supervision and with others in a team environment, work on 
several tasks at the same time, and work rapidly for long periods, occasionally under time pressure. 

Ability to understand, memorize, retain, and carry out written and oral instructions. 

Ability to plan and present public speaking presentations. 

Ability to plan and layout assigned work projects and apply knowledge of people and locations. 

Ability to count, compute, and make arithmetic calculations.  

Ability to read and interpret professional journals, infectious disease references, and emergency 
preparedness manuals.  

Ability to testify in legal proceedings and court. 

Ability to occasionally work extended hours, evenings, and weekends, and travel out of town for 
training, sometimes overnight, and occasionally respond to emergencies on 24- hour basis and on call an 
on rotation basis.   

Possession of a valid driver's license with a demonstrated safe driving record.  

II. DIFFICULTY OF WORK:

Incumbent’s assignments are guided by definite objectives using a variety of methods or procedures. 
Plan and arrange own work and only refer to supervisor for unusual matters, such as policy 
interpretations.  
III. RESPONSIBILITY:

Incumbent is responsible for proper completion of assigned tasks where desired results are clearly 
indicated. On rare occasions, decisions are made in the absence of specific policies and procedures, 
and/or guidance from supervisor. Work is reviewed primarily for adherence to instructions and 
guidelines, compliance with Department policy and legal requirements, technical accuracy, and 
attainment of goals and objectives. 

IV. PERSONAL WORK RELATIONSHIPS:

Incumbent maintains frequent communication with co-workers, other County departments, various 
organizations, schools, and the public, for the purposes of exchanging information, instruct, and 
rendering services. 
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Incumbent reports directly to Administrator. 

V. PHYSICAL EFFORT AND WORK ENVIRONMENT:

Incumbent performs a variety of duties in a standard office environment including sitting/walking at 
will, sitting/standing/walking for long periods, lifting/carrying objects weighing over 50 pounds, 
bending/crouching/kneeling, reaching, pushing/pulling objects, walking on uneven terrain, may work in 
extreme temperatures, work near fumes, odors, dust, dirt, noisy environment, in confined areas, in high 
places, close/far vision color/depth perception, hearing sounds/communication, speaking clearly, 
keyboarding, driving, and handling/grasping/fingering objects. Incumbent may wear proactive clothing 
or equipment.  

Incumbent is occasionally required to work extended hours, evenings, and weekends, and travel out of 
town for training, sometimes overnight, and occasionally required to respond to emergencies on 24- 
hour basis and on call an on rotation basis.   

APPLICANT/EMPLOYEE ACKNOWLEDGMENT 

The job description for the position of Public Health Liaison for the Monroe County Health Department 
describes the duties and responsibilities for employment in this position.  I acknowledge that I have 
received this job description and understand that it is not a contract of employment.  I am responsible for 
reading this job description and complying with all job duties, requirements and responsibilities 
contained herein, and any subsequent revisions. 

Is there anything that would keep you from meeting the job duties and requirements as outlined? 
Yes_____   No_____ 

________________________________________ ____________________ 
Applicant/Employee signature  Date 

________________________________________ 
Type or Print name 

<><><><><><><><><><><><> 

I have reviewed the job duties, requirements and responsibilities contained herein with the employee. 

________________________________________ ____________________ 
Department Head/Supervisor signature   Date 

________________________________________ 
Type or Print name 



PERSONNEL ADMINISTRATION COMMITTEE

Agenda Request Form
Complete  ALL  applicable highlighted areas below.

DEPARTMENT: MEETING DATE REQUESTED (Tentative) :

Request Presenter(s): Phone:

Was the Council Liaison notified prior to submitting this Agenda Request:

FUND INFORMATION: (Mark with an "X" in all applicable boxes)

Fund Name:

Fund Number: Location Number: 

PURPOSE OF REQUEST: (Mark with an "X" in all applicable boxes)

Creation of New Position Title:

Amend Current Position Description Title:

Hours: Classification: Level:

Other (Specify)

Narrative: Give a DETAILED SUMMARY explanation for the request (purpose, action needed, etc.) .

Forward entire  Request Form with all supporting documents to: councilrequests@co.monroe.in.us

Contact the Council Administrator (Ext. 2516) with any questions regarding the Agenda Request Form.

This is a test

Health 11/7/2023

Lori Kelley

Health Fund

1159 0000

See below

The department is requesting a review and reclassification of five positions: Administrative
Assistant, Assistant Registrar, Financial Manager, Health Administrator, and Health Registrar. This
is due to a restructuring in the administrative and Vital Records departments to ensure proper cross
training.

EPART-TIMEPT

NO

✔
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POSITION DESCRIPTION 
COUNTY OF MONROE, INDIANA 

 
POSITION:         Administrative Assistant  
DEPARTMENT:        Health   
DIVISION:         Administration 
WORK SCHEDULE:     8:00 a.m. – 4:00 p.m., M-F 
JOB CATEGORY:       COMOT (Computer, Office Machine Operation, Technician)  
 
DATE WRITTEN: June 2013           STATUS: Full-Time  
DATE REVISED: February 2021, August 2021            FLSA STATUS: Non-exempt    
 
To perform this position successfully, an individual must be able to perform each essential function of the position 
satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability 
required. Monroe County provides reasonable accommodations to qualified employees and applicants with known 
disabilities who require accommodation to complete the application process or perform essential functions of the job, 
unless those accommodations would present an undue hardship.  
 
Incumbent serves as Administrative Assistant to the Monroe County Health Department and is 
responsible for providing management and clerical support services to Administrative staff and office 
personnel as directed by the Administrator for special projects.       
 
DUTIES:  
 
Performs various clerical duties as directed by the Health Administrator. Assists the Health 
Administrator with the summary of annual statics/annual reports training logs and associated 
documents. Submitting to Health Administrator for approval of completed document before 
submitting to printing agency for processing.   
 
Maintains schedules and arranges meetings for Health Administrator, Health Officer, and Board of 
Health as appropriate directed. Monitors and forwards Health Department emails to the 
appropriate party.  Assists the Health Administrator in daily operations, including monitoring of 
approaching board vacancies and alerts.  
 
Prepares legal advertisements notices and meeting notices for Health Board and other public meetings 
in accordance with State law and collaboration with County Legal. Prepares meeting agenda and 
packets at the direction of the Health Administrator, Health Officer, and/or Board of Health 
President for approval and provides agenda/packet to Board Members prior to scheduled 
meeting. Drafts Board of Health meeting minutes for approval and publishes as directed. 
 
Prepares correspondence, department meeting agendas and packets, and minutes and provides to 
Health Administrator for review prior to distribution to departmental staff.   
 
Assists with releases for distribution, ordinances, contracts, and resolutions for distribution to news 
media, State agencies, County departments, and for Commissioners’ public meetings.  
 
Manages the conference room schedule. Monitors use of Conference Room and instructs users 
regarding proper use, communicates with Technical Services regarding requirements for meetings 
in conference room, coordinating with Health Administrator in maintaining and managing 
detailed, long range schedule for use of conference room. 
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Collects service statics for work performed from each Health Department section to generate a 
monthly report. Forwards completed report to the Health Administrator for review.      
 
Supervises and directs interns, including providing training/instruction regarding tasks and 
standard office procedures, evaluating performance, and guiding the selection of future interns.  
 
Forwards complaints received either in Receives complaints in writing and/or by telephone to 
appropriate section.  , responding to questions, addressing problems, and directing inquiries to 
appropriate section.   
 
Assists with supervising interns, including providing training/instruction regarding tasks and 
standard office procedures, evaluating performance, and guiding the selection of future interns.  
 
Assists with receiving student internship/externship applications, forwarding for review to the 
appropriate parties. Assists with filing new internship/externship documentation and general 
onboarding procedures. Assists with preparing intern/extern work plans for department needs as 
directed by Health Administrator.   
 
Proofreads and makes suggest edits to work product of the Edits and proofreads written work of 
the administrative staff as requested.  
 
Assists Vital Records with receiving and opening , and recording incoming office mail, fax 
transmissions, email, and other correspondence to the Administrator. for the department. Provides 
customer service Serves as back up to Vital Records division as directed. 
 
Assists Health Administrator in preparation of budgets to the Health Board, the County Council, 
or other appropriate entities, including financial reports.  
 
Maintains, exercise care and custody of and updates official records, documents, and files relating to 
official actions and activities of the Health Department under the direction of the Health Administrator. 
Maintains departmental records in accordance with local, state and federal retention policies.  
 
Evaluates filing procedures and makes recommendations for changes to the procedure to the Health 
Administrator.  improvements as needed to meet changing circumstances.   
 
Serves as a backup, in absence of, Financial Manager with preparing grant invoices for 
reimbursement, ledger management, and preparing internal financial reports as directed by the 
Health Administrator.  
 
Coordinates and manages website and social media posts.  Maintains Health Department 
sponsored web pages and social media accounts, updating pages with upcoming meetings, 
providing weblinks for meetings, and ensuring information is accurate and accessible. 
 
Performs related duties as assigned.  
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I.   JOB REQUIREMENTS AND DIFFICULTY OF WORK:  
 
High school diploma or GED at minimum.  Previous related office and financial experience preferred.  
 
Ability to complete all departmental hiring requirements, including passage of a drug test.  
 
Thorough knowledge of standard office procedures and ability to apply such knowledge to a variety of 
interrelated tasks, processes, and operations.  
 
Knowledge of County government fiscal structures, legal organization, public processes, and the 10 
Essential Services of Understanding Public Health.  
 
Knowledge of the role of each branch of County government.  
 
Working knowledge of prescribed filing regulations, and ability to create and maintain accurate files 
and records.  
 
Working knowledge of basic computer applications and ability to use computer software programs used 
by the Commissioners’ Office, including Word, Excel, Outlook, and the Internet.    
 
Working knowledge of standard English grammar, punctuation, and spelling and ability to compose, 
edit, and prepare correspondence and prepare detailed written reports as required.  
 
Ability to effectively communicate in a courteous, tactful, and professional manner with co-workers, 
other County departments, local, state, and federal officials, and members of the general public, 
including being sensitive to professional ethics, gender, cultural diversities, and disabilities.  
 
Ability to operate standard office equipment, including computer, calculator, fax machine, postage 
meter, copier, and multi-line telephone.  
 
Ability to supervise and direct interns, including providing training/instruction regarding tasks 
and standard office procedures, evaluating performance, and guiding the selection of future 
interns.  
 
Ability to provide public access to or maintain confidentiality of department information and records 
according to state requirements.  
 
Ability to comply with all employer and department policies and work rules including, but not limited 
to, attendance, safety, drug-free workplace, and personal conduct.  
 
Ability to compare or observe similarities and differences between data, people, or things. 
 
Ability to compile, collate, analyze, and evaluate data.  
 
Ability to work alone with minimum supervision and with others in a team environment.  
 
Ability to work on several tasks at the same time and work rapidly for long periods, occasionally under 
deadlines.  
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Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in 
oral or written form.  
 
Ability to occasionally work extended hours and evenings and travel out of town for seminars and 
conferences, but not overnight.  
 
II.   RESPONSIBILITY:  
 
Incumbent performs duties according to a formal schedule with priorities primarily determined by 
supervisor, service needs of the public, and seasonal deadlines.  Incumbent exercises independent 
judgment in applying general policies and procedures in unique situations, often under conditions of 
uncertainty and conflict. Errors in work are primarily detected or prevented through supervisory review 
and/or procedural safeguards.  Undetected errors could result in work delays for other County 
departments or officials, public embarrassment, and/or waste of County funds/materials.  
 
III.   PERSONAL WORK RELATIONSHIPS:  
 
Incumbent maintains frequent contact with co-workers, other County departments, local, state, and 
federal officials, and members of the general public for the purpose of explanation, interpretation, 
technical assistance, and non-routine problem-solving requiring coordination of varied activities.  
 
Incumbent reports directly to the Health Administrator.   
 
IV.   PHYSICAL EFFORT AND WORK ENVIRONMENT:  
 
Incumbent performs duties in standard office, involving sitting for long periods, sitting/walking at will, 
lifting/carrying objects weighing under 25 pounds, keyboarding, hearing communication, and speaking 
clearly.   
 
Incumbent is occasionally required to work extended hours and evenings and travel out of town for 
seminars and conferences, but not overnight.  
 
APPLICANT/EMPLOYEE ACKNOWLEDGMENT  
 
The job description for the position of Administrative Assistant for the Monroe County Health 
Department describes the duties and responsibilities for employment in this position.  I acknowledge 
that I have received this job description, and understand that it is not a contract of employment.  I am 
responsible for reading this job description and complying with all job duties, requirements and 
responsibilities contained herein, and any subsequent revisions.  
 
Is there anything that would keep you from meeting the job duties and requirements as outlined? 
Yes_____ No_____  
 
 
________________________________________  ____________________ 
Applicant/Employee signature     Date 
 
________________________________________ 
Type or Print name 
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<><><><><><><><><><><><> 
 
I have reviewed the job duties, requirements and responsibilities contained herein with the employee. 
 
 
________________________________________  ____________________ 
Department Head/Supervisor signature    Date 
 
________________________________________ 
Type or Print name 
 
 
 
 



Assistant Registrar, Original 
Approved 11/30/2021 

Page 1 

POSITION DESCRIPTION 
COUNTY OF MONROE, INDIANA 

 
POSITION:   Assistant Registrar 
DEPARTMENT:  Health      
DIVISION:   Vital Records 
WORK SCHEDULE: As Assigned 
JOB CATEGORY: COMOT (Computer, Office Machine Operation, Technician) 
     
DATE WRITTEN: July 2013     STATUS: Full-Time 
DATE REVISED: February 2021     FLSA STATUS: Non-exempt 
 
To perform this position successfully, an individual must be able to perform each essential function of the position 
satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability 
required. Monroe County provides reasonable accommodations to qualified employees and applicants with known 
disabilities who require accommodation to complete the application proves or perform essential functions of the job, 
unless those accommodations would present an undue hardship. 
 
Incumbent serves as Assistant Registrar for the Monroe County Health Department, responsible for 
assisting the Registrar with collecting, filing, preserving, and certifying of vital records for Monroe 
County. 
 
DUTIES: 
 
Issues certified birth and death certificates as requested, including assisting individuals with completing 
applications, printing certificates, making and certifying copies, and collecting and receipting payments 
as directed. Receives and fulfills public records requests for birth and death certificates. 
 
Assists funeral homes and/or families with processing death records as needed, including verifying 
accuracy of forms, filing, and preparing records for filing with Indiana Department of Health (IDOH). 
Affirms, registers, logs, and files daily death records. Supplies, logs, and tracks Burial Transit 
Permits and maintains records. Completes and submits monthly county death, substance abuse, 
and suicide reports. Copies and submits monthly coroner cases, minor deaths, and fetal death 
reports. Cross-references and logs out of county death reports. Marks birth records as deceased 
when appropriate. Prepares and submits death statistics for annual report. Prepares indexing 
accordingly.  
 
Assists with processing new birth records with Indiana Department of Health (IDOH), including 
receiving birth notifications from the hospital, reviewing physician verifications, mailing, and 
processing birth record verifications to/from parents. Registers home births, including assisting parents 
with completing the home birth forms. Prepares amendments to birth records and responds to court 
orders for record changes as needed. Updates birth record index accordingly. 
 
Works with personnel from Social Security, U.S. Military, FBI, and a variety of other country and 
local government departments, social agencies, and professionals to request and/or provide 
birth/death verifications and related information. 
 
Prepares and files paternity affidavits. Answers inquiries regarding birth records registration. Composes 
and enters data amendments to birth records and responds to court orders for birth record changes as 
needed, forwarding appropriate forms to IDOH as required. 
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Receives applications for food licenses, real estate, septic system, pool, trash hauler, campgrounds, and 
other permits. Collects and receipts fees for all permits and birth/death certificates and files documents 
accordingly. Totals and balances daily receipts and prepares bank deposits as directed in 
Registrar’s absence.  
 
Sorts and distributes daily mail. Answers telephone and receives office visitors, taking messages, 
directing callers to appropriate persons or department, and responding to inquires as appropriate, 
including explaining procedures, interpreting ordinances and regulations, providing international travel 
information, and tracing genealogical records. Notarizes documents as requested. 
 
Composes and types a variety of letters, memos, reports, and other correspondence as directed by 
Supervisor and other department personnel. Assists with proper retrieval and filing of department 
records and maintains filing systems accordingly. 
 
Works with personnel from Social Security, U.S. Military, FBI, and a variety of other country and 
local government departments, social agencies, and professionals to request and/or provide 
birth/death verifications and related information.  
 
Ensures proper inventory of department forms and supplies and completes and forwards 
purchase 
orders/claims to Auditor as directed. 
 
Assists Registrar with monitoring and replenishing departmental forms and supplies.  
 
Assists Financial Manager Assumes responsibilities of the Registrar as backup to the Financial 
Manager in the absence of the Registrar, including but not limited to preparing and submitting 
accounts payable claims and/or bi-weekly departmental payroll to the Health Administrator and 
Health Officer for review, then documentation to Auditor’s Office for processing.  Maintains 
department payroll records and ledgers.  Ensures appropriate funding sources for payroll, 
reconciles department ledger totals and submits to Health Administrator for review and approval.  
in preparing vendor claims and payroll claims, including completing the appropriate claim forms, 
calculating hours, calculating longevity, issuing purchase orders, typing, sorting, filing copies, and 
forwarding claims/invoices to Auditor as directed. Maintains documentation of department 
budget transactions as directed by the Administrator. 
 
Serves as backup to Administrative Assistant with issuing public meeting notices, preparing board 
of health meeting agenda and packet, and issuing public health department notices, as directed by 
Health Administrator.  
 
Attends education workshops and training seminars as required. Periodically assists with training of 
department personnel.  
 
Oversees start-of-day opening and end-of-day closure, ensuring balances for all receipts with applications 
are accurate and locking up certified paper cash/checks and record vault in absence of Registrar. 
 
Assists in completing accreditation processes and quality improvement projects as assigned. 
 
Performs related duties as assigned.    
 



Assistant Registrar, Original 
Approved 11/30/2021 

Page 3 

I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK: 
 
High school diploma or GED. Associate Degree with previous related experience preferred. 
 
Possession of and ability to retain possession of Indiana Notary Public License. 
 
Possession of and ability to obtain and retain Indiana Vital Records Association (IVRA) certifications 
for issuing birth/death records, records retention, and preservation.  
 
Working knowledge of and ability to make practical application of state and local rules and regulations 
and procedures regarding vital records, including receiving, processing, filing, certifying, releasing, and 
reporting information. 
 
Working knowledge of basic bookkeeping, with ability to properly collect and receipt payments, total 
and balance daily receipts, and prepare bank deposits and reports as directed. 
 
Working knowledge of standard English grammar, spelling, and punctuation with ability to type with 
speed and accuracy and use standard office equipment, including department computer software, 
computer, calculator, printer, postage meter, vehicle, keyboard, telephone, copier, laminator, paper 
cutter, and fax machine. 
 
Ability to effectively communicate orally and in writing with co-workers, other county departments, 
funeral directors, various state and federal agencies, IDOH, and the public, including being sensitive to 
professional ethics, gender, cultural diversities, and disabilities. 
 
Ability to provide public access to or maintain confidentiality of department information and records 
according to state and federal requirements. 
 
Ability to comply with all employer and department policies and work rules, including, but not limited 
to, attendance, safety, drug free workplace, and personal conduct. 
 
Ability to competently serve the public with diplomacy and respect, including occasional encounters 
with irate/hostile persons.  
 
Ability to work alone with minimum supervision and with others in a team environment.  
 
Ability to work on several tasks at the same time and work rapidly for long periods, occasionally under 
time pressure.  
 
Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in 
written form. 
 
Ability to occasionally work extended hours and travel out of town for training and conferences, 
sometimes overnight. 
 
Ability to respond swiftly and rationally to emergencies on a 24-hour basis.  
 
Possession of a valid Indiana driver’s license and demonstrated safe driving record.  
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II.   RESPONSIBILITY: 
 
Incumbent performs a variety of bookkeeping, reception, and clerical duties according to a flexibly, 
customary routine with priorities determined by supervisor and service needs of the public. Errors are 
prevented through legally defined procedures and are detected by standard bookkeeping checks and/or 
notification from other departments, agencies, or the public. Undetected errors may result in loss of time 
to correct error, work delays in other departments/agencies, and/or inconvenience to other agencies or 
the public. 
 
III.   PERSONAL WORK RELATIONSHIPS: 
 
Incumbent maintains frequent contact with co-workers, other county departments, funeral directors, 
various state and federal agencies, IDOH, and the public for the purposes of exchanging information and 
explaining policies and procedures. 
 
Incumbent reports directly to Registrar. 
 
IV.   PHYSICAL EFFORT AND WORK ENVIRONMENT: 
 
Incumbent performs duties in standard office environment, including sitting/walking at will, 
lifting/carrying objects weighing under 25 pounds, bending, reaching, keyboarding, close/far vision, 
crouching/kneeling, speaking clearly, hearing sounds/communication, and handling grasping objects.   
 
Incumbent occasionally works extended hours, travels out of town for training and conferences, 
sometimes overnight, and responds to emergencies on a 24-hour basis. 
 
APPLICANT/EMPLOYEE ACKNOWLEDGMENT 
 
The job description for the position of Assistant Registrar for the Monroe County Health Department 
describes the duties and responsibilities for employment in this position.  I acknowledge that I have 
received this job description, and understand that it is not a contract of employment.  I am responsible 
for reading this job description and complying with all job duties, requirements and responsibilities 
contained herein, and any subsequent revisions. 
 
Is there anything that would keep you from meeting the job duties and requirements as outlined? 
Yes ______ No _______ 
 
 
________________________________________  ____________________ 
Applicant/Employee signature     Date 
 
________________________________________ 
Type or Print name 
 
<><><><><><><><><><><><> 
 
I have reviewed the job duties, requirements and responsibilities contained herein with the employee. 
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________________________________________  ____________________ 
Department Head/Supervisor signature    Date 
 
________________________________________ 
Type or Print name 
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POSITION DESCRIPTION 
COUNTY OF MONROE, INDIANA 

 
POSITION:   Financial Manager 
DEPARTMENT:  Health 
DIVISION:   Administration  
WORK SCHEDULE: As Assigned 
JOB CATEGORY:  PAT (Professional, Administrative, Technological) 
 
DATE WRITTEN:  February 2021    STATUS:  Full-time 
DATE REVISED:         FLSA STATUS:  Non-exempt   
 
To perform this position successfully, an individual must be able to perform each essential function of the position 
satisfactorily.  The requirements listed in this document are representative of the knowledge, skills, and/or ability 
required.  Monroe County provides reasonable accommodations to qualified employees and applicants with known 
disabilities who require accommodation to complete the application proves or perform essential functions of the job, 
unless the accommodation would present an undue hardship. 
 
Incumbent serves as Financial Manager for the Monroe County Health Department, responsible for 
performing financial duties of department, and assisting with reviewing completed employee on-
boarding new hire documentation, and supervising assigned staff and interns.    
 
DUTIES: 
 
Establishes accounting structures to gather new data and meet changing conditions. Prepares, analyzes 
and reports all Health Department budgets, including monitoring and recording expenditures, analyzing 
trends and identifying system dysfunctions, and recommending procedural efficiency as appropriate.  
 
Creates projected annual budgets, including budget for annual budget hearings, reviewing with 
Supervisor and making adjustments.  
 
Attends County Council meetings, budget work sessions and budget hearings as needed directed by 
the Health Administrator, providing information and necessary documentation. 
 
Prepares all requests for County Council and Commissioners meetings, provides supporting 
documentation, and attending meetings to answer questions regarding requests as required 
forwards to the Health Administrator for approval. 
 
Prepares and submits purchase orders/accounts payable claims to the Health Administrator and 
Health Officer for review, then provides documentation to Auditor’s Office for processing.  as 
required. Tracks accounts payable checks accordingly. 
 
Prepares Worker’s Compensation Claims and FMLA Claims for the Health Department 
employees. Submits completed forms to the Health Administrator for approval.   
 
Obtains price quotes and prepares/submits purchase requests to appropriate agency, department, or 
Board as necessary as directed. Creates, maintains and updates vendor files, including account lines 
and annual appropriations for all funds, including grant funds.  Communicating with vendors 
regarding purchases, deliveries, and payments.  
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Balances and reconciles all accounts, including grant funds, with Auditor’s records.  and 
Recommends line-item transfers as needed to the Health Administrator to maintain positive account 
balances. Maintains accounts payable database system, tracking vendor accounts and creating new 
accounts as needed and updating with new line numbers and annual appropriations for both 
county funds and grant funds. 
 
Creates, maintains, and monitors department ledgers and cash balances, providing fiscal projections and 
recommendations to Section Leads the Health Administrator for fee increases and/or expenditure 
constraints and determining appropriate and effective allocation of funds, assuring integrity within 
individual funds. 
 
Prepares and presents oral or written management and budgetary reports, such as transfers, additional 
appropriations, and changes in salary ordinance to the Health Administrator as directed. and other 
parties as requested.  
 
Researches new grant opportunities. Assists in creating and writing departmental grants as 
directed.  Oversees the compliance of all departmental grants.  
 
Monitors grant budgets including monitoring grant expenditures against budgets, preparing/processing 
grant claims for reimbursement and submitting upon Supervisor’s for Health Administrator’s 
approval.  Assists in administering grants and funding contracts according to funding source 
requirements,  Creates/maintains creating/maintaining databases and departmental grant 
spreadsheets, and compiles all necessary grant data. preparing.  
 
Completes periodic financial reporting to fulfill requirements of grant and submits  financial 
reports to Health Administrator and granting agency as directed.  and Assists Auditor as needed 
with departmental grants. 
 
Prepares bi-weekly departmental payroll and provides to Health Administrator for review.  and 
Maintains department payroll records and ledgers. and prepares payroll, including recording and/or 
calculating hours and days worked, pay, leave, compensatory time, and related information, 
Ensures appropriate funding sources for payroll, reconciles department ledger totals to Auditor’s 
reports and submits to Health Administrator for review and approval.  
 
Maintains payroll records of work-study employees, submitting as required. 
 
Conducts random financial reviews of deposits and bank statements as directed by the Health 
Administrator to ensure accuracy. Prepares and submits monthly Report of Collections to the Health 
Administrator as directed. Collaborates with the Registrar, as needed, to correct any 
discrepancies in the monthly Report of Collections. required.   
 
Prepares and submits financial reports and financial statements, including documentation and 
preparation for Annual Report and State Board of Accounts Audit as required, ensuring compliance with 
Federal, State and Local legal and regulatory requirements. 
 
Conducts fiscal and management research and compiles data for comparative analysis, including 
departmental cost analysis. Completes a variety of periodic reports as required or requested by County 
officials and funding/licensing agencies, including conducting assessments and compiling statistics, 
financial information, and narratives. Periodically creates forecasts and budget summary reports for 
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Supervisor the Health Administrator and/or Auditor’s Office as needed. 
 
Prepares and submits any necessary travel requests to Supervisor. 
 
Advertises open positions to various media sources, collecting applicant resumes/applications, 
preparing for the interviewing of applicants, ensuring required reference checks, educational 
documentation, background screenings, pre-employment physicals, pre-employment drug 
screenings, and other required pre-employment activities are completed prior to offering formal 
offer of employment. Communicates results of screening to Supervisor. 
 
Directs assigned personnel and interns, including interviewing and making hiring 
recommendations, administering Phase One of new employee orientation, preparing timesheets, 
reviewing position responsibilities and salaries, administering personnel programs and 
procedures, updating staff of organizational developments, orienting new interns, assigning duties 
to interns, evaluating intern performance, and providing training. 
 
In collaboration with Health Administrator, assures department compliance with all accrediting 
and licensing requirements in relation to personnel charts and training needs of Health 
Department staff. 
 
Maintains and updates personnel files, electronic Employee Service Records, and employee records, 
such as tax withholding information, W-9, I-9, status change forms, new hire/termination 
paperwork, time slips, requests for days off, evaluations, employment verifications, and other 
related information, tracking and reporting longevity payments and salary step increases, submits 
to Health Administrator for approval and upon approval submits to the Payroll Administrator. , 
and submitting to Auditor’s Office as required or requested. 
 
Assist the Registrar with the maintenance of, and audits quarterly the inventory of the Health 
Departments capital assets including assets obtained thourgh grant funds.   Manages and 
maintains Health Department equipment asset inventory and related files, such as vendors, repair 
services, and maintenance contracts, assuring equipment repairs are complete.   
 
Collects, prepares and submits medical billing for the department per reimbursement guidelines 
including but not limited to such as administration fee for immunizations, lead risk assessments,  and 
lead case management, and/or reproductive health care services.  
 
Reviews Health Department policies and procedures regarding financial management and 
recommends changes/updates to the Supervisor.  
 
Serves on Department and/or County committees and attends a variety of meetings, seminars, and 
professional development workshops, as required including serving as member of Accreditation 
team, monthly section lead and staff meetings. 
 
Performs related duties as assigned. 
 
 
I.   JOB REQUIREMENTS: 
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Baccalaureate Degree in accounting, office/business administration, management, or related field or 
equivalent combination of education and experience.  
 
Practical knowledge of grant funding and management and/or ability to obtain Grant 
Management training and/or certification.  
 
Thorough knowledge of standard bookkeeping principles and fund accounting, with ability to accurately 
maintain and reconcile ledgers and other records, and complete related financial reports and payroll 
records as required.  
 
Thorough knowledge of standard office practices and procedures and ability to apply such knowledge to 
a variety of interrelated processes, tasks and operations.  
 
Knowledge of and ability to operate a variety of computer software and equipment used by the 
department, including printer, telephone, calculator/adding machine, fax machine, copier, and postage 
meter, accounting, database and spreadsheets, and the ability to design and maintain data for reporting to 
several State and Federal agencies in order to be in compliance with their regulations. 
 
Ability to supervise and direct assigned staff and interns, including interviewing and making 
hiring recommendations, making work assignments, providing training and corrective 
instruction, evaluating performance, and maintaining knowledge of duties performed by 
supervisory personnel.  
 
Working knowledge of Standard English grammar, spelling and punctuation, ability to prepare 
correspondence, documents and written reports as required, and ability to maintain complete, accurate 
accounting records and prepare detailed written reports and financial statements as required. 
 
Ability to effectively communicate orally and in writing with co-workers, other County personnel, other 
government departments/agencies, vendors, and the public, including being sensitive to professional 
ethics, gender, cultural diversities and disabilities.  
 
Ability to understand, memorize, retain, and carry out written or oral instructions. Ability to compile, 
analyze and evaluate data, make determinations, and present findings in oral or written form. 
 
Ability to compute/perform arithmetic operations, such as developing budgets, calculating payroll, and 
monitoring all revenue and expenditures. 
 
Ability to provide public access to or maintain confidentiality of department information and records 
according to state requirements. 
 
Ability to comply with all employer and department policies and work rules, including, but not limited 
to, attendance, safety, drug-free workplace, and personal conduct.  
 
Ability to work alone with minimum supervision and with others in a team environment. 
 
Ability to work on several tasks at the same time, work rapidly for long periods, work under pressure of 
formal deadlines, work through interruptions, detect errors, and adapt to changing priorities. 
 
Ability to occasionally work extended evening and/or weekend hours, and occasionally travel out of 
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town for meetings/conferences sometimes overnight. 
 
 
II.   DIFFICULTY OF WORK: 
 
Incumbent performs a variety of regular and routine duties with priorities determined by a flexible, 
customary routine and Supervisor.  Assignments are guided by broad policies and/or general objectives. 
Errors in work are primarily detected or prevented through Supervisor review and notification from 
other agencies, and standard bookkeeping checks. Undetected errors could result in loss of time for 
correction, inconvenience to other agencies, or loss of money. Work is reviewed during critical phases 
and upon completion for accuracy and compliance with funding source regulations. 
 
 
III.   RESPONSIBILITY: 
 
Incumbent is responsible for proper completion of assigned tasks where desired results are clearly 
indicated.  Incumbent exercises independent judgment in a variety of situations and circumstances, using 
departmental policies for guidance.  Unusual problems or situations are discussed with supervisor, and 
work product is periodically reviewed for soundness of judgment and conclusions and overall adherence 
with departmental policies. 
 
 
IV.   PERSONAL WORK RELATIONSHIPS: 
 
Incumbent maintains frequent communication with co-workers, other County personnel, other 
government departments/agencies, vendors, and the public for purposes of supervising and coordinating 
work, resolving problems and requesting and/or providing information. 
 
Incumbent reports directly to the Health Administrator. 
 
V.  PHYSICAL EFFORT AND WORK ENVIRONMENT: 
 
Incumbent performs duties in standard office environment, involving sitting/walking at will, 
sitting/standing/walking for long periods, lifting/carrying objects weighing up to 25 pounds, 
bending/crouching/kneeling, pushing/pulling objects, keyboarding, close/far vision, depth/color 
perception, speaking clearly, hearing sounds/communication, reaching, and handling/grasping/fingering 
objects. Incumbent occasionally works extended evening and/or weekend hours, and occasionally 
travels out of town for meetings/conferences, sometimes overnight. 
 
APPLICANT/EMPLOYEE ACKNOWLEDGMENT 
 
The job description for the position of Financial Manager for the Monroe County Health Department 
describes the duties and responsibilities for employment in this position. I acknowledge that I have 
received this job description, and understand that it is not a contract of employment. I am responsible for 
reading this job description and complying with all job duties, requirements and responsibilities 
contained herein, and any subsequent revisions. 
 
Is there anything that would keep you from meeting the job duties and requirements as outlined? 
Yes_____   No_____ 
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________________________________________  ____________________ 
Applicant/Employee signature  Date 

________________________________________ 
Type or Print name 

<><><><><><><><><><><><> 

I have reviewed the job duties, requirements and responsibilities contained herein with the employee. 

________________________________________  ____________________ 
Department Head/Supervisor signature  Date 

________________________________________ 
Type or Print name 
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POSITION DESCRIPTION 
COUNTY OF MONROE, INDIANA 

 
POSITION:   Health Administrator           
DEPARTMENT:  Health 
DIVISION:   Administration  
WORK SCHEDULE: As Assigned 
JOB CATEGORY:  EXE (Executive)   
      
DATE WRITTEN: January 2007      STATUS: Full-time 
DATE REVISED: February 2021      FLSA STATUS: Exempt 
 
To perform this position successfully, an individual must be able to perform each essential function of the position 
satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability 
required. Monroe County provides reasonable accommodations to qualified employees and applicants with known 
disabilities who require accommodation to complete the application process or perform essential functions of the job, 
unless those accommodations would present an undue hardship.  
 
Incumbent serves as Health Administrator for the Monroe County Health Department, responsible for 
supervising Health Department personnel, maintaining and directing daily operations, and 
recommending and administering policies/programs on approval of Health Officer and Board. 
 
DUTIES: 
 
Administers department activities to effectively and efficiently provide Monroe County citizens with 
public health services in accordance with professionally recognized standards/practices. 
 
Develops and implements programs and plans consistent with the Health Department strategic 
goals and objectives as approved by the Board of Health.  Ensures strategic goals align with the 
accreditation process. Collaborates with local, state, and federal services to maximize 
programs/services including identifying programs that can be funded and sustained over time.  
 
Performs and facilitates all employee human relations functions including overseeing the hiring 
process including but not limited to, advertising vacancies, conducting pre-employment 
screenings, and making hiring recommendations.   
 
Supervises Directs and oversees the daily operations of department personnel, including 
interns/externs as necessary, interviewing candidates and making hiring recommendations to 
Health Officer, providing and tracking initial orientation/training, ensuring new hire documents 
are completed, tracking and delegating work assignment and reassigning staff as necessary to 
continue the essential functions of the department. Approves vacations, absences, and travel 
requests for department personnel.  providing training, making work assignments, monitoring and 
reviewing daily work, evaluating performance, and providing corrective instruction.  
 
Develops and implements Immersive Public Health Externship programming within the Health 
Department, utilizing Indiana Department of Health and Indiana University School of Medicine 
guidelines. Generates reports and documentation for this program as directed. 
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Conducts work performance evaluations including the formation of individual development plans 
and provides corrective instruction in consideration and compliance with department’s strategic 
plan.  
 
Reviews departmental job descriptions and responsibilities, departmental organizational charts 
and makes recommendations to Health Officer and Board of Health for changes to ensure the 
efficiency of operations.  Submits approved changes to respective County governmental 
body/committee for final consideration.  
 
Conducts regular meetings with staff to review department operations and share professional 
information as appropriate. 
 
Represents department to the public, including responding to complaints and inquiries, attending 
meetings and conferences with Indiana Department of Health (IDOH) other government/County 
agencies, and coordinating and/or resolving problems with services, responding to assistance needs, and 
providing information upon request.  
 
Releases to the public information statements regarding major health threats upon Health Officer 
approval. Works with external stakeholders on public health matters.  
 
Stays up-to-date of relevant health issues in the state and county, reporting findings, offering 
recommendations, and disseminating via various avenues.  
 
Coordinates with County Legal to monitor changes in laws, legal requirements, and services in other 
department/agencies affecting Health Department operations.  
 
Works with the Health Officer and Board of Health to effectively assess operations and develop, 
revise, and implement new policies, procedures, and/or ordinances accordingly. 
 
Collaborates with the Financial Manager in Assists Health Officer in preparing annual county 
departmental budgets and grant budgets and presents to the Health Officer and Board of Health 
Board and County officials for approval.  Presents approved budget requests to the County 
Council for final review and approval and responds to inquiries as needed.  
 
Prepares State budgets and any required documentation for review and approval of the Health 
Officer and Board of Health.  Submits budgets and documentation to State agencies.   
 
Oversees approved budget for accuracy and compliance Administers budget upon approval, 
including reviewing and approving all department accounts payable claims, Worker’s Compensation 
Claims, FMLA Claims, line-item transfers, payroll, longevity payments, step-increases, and grant 
reimbursement invoices, expenditures. 
 
Directs preparation of budgetary and fiscal reports/requests including additional appropriations 
and changes in salary ordinance. Present recommendations based on reports/requests to Board of 
Health and directs Financial Manager to submit approved changes for County Council 
consideration and approval.    
 
Directs or coordinates with the Financial Manager and/or Registrar to obtain price quotes and 
vendor documentation.  Approves all departmental purchase requests.   
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Creates schedule for financial reviews of deposits and bank statements and ensures 
implementation of schedule by Financial Manager.  
 
Establishes and maintains Vendor relationships with regards to setting up business accounts for 
departmental use. 
 
Directs personnel to ensure proper maintenance and filing of all Department records, including but not 
limited to reviewing Environmental inspection/investigation complaints, files, developing resource 
files, and supervising oversees Registrar’s vital records are filed timely.  files.  
 
 
Maintains and updates Department’s personnel files, as needed. 
 
Collaborates with staff on preparing Prepares a variety of monthly, quarterly, and annual reports 
including grant funds, as required by State Board of Health, County Health Board, and other 
government and regulating agencies. 
 
Ensures department compliance with all requirements and obligations of County PCB Consent Decree, 
including conducting and analyzing field tests, investigating, recommending, and implementing 
effective solutions to PCB contamination, maintaining PCB resource information files, communication 
and negotiating with Environmental Protection Agency (EPA) officials, and compiling and submitting 
all reports and documents as required. 
 
Reviews fiscal projections and recommendation of Financial Manager regarding Investigates 
funding/program opportunities, including user fees, service charges, corporate sponsorships, and grants. 
Develops report with proposed changes to present to the Health Officer and/or Board of Health 
for approval.  Implement approved changes as directed. 
 
Creates and writes Prepares and writes grant applications based on identified needs to obtain new 
program funding as appropriate for department goals and responsibilities.  Oversees the departments 
compliance of guidelines and requirements for grant funding including but not limited to 
reviewing and approving .  Administers grant and program funds, including ensuring compliance 
with guidelines and requirements of grants/funding agencies, compiling and filing required reports 
and reapplications.  Maintains , and maintaining communications with funding agencies as needed. 
 
Attends professional education workshops and training seminars as required. 
 
Provides leadership support for quality improvement, performance management, and workforce 
develop, and all related accreditation activities that promote best practices in public health practices. 
Ensures department compliance with all accrediting processes and licensing requirements.  
 
Serves as a public health emergency responder, responding to and assisting in resolving public health 
emergencies, including serving on a 24-hour call for emergencies. 
 
Performs related duties as assigned. 
 
I.   JOB REQUIREMENTS: 
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Master’s Degree and/or equivalent experience in public health, public administration, or related field. 
Possession of or ability to obtain certification as a registered Environmental Health Specialist in the 
State of Indiana. 
 
Possession of National Incident Management System (NIMS) certification. 
 
Thorough knowledge of standard principles and practices of public health/environmental sanitation, with 
ability to effectively administer Department operations and develop/implement Department policies and 
procedures accordingly. 
 
Thorough knowledge of federal, state, and local laws and regulations governing Health Department 
operations, with ability to effectively monitor operations, maintain records and files, and draft 
ordinances and department policies to assure compliance with all legal requirements. 
 
Working knowledge of County and department budget processes and ability to properly prepare and 
administer department budget, including ability to effectively obtain and retain special program funding, 
write grants, compile required reports, and ensure compliance with grant/funding requirements. 
 
Working knowledge of Standard English grammar, spelling, and punctuation and ability to use standard 
office equipment, including computer, keyboard, and telephone, copier, and fax machine. 
Ability to effectively communicate orally and in writing with co-workers, other County departments, 
Indiana Department of Health (IDOH), and the public, including being sensitive to professional ethics, 
gender, cultural diversities, and disabilities. 
 
Ability to supervise department personnel, including interviewing candidates and making hiring 
recommendations to Health Officer, providing training, making work assignments, monitoring and 
reviewing daily work, evaluating performance, and providing corrective instruction. Conducts regular 
meetings with staff to review department operations and share professional information as appropriate. 
 
Ability to provide public access to or maintain confidentiality of department information and records 
according to state requirements. 
 
Ability to comply with all employer and department policies and work rules, including, but not limited 
to, attendance, safety, drug free workplace, and personal conduct. 
 
Ability to competently serve the public with diplomacy and respect, including occasional encounters 
with irate/hostile persons. 
 
Ability to work alone with minimum supervision and with others in a team environment. 
 
Ability to work on several tasks at the same time and work rapidly for long periods, occasionally under 
time pressure. 
 
Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in 
written form. 
 
Ability to respond to swiftly and rationally to emergencies on 24-hour basis. 
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Ability to occasionally work evenings and extended hours and travel out of town for training, sometimes 
overnight. 
 
Possession of a valid Indiana driver’s license and demonstrated safe driving record. 
 
II.   DIFFICULTY OF WORK:  
 
Incumbent administers Health Department operations in accordance with generally applicable 
procedures and legal guidelines and requirements, exercising judgment to effectively supervise 
personnel, assess and improve department operations, respond to complaints, and ensure compliance 
with legal requirements. Incumbent’s work includes both administrative and investigation/enforcement 
duties, involving a wide variety of different, individual situations and requiring careful consideration of 
complex circumstances and variables. 
 
III.   RESPONSIBILITY: 
 
Incumbent makes a significant contribution to the outcomes of the department.  Goals and general 
objectives of Incumbent’s work are known, with highly unusual problems and/or sensitive problems 
reviewed with Health Officer and Board as needed. Work is reviewed for soundness of judgment, 
compliance with Department policies and legal requirements, and continuing quality of Health 
Department services for Monroe County. 
IV.   PERSONAL WORK RELATIONSHIPS:  
 
Incumbent maintains communication with co-workers, other County departments, Indiana Department 
of Health (IDOH), and the public for purposes of responding to complaints, ensuring compliance with 
laws and requirements, disseminating public health information, developing services, and supervising 
personnel. 
 
Incumbent reports directly to Health Officer. 
 
V.  PHYSICAL EFFORT AND WORK ENVIRONMENT: 
 
Incumbent performs duties in a standard office environment, including sitting/walking at will, 
lifting/carrying objects weighing up to 50 pounds, bending/crouching/kneeling, reaching, close/far 
vision, color/depth perception, hearing sounds/communication, and handling/grasping/fingering objects. 
Incumbent may be exposed to normal hazards associated with investigations of food borne illness for 
which safety precautions must be followed at all times. Incumbent may be exposed to potentially 
irate/hostile individuals.  
 
Incumbent occasionally works evenings and extended hours and travels out of town for training, 
sometimes overnight. Incumbent periodically responds to emergencies on a 24-hour basis. 
 
APPLICANT/EMPLOYEE ACKNOWLEDGMENT 
 
The job description for the position of Health Administrator for the Monroe County Health Department 
describes the duties and responsibilities for employment in this position.  I acknowledge that I have 
received this job description, and understand that it is not a contract of employment.  I am responsible 
for reading this job description and complying with all job duties, requirements and responsibilities 
contained herein, and any subsequent revisions. 
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Is there anything that would keep you from meeting the job duties and requirements as outlined? 
Yes ______ No _______ 
 
 
________________________________________  ____________________ 
Applicant/Employee signature     Date 
 
________________________________________ 
Type or Print name 
 
<><><><><><><><><><><><> 
 
I have reviewed the job duties, requirements and responsibilities contained herein with the employee. 
 
 
________________________________________  ____________________ 
Department Head/Supervisor signature    Date 
 
________________________________________ 
Type or Print name 
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POSITION DESCRIPTION 
COUNTY OF MONROE, INDIANA 

 
POSITION:   Registrar 
DEPARTMENT:  Health    
DIVISION:   Vital Records 
WORK SCHEDULE: As Assigned 
JOB CATEGORY: COMOT (Computer, Office Machine Operation, Technician) 
 
DATE REVISED:  July 2013     STATUS: Full-time 
DATE REVISED: February 2021     FLSA STATUS: Non-exempt 
 
To perform this position successfully, an individual must be able to perform each essential function of the position 
satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability 
required. Monroe County provides reasonable accommodations to qualified employees and applicants with known 
disabilities who require accommodation to complete the application proves or perform essential functions of the job, 
unless those accommodations would present an undue hardship. 
 
Incumbent serves as Registrar for the Monroe County Health Department, responsible for ensuring 
proper collection, filing, preservation, and certification of vital records for Monroe County, supervising 
related personnel, providing prompt and accurate service to private individuals seeking vital records and 
other information, and providing direct support to the public. 
 
DUTIES: 
 
Supervises assigned personnel, including making hiring and termination recommendations, interviewing 
applicants, monitoring, and making work assignments and schedules, delegating responsibilities, 
providing training and corrective instruction, and evaluating performance. 
 
Registers and trains new hires for access to receipt program, birth and death systems, and online 
ordering system. Monitors and instructs new hires on required new hire training and obtaining 
their notary license. Adds new hire to email distribution lists and enrolls in professional 
memberships. 
 
Provides ongoing performance management, mentoring, professional development, and training 
of Vital Records employees. Approves conference and training requests and forwards for 
approval from the Health Administrator. Oversees Vital Records employee timekeeping and 
notifies Health Administrator of any issues.  
 
Oversees start-of-day opening and end-of-day closure procedures, ensuring balances for all 
receipts with applications are accurate and makes daily bank deposits.  Collaborates with the 
Financial Manager, as needed, to correct any discrepancies in the monthly Report of Collections. 
 
Totals and balances daily receipts and prepares bank deposits. Prepares monthly report of 
collections for fees collected and deposited in general fund as requested by Health Administrator.  
 
Receives applications for food licenses, real estate, septic system, pool, trash hauler, campgrounds, 
and other permits. Collects and receipts fees for all permits and birth/death certificates and files 
documents accordingly.  
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Takes applications and records food licenses and real estate, septic system, pool, solid waste, 
camp, and other permits; collects and receipts fees and files documents accordingly. Totals and 
balances daily receipts and prepares bank deposits. Prepares monthly report of collections for fees 
collected and deposited in general fund. 
 
Oversees records retention for Vital Records according to state guidelines. 
 
Participates in code review process and makes suggestions to the Health Administrator. Follows 
through on code changes affecting Vital Records and other sections as fee changes warrant. 
Maintains and updates internal fee collection program with any changes.   
 
Participates in accreditation process and quality improvement projects as assigned. 
 
Receives and fulfills public records requests for birth and death certificates. Serves as a backup to 
monitors Health Department email inbox, forwarding to appropriate persons. 
 
Prepares, records, and preserves vital records according to Indiana Department of Health (IDOH) 
guidelines, including ensuring proper processing and filing of all vital records, transferring records and 
compiling required reports, and working with IDOH personnel/officials to coordinate services and 
resolve problems with procedures and individual records as required. 
 
Amends local health records according to state guidelines for amendments by notification, court order, 
correction affidavits, and adoptions, including locating original records in books and on computer and 
making appropriate amendments. 
 
Issues certified birth and death certificates as requested, including assisting individuals with completing 
applications, processing certificates, making and certifying copies, and collecting and receipting 
payments. 
 
Assists funeral homes and/or families with processing electronic death records as appropriate, including 
verifying accuracy of forms, filing, and preparing records for filing with IDOH. Prepares indexing 
accordingly. Assists funeral personnel and health care providers by providing current information 
regarding regulations and forms for death records. 
 
Assists with preparing and processing new birth records with the state, including receiving birth 
notifications from hospital, reviewing physician verification, sending, and processing birth record 
verifications to/from mothers, and forwarding records to state. Updates birth record index accordingly. 
Prepares amendments to birth records and responds to court orders for birth record changes as needed; 
forwards appropriate forms to state agency as required. 
 
Assists Serves as backup for the Financial Manager in including but not limited to preparing 
department payroll, including maintaining records of vacation, personal, and sick days, obtaining 
required signatures, and submitting records to Auditor’s office. Assists in preparing annual 
department budget, submitting to Auditor. Verifies financial records as required. Prepares and 
submits accounts payable claims to the Health Administrator and Health Officer for review, then 
provides documentation to Auditor’s Office for processing.  Tracks accounts payable checks 
accordingly.  Prepares bi-weekly departmental payroll and provides to Health Administrator for 
review.  Maintains department payroll records and ledgers.  Ensures appropriate funding sources 
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for payroll, reconciles department ledger totals and submits to Health Administrator for review 
and approval.  

Directs and oversees daily operations of the Vital Record Division including but not limited to 
answering telephone and receiving office visitors, taking messages, directing callers to appropriate 
persons or department, and responding to inquires as appropriate,  , including explaining procedures, 
interpreting ordinances and regulations, providing international travel information, tracing 
genealogical records and scheduling assigned personnel to sort and distribute daily mail.   

Notarizes documents as requested. 

Composes and types a variety of letters, memos, reports, and other correspondence for approval by the 
Health Administrator to be distributed to local, state, and federal agencies as required. Assists with 
proper retrieval and filing of Department Vital Records and maintains filing systems accordingly. 
Updates State Regulations books as needed.  

Provides Auditor with County death reports. Provides infant mortality report and reports of minor’s 
death to officials. 

Works with personnel from Social Security, U.S. Military, FBI, Department of Immigration, U.S. 
Ambassadors, and a variety of other county and local government departments, social agencies, and 
professionals to request and/or provide birth/death verifications and related information. 

Monitors and replenishes Ensures proper inventory of departmental forms and supplies. Manages 
supply orders by division managers and coordinates other office needs as appropriate.  and completes 
and forwards purchase orders/claims to the Auditor.  Maintains repair/maintenance contracts, 
orders repairs on office equipment as necessary, and recommends renewal of renews service contracts 
to the Health Administrator.   

Manages and maintains inventory of Health Department capital assets including assets obtained 
through grant funds.   

Attends education workshops and training seminars as required. 

Serves as a public health emergency responder, responding to and assisting in resolving public health 
emergencies, including serving on a 24-hour call for emergencies.  Activates Emergency Mass 
Notification System where assigned. 

Participates in accreditation process and quality improvement projects as assigned. 

Performs related duties as assigned. 

I. JOB REQUIREMENTS AND DIFFICULTY OF WORK:

Associates Degree in related field or equivalent combination of education and previous work experience, 
including Accounting. Ability to speak additional languages preferred. 

Possession of and ability to retain possession of an Indiana Notary Public license. Possession or ability 
to obtain possession of National Incident Management System (NIMS) certification. 
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Possesses or has ability to possess and maintain Indiana Vital Records Association (IVRA) certifications 
required to issue birth/death records, regarding record retention, and record preservation. “Capstone” 
Certification must be obtained within five (5) years of hire date. 
 
Thorough knowledge of standard policies and practices of Monroe County Health Department, with 
ability to apply appropriate procedures accordingly. 
 
Thorough knowledge of legal requirements and proper procedures for processing, filing, certifying, and 
releasing vital records information with ability to assure proper maintenance of department files, apply 
and interpret procedures, and complete additional training seminars as required. 
 
Working knowledge of basic bookkeeping, with ability to properly collect and receipt payment, total and 
balance daily receipts, and prepare bank deposits and various financial reports as needed.  
 
Working knowledge of standard English grammar, spelling, and punctuation, ability to type with speed 
and accuracy, and ability to use standard office equipment, including department computer software, 
computer, calculator, printer, postage meter, vehicle, keyboard, telephone, copier, and fax machine. 
 
Ability to accurately prepare, verify and file department information and maintain complete and accurate 
records as directed. 
 
Ability to use resources, including Indiana Code, Vital Statistics Manual, Monroe county maps, GIS, 
Indiana Birth Registration System, VitalChek Tutorials, Indiana Death Registration System. 
 
Ability to effectively communicate orally and in writing with co-workers, other county departments, 
funeral homes, vendors, various state agencies, and the public, including being sensitive to professional 
ethics, gender, cultural diversities, and disabilities. 
 
Ability to supervise assigned personnel, including making hiring and termination recommendations, 
interviewing applicants, monitoring and making work assignments and schedules, delegating 
responsibilities, providing training and corrective instruction, and evaluating performance. 
 
Ability to provide public access to or maintain confidentiality of department information and records 
according to state and federal requirements. 
 
Ability to comply with all employer and department policies and work rules, including, but not limited 
to, attendance, safety, drug free workplace, and personal conduct. 
 
Ability to competently serve the public with diplomacy and respect, including occasional encounters 
with irate/hostile persons. 
 
Ability to compile, collate, and classify date and take action based on data analysis.  
 
Ability to work alone with minimum supervision and with others in a team environment. 
 
Ability to work on several tasks at the same time and work rapidly for long periods, occasionally under 
time pressure. 
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Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in 
written form. 
 
Ability to occasionally work extended hours travel out of town for training and conferences, sometimes 
overnight. 
 
Ability to respond swiftly and rationally to emergencies on 24-hour basis.  
 
Possession of a valid Indiana driver’s license and demonstrated safe driving record. 
 
 
II.   RESPONSIBILITY: 
 
Incumbent maintains office operations and performs regular and recurring registrar duties, exercising 
judgment in ensuring compliance with record and confidentiality requirements. Incumbent performs 
duties according to a flexible, customary routine with priorities determined by service needs of the 
public. Errors in work are generally detected errors may result in loss of time for correction and 
inconvenience to department, other government agencies, and members of general public. 
 
 
III.   PERSONAL WORK RELATIONSHIPS: 
 
Incumbent maintains communication with co-workers, other county departments, funeral homes, 
vendors, various state agencies, and the public for a variety of purposes, including processing permits, 
applications, and vital records, collecting and receipting fees, coordinating services and procedures, and 
providing, requesting, and/or verifying Department information. 
 
Incumbent reports directly to Health Administrator. 
 
 
IV.   PHYSICAL EFFORT AND WORK ENVIRONMENT: 
 
Incumbent performs duties in standard office environment, including sitting/walking at will, 
lifting/carrying objects weighing under 25 pounds, bending, reaching, keyboarding, close/far vision, 
crouching/kneeling, speaking clearly, hearing sounds/communication, and handling grasping objects.   
 
Incumbent occasionally works extended hours, travels out of town for training and conferences, 
sometimes overnight, and responds to emergencies on a 24-hour basis. 
 
 
 
 
 
 
APPLICANT/EMPLOYEE ACKNOWLEDGMENT 
 
The job description for the position of Registrar for the Monroe County Health Department describes the 
duties and responsibilities for employment in this position.  I acknowledge that I have received this job 
description, and understand that it is not a contract of employment.  I am responsible for reading this job 
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description and complying with all job duties, requirements and responsibilities contained herein, and 
any subsequent revisions. 
 
Is there anything that would keep you from meeting the job duties and requirements as outlined? 
Yes ______ No _______ 
 
 
________________________________________  ____________________ 
Applicant/Employee signature     Date 
 
________________________________________ 
Type or Print name 
 
<><><><><><><><><><><><> 
 
I have reviewed the job duties, requirements and responsibilities contained herein with the employee. 
 
 
________________________________________  ____________________ 
Department Head/Supervisor signature    Date 
 
________________________________________ 
Type or Print name 
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PERSONNEL ADMINISTRATION COMMITTEE

Agenda Request Form
Complete  ALL  applicable highlighted areas below.

DEPARTMENT: MEETING DATE REQUESTED (Tentative) :

Request Presenter(s): Phone:

Was the Council Liaison notified prior to submitting this Agenda Request:

FUND INFORMATION: (Mark with an "X" in all applicable boxes)

Fund Name:

Fund Number: Location Number: 

PURPOSE OF REQUEST: (Mark with an "X" in all applicable boxes)

Creation of New Position Title:

Amend Current Position Description Title:

Hours: Classification: Level:

Other (Specify)

Narrative: Give a DETAILED SUMMARY explanation for the request (purpose, action needed, etc.) .

Forward entire  Request Form with all supporting documents to: councilrequests@co.monroe.in.us

Contact the Council Administrator (Ext. 2516) with any questions regarding the Agenda Request Form.

This is a test

Veterans Affairs 11/7/2023

Steve Miller 812-349-2537

County General

10043 012

Benefits Coordinator to Deputy Director/Assistant Veteran Service Officer

I am writing to formally request a comprehensive review of the enclosed job description pertaining to the Veterans Affairs
position of Benefits Coordinator. Our overarching objective is to elevate this role to the PAT A level, standardize the
workweek to 40 hours, and implement a title modification to Deputy Director/Assistant Veteran Service Officer.

The primary impetus behind this proposed transformation is to fortify our capacity to extend and augment our outreach
endeavors, with the ultimate aim of providing an enhanced level of support to our esteemed veterans and their families.
We firmly believe that the elevation of this position is essential to furnish the requisite expertise and assistance required
to achieve these objectives.

Furthermore, the proposed change in nomenclature aligns with a nationwide initiative to adopt the title of Assistant
Veteran Service Officer for personnel who are veterans and have attained and sustained accreditation from various
Veteran Service Organizations (VSO). This accreditation significantly enhances our ability to serve our clients and their
families by granting access to critical VA and VSO resources, including websites and materials. This broader access
facilitates a more comprehensive and effective approach to assisting our clients.

I sincerely appreciate your valuable support in this matter, and we eagerly anticipate your input and guidance throughout
the entirety of this process. Should you require any additional information or seek further clarification, please do not
hesitate to contact us.

APAT40

YES

✔
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POSITION DESCRIPTION 
COUNTY OF MONROE, INDIANA 

POSITION:  
DEPARTMENT:   
WORK SCHEDULE: 
JOB CATEGORY:  

Veterans Affairs Benefits Coordinator 
Veterans' Affairs 
As assigned 
COMOT (Computer, Office Machine Operation, Technician)PAT 

DATE WRITTEN:  January 2007  STATUS:  Full-time 
DATE REVISED:  April 2016, February 2021 FLSA STATUS:  Non-exempt 

To perform this position successfully, an individual must be able to perform each essential function of the position 
satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability 
required. Monroe County provides reasonable accommodations to qualified employees and applicants with known 
disabilities who require accommodation to complete the application proves or perform essential functions of the job, 
unless those accommodations would present an undue hardship. 

Incumbent serves as Veterans Affairs Benefits Coordinator Deputy Director/Assistant Veteran Service 
Officer for Monroe County, responsible for providing benefit information and assistance to veterans, 
their dependents, and survivors. 

DUTIES: 

Assists Veterans’ Service Officer/ Director and assumes all responsibilities in his/her absence including 
overseeing and directing general operations of the Veteran’s Affairs Office. 

Provides veterans’ benefits information to veterans, their dependents and survivors, local government 
agencies, and the media by responding to inquiries in person, by mail, by telephone, and email.   

Assists eligible veterans in procurement and proper completion of federal veterans' benefit application 
forms.  Researches and determines applicable laws, precedent cases, eligibility requirements, and 
monitors claim status, as necessary.  Assists clients’ designated veterans’ organization representative as 
Power of Attorney on claim matters. 

Responsible for outreach efforts, attends Veteran Service Organization meetings, attends coalition 
meetings, and participates as board or committee member for veteransveterans’ organizations and 
groups. 

Completes Veterans’ initial benefit application or reopens existing claims for compensation or pension.   

Prepares or assists Veterans in preparation of appropriate benefits claim forms and other documentation.   

Files application for eligible veterans for education and vocational rehabilitation. 

Assists in resolving problems encountered by veterans by searching information and filing appeals with 
Federal Veterans’ Administration for denied benefits. 

Researches medical conditions and obtain necessary medical records and statements form physicians to 
support claims. 

Deputy Director/ Assistant Veteran Service 
Officer

cocmoser
Cross-Out
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Obtains necessary financial information and corroborating information and documents through contact 
with friends, family members, and/or other sources. 
 
Prepares department correspondence, agendas, vouchers, requisitions, and related documents, as 
required.  Orders office supplies, monitors office supply budget, and processes all claims. 
 
 
 
 
 
Maintains and updates department records and files, ensuring convenient retrieval. 
 
Attends Veterans Service Officers’ meetings and training seminars as required by IDVA. 
 
Performs related duties as assigned. 
 
I.   JOB REQUIREMENTS AND DIFFICULTY OF WORK: 
 
High school diploma or GEDAssociate  degree (A.A.orAB.S.) in Human Services, Social Work, 
Medical Sciences, Public Affairs, Military Science or similar or equivalent knowledge gained through 
experience and/or education. 
 
One to two years related experience and/or training. 
 
Ability to attend and successfully complete conferences and trainings for County Service Officer as 
required. 
 
Thorough knowledge of federal, state, and county veterans' benefits, eligibility criteria, and application 
procedures. 
 
Working Thorough knowledge of Microsoft Office, Excel, Word, Outlook, and PowerPoint, and ability 
to learn and use institutional software systems. 
 
Thorough Kknowledge of military documents, acronyms, and order formats, medical terminology, and 
categories of active and reserve duty.  Knowledge of military retirement pay and medical benefits. 
 
Ability to effectively counsel potential clients from a wide range of ethnic backgrounds, age groups, 
educational levels, disabilities, and wartime or peacetime backgrounds, and to deal with veterans and 
their families in a sincere and helpful manner. 
 
Ability to accurately research benefit issues, interpret sources such as federal and private web pages and 
gauge reliability, and apply case law regarding county, state, and federal veterans’ programs’ intent, 
legislative history, eligibility criteria, application, and appeal procedures. 
 
Ability to maintain accurate records and prepare necessary activity reports.  Ability to copy data from 
one document to another and interview to obtain information.  Ability to provide supportive 
documentation, including trend analysis, for budget requests. 
 



Veterans Affairs Benefits CoordinatorAssistant Veteran Service Officer, Original 
Approved 11/30/2021 

Page 3 

Ability to properly operate standard office equipment, including computer, printer, calculator, fax 
machine, and VOIP telephone. 
 
Ability to provide public access to or maintain confidentiality of department information and records 
according to state requirements. 
 
Ability to comply with all employer and department policies and work rules, including, but not limited 
to, attendance, safety, drug-free workplace, and personal conduct. 
 
Ability to effectively communicate orally and in writing with co-workers, other County departments, 
IDVA, US Department of Veterans Affairs, and the public, including being sensitive to professional 
ethics, gender, cultural diversities, and disabilities. 
 
Ability to gain and maintain Accreditation from the Indiana Department of Veterans Affairs, National 
Association of County Veteran Service Officers, and other Veteran Service Organizations to have access 
to Veterans Benefits Management System and to Act as Power of Attorney for Veterans Claims. 
 
Ability to work alone with minimum supervision and with others in a team environment. 
 
Ability to understand, retain, and carry out written or oral instructions and present findings in oral or 
written form. 
 
Ability to occasionally work extended hours and travel out of town for training seminars, sometimes 
overnight. 
 
 
II.   RESPONSIBILITY: 
 
Incumbent applies standard practices of the field in providing assistance to clients, maintaining records 
and ensuring accurate and timely completing of forms and applications.  Incumbent develops own 
objectives for area of responsibility, exercises independent decision-making, and discusses 
interpretations for objectives with supervisor.  Incumbent contributes to overall departmental operations 
by applying departmental objectives to specific cases and circumstances.  Incumbent’s work is primarily 
reviewed for attainment of objectives and soundness of judgment. 
 
 
III.   PERSONAL WORK RELATIONSHIPS: 
 
Incumbent maintains frequent contact with co-workers, other County departments, IDVA, US 
Department of Veterans Affairs, and the public for a variety of purposes, including obtaining and 
exchanging information and completion of ongoing in-service training. 
 
Reports directly to Veteran’s Service Officer/Director. 
 
 
IV.   PHYSICAL EFFORT AND WORK ENVIRONMENT: 
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Incumbent performs duties in a standard office environment, including sitting/walking at will, sitting for 
long periods, lifting/carrying objects weighing less than 25 pounds, close vision, keyboarding, speaking 
clearly, and hearing sounds/communication. 
 
Incumbent occasionally works extended hours and travels out of town for training seminars, sometimes 
overnight. 
 
 
 
 
 
 
 
 
 
 
 
 
 
APPLICANT/EMPLOYEE ACKNOWLEDGMENT 
 
The job description for the position of Veterans' Affairs Benefits CoordinatorDeputy Director/Assistant 
Veteran Service Officer for the Monroe County Veterans' Services Department describes the duties and 
responsibilities for employment in this position.  I acknowledge that I have received this job description, 
and understand that it is not a contract of employment.  I am respons000000000000000ible for reading 
this job description and complying with all job duties, requirements and responsibilities contained 
herein, and any subsequent revisions. 
 
Is there anything that would keep you from meeting the job duties and requirements as outlined?   
Yes______   No______ 
 
 
________________________________________  ____________________ 
Applicant/Employee signature     Date 
 
________________________________________ 
Type or Print name 
 
<><><><><><><><><><><><> 
 
I have reviewed the job duties, requirements and responsibilities contained herein with the employee. 
 
 
________________________________________  ____________________ 
Department Head/Supervisor signature    Date 
 
________________________________________ 
Type or Print name 
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PERSONNEL ADMINISTRATION COMMITTEE 
Summary Minutes 

Tuesday, October 3, 2023 at 12:00 PM (Noon) 
HR‐Council Conference Room and Zoom Connection 

MEMBERS
Present – IN PERSON – Peter Iversen, Chair 
Present – IN PERSON – Marty Hawk 
Present – IN PERSON – Geoff McKim 

STAFF 
Present – IN PERSON – Kim Shell, Council Administrator 
Present – IN PERSON – Molly Turner‐King, County Legal 
Present – IN PERSON – E Sensenstein, Personnel Administrator

1. CALL TO ORDER

Iversen called the meeting to order at 12:01 pm.  All PAC members were present in person in the HR‐Council 
Conference Room.  
___________________________________________________________________________________________ 

2. ADOPTION OF AGENDA      12:01 PM

No changes.  
___________________________________________________________________________________________ 

3. SURVEYOR’S OFFICE, Trohn Enright Randolph  12:02 PM
Review of WIS Recommendation
‐Survey Technician

Trohn Enright Randolph, Surveyor, spoke on the WIS recommendation for the Survey Technician position.  He is 
satisfied with their review and recommendation to a PAT B, Non‐Exempt. 

McKim moved that PAC forward the updated Survey Technician job description and classification as a PAT B, 
Non‐Exempt, to the Council.  Hawk seconded.   

Iversen asked for a Voice Vote: 
McKim    Yes 
Hawk    Yes 
Iversen   Yes 
Motion passed; 3‐0; Unanimous 

Peter Iversen, Chair 
Marty Hawk 

Geoff McKim 

PERSONNEL ADMINISTRATION COMMITTEE 
Monroe County Courthouse, Room 306 

100 W Kirkwood Avenue 
Bloomington, Indiana 47404 

Office: 812‐349‐7312 
CouncilOffice@co.monroe.in.us 



Personnel Administration Committee Summary Minutes 
Tuesday, October 3, 2023 

Page 2 

___________________________________________________________________________________________ 
 
4.  YOUTH SERVICES BUREAU, Vanessa Schmidt  12:05 PM 
  Review of WIS Recommendation  
  ‐Data Specialist 
 
Vanessa Schmidt, YSB Deputy Director, spoke in support of the WIS recommendation for the Data Specialist as a 
PAT B, Non‐Exempt.   
 
McKim moved that PAC forward the updated Data Specialist job description and classification as a PAT B, 
Non‐Exempt, to the Council.  Hawk seconded. 
 
Iversen asked for a Voice Vote: 
McKim    Yes 
Hawk    Yes 
Iversen   Yes 
Motion passed; 3‐0; Unanimous 
___________________________________________________________________________________________ 
 
5.   HEALTH DEPARTMENT, Lori Kelley   12:07 PM 
  A.   Review of WIS Recommendation 
    ‐Behavioral Health and Wellness Coordinator 
 
Lori Kelley, Health Administrator, spoke in support of the WIS recommendation for the Behavioral Health & 
Wellness Coordinator as a PAT C, Non‐Exempt.   
 
McKim moved that PAC forward the job description for the Health Department Behavioral Health and 
Wellness Coordinator, classified as a PAT C, Non‐Exempt, to the Council.   
 
Iversen asked for a Voice Vote: 
McKim    Yes 
Hawk    Yes 
Iversen   Yes 
Motion passed; 3‐0; Unanimous 
 
<><><><><><><><><><><><><> 
   
  B.  Request to Create a New Position 
    ‐Public Health Response Liaison 
 
The Department is requesting approval of a position that will be needed to provide services under the new core 
service requirements as part of the new state funding Health First Indiana. 
 
Kelley spoke on the request for a new position for a Public Health Response Liaison.  The correct title for this 
position is Public Health Liaison. 
 
McKim moved that PAC forward the questionnaire for the Public Health Liaison to WIS for classification.  
Iversen seconded.   
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Iversen asked for a Voice Vote: 
McKim    Yes 
Hawk    No 
Iversen   Yes 
Motion passed; 2‐1; Majority [Hawk] 
___________________________________________________________________________________________ 
 
6.   HIGHWAY DEPARTMENT, Lisa Ridge  12:23 PM 
  A.  Review of WIS Recommendation 
    ‐Highway Administrative Assistant 
 
Lisa Ridge, Highway Director, spoke on the WIS recommendation for the Highway Administrative Assistant as a 
COMOT D, Non‐Exempt.  PAC discussion ensued. 
 
McKim moved that PAC forward the updated Highway Administrative Assistant job description and 
classification as a COMOT D, Non‐Exempt, to Council.  Hawk seconded.   
 
Iversen asked for a Voice vote: 
McKim    Yes 
Hawk    Yes 
Iversen   Yes 
Motion passed; 3‐0; Unanimous 
 
<><><><><><><><><><><><> 
 
  B.  Request to Amend Position Descriptions 
    ‐Highway Director 
    ‐Highway Superintendent 
 
The Department is requesting the reclassification of two (2) positions to fix the organizational flow of the 
department. Currently, the Highway Director is classified as an EXE B. The Department currently has two 
positions classified at EXE A, Highway Superintendent and MS4 Coordinator. The Superintendent is responsible 
for management of the department under the Director, especially in the absence of the Director. The request is 
for the Director to be reclassified as an SO (no salary change request) and for the Superintendent to be 
reclassified as an EXE B, with the MS4 Coordinator remaining as an EXE A.  The only salary increase involved in 
the request is the reclassification of the Superintendent from an EXE A to an EXE B. The Department can 
financially support this increase. The Commissioners and Legal Department agree with the proposed changes.  
 
Ridge spoke on the reclassification of two positions: Highway Director and Highway Superintendent.  PAC 
discussion ensued.   
 
McKim moved that PAC forward to Council the recommendation to move the Highway Director from EXE‐B to 
SO (Special Occupation) and to move the Highway Superintendent from EXE A to EXE B.  Hawk seconded.  This 
will be forwarded to WIS for informational purposes.   
 
Iversen asked for a Voice vote: 
McKim    Yes 
Hawk    Yes 
Iversen   Yes 
Motion passed; 3‐0; Unanimous 
___________________________________________________________________________________________ 
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7. CLERK’S OFFICE, Nicole Browne   12:32 PM
Request for a Second Review of Position Description
‐Election Supervisor

On June 13th, Council approved WIS conducting a desk audit of the Election Supervisor position due to the 
difficult of retaining employees.  On July 12th a zoom meeting was conducted between WIS and the Chief 
Deputy.  Following the audit, WIS forwarded a description to the Clerk for review.  The Clerk is requesting to 
amend the title and to update the description to include additional responsibilities and education requirements.  

Nicole Browne, Clerk, could not be present.  Ryan Herndon, Election Supervisor, read a statement from Clerk 
Brown on her behalf to PAC regarding the WIS response to the desk audit of the Election Supervisor.   

McKim moved to forward to WIS the updated job description for the Election Director, including the 
statement on project management requirements.  Hawk seconded. 

Iversen asked for a Voice vote: 
McKim    Yes 
Hawk    Yes 
Iversen   Yes 
Motion passed; 3‐0; Unanimous 
___________________________________________________________________________________________ 

8. JAIL/CORRECTIONAL CENTER, Kyle Gibbons and Jordan Miller  12:39 PM
Request to Create New Positions

The Department is requesting eight (8) correctional facility transition team members in order to effectively 
transition the correctional facility. These members will be led by the Correctional Facility Transition Team 
Director. The duties and responsibilities of this position would mirror that of a correctional officer. 

Phil Parker, Chief Deputy, and Jordan Miller, Jail Financial Manager, spoke on the request and requested PAC’s 
input on next steps.  

This is not a PAC issue.  Chief Deputy Parker will work with Kim Shell to get this on the Council’s agenda. 
___________________________________________________________________________________________ 

9. APPROVAL OF SUMMARY MINUTES AS PRESENTED
‐September 5, 2023

No changes.  
___________________________________________________________________________________________ 

10. ADJOURNMENT 1:05 PM 
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The Summary Minutes of the Personnel Administration Committee (PAC) held on October 3, 2023 were 
presented and approved on November 7, 2023. 

PERSONNEL ADMINISTRATIVE COMMITTEE 

 Aye    Nay      Abstain    Not Present______________________________________________ 
Peter Iversen, PAC Chair 

 Aye    Nay      Abstain    Not Present______________________________________________ 
Marty Hawk, Councilor 

 Aye    Nay      Abstain    Not Present______________________________________________ 
Geoff McKim, Councilor 

ATTEST:    

______________________________________    _____________________________
Catherine Smith, Auditor  Date 
Monroe County, Indiana 
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