
COUNCIL MEETING AGENDA 
Tuesday, April 9, 2024 at 5:00 pm 

Nat U. Hill Meeting Room and Teams Connection 
Click here to join the meeting 
Meeting ID: 261 480 065 293  

Passcode: 75mXxn 

 The public’s video feed will be turned off by the 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.

* * * * * * * 

“Anyone who requires an auxiliary aid or service for effective communication, or a modification of policies or procedures to participate in a 
program, service, or activity of Monroe County, should contact the Monroe County Title VI Coordinator, E Sensenstein, (812) 349‐7314, 
esensenstein@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 last 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. PLEDGE OF ALLEGIANCE
___________________________________________________________________________________________

3. ADOPTION OF AGENDA
___________________________________________________________________________________________

4. PUBLIC COMMENT – items NOT on the agenda (limited to 3 minutes per speaker)
___________________________________________________________________________________________

5. DEPARTMENT UPDATES – items NOT on the agenda (limited to 10 minutes per department)
‐Martha Miller: Soil and Water Management District
‐Christine McAfee: Probation‐JDAI Coordinator

__________________________________________________________________________________________ 

6. COUNCIL LIAISON UPDATES
___________________________________________________________________________________________

7. CONSENT AGENDA ITEMS – No items.
___________________________________________________________________________________________

Trent Deckard, President 
Jennifer Crossley, President Pro Tempore 

Marty Hawk 
Peter Iversen 
Geoff McKim 

Cheryl Munson 
Kate Wiltz 

MONROE COUNTY COUNCIL 
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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8. AVIATION DEPARTMENT, Carlos Laverty
A. Request Approval of an Additional Appropriation

Aviation Building, 4802‐0000
30112  Hangar Repair and Maintenance  $70,000 

The Department has requested an additional appropriation in support of a comprehensive refurbishment of the 
maintenance and operations facility. The project includes repairs to the masonry and roof, new energy efficient 
windows, HVAC, insulation, a restroom to accommodate the growing multi‐gender workforce, and the 
establishment of a secondary egress point of safety. The space will also be fitted with new office and training 
areas for staff. 

<><><><><><><><><><><><><><><> 

B. Request the Creation of New Account Lines and Simultaneously Approve Additional
Appropriations
Airport Infrastructure, 8187‐0000
30006  Contractual (Federal)    $513,693  New Account Line 
30082  Contractual – State Match  $  28,538  New Account Line 
30081  Contractual – County Match  $  28,539  New Account Line 

TOTAL  $570,770 

The Department received a Federal Aviation Administration grant for the Airport Master Plan Study. The total 
grant amount is $570,770 with the ratio as follows:  90% Federal, 5% State, and 5% Local. The Department has 
requested the creation of a fund and three (3) appropriation lines for each portion. This is a performance period‐
based grant. Therefore, pay requests are submitted based on percentage of work completed.  

<><><><><><><><><><><><><><><> 

C. Request the Approval of a Fund‐to‐ Fund Transfer
FROM:
Cumulative Capital Development, 1138‐0000
60100  Transfer Out Fund‐to‐Fund  $28,539
TO:
Airport Infrastructure Grant, 8187‐0000
00992  Transfer Funds into Fund  $28,539 

The Department has requested a fund‐to‐fund transfer from Fund 1138 to Fund 8187. The cash transfer will 
cover the local match portion of the grant in Item B. The transfer was approved by the Board of Commissioners 
on 03/27/24.  
___________________________________________________________________________________________  

9. HIGHWAY DEPARTMENT, Lisa Ridge
Request Approval of the Creation of New Account Lines and Simultaneously Approve an Additional
Appropriation
Cumulative Bridge, 1135‐0000
39390  Baby Creek Road, Bridge #629    New Account Line 
39403  Rockport Road, Bridge #308    New Account Line 
39405  Dillman Road, Bridge #83 New Account Line 
39406   Eagleson Avenue, Bridge #922    New Account Line 
39404  Small Structure Inventory  $25,000 
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The Department has requested the creation of account lines in the Cumulative Bridge Fund. In the event that an  
item is not covered under the grant, it can be paid out of the project line in Cumulative Bridge. This will enable 
the Department to track the overall cost of the project during future audits. The Department anticipates future 
invoices for the small structure inventory for the existing contract. The Department missed adding this amount 
to the 2025 Budget. 
___________________________________________________________________________________________  

10. JAIL/CORRECTIONAL CENTER, Phil Parker, Kyle Gibbons, and Jordan Miller
Request Approval of the Creation of New Account Lines and Additional Appropriations
Correctional LIT‐Jail, 1233‐0000
10644  Correctional Officer  $ 55,063.00  New Account Line 
10645  Correctional Officer  $ 55,063.00  New Account Line 
10646  Correctional Officer  $ 55,063.00  New Account Line 
10647  Correctional Officer  $ 55,063.00  New Account Line 
10648  Correctional Officer  $ 55,063.00  New Account Line 
10649  Correctional Officer  $ 55,063.00  New Account Line 
17101  Overtime $     1.00 
17203  Shift Pay $     1.00 
17208  Uniforms $     1.00 
17310  Training Bonus    $     1.00 
18101  FICA    $ 25,274.00 
18201  PERF    $ 46,914.00 

TOTAL   $402,570.00 

The Department has requested an additional appropriation due to the addition of six (6) Correctional Officers for 
the Transition Team. These positions were approved on 3/26/24 and added to the 2024 Salary Ordinance. 
___________________________________________________________________________________________ 

11. SHERIFF’S OFFICE, Phil Parker, Jordan Miller, and Jamie Jahnke
A. Request Approval of a De‐Appropriation

General Fund‐Sheriff, 1000‐0005
17101  Overtime  $1,445.32 

Narrative for Items A and B: The Department is requesting to correct CHIRP expenses into the CHIRP grant. 

<><><><><><><><><><><><><><><> 

B. Request Approval of an Additional Appropriation
Operation Pullover, 8103‐0000
17101  Overtime  $1,445.32

<><><><><><><><><><><><><><><> 

C. Request Approval of an Additional Appropriation
JAG Grant‐Sheriff, 8143‐0000
23901  Deputy Equipment  $7,355 

The Department is requesting an additional appropriation for federal funding that should be receipted into the 
Jail commissary account from the JAG grant. 
___________________________________________________________________________________________ 
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12. ASSESSOR’S OFFICE, Judy Sharp
A. Request Approval to Amend Position Descriptions

‐Administrator to the PTABOA Level 2 (formerly Administrative Assistant to PTABOA)
‐Administrator to the PTABOA Level 3 (formerly Administrative Assistant to PTABOA)
‐GIS Assessment Administrator (New Position)
‐GIS Assessment Specialist
‐Sales Disclosure Specialist
‐Market Data Analysis Administrator (formerly titled Sales Disclosure Supervisor)
‐Property Director (formerly titled Reassessment Property Specialist Supervisor)
‐Assistant Property Director (New Position)
‐Real Estate Reassessment Specialist
‐Personal Property Specialist Supervisor
‐Personal Property Assessment Specialist
‐Floating Assessor Specialist (New Position)

The Department requested a review of all their job descriptions. During the review process, the Assessor 
requested the creation of three (3) job descriptions: GIS Assessment Administrator, Assistant Property Director, 
and Floating Assessor Specialist. The three (3) new job descriptions reflect duties being performed by current 
employees. The Waggoner, Irwin, and Scheele (WIS) Recommendation was reviewed by the Personnel 
Administration Committee (PAC) on 04/02/24. PAC Members approved amending five (5) position classification 
levels and forwarding all positions on to Council with a positive recommendation for approval. PAC Members 
also approved forwarding a positive recommendation of moving all positions from a 35‐ to a 40‐hour work week. 

<><><><><><><><><><><><> 

B. Request to Amend the 2024 Salary Ordinance
General Fund‐Assessor, 1000‐0008
FROM:
10025   Real Estate Reassessment Specialist 35 Hours   COMOT B   Non‐Exempt 
10026  Reassessment Property Specialist Supervisor  35 Hours   COMOT C   Non‐Exempt 
10027  Real Estate Reassessment Specialist 35 Hours   COMOT B   Non‐Exempt 
10029   Personal Property Specialist Supervisor    35 Hours   COMOT C   Non‐Exempt 
10030  Personal Property Assessment Specialist   35 Hours   COMOT B   Non‐Exempt 
10092  GIS Assessment Specialist   35 Hours   COMOT C   Non‐Exempt 
10093  Administrative Assistant to the PTABOA‐Lvl 3  35 Hours   COMOT C   Non‐Exempt 
10094   Administrative Assistant to the PTABOA‐Lvl 2  35 Hours   COMOT C   Non‐Exempt 
10095  Personal Property Assessment Specialist   35 Hours   COMOT B   Non‐Exempt 
10096  Sales Disclosure Specialist 35 Hours   COMOT B   Non‐Exempt 
10097   Sales Disclosure Supervisor 35 Hours   COMOT C   Non‐Exempt 
TO: 
10025   Floating Assessor Specialist 40 Hours   COMOT C   Non‐Exempt 
10026  Property Director  40 Hours   PAT D          Non‐Exempt 
10027  Assistant Property Director 40 Hours   COMOT D   Non‐Exempt 
10029  Personal Property Specialist Supervisor    40 Hours   COMOT D   Non‐Exempt 
10030  Personal Property Assessment Specialist   40 Hours   COMOT C   Non‐Exempt 
10092  GIS Assessment Administrator    40 Hours   PAT B     Non‐Exempt 
10093  Administrator to PTABOA‐Level 3 40 Hours   PAT B     Non‐Exempt 
10094  Administrator to PTABOA‐Level 2 40 Hours   PAT B     Non‐Exempt 
10095  Real Estate Assessment Specialist 40 Hours   COMOT C   Non‐Exempt 
10096  GIS Assessment Specialist 40 Hours   COMOT C   Non‐Exempt  
10097  Market Data Analysis Administrator 40 Hours   PAT A          Non‐Exempt 
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Effective Date: April 7, 2024 

<><><><><><><><><><><><><><><> 

C. Request to Amend the 2024 Salary Ordinance
Sales Disclosure, 1131‐0000
FROM:
10028  Sales Disclosure Specialist  35 Hours   COMOT B   Non‐Exempt 
TO: 
10028  Sales Disclosure Specialist  40 Hours   COMOT C   Non‐Exempt 
Effective Date: April 7, 2024 

___________________________________________________________________________________________ 

MEETING RECESS – 6:30 pm 
___________________________________________________________________________________________ 

13. LEGAL DEPARTMENT, Molly Turner‐King
A. Request Approval of Resolution 2023‐02 Regarding Knowledge, Skills, and Abilities Procedures

Legal Counsel has prepared an amendment to Resolution 2023‐02 Establishing a Policy to Recognize Knowledge, 
Skills, and Abilities for Non‐Monroe County Government Applicants, Current Permanent Part‐time Employees 
Applying for Full‐time employment, and Eligible Transferring Monroe County Employees. The amendment 
clarifies current Monroe County part‐time employment history for full‐time KSA consideration. The amendment 
also addresses a situation during which an applicant has both Monroe County Government and other prior law 
enforcement history. 

<><><><><><><><><><><><><><><> 

B. Request Approval of Resolution 2024‐15 Establishing Procedures for Payment of Accumulated
Compensatory Time

Legal Counsel has amended and prepared a Resolution outlining the payment procedures for accumulated 
compensatory time when Monroe County employees leave employment with Monroe County or transfer 
between Monroe County Departments.  
___________________________________________________________________________________________ 

14. AMERICAN RESCUE PLAN ACT (ARPA)
BOARD OF COMMISSIONERS/AUDITOR’S OFFICE
A. Request Approval of Additional Appropriations

American Rescue Plan Act Fund, 8950‐0000
Personnel Category  $8,000,000
Supplies Category  $8,000,000
Services Category  $8,000,000 
Capital Category  $8,000,000

The Board of Commissioners and County Council are reviewing American Rescue Plan Act (ARPA) Projects. The 
amount of available ARPA funds of $8,000,000 was advertised across all categories to give Commissioners and 
Council flexibility in their project appropriation decision. Disbursements of appropriated funds for ARPA Projects 
are contingent on the inclusion of the projects within the Ordinance establishing Monroe County’s ARPA plan 
and passage of the plan by the Board of Commissioners.  
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This item was tabled from the March 26, 2024, Council Meeting.  
 
<><><><><><><><><><><><> 

B.   Request Approval of De‐Appropriations 
American Rescue Plan Act Fund, 8950‐0000 
Personnel Category  $500,000 
Supplies Category  $500,000 
Services Category  $500,000 
Capital Category  $500,000 

 
This item was tabled from the March 26, 2024, Council Meeting.  
___________________________________________________________________________________________ 
 
15.  COUNCIL COMMENTS 
___________________________________________________________________________________________ 
 
16.  ADJOURNMENT 
 



 
 

 
The PALS Partnership is designed to support the 
parent/caregiver and youth relationship through an interactive, 

ground-based equine experience.  This twelve (12) week program 
supports the healthy development of social-emotional and 

leadership skills, while learning to build trust, set boundaries, 
and overcome challenges. 

 
 

➢ Are you the parent or caregiver of a 12-17-year-

old?  Are you looking for new ways to connect 
with your child?  

➢ Are you a youth between the ages of 12-17 
looking for new ways to connect with the adults 

in your life?   
➢ Are you willing to be challenged, grow, and 

learn?  Do you like having fun?  
 

If you answered YES, to any of these questions, please 
consider joining us! 

 

 

Programming starts Wednesday, April 17, 2024 
NO COST  -  REGISTRATION IS REQUIRED  -  LIMITED SPACE 

 
 

 
Registration deadline: 
    Friday April 12, 2024 
 
Contact Christine McAfee 
to register:   
    (812) 349-2649 
  cmcafee@co.monroe.in.us   

 

mailto:cmcafee@co.monroe.in.us


  

Empowering Parents. 
Transforming Teens. 
▶ Learn how to never argue with your child again! 

▶ Prevent or intervene in alcohol or drug use! 

▶ Improve school attendance and performance! 

▶ Explore concrete solutions for media issues! 

THE MANUAL THE HOSPITAL 

FORGOT TO GIVE YOU! 

The Parent Project ©:  A no-cost parenting education and support group to assist in changing 
destructive adolescent behavior is now available in Monroe County.   Won’t you join us? 
 
HOW: For more information and to register, please contact Christine McAfee 

(cmcafee@co.monroe.in.us) OR 812-349-2649 

 

WHEN: Wednesday’s - April 24 – June 26, 2024  
▪ 5:30 – 8:30 pm 
▪ Dinner will be provided 

 
WHERE: Family Solutions – 1180 Liberty Drive, Bloomington, IN  47403 
 

NO COST - SPACE IS LIMITED - REGISTRATION DEADLINE APRIL 17, 2024 

 

mailto:cmcafee@co.monroe.in.us


Monroe County Council 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:

PURPOSE OF REQUEST: (Mark with an "X" in all applicable boxes)
Creation of Account Line(s) and/or Additional Appropriation(s)

Fund Name:

Transfer of Funds
Category
Fund Name:
Fund to Fund
Fund Name A:
Fund Name B:

Salary Ordinance Amendment Effective Date of Amendment:

De-Appropriation of Account Lines
Fund Name:

Other (Specify)

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

Complete ALL  corresponding agenda information on subsequent tabs.
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

Aviation April 9. 2024

Carlos Laverty 812-825-5406

4802 Building

2) The Monroe County Airport respectfully submits a request for an additional appropriation of 
funds to the 4802 Building Fund, in support of a comprehensive refurbishment of our maintenance 
and operations facility. T 
 
This project includes repairs to the masonry and roof, as well as new energy efficient windows, 
HVAC, insulation and a restroom to accommodate our growing multi-gender workforce and the 
establishment of a secondary egress point for safety. The space will also be fitted with new office 
and training areas for staff.   
 
The projected cost for this vital enhancement of our airport's infrastructure is estimated at 
$70,000.00.

Yes

✔

mailto:councilrequests@co.monroe.in.us


REQUEST CREATION OF NEW ACCOUNT LINE(S) AND/OR ADDITIONAL APPROPRIATION(S)
Council recommends making ANY  In-House and/or Category Transfers PRIOR  to requesting additional appropriations.

DEPARTMENT: MEETING DATE REQUESTED (Tentative) :
Fund Name:  

Fund Number:  Location Number:  

Account 
Number

Account Description Amount Requested

TOTAL REQUEST

Contact the Council Administrator (Ext. 2516) for  new numbers  and/or clarification on account numbers.

Staff will notify Department when the accounts/additionals have been approved/updated. 

Aviation 4/9/2024

Building 

4802 0000

30112 Hangar Repair and Maintenance 70000.00

70,000.00
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AVIATION GRANT AGREEMENT 

EDS # A249-24-AD240004 

GRANT #0000000000000000000081907 

This Aviation Grant Agreement (this "Grant Agreement"), entered into by and between the 
Indiana Department of Transportation (the "State") and MONROE COUNTY (the "Grantee"), is 
executed pursuant to the terms and conditions set forth herein 

 
Whereas, IC §8-21-11 establishes the Indiana Airport Development Grant Fund, one purpose of 
which is to enable the State to make grants to public use airports to match Federal  Aviation 

Administration grants and for airport development projects for which federal grants are not 
available; and 
 

Whereas, the Grantee is an entity described in IC §8-21-11-6 and is eligible to receive a grant 
from the Airport Development Fund; and 
 

Whereas, the Grantee has submitted a project application for the Monroe County airport; and 
 
Whereas, the Grantee has been awarded a grant by the Federal Aviation Administration ("FAA"), 

not to exceed $513,693.00 (hereinafter referred to as the "FAA Grant"), herein attached as 
INDOT Attachment 1 and incorporated fully by reference. 
 

In consideration of those mutual undertakings and covenants, the parties agree as follows:  
 

1. Purpose of this Grant Agreement; Funding Source .  The purpose of this Grant 

Agreement is to enable the State to award a grant from the Airport Development Fund in 
the amount of $28,538.50  (the "Grant") to the Grantee, a contribution by the State 
toward eligible costs of the services or project (the "Project") described in INDOT 

Attachment 1 of this Grant Agreement, which is incorporated fully herein. The funds 
shall be used exclusively in accordance with the provisions contained in this Grant 
Agreement and in conformance with IC §8-21-11 establishing the authority to make this 

Grant, as well as any rules adopted thereunder. The funds received by the Grantee 
pursuant to this Grant Agreement shall be used only to implement the Project or provide 
the services in conformance with this Grant Agreement and for no other purpose. 

 
FUNDING SOURCE: 

  

If State Funds: Program Title:  Airport Development Grant Fund 
 

2. Representations and Warranties of the Grantee. 

 
A. The Grantee expressly represents and warrants to the State that it is statutorily 

eligible to receive these Grant funds and that the information set forth in its grant 

application is true, complete and accurate. The Grantee expressly agrees to 
promptly repay all funds paid to it under this Grant Agreement should it be 
determined either that it was ineligible to receive the funds, or it made any 

material misrepresentation on its grant application. 
  

B. The Grantee certifies by entering into this Grant Agreement that neither it nor its 

principals are presently debarred, suspended, proposed for debarment, declared 
ineligible or voluntarily excluded from entering into this Grant Agreement by any 
federal or state department or agency. The term "principal" for purposes of this 

Grant Agreement is defined as an officer, director, owner, partner, key employee 
or other person with primary management or supervisory responsibilities, or a 
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person who has a critical influence on or substantive control over the operations 
of the Grantee. 

 
3. Implementation of and Reporting on the Project.  

 

A. The Grantee shall implement and complete the Project in accordance with 
INDOT Attachment 1 and with the plans and specifications contained in its 
Grant Application, which is on file with the State and is incorporated by reference. 

Modification of the Project shall require prior written approval of the State. 
  

B. The Grantee shall submit to the State written progress reports until the 

completion of the Project. These reports shall be submitted on a quarterly basis 
and shall contain such detail of progress or performance on the Project as is 
requested by the State. 

 
4. Term.  This Grant Agreement commences on February 23, 2024 and shall remain in 

effect through February 23, 2028 or final reimbursement is approved by the FAA, 

whichever occurs last. Unless otherwise provided herein, it may be extended upon the 
written agreement of the parties as permitted by state or federal laws governing this 
Grant. 

 
5. Grant Funding. 

 

A. The approved Project budget is set forth as INDOT Attachment 2 of this Grant 
Agreement, attached hereto and incorporated herein. The Grantee shall not 
spend more than the amount for each line item in the Project budget without the 

prior written consent of the State, nor shall the Project costs funded by this Grant 
Agreement and those funded by any local and/or private share be changed or 
modified without the prior written consent of the State. 

  
B. The disbursement of Grant funds to the Grantee shall not be made until all 

documentary materials required by this Grant Agreement have been received 

and approved by the State and this Grant Agreement has been fully approved by 
the State. 

 

6. Payment of Claims. 
 

A. If advance payment of all or a portion of the Grant funds is permitted by statute or 

regulation, and the State agrees to provide such advance payment, advance 
payment shall be made only upon submission of a proper claim setting out the 
intended purposes of those funds. After such funds have been expended, the 

Grantee shall provide the State with a reconciliation of those expenditures. 
Otherwise, all payments shall be made thirty-five (35) days in arrears in 
conformance with State fiscal policies and procedures. As required by IC §4-13-

2-14.8, all payments will be by the direct deposit by electronic funds transfer to 
the financial institution designated by the Grantee in writing unless a specific 
waiver has been obtained from the Indiana Auditor of State. 

 
B. Requests for payment will be processed only upon presentation of a claim 

voucher in the form designated by the State. Such claim vouchers must be 

submitted with the budget expenditure report detailing disbursements of state, 
local and/or private funds by project budget line items. 
 

C. The State may require evidence furnished by the Grantee that substantial 
progress has been made toward completion of the Project prior to making the 
first payment under this Grant. All payments are subject to the State's 
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determination that the Grantee's performance to date conforms with the Project 
as approved, notwithstanding any other provision of this Grant Agreement.  

 
D. All final claims and reports must be submitted to the State prior to the expiration 

or termination of this Grant Agreement. Payment for claims submitted after that 

time may, at the discretion of the State, be denied. If Grant funds have been 
advanced and are unexpended at the time that the final claim is submitted, all 
such unexpended Grant funds must be returned to the State. 

 
E. Claims must be submitted with accompanying supportive documentation as 

designated by the State. Claims submitted without supportive documentation will 

be returned to the Grantee and not processed for payment. Failure to comply 
with the provisions of this Grant Agreement may result in the denial of a claim for 
payment. 

 
7. Project Monitoring by the State.  The State may conduct on-site or off-site monitoring 

reviews of the Project during the term of this Grant Agreement and for up to ninety (90) 

days after it expires or is otherwise terminated. The Grantee shall extend its full 
cooperation and give full access to the Project site and to relevant documentation to the 
State or its authorized designees for the purpose of determining, among other things:  

 
A. whether Project activities are consistent with those set forth in INDOT 

Attachment 1, the Grant application, and the terms and conditions of the Grant 

Agreement; 
 

B. the actual expenditure of state, local and/or private funds expended to date on 

the Project is in conformity with the amounts for each budget line item as set 
forth in INDOT Attachment 2 and that unpaid costs have been properly accrued; 
 

C. that the Grantee is making timely progress with the Project, and that its Project 
management, financial management and control systems, procurement systems 
and methods, and overall performance are in conformance with the requirements 

set forth in this Grant Agreement and are fully and accurately reflected in Project 
reports submitted to the State. 

 

8. Compliance with Audits and Reporting Requirements; Maintenance of Records.  
 

A. The Grantee shall submit to an audit of funds paid through this Grant Agreement 

and shall make all books, accounting records and other documents available at 
all reasonable times during the term of this Grant Agreement and for a period of 
three (3) years after final payment for inspection by the State or its authorized 

designee. Copies shall be furnished to the State at no cost. 
 

B. If the Grantee is a "subrecipient" of federal grant funds under 2 C.F.R. 200.331, 

the Grantee shall arrange for a financial and compliance audit that complies with 
2 C.F.R. 200.500 et seq. if required by applicable provisions of 2 C.F.R. 200 
(Uniform Administrative Requirements, Cost Principles, and Audit Requirements).  

 
C. If the Grantee is a non-governmental unit, the Grantee shall file the Form E-1 

annual financial report required by IC §5-11-1-4. The E-1 entity annual financial 

report will be used to determine audit requirements applicable to non-
governmental units under IC §5-11-1-9. Audits required under this section must 
comply with the State Board of Accounts Uniform Compliance Guidelines for 

Examination of Entities Receiving Financial Assistance from Governmental 
Sources, https://www.in.gov/sboa/files/guidelines-examination-entities-receiving-
financial-assistance-government-sources.pdf. Guidelines for filing the annual 
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report are included in INDOT Attachment 3 (Guidelines for Non-governmental 
Entities). 

 
9. Compliance with Laws. 

 

A. The Grantee shall comply with all applicable federal, state and local laws, rules, 
regulations and ordinances, and all provisions required thereby to be included 
herein are hereby incorporated by reference. The enactment or modification of 

any applicable state or federal statute or the promulgation of rules or regulations 
thereunder after execution of this Grant Agreement shall be reviewed by the 
State and the Grantee to determine whether the provisions of this Grant 

Agreement require formal modification. 
 

B. The Grantee and its agents shall abide by all ethical requirements that apply to 

persons who have a business relationship with the State as set forth in IC §4-2-6, 
et seq., IC §4-2-7, et seq. and the regulations promulgated thereunder. If the 
Grantee has knowledge, or would have acquired knowledge with 

reasonable inquiry, that a state officer, employee, or special state 
appointee, as those terms are defined in IC §4-2-6-1, has a financial interest 
in the Grant, the Grantee shall ensure compliance with the disclosure 

requirements in IC §4-2-6-10.5 prior to the execution of this Grant 
Agreement. If the Grantee is not familiar with these ethical requirements, the 
Grantee should refer any questions to the Indiana State Ethics Commission, or 

visit the Inspector General's website at http://www.in.gov/ig/. If the Grantee or its 
agents violate any applicable ethical standards, the State may, in its sole 
discretion, terminate this Grant immediately upon notice to the Grantee. In 

addition, the Grantee may be subject to penalties under IC §§4-2-6, 4-2-7, 35-
44.1-1-4, and under any other applicable laws. 
 

C. The Grantee certifies by entering into this Grant Agreement that neither it nor its 
principal(s) is presently in arrears in payment of taxes, permit fees or other 
statutory, regulatory or judicially required payments to the State. The Grantee 

agrees that any payments currently due to the State may be withheld from 
payments due to the Grantee. Additionally, payments may be withheld, delayed, 
or denied and/or this Grant suspended until the Grantee is current in its 

payments and has submitted proof of such payment to the State. 
 

D. The Grantee warrants that it has no current, pending or outstanding criminal, civil,  

or enforcement actions initiated by the State, and agrees that it will immediately 
notify the State of any such actions. During the term of such actions, the Grantee 
agrees that the State may suspend funding for the Project. If a valid dispute 

exists as to the Grantee's liability or guilt in any action initiated by the State or its 
agencies, and the State decides to suspend funding to the Grantee, the Grantee 
may submit, in writing, a request for review to the Indiana Department of 

Administration ("IDOA"). A determination by IDOA shall be binding on the parties. 
Any disbursements that the State may delay, withhold, deny, or apply under this 
section shall not be subject to penalty or interest. 

 
E. The Grantee warrants that the Grantee and any contractors performing work in 

connection with the Project shall obtain and maintain all required permits, 

licenses, registrations, and approvals, and shall comply with all health, safety, 
and environmental statutes, rules, or regulations in the performance of work 
activities for the State. Failure to do so may be deemed a material breach of this 

Grant Agreement and grounds for immediate termination and denial of grant 
opportunities with the State. 
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F. The Grantee affirms that, if it is an entity described in IC Title 23, it is properly 
registered and owes no outstanding reports to the Indiana Secretary of State.  

 
G. As required by IC §5-22-3-7: 

(1) The Grantee and any principals of the Grantee certify that: 

(A) the Grantee, except for de minimis and nonsystematic violations, has 
not violated the terms of: 

(i) IC §24-4.7 [Telephone Solicitation of Consumers]; 

(ii) IC §24-5-12 [Telephone Solicitations]; or 
(iii) IC §24-5-14 [Regulation of Automatic Dialing Machines]; 

 in the previous three hundred sixty-five (365) days, even if IC 

§24-4.7 is preempted by federal law; and 
(B) the Grantee will not violate the terms of IC §24-4.7 for the duration of 

this Grant Agreement, even if IC §24-4.7 is preempted by federal law.  

(2) The Grantee and any principals of the Grantee certify that an affiliate or 
principal of the Grantee and any agent acting on behalf of the Grantee or on 
behalf of an affiliate or principal of the Grantee, except for de minimis and 

nonsystematic violations, 
(A) has not violated the terms of IC §24-4.7 in the previous three 

hundred sixty-five (365) days, even if IC §24-4.7 is preempted by 

federal law; and 
(B) will not violate the terms of IC §24-4.7 for the duration of this Grant 

Agreement even if IC §24-4.7 is preempted by federal law. 

  
10.  Debarment and Suspension. 

 

A. The Grantee certifies by entering into this Grant Agreement that it is not presently 
debarred, suspended, proposed for debarment, declared ineligible or voluntarily 
excluded from entering into this Grant by any federal agency or by any 

department, agency or political subdivision of the State. The term "principal" for 
purposes of this Grant Agreement means an officer, director, owner, partner, key 
employee or other person with primary management or supervisory 

responsibilities, or a person who has a critical influence on or substantive control 
over the operations of the Grantee. 
 

B. The Grantee certifies that it has verified the suspension and debarment status for 
all contractors receiving funds under this Grant Agreement and shall be solely 
responsible for any recoupments or penalties that might arise from non-

compliance. The Grantee shall immediately notify the State if any contractor 
becomes debarred or suspended, and shall, at the State's request, take all steps 
required by the State to terminate its contractual relationship with the contractor 

for work to be performed under this Grant Agreement. 
  

11.  Drug-Free Workplace Certification.  As required by Executive Order No. 90-5, April 12, 

1990, issued by the Governor of Indiana, the Grantee hereby covenants and agrees to 
make a good faith effort to provide and maintain a drug-free workplace. Grantee will give 
written notice to the State within ten (10) days after receiving actual not ice that the 

Grantee, or an employee of the Grantee in the State of Indiana, has been convicted of a 
criminal drug violation occurring in the workplace. False certification or violation of the 
certification may result in sanctions including, but not limited to, suspension of Grant 

payments, termination of the Grant and/or debarment of grant opportunities with the State 
of Indiana for up to three (3) years. 
 

In addition to the provisions of the above paragraphs, if the total amount set forth in this 
Grant Agreement is in excess of $25,000.00, the Grantee certifies and agrees that it will 
provide a drug-free workplace by: 
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A. Publishing and providing to all of its employees a statement notifying them that 

the unlawful manufacture, distribution, dispensing, possession or use of a 
controlled substance is prohibited in the Grantee's workplace and specifying the 
actions that will be taken against employees for violations of such prohibition; 

and 
 

B. Establishing a drug-free awareness program to inform its employees of: (1) the 

dangers of drug abuse in the workplace; (2) the Grantee's policy of maintaining a 
drug-free workplace; (3) any available drug counseling, rehabilitation, and 
employee assistance programs; and (4) the penalties that may be imposed upon 

an employee for drug abuse violations occurring in the workplace; and 
 

C. Notifying all employees in the statement required by subparagraph (A) above that 

as a condition of continued employment the employee will: (1) abide by the terms 
of the statement; and (2) notify the Grantee of any criminal drug statute 
conviction for a violation occurring in the workplace no later than five (5) days 

after such conviction; and 
 

D. Notifying in writing the State within ten (10) days after receiving notice from an 

employee under subdivision (C)(2) above, or otherwise receiving actual notice of 
such conviction; and 
 

E. Within thirty (30) days after receiving notice under subdivision (C)(2) above of a 
conviction, imposing the following sanctions or remedial measures on any 
employee who is convicted of drug abuse violations occurring in the workplace: 

(1) take appropriate personnel action against the employee, up to and including 
termination; or (2) require such employee to satisfactorily participate in a drug 
abuse assistance or rehabilitation program approved for such purposes by a 

federal, state or local health, law enforcement, or other appropriate agency; and 
 

F. Making a good faith effort to maintain a drug-free workplace through the 

implementation of subparagraphs (A) through (E) above. 
 

12.  Employment Eligibility Verification.  As required by IC §22-5-1.7, the Grantee hereby 

swears or affirms under the penalties of perjury that: 
 

A. The Grantee has enrolled and is participating in the E-Verify program. 

 
B. The Grantee has provided documentation to the State that it has enrolled and is 

participating in the E-Verify program. 

 
C. The Grantee does not knowingly employ an unauthorized alien.  

 

D. The Grantee shall require its contractors who perform work under this Grant 
Agreement to certify to Grantee that the contractor does not knowingly employ or 
contract with an unauthorized alien and that the contractor has enrolled and is 

participating in the E-Verify program. The Grantee shall maintain this certification 
throughout the duration of the term of a contract with a contractor. 

  

The State may terminate for default if the Grantee fails to cure a breach of this provision 
no later than thirty (30) days after being notified by the State. 

 

13.  Funding Cancellation.  As required by Financial Management Circular 3.3 and IC §5-
22-17-5, when the Director of the State Budget Agency makes a written determination 
that funds are not appropriated or otherwise available to support continuation of 
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performance of this Grant Agreement, it shall be canceled. A determination by the 
Director of the State Budget Agency that funds are not appropriated or otherwise 

available to support continuation of performance shall be final and conclusive.  
 

14.  Governing Law .  This Grant Agreement shall be governed, construed, and enforced in 

accordance with the laws of the State of Indiana, without regard to its conflict of laws 
rules. Suit, if any, must be brought in the State of Indiana. 

 

15.  Information Technology Accessibility Standards.   Any information technology related 
products or services purchased, used or maintained through this Grant must be 
compatible with the principles and goals contained in the Electronic and Information 

Technology Accessibility Standards adopted by the Architectural and Transportation 
Barriers Compliance Board under Section 508 of the federal Rehabilitation Act of 1973 
(29 U.S.C. §794d), as amended. The federal Electronic and Information Technology 

Accessibility Standards can be found at: http://www.access-board.gov/508.htm. 
 

16.  Insurance.  The Grantee shall maintain insurance with coverages and in such amount as 

may be required by the State or as provided in its Grant Application.  
 

17.  Nondiscrimination.  Pursuant to the Indiana Civil Rights Law, specifically IC §22-9-1-10, 

and in keeping with the purposes of the federal Civil Rights Act of 1964, the Age 
Discrimination in Employment Act, and the Americans with Disabilities Act, the Grantee 
covenants that it shall not discriminate against any employee or applicant for employment 

relating to this Grant with respect to the hire, tenure, terms, conditions or privileges of 
employment or any matter directly or indirectly related to employment, because of the 
employee or applicant 's: race, color, national origin, religion, sex, age, disability, ancestry, 

status as a veteran, or any other characteristic protected by federal, state, or local law 
("Protected Characteristics"). Furthermore, Grantee certifies compliance with applicable 
federal laws, regulations, and executive orders prohibiting discrimination based on the 

Protected Characteristics in the provision of services. 
 
The Grantee understands that the State is a recipient of federal funds, and therefore, 

where applicable, Grantee and any contractors shall comply with requisite affirmative 
action requirements, including reporting, pursuant to 41 CFR Chapter 60, as amended, 
and Section 202 of Executive Order 11246 as amended by Executive Order 13672.  

 
18.  Notice to Parties.  Whenever any notice, statement or other communication is required 

under this Grant, it will be sent by E-mail, first class U.S. mail or via an established 

courier/delivery service to the following addresses, unless otherwise specifically advised.  
 

A. Notices to the State shall be sent to: 

 
Manager, Office of Aviation 
Indiana Department of Transportation 

100 N. Senate Avenue, Room N758--Multimodal 
Indianapolis, IN 46204 
 

With a copy to: 
 
Chief Legal Counsel/Deputy Commissioner 

Indiana Department of Transportation 
100 N. Senate Avenue, Room N758-Legal Services 
Indianapolis, IN 46204 
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B. Notices to the Grantee shall be sent to: 
 

Monroe County Board of Aviation Commissioners  
100 W. Kirkwood, Rm 204 
Bloomington, IN 47404 

  
As required by IC §4-13-2-14.8, payments to the Grantee shall be made via electronic 
funds transfer in accordance with instructions filed by the Grantee with the Indiana 

Auditor of State. 
 

19.  Order of Precedence; Incorporation by Reference.   Any inconsistency or ambiguity in 

this Grant Agreement shall be resolved by giving precedence in the following order: (1) 
requirements imposed by applicable federal or state law, including those identified in 
paragraph 24, below; (2) this Grant Agreement, (3) exhibits prepared by the State, (4) 

invitation to apply for grant; (5) the grant application; and (6) exhibits prepared by 
Grantee. All of the foregoing are incorporated fully herein by reference. 

 

20.  Public Record.  The Grantee acknowledges that the State will not treat this Grant as 
containing confidential information, and will post this Grant on the transparency portal as 
required by Executive Order 05-07 and IC §5-14-3.5-2. Use by the public of the 

information contained in this Grant shall not be considered an act of the State.  
 

21.  Termination for Breach. 

 
A. Failure to complete the Project and expend State, local and/or private funds in 

accordance with this Grant Agreement may be considered a material breach, and 

shall entitle the State to suspend grant payments, and suspend the Grantee's 
participation in State grant programs until such time as all material breaches are 
cured to the State's satisfaction. 

 
B. The expenditure of State or federal funds other than in conformance with the 

Project or the budget may be deemed a breach. The Grantee explicitly covenants 

that it shall promptly repay to the State all funds not spent in conformance with 
this Grant Agreement. 

 

22.  Termination for Convenience .  Unless prohibited by a statute or regulation relating to 
the award of the Grant, this Grant Agreement may be terminated, in whole or in part, by 
the State whenever, for any reason, the State determines that such termination is in the 

best interest of the State. Termination shall be effected by delivery to the Grantee of a 
termination notice, specifying the extent to which such termination becomes effective. 
The Grantee shall be compensated for completion of the Project properly done prior to 

the effective date of termination. The State will not be liable for work on the Project 
performed after the effective date of termination. In no case shall total payment made to 
the Grantee exceed the original grant. 

 
23.  Travel.  No expenses for travel will be reimbursed unless specifically authorized by this 

Grant. 

 
24.  Federal and State Third-Party Contract Provisions.  N/A 
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25.  Provision Applicable to Grants with tax-funded State Educational Institutions: 
"Separateness" of the Parties.  N/A 

 
26.  State Boilerplate Affirmation Clause .  N/A 

 

 
 

The Rest of this Page Is Intentionally Left Blank.  

DocuSign Envelope ID: 5B4A03BB-C648-49B2-B1F8-96CD8854F004



 

Page 10 of 27 

Non-Collusion and Acceptance 

The undersigned attests, subject to the penalties for perjury, that the undersigned is the Grantee, 

or that the undersigned is the properly authorized representative, agent, member or officer of the 
Grantee.  Further, to the undersigned's knowledge, neither the undersigned nor any other 
member, employee, representative, agent or officer of the Grantee, directly or indirectly, has 

entered into or been offered any sum of money or other consideration for the execution of this 
Grant Agreement other than that which appears upon the face hereof.  Furthermore, if the 
undersigned has knowledge that a state officer, employee, or special state appointee, as 

those terms are defined in IC 4-2-6-1, has a financial interest in the Grant, the Grantee 
attests to compliance with the disclosure requirements in IC 4-2-6-10.5. 
 

Agreement to Use Electronic Signatures 

I agree, and it is my intent, to sign this Grant Agreement by accessing State of Indiana Supplier 
Portal using the secure password assigned to me and by electronically submitting this Grant 

Agreement to the State of Indiana.  I understand that my signing and submitting this Grant 
Agreement in this fashion is the legal equivalent of having placed my handwritten signature on 
the submitted Grant Agreement and this affirmation.  I understand and agree that by electronically 

signing and submitting this Grant Agreement in this fashion I am affirming to the truth of the 
information contained therein.  I understand that this Grant Agreement will not become binding on 
the State until it has been approved by the Department of Administration, the State Budget 

Agency, and the Office of the Attorney General, which approvals will be posted on the Active 
Contracts Database: https://secure.in.gov/apps/idoa/contractsearch/.   
 

In Witness Whereof, Grantee and the State have, through their duly authorized representatives, 
entered into this Grant.  The parties, having read and understood the foregoing terms of this 
Grant Agreement do, by their respective signatures dated below agree to the terms thereof. 

Grantee: MONROE COUNTY   Indiana Department of Transportation 

 

By:\s1\_____________________         \s2\______________________ 

      Michael Smith, Commissioner 

Printed Name:\n1\____________  Date:\d2\______________________ 

Title:\t1\____________________    

Date:\d1\___________________    

 
Electronically Approved by:                                                                     
Department of Administration 
 

By:                                                              (for) 
Rebecca Holw erda, Commissioner 
Refer to Electronic Approval History found after the final 

page of the Executed Contract for details. 
 

 

Electronically Approved by:                                                                     
State Budget Agency 
 

By:                                                  (for) 
Zachary Q. Jackson, Director 
Refer to Electronic Approval History found after the final 
page of the Executed Contract for details. 
 

Approved as to Form and Legality:                                                                     
Off ice of the Attorney General 
 

Form approval has been granted by the Office of the 
Attorney General pursuant to IC 4-13-2-14.3(e) on 
September 21, 2023     FA 23-37 
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INDOT ATTACHMENT 2 

    Fund 19580 Fund 30364 Fund 57750     

  SFY 2024 Starting Balance $1,637.59 $11,513.30 $3,600,000.00     

  
State GF Appropriation 
(FWA) $5,000,000.00         

  
State GF Appropriation 
(St. Joseph) $7,400,000.00         

  IDEM ELTF Transfer           

  Legal Fund Augmentation $435,849.25   $435,849.25     

    $12,837,486.84 $11,513.30 $4,035,849.25     

              

PO # Airport Projects       Project # FFY 

0020109450 Hamilton County AA     $84,436.16 24103037 23 

0020112405 Hamilton County AA     $8,333.33 2310336A 23 

0020111968 Randolph County BOAC     $8,333.33 2388022A 23 

0020109179 Delaware County AA     $18,022.28 2459040 23 

0020109178 Richmond BOAC     $3,245.00 2471027 23 

0020112206 Warsaw BOAC     $2,582.50 2485023 23 

0020112205 Portland BOAC     $6,284.44 2468024 23 

0020112404 Logansport/Cass County AA     $9,280.00 2451031 23 

0020112403 South Central Regional AA     $6,295.00 2441039 23 

0020114026 Fort Wayne\Allen County AA     $210,526.32 2422083 23 

0020112402 Fulton County AA     $25,424.83 2472022 23 

0020112447 Greensburg BOAC     $114,603.33 2431022 23 

0020114044 South Central Regional AA     $20,766.11 2441041 23 

0020113063 Peru BOAC     $5,835.00 2466TC   

0020114316 South Central Regional AA     $10,250.00 2441040 23 

0020113062 Michigan City BOAC     $8,833.33 2455028 23 

0020113064 Columbus BOAC     $54,350.00 2412037 23 

0020114073 IAA Metropolitan Airport     $18,941.22 2440031 23 

0020114027 Greenwood BOAC     $82,965.61 2497040 23 

0020114217 South Central Regional AA     $89,635.00 2441042 23 

0020113967 Madison BOAC     $7,169.50 2452031 23 

0020114801 Delphi BOAC     $8,333.33 24117022 23 

0020114799 Putnam County Regional AA     $8,055.55 2430027 23 

0020114802 French Lick BOAC     $36,222.22 2427026 23 

0020115208 
Fort Wayne\Allen County AA -
State Project $5,000,000.00       SFY 24 

0020114798 Kokomo BOAC     $3,991.66 2344034A 23 

0020117336 Purdue University     $152,647.22 2445046 23 

0020117619 
St. Joseph County AA -State 
Project $7,400,000.00       SFY 24 

0020116327 Daviess County BOAC     $1,727.38 2486024 23 

0020116322 Columbus BOAC     $555,555.55 2412039 23 

0020116326 Kentland BOAC     $38,000.00 2425019 23 

0020116329 Pulaski County BOAC     $25,085.22 2487017 23 

0020116334 Columbus BOAC     $32,611.11 2412040 23 
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0020116341 Sullivan County BOAC     $16,888.88 2480026 23 

0020116324 Paoli BOAC     $4,988.66 2464021 23 

0020116339 Sullivan County BOAC     $57,362.94 2480025 23 

0020116325 Greenwood BOAC     $16,222.22 2497041 23 

0020116342 IAA Regional Airport     $34,016.66 2437026 23 

  Frankfort/Clinton County AA     $8,055.55 2426028 23 

0020117634 Dubois County AA     $8,333.33 2435025 23 

0020116488 Evansville AA     $113,367.22 2420076 23 

0020117043 Terre Haute AA   $5,576.11   2482053 23 

0020116323 Goshen BOAC     $9,275.00 2429024 23 

0020116343 IAA Eagle Creek Airpark     $32,611.11 2439032 23 

0020119682 Gary/Chicago AA     $94,613.22 2428050 23 

0020116439 Peru BOAC     $5,728.00 2466028 23 

0020117642 
New Castle/Henry County 
BOAC     $8,055.55 2461026 23 

0020117641 Crawfordsville BOAC     $6,189.00 2415024 23 

0020117191 Crawfordsville BOAC     $4,750.00 2415023 23 

0020117947 DeKalb County AA     $300,765.83 2404036 23 

0020117635 White County BOAC     $8,333.33 2457026 23 

0020117637 
New Castle/Henry County 
BOAC     $7,369.39 2461025 23 

0020119652 Starke County AA     $8,333.33 2443023 23 

0020120002 St. Joseph County AA      $1,258,818.83 2479063 23 

0020123130 LaPorte Municipal AA     $8,508.33 2447032 24 

0020123131 Randolph County BOAC     $3,839.50 2488024 24 

0020123129 French Lick BOAC     $12,555.55 2427027 24 

  Monroe County BOAC     $28,538.50 2406042 24 

              

  Project Total $12,400,000.00 $5,576.11 $3,715,861.46     

 
Ending AD Fund Balance $437,486.84  $5,937.19  $319,987.79      

 
            

 

TOTAL ADF   $763,411.82        
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INDOT ATTACHMENT 3 

 

Guidelines for filing the annual financial report: 
 

1) Filing an annual financial report called an Entity Annual Report (E-1) is required by IC 

§5-11-1-4. This is done through Gateway which is an on-line electronic submission 

process. 

a. There is no filing fee to do this. 

b. This is in addition to any similarly titled Business Entity Report required by the 

Indiana Secretary of State. 

c. The E-1 electronical submission site is found at 

https://gateway.ifionline.org/login.aspx. 

d. The Gateway User Guide is found at 

https://gateway.ifionline.org/userguides/E1guide. 

e. The State Board of Accounts may request documentation to support the 

information presented on the E-1. 

f. Login credential for filing the E-1 and additional information can be obtained 

using the notforprofit@sboa.in.gov email address. 

 

2) A tutorial on completing Form E-1 online is available at 

https://www.youtube.com/watch?time_continue=87&v=nPpgtPcdUcs. 

 

3) Based on the level of government financial assistance received, an audit may be required 

by IC §5-11-1-9. 
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NEW FUND 
Location Report Not Available 

 

 



Monroe County Council 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:

PURPOSE OF REQUEST: (Mark with an "X" in all applicable boxes)
Creation of Account Line(s) and/or Additional Appropriation(s)

Fund Name:

Transfer of Funds
Category
Fund Name:
Fund to Fund
Fund Name A:
Fund Name B:

Salary Ordinance Amendment Effective Date of Amendment:

De-Appropriation of Account Lines
Fund Name:

Other (Specify)

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

Complete ALL  corresponding agenda information on subsequent tabs.
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

Aviation 4/9/2024

Carlos Laverty 812-825-5406

Airport Infrastructure Grant

1138 - Cumulative Capital Dev

8187 - Airport Infrastructure Grant

X Create New Fund

1) The Monroe County Airport received a Federal Aviation Administration grant for "Airport Master 
Plan Study: Airport Layout Plan, Exhibit A and Narrative Report." The total grant amount is 
$570770 with the ratio as follows: 
 
     90% Federal  $513693 
      5%  State     $28538 
      5%  Local     $28539 
 
The Airport is requesting the creation of a fund, and within the fund, 3 appropriation lines for each 
portion. This is a performance period based grant. Therefore, pay requests are submitted based on 
percentage of work completed. This project appears on our 5 year Capital Improvement Plan. 
 
 
The Airport is also requesting a fund-to-fund transfer from 1138 to 8187. The cash transfer will 
cover the local match portion of the grant. The County Commissioners are scheduled to review the 
grant contract on 3/27/2024. 
 
The Monroe County Airport has been awarded an FAA grant to conduct a Master Plan Study, a 
critical initiative set to chart the facility's development over the next two to three decades. This 
study aims to assess and plan for various aspects of the airport's growth, including infrastructure 
enhancements, operational advancements, and expansion opportunities to cater to the evolving 
demands of aviation. Emphasizing safety, efficiency, and sustainability, the master plan seeks to 
ensure the airport remains a vital hub for regional connectivity and economic prosperity, aligning its 
future trajectory with the broader goals of the community and the aviation sector.

Yes

✔

✔

✔✔

mailto:councilrequests@co.monroe.in.us


REQUEST CREATION OF NEW ACCOUNT LINE(S) AND/OR ADDITIONAL APPROPRIATION(S)
Council recommends making ANY  In-House and/or Category Transfers PRIOR  to requesting additional appropriations.

DEPARTMENT: MEETING DATE REQUESTED (Tentative) :
Fund Name:  

Fund Number:  Location Number:  

Account 
Number

Account Description Amount Requested

TOTAL REQUEST

Contact the Council Administrator (Ext. 2516) for  new numbers  and/or clarification on account numbers.

Staff will notify Department when the accounts/additionals have been approved/updated. 

Aviation 4/9/2024

Airport Infrastructure Grant

8187 0000

30006
30082

30081

Contractual (Federal)

Contractual-State Match

Contractual-County Match

513693

28538

28539

570,770.00



REQUEST FOR A FUND TO FUND TRANSFER OF CASH
Please contact the Council Administrator to confirm all steps involved for this type of request.

DEPARTMENT: MEETING DATE REQUESTED (Tentative) :

TRANSFER FROM:
FUND NAME A:  FUND NUMBER:  

Account 
Number

Account Description Amount Requested

TRANSFER TO:
FUND NAME B:  FUND NUMBER:  

Account 
Number

Amount Requested

GRAND TOTAL

GRAND TOTALS MUST MATCH!
Council Staff will forward approved  Fund to Fund Request to Auditor's Office for completion.

Auditor's Staff will contact Department when transfer is completed.

GRAND TOTAL

Account Description 

Aviation 4/9/2024

1138 - Cumulative Capital Dev

60100 Transfer Out Fund To Fund -28,539.00

8187 - Airport Infrastructure Grant

000992 Transfer Funds into Fund 28,539.00

-28,539.00

28,539.00



NEW FUND 
Location Report Not Available 

 

 



Monroe County Council 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:

PURPOSE OF REQUEST: (Mark with an "X" in all applicable boxes)
Creation of Account Line(s) and/or Additional Appropriation(s)

Fund Name:

Transfer of Funds
Category
Fund Name:
Fund to Fund
Fund Name A:
Fund Name B:

Salary Ordinance Amendment Effective Date of Amendment:

De-Appropriation of Account Lines
Fund Name:

Other (Specify)

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

Complete ALL  corresponding agenda information on subsequent tabs.
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

Highway 4/9/2024

Lisa Ridge

Cumulative Bridge

The department is requesting to create the additional lines in our Cumulative Bridge fund in the 
event that an item that is not covered under the grant can be paid out of the project line in CB. This 
will enable us to track the overall cost of the project during any future audits.  
 
We are anticipating future invoices for our small structure inventory for the existing contract.  We 
had missed adding this amount to our 2025 budget. 

Yes

✔✔

mailto:councilrequests@co.monroe.in.us


REQUEST CREATION OF NEW ACCOUNT LINE(S) AND/OR ADDITIONAL APPROPRIATION(S)
Council recommends making ANY  In-House and/or Category Transfers PRIOR  to requesting additional appropriations.

DEPARTMENT: MEETING DATE REQUESTED (Tentative) :
Fund Name:  

Fund Number:  Location Number:  

Account 
Number

Account Description Amount Requested

TOTAL REQUEST

Contact the Council Administrator (Ext. 2516) for  new numbers  and/or clarification on account numbers.

Staff will notify Department when the accounts/additionals have been approved/updated. 

Highway 4/9/2024

Cumulative Bridge

1135 0000

39390

39403

39405

39406

39404

Baby Creek Road, Bridge #629

Rockport Road, Bridge #308

Dillman Road, Bridge #83

Eagleson Avenue, Bridge #922

Small Structure Inventory $25,000.00

25,000.00



Location Budget as of 03/14/2024
The Last Posted Date is 12/31/2023.

Monroe County

Financial  03/14/2024 12:51 12:51:01 PM  by GCOUTINHO Page  1 

Unexpend PctUnexpend BalanceExpenditureTotal AppropAdj AppropAddt'l AppropOriginal Approp
Carry Forward

AppropObj Acct 

Fund : 1135

Loc : 0000

80.92% 52,865.00 12,468.00 65,333.00 0.00 0.00 65,333.00 0.00 0000013308

80.64% 43,831.00 10,520.00 54,351.00 0.00 0.00 54,351.00 0.00 0000013314

80.77% 41,043.00 9,772.00 50,815.00 0.00 0.00 50,815.00 0.00 0000013334

80.77% 47,494.00 11,308.00 58,802.00 0.00 0.00 58,802.00 0.00 0000013351

81.74% 43,302.00 9,676.00 52,978.00 0.00 0.00 52,978.00 0.00 0000013352

91.71% 13,755.91 1,244.09 15,000.00 0.00 0.00 15,000.00 0.00 0000017101

50.00% 3,125.00 3,125.00 6,250.00 0.00 0.00 6,250.00 0.00 0000017209

0.00% 0.00 1,000.00 1,000.00 0.00 0.00 1,000.00 0.00 0000017601

75.00% 46,185.00 15,395.00 61,580.00 0.00 0.00 61,580.00 0.00 0000018001

81.20% 18,916.19 4,380.81 23,297.00 0.00 0.00 23,297.00 0.00 0000018101

81.50% 34,405.67 7,808.33 42,214.00 0.00 0.00 42,214.00 0.00 0000018201

87.00% 2,175.00 325.00 2,500.00 0.00 0.00 2,500.00 0.00 0000020002

92.47% 13,869.88 1,130.12 15,000.00 0.00 0.00 15,000.00 0.00 0000021170

52.92% 26,462.49 23,537.51 50,000.00 0.00 0.00 50,000.00 0.00 0000023411

99.78% 9,977.50 22.50 10,000.00 0.00 0.00 10,000.00 0.00 0000023940

47.74% 76,388.70 83,611.30 160,000.00 0.00 0.00 160,000.00 0.00 0000023950

68.26% 122,867.70 57,132.30 180,000.00 0.00 0.00 180,000.00 0.00 0000023960

100.00% 10,000.00 0.00 10,000.00 0.00 0.00 10,000.00 0.00 0000023970

100.00% 3,000.00 0.00 3,000.00 0.00 0.00 3,000.00 0.00 0000030028

100.00% 5,559.00 0.00 5,559.00 0.00 0.00 5,559.00 0.00 0000030041

93.78% 18,755.00 1,245.00 20,000.00 0.00 0.00 20,000.00 0.00 0000030061

100.00% 36,920.00 0.00 36,920.00 0.00 0.00 36,920.00 0.00 0000030200

91.70% 4,585.00 415.00 5,000.00 0.00 0.00 5,000.00 0.00 0000030219

69.49% 27,796.00 12,204.00 40,000.00 0.00 0.00 40,000.00 0.00 0000030321

100.00% 3,000.00 0.00 3,000.00 0.00 0.00 3,000.00 0.00 0000030500

92.36% 92,357.58 7,642.42 100,000.00 0.00 0.00 100,000.00 0.00 0000030700

5.40% 810.40 14,189.60 15,000.00 0.00 0.00 15,000.00 0.00 0000031313

100.00% 1,000.00 0.00 1,000.00 0.00 0.00 1,000.00 0.00 0000031585

100.00% 3,000.00 0.00 3,000.00 0.00 0.00 3,000.00 0.00 0000032113

Cash Balance as of 03-14-24:  $1,162,369.45



Location Budget as of 03/14/2024
The Last Posted Date is 12/31/2023.

Monroe County

Financial  03/14/2024 12:51 12:51:01 PM  by GCOUTINHO Page  2 

Unexpend PctUnexpend BalanceExpenditureTotal AppropAdj AppropAddt'l AppropOriginal Approp
Carry Forward

AppropObj Acct 

82.89% 41,444.02 8,555.98 50,000.00 0.00 0.00 50,000.00 0.00 0000032301

77.58% 77,580.00 22,420.00 100,000.00 0.00 0.00 100,000.00 0.00 0000032319

0.00% 0.00 944,439.60 944,439.60 0.00 944,439.60 0.00 0.00 0000032332

0.13% 23.80 18,976.20 19,000.00 0.00 0.00 19,000.00 0.00 0000033008

96.34% 9,634.39 365.61 10,000.00 0.00 0.00 10,000.00 0.00 0000038230

100.00% 10,000.00 0.00 10,000.00 0.00 0.00 10,000.00 0.00 0000039236

100.00% 20,000.00 0.00 20,000.00 0.00 0.00 20,000.00 0.00 0000039270

89.10% 133,655.50 16,344.50 150,000.00 0.00 0.00 150,000.00 0.00 0000039342

100.00% 148,220.00 0.00 148,220.00 (1,780.00)0.00 150,000.00 0.00 0000039391

0.00% 0.00 6,780.00 6,780.00 1,780.00 0.00 5,000.00 0.00 0000039404

100.00% 470,000.00 0.00 470,000.00 0.00 0.00 470,000.00 0.00 0000041104

0.00 944,439.60 56.75% 1,714,004.73 3,020,038.60 2,075,599.00 1,306,033.87 0.00 

0.00 944,439.60 56.75% 1,714,004.73 3,020,038.60 2,075,599.00 1,306,033.87 0.00 

944,439.60 0.00 56.75% 1,714,004.73 3,020,038.60 2,075,599.00 1,306,033.87 0.00 



Monroe County Council 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:

PURPOSE OF REQUEST: (Mark with an "X" in all applicable boxes)
Creation of Account Line(s) and/or Additional Appropriation(s)

Fund Name:

Transfer of Funds
Category
Fund Name:
Fund to Fund
Fund Name A:
Fund Name B:

Salary Ordinance Amendment Effective Date of Amendment:

De-Appropriation of Account Lines
Fund Name:

Other (Specify)

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

Complete ALL  corresponding agenda information on subsequent tabs.
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

Jail 4/9/24

P. Parker / K. Gibbons / J. Miller 812-349-2567

Correctional LIT

4/9/2024

We are interested in an additional appropriation as well as a salary ordinance amendment to add 
six (6) Correctional Officers for our transition team.

No

✔

✔✔

mailto:councilrequests@co.monroe.in.us


REQUEST CREATION OF NEW ACCOUNT LINE(S) AND/OR ADDITIONAL APPROPRIATION(S)
Council recommends making ANY  In-House and/or Category Transfers PRIOR  to requesting additional appropriations.

DEPARTMENT: MEETING DATE REQUESTED (Tentative) :
Fund Name:  

Fund Number:  Location Number:  

Account 
Number

Account Description Amount Requested

TOTAL REQUEST

Contact the Council Administrator (Ext. 2516) for  new numbers  and/or clarification on account numbers.

Staff will notify Department when the accounts/additionals have been approved/updated. 

Jail 4/9/2024

Correctional LIT

1233 0000

10644

10645

10646

10647

10648

10649

17101

17203

17208

18101

18201

17310

Correctional Officer

Correctional Officer

Correctional Officer

Correctional Officer

Correctional Officer

Correctional Officer

Overtime

Shift Pay

Uniforms

FICA

PERF

Training Bonus

55,063

55,063

55,063

55,063

55,063

55,063

1.00

1.00

1.00

25274

46914

1.00

402,570.00



NEW FUND 
Location Report Not Available 

 

 





REQUEST THE DE-APPROPRIATION OF ACCOUNT LINE{S) WITHIN A FUND 
Please contact the Council Administrator to confirm all steps involved for this type of request. 

DEPARTMENT: Sheriff MEETING DATE REQUESTED (Tentative): 04/09/2024 

Account 
Number 
17101 

-----------

Fund Name: General Fund - Sheriff 
Fund Number: 1000 Location Number: 0005 

-----' 

Account Description Amount Requested 

Overtime 1445.32 

TOTAL REQUESTl1,445.32 

Council Stoff will notify Deportment when the De-Appropriation hos been completed. 

Contact the Council Administrator (Ext. 2516) with any questions regarding your request. 



Location Budget as of 03/19/2024
The Last Posted Date is 12/31/2023.

Monroe County

Financial  03/19/2024 13:59 1:59:47 PM  by GCOUTINHO Page  1 

Unexpend PctUnexpend BalanceExpenditureTotal AppropAdj AppropAddt'l AppropOriginal Approp
Carry Forward

AppropObj Acct 

Fund : 1000

Loc : 0005

81.22% 64,735.60 14,970.40 79,706.00 0.00 0.00 79,706.00 0.00 0000010005

100.00% 74,148.00 0.00 74,148.00 (2,500.00)0.00 76,648.00 0.00 0000010034

80.49% 61,696.80 14,951.20 76,648.00 0.00 0.00 76,648.00 0.00 0000010153

80.19% 63,919.60 15,786.40 79,706.00 0.00 0.00 79,706.00 0.00 0000010154

80.36% 64,051.60 15,654.40 79,706.00 0.00 0.00 79,706.00 0.00 0000010155

80.11% 58,320.00 14,480.00 72,800.00 0.00 0.00 72,800.00 0.00 0000010156

80.19% 61,466.40 15,181.60 76,648.00 0.00 0.00 76,648.00 0.00 0000010157

81.29% 64,793.20 14,912.80 79,706.00 0.00 0.00 79,706.00 0.00 0000010158

81.17% 64,697.20 15,008.80 79,706.00 0.00 0.00 79,706.00 0.00 0000010159

80.12% 61,408.80 15,239.20 76,648.00 0.00 0.00 76,648.00 0.00 0000010160

79.93% 61,264.80 15,383.20 76,648.00 0.00 0.00 76,648.00 0.00 0000010161

80.70% 68,654.40 16,417.60 85,072.00 0.00 0.00 85,072.00 0.00 0000010162

80.57% 64,217.20 15,488.80 79,706.00 0.00 0.00 79,706.00 0.00 0000010163

80.34% 64,032.40 15,673.60 79,706.00 0.00 0.00 79,706.00 0.00 0000010164

81.46% 62,436.80 14,211.20 76,648.00 0.00 0.00 76,648.00 0.00 0000010165

81.06% 59,009.60 13,790.40 72,800.00 0.00 0.00 72,800.00 0.00 0000010166

80.77% 143,904.90 34,263.10 178,168.00 0.00 0.00 178,168.00 0.00 0000011000

80.77% 87,327.00 20,792.00 108,119.00 0.00 0.00 108,119.00 0.00 0000012000

80.16% 68,193.60 16,878.40 85,072.00 0.00 0.00 85,072.00 0.00 0000012170

81.32% 38,184.00 8,772.00 46,956.00 0.00 0.00 46,956.00 0.00 0000015110

80.77% 39,381.50 9,376.50 48,758.00 0.00 0.00 48,758.00 0.00 0000015120

80.77% 83,127.00 19,792.00 102,919.00 0.00 0.00 102,919.00 0.00 0000015130

80.77% 51,576.00 12,280.00 63,856.00 0.00 0.00 63,856.00 0.00 0000015132

80.39% 71,554.40 17,449.60 89,004.00 0.00 0.00 89,004.00 0.00 0000015136

81.52% 74,571.00 16,908.00 91,479.00 0.00 0.00 91,479.00 0.00 0000015137

74.24% 75,652.00 26,247.46 101,899.46 7,363.46 0.00 94,536.00 0.00 0000015138

82.53% 70,743.71 14,973.29 85,717.00 0.00 0.00 85,717.00 0.00 0000015139

80.02% 68,589.80 17,127.20 85,717.00 0.00 0.00 85,717.00 0.00 0000015140

80.36% 75,964.80 18,571.20 94,536.00 0.00 0.00 94,536.00 0.00 0000015141

Fund Cash Balance as of 03-19-2024:  $21,160,703.76
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80.58% 73,361.20 17,680.80 91,042.00 0.00 0.00 91,042.00 0.00 0000015142

81.07% 76,644.00 17,892.00 94,536.00 0.00 0.00 94,536.00 0.00 0000015143

81.48% 49,946.00 11,352.00 61,298.00 0.00 0.00 61,298.00 0.00 0000015160

80.77% 42,586.50 10,139.50 52,726.00 0.00 0.00 52,726.00 0.00 0000015161

80.77% 38,852.50 9,250.50 48,103.00 0.00 0.00 48,103.00 0.00 0000015162

80.77% 38,852.50 9,250.50 48,103.00 0.00 0.00 48,103.00 0.00 0000015163

81.34% 46,423.20 10,652.80 57,076.00 0.00 0.00 57,076.00 0.00 0000015164

81.73% 43,197.00 9,656.00 52,853.00 0.00 0.00 52,853.00 0.00 0000015165

83.13% 43,832.50 8,893.50 52,726.00 0.00 0.00 52,726.00 0.00 0000015166

81.54% 37,709.10 8,537.90 46,247.00 0.00 0.00 46,247.00 0.00 0000015167

80.32% 64,022.80 15,683.20 79,706.00 0.00 0.00 79,706.00 0.00 0000015177

91.14% 65,936.14 6,406.40 72,342.54 (7,363.46)0.00 79,706.00 0.00 0000015178

85.05% 61,913.60 10,886.40 72,800.00 0.00 0.00 72,800.00 0.00 0000015179

100.00% 67,800.00 0.00 67,800.00 (5,000.00)0.00 72,800.00 0.00 0000015180

80.77% 38,852.50 9,250.50 48,103.00 0.00 0.00 48,103.00 0.00 0000015181

100.00% 76,648.00 0.00 76,648.00 0.00 0.00 76,648.00 0.00 0000015182

80.77% 55,323.00 13,172.00 68,495.00 0.00 0.00 68,495.00 0.00 0000016000

92.34% 9,049.60 750.40 9,800.00 0.00 0.00 9,800.00 0.00 0000017020

37.47% 3,747.42 6,252.58 10,000.00 0.00 0.00 10,000.00 0.00 0000017101

71.48% 57,180.33 22,819.67 80,000.00 0.00 0.00 80,000.00 0.00 0000017102

99.73% 19,945.68 54.32 20,000.00 0.00 0.00 20,000.00 0.00 0000017104

100.00% 9,000.00 0.00 9,000.00 (1,000.00)0.00 10,000.00 0.00 0000017106

90.66% 29,011.20 2,988.80 32,000.00 0.00 0.00 32,000.00 0.00 0000017203

14.71% 2,015.57 11,684.43 13,700.00 2,500.00 0.00 11,200.00 0.00 0000017205

13.86% 1,732.00 10,768.00 12,500.00 3,500.00 0.00 9,000.00 0.00 0000017206

12.42% 1,924.80 13,575.20 15,500.00 2,500.00 0.00 13,000.00 0.00 0000017207

71.40% 63,900.00 25,600.00 89,500.00 0.00 0.00 89,500.00 0.00 0000017208

30.92% 8,965.60 20,034.40 29,000.00 0.00 0.00 29,000.00 0.00 0000017212

100.00% 1,500.00 0.00 1,500.00 0.00 0.00 1,500.00 0.00 0000017301

87.12% 11,325.00 1,675.00 13,000.00 0.00 0.00 13,000.00 0.00 0000017302

89.14% 36,100.00 4,400.00 40,500.00 0.00 0.00 40,500.00 0.00 0000017601
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91.92% 68,939.98 6,060.02 75,000.00 0.00 0.00 75,000.00 0.00 0000017801

100.00% 10,000.00 0.00 10,000.00 0.00 0.00 10,000.00 0.00 0000017802

75.00% 424,902.00 141,634.00 566,536.00 0.00 0.00 566,536.00 0.00 0000018001

0.00% 0.00 1,004,528.00 1,004,528.00 0.00 0.00 1,004,528.00 0.00 0000018004

81.73% 248,213.36 55,477.64 303,691.00 0.00 0.00 303,691.00 0.00 0000018101

81.74% 83,022.62 18,550.38 101,573.00 0.00 0.00 101,573.00 0.00 0000018201

69.95% 10,492.95 4,507.05 15,000.00 0.00 0.00 15,000.00 0.00 0000020001

100.00% 1.00 0.00 1.00 0.00 0.00 1.00 0.00 0000020007

93.92% 1,033.14 66.86 1,100.00 0.00 0.00 1,100.00 0.00 0000020011

89.06% 222,644.62 27,355.38 250,000.00 0.00 0.00 250,000.00 0.00 0000020100

90.74% 9,074.01 925.99 10,000.00 0.00 0.00 10,000.00 0.00 0000021003

77.48% 6,585.73 1,914.27 8,500.00 0.00 0.00 8,500.00 0.00 0000021124

100.00% 5,100.00 0.00 5,100.00 0.00 0.00 5,100.00 0.00 0000024900

97.51% 6,337.97 162.03 6,500.00 0.00 0.00 6,500.00 0.00 0000030003

93.18% 18,636.49 1,363.51 20,000.00 0.00 0.00 20,000.00 0.00 0000030025

89.24% 41,051.92 4,948.08 46,000.00 0.00 0.00 46,000.00 0.00 0000030028

80.00% 8,000.00 2,000.00 10,000.00 0.00 0.00 10,000.00 0.00 0000030800

100.00% 5,000.00 0.00 5,000.00 0.00 0.00 5,000.00 0.00 0000031510

100.00% 1,020.00 0.00 1,020.00 0.00 0.00 1,020.00 0.00 0000031530

42.93% 38,463.70 51,136.30 89,600.00 0.00 0.00 89,600.00 0.00 0000031540

100.00% 6,000.00 0.00 6,000.00 0.00 0.00 6,000.00 0.00 0000031580

100.00% 10,000.00 0.00 10,000.00 0.00 0.00 10,000.00 0.00 0000031590

100.00% 2,500.00 0.00 2,500.00 0.00 0.00 2,500.00 0.00 0000035800

0.00 0.00 67.86% 4,371,939.34 6,442,456.00 6,442,456.00 2,070,516.66 0.00 

0.00 0.00 67.86% 4,371,939.34 6,442,456.00 6,442,456.00 2,070,516.66 0.00 

0.00 0.00 67.86% 4,371,939.34 6,442,456.00 6,442,456.00 2,070,516.66 0.00 
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Monroe County Council 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:

PURPOSE OF REQUEST: (Mark with an "X" in all applicable boxes)
Creation of Account Line(s) and/or Additional Appropriation(s)

Fund Name:

Transfer of Funds
Category
Fund Name:
Fund to Fund
Fund Name A:
Fund Name B:

Salary Ordinance Amendment Effective Date of Amendment:

De-Appropriation of Account Lines
Fund Name:

Other (Specify)

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

Complete ALL  corresponding agenda information on subsequent tabs.
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

SHERIFF 04/09/2024

PHIL PARKER/JORDAN MILLER 812-349-2567

JAG-SHERIFF

Additional appropritation for federal funding that should be receipted into jail commissary account 
from JAG grant. 

Yes

✔

mailto:councilrequests@co.monroe.in.us


REQUEST CREATION OF NEW ACCOUNT LINE(S) AND/OR ADDITIONAL APPROPRIATION(S)
Council recommends making ANY  In-House and/or Category Transfers PRIOR  to requesting additional appropriations.

DEPARTMENT: MEETING DATE REQUESTED (Tentative) :
Fund Name:  

Fund Number:  Location Number:  

Account 
Number

Account Description Amount Requested

TOTAL REQUEST

Contact the Council Administrator (Ext. 2516) for  new numbers  and/or clarification on account numbers.

Staff will notify Department when the accounts/additionals have been approved/updated. 

SHERIFF 4/9/2024
JAG-SHERIFF 16.738

8143 0000

23901 DEPUTY EQUIPMENT 7355

7,355.00
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Management Consulting Services Since 1979 
 

Waggoner Irwin Scheele 
    & Associates INC 
 

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

MEMO 

 

 

DATE:  April 1, 2024 

 

TO:   Kimberly Shell, Council Administrator 

 

FROM: Lori Seelen and Ethan Crenshaw 

 

SUBJECT: Reclassification Requests – Assessor 

 

As requested, Waggoner, Irwin, Scheele and Associates (WIS) reviewed the reclassification and new 

positions requests from the Monroe County Assessor’s Office. 

 

1. Assistant Administrator to the PTABOA/Deputy-Level 2 

This is a job description update and classification review request. The position is currently classified at 

COMOT C Non-exempt. The job description has been revised and the position is responsible for 

coordinating all real and personal property appeals, including tax exempt and homestead deduction, 

property valuation on residential, commercial, new construction, industrial, and agricultural and providing 

guidance with business personal property, manufactured homes, classified forest, and sales disclosures. 

This position reports directly to the Assessor. 

 

Added job duties include: Creating technical drawings based on specifications and calculations. 

 

Added job requirements include: High school diploma or high school equivalent. Associate degree and/or 

related previous experience preferred and; Possession of and ability to maintain possession of State of 

Indiana Level 2 or Level 3 Assessor/Appraiser certification. 

 

We have assessed this position respective of other positions in the COMOT job category and refactored 

the position using the Factor Evaluation System (FES) job classification point factor guide charts for 

COMOT positions. 

 

Recommendation:  We factored the position at 505 COMOT factor points. Therefore, it is recommended 

that the changes be adopted and the position be reclassified at COMOT D Non-exempt and compensated 

within the COMOT D pay range.  

 

2. Assistant Administrator to the PTABOA/Deputy-Level 3 

This is a job description update and classification review request. The position is currently classified at 

COMOT C Non-exempt. The job description has been revised and the position is responsible for 

coordinating the appeals process and supervising all real and personal property appeals, including tax 

exempt and homestead deduction, and property valuation on residential, commercial, new construction, 

industrial, and agricultural. 

 

Added job duties include: Coordinating all functions of the Property Tax Assessment Board of Appeals 

(PTABOA); and Reviewing contracted Commercial Advisor on commercial appeals. 
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Added job requirements include: High school diploma or HSE. Associates degree and/or related previous 

experience preferred and; Possession of and ability to maintain possession of State of Indiana Level 3 

Assessor/Appraiser certification. 

 

We have assessed this position respective of other positions in the COMOT job category and refactored 

the position using the Factor Evaluation System (FES) job classification point factor guide charts for 

COMOT positions. 

 

Recommendation:  We factored the position at 545 COMOT factor points. Therefore, it is recommended 

that the changes be adopted and the position be reclassified at COMOT D Non-exempt and compensated 

within the COMOT D pay range.  

 

3. GIS Assessment Administrator/Deputy 

This is a new position request. The job description has been created and the position will be 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, classified forestry, woodland, and other agricultural land. 

 

Job duties for the positions include: Performing various Geographic Information Systems (GIS) 

assessment duties; and Coordinating GIS usage for department. 

 

Job requirements for the position include: High school diploma or HSE.  Associate degree and/or related 

previous experience preferred and; Possession of and ability to maintain possession of State of Indiana 

Level 3 Assessor/Appraiser certification. 

 

We have assessed this position respective of other positions in the COMOT job category and factored the 

position using the Factor Evaluation System (FES) job classification point factor guide charts for 

COMOT positions. 

 

Recommendation:  We factored the position at 505 COMOT factor points. Therefore, if the position is 

approved, it is recommended that the position be classified at COMOT D Non-exempt and compensated 

within the COMOT D pay range.  

 

4. GIS Assessment Specialist/Deputy 

This is a job description update and classification review request. The position is currently classified at 

COMOT C Non-exempt. The job description has been revised and the position is 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, classified forestry, woodland, and other agricultural land. 

 

Added job duties include: Performing GIS assessment duties; and Assisting GIS Administrator in 

managing integration of real estate property tax system data into INCama. 

 

Added job requirements include: High school diploma or HSE. Associates degree and/or related previous 

experience preferred and; Possession of and ability to maintain possession of State of Indiana Level 2 

Assessor/Appraiser certification. 
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We have assessed this position respective of other positions in the COMOT job category and refactored 

the position using the Factor Evaluation System (FES) job classification point factor guide charts for 

COMOT positions. 

 

Recommendation:  We factored the position at 465 COMOT factor points. Therefore, it is recommended 

that the changes be adopted and the position remain classified at COMOT C Non-exempt and 

compensated within the COMOT C pay range.  

 

5. Sales Disclosure Specialist/Deputy 

This is a job description update and classification review request. The position is currently classified at 

COMOT B Non-exempt. The job description has been revised and the position is now responsible for 

managing sales disclosures filed in the County and providing data used for real estate assessed values. 

 

Added job duties include: Investigating sales validity using MLS, GIS, and other Realtor market 

resources to determine compliance; and Approving sales disclosures submitted through e-filing and hard 

copies received from title companies, attorneys, and citizens. 

 

Added job requirements include: High school diploma or HSE. Associates degree and/or related previous 

experience preferred and; Possession of and ability to maintain possession of State of Indiana Level 2 

Assessor/Appraiser certification. 

 

We have assessed this position respective of other positions in the COMOT job category and refactored 

the position using the Factor Evaluation System (FES) job classification point factor guide charts for 

COMOT positions. 

 

Recommendation:  We factored the position at 465 COMOT factor points. Therefore, it is recommended 

that the changes be adopted and the position be reclassified at COMOT C Non-exempt and compensated 

within the COMOT C pay range.  

 

6. Market Data Analysis Administrator/Deputy 

This is a job description update and classification review request. The position is currently titled Sales 

Disclosure Supervisor and classified at COMOT C Non-exempt. The job description has been revised and 

the position is now responsible for managing sales disclosures and market research related to Monroe 

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. 

 

Added job duties include: Supervising assigned staff; and Mentoring and training staff on the proper 

handling of sales transfers. 

 

Added job requirements include: High school diploma or HSE. Associates degree and/or related previous 

experience preferred and; Possession of and ability to maintain possession of Level 3 Assessor/Appraiser 

Certification. 

 

We have assessed this position respective of other positions in the COMOT job category and refactored 

the position using the Factor Evaluation System (FES) job classification point factor guide charts for 

COMOT positions. 
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Recommendation:  We factored the position at 505 COMOT factor points. Therefore, it is recommended 

that the changes be adopted and the position be reclassified at COMOT D Non-exempt and compensated 

within the COMOT D pay range. It is also recommended that the job title change be approved. 

 

7. Property Director 

This is a job description update and classification review request. The position is currently titled 

Reassessment Property Specialist Supervisor and classified at COMOT C Non-exempt. The job 

description has been revised and the position is now responsible for overseeing property valuation on 

agricultural, residential, commercial, industrial, and new construction, advising on Business Personal 

Property, Mobile Homes, Appeals and Sales Disclosures, and supervising all divisions within the 

Assessor’s Office and advises Assessor in personnel decisions. 

 

Added job duties include: Assuming all responsibilities of the Chief Deputy Assessor in their absence; 

Overseeing all aspects of the Monroe County Assessor’s property division; and Supervising assigned 

personnel. 

 

Added job requirements include: High school diploma or HSE, Associates degree and/or related previous 

experience preferred and; Possession of and ability to maintain possession of State of Indiana Level 3 

Assessor/Appraiser certification. 

 

We have assessed this position respective of other positions in the COMOT and PAT job categories and 

refactored the position using the Factor Evaluation System (FES) job classification point factor guide 

charts for PAT positions. 

 

Recommendation:  We factored the position at 290 PAT factor points. Therefore, it is recommended that 

the changes be adopted and the position be reclassified at PAT A Non-exempt and compensated within 

the PAT A pay range. It is also recommended that the job title change be approved. 

 

8. Assistant Property Director/Deputy 

 

This is a new position request. The job description has been created and the position will be responsible 

for the reassessment of non-movable property valuation on residential, commercial, industrial, and new 

construction and assisting the public and assisting the Property Director in processing reports, providing 

quality control, and tracking progress in new construction and reassessment logs. 

 

Job duties for the position include: Coordinating with local building departments to obtain applicable 

permits and blueprints; Reviewing and ensuring permits are assigned the correct parcel numbers and; 

Creating permit log and necessary documentation for valuation vendors, delegating valuation vendors 

assignments and tracking progress toward completion of assignments, verifying valuation vendors 

information for accuracy.   

 

Job requirements for the position include: High school diploma or HSE, Associates degree and/or related 

previous experience preferred and; Possession of and ability to maintain possession of State of Indiana 

Level 2 or Level 3 Assessor/Appraiser certification. 

 

We have assessed this position respective of other positions in the COMOT job category and factored the 

position using the Factor Evaluation System (FES) job classification point factor guide charts for 

COMOT positions. 
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Recommendation:  We factored the position at 505 COMOT factor points. Therefore, if the position is 

approved, that the position be classified at COMOT D Non-exempt and compensated within the COMOT 

D pay range.  

 

9. Real Estate Reassessment Specialist/Deputy 

This is a job description update and classification review request. The position is currently classified at 

COMOT C Non-exempt. The job description has been revised and the position is now responsible for the 

reassessment of non- movable property valuation on residential, commercial, industrial, and new 

construction and assisting the public. 

 

One job duty has been added: Obtaining and analyzing building blueprints, along with field team data to 

create technical drawings based on specifications and calculations. 

 

Added job requirements include: High school diploma or HSE, Associates degree and/or related previous 

experience preferred and; Possession of and ability to maintain possession of State of Indiana Level 2 

Assessor/Appraiser certification. 

 

We have assessed this position respective of other positions in the COMOT job category and refactored 

the position using the Factor Evaluation System (FES) job classification point factor guide charts for 

COMOT positions. 

 

Recommendation:  We factored the position at 465 COMOT factor points. Therefore, it is recommended 

that the changes be adopted and the position remain classified at COMOT C Non-exempt and 

compensated within the COMOT C pay range.  

 

10. Personal Property Specialist Supervisor/Deputy 

This is a job description update and classification review request. The position is currently classified at 

COMOT C Non-exempt. The job description has been revised and the position is now responsible for 

maintaining Business Tangible Personal Property, Annually Assessed Mobile Home records, verifying 

accuracy of related documentation, assisting the public, and supervising assigned staff. 

 

Added job duties include: Supervising assigned staff; Coordinating with other Departmental Supervisors 

to identify departmental needs, departmental short-term and long-term goals and; Developing plans for 

implementation of identified goals.   

 

Added job requirements include: High school diploma or HSE, Associates degree and/or related previous 

experience preferred and; Possession of and ability to maintain possession of State of Indiana Level 2 

Assessor/Appraiser certification. 

 

We have assessed this position respective of other positions in the COMOT job category and refactored 

the position using the Factor Evaluation System (FES) job classification point factor guide charts for 

COMOT positions. 

 

Recommendation:  We factored the position at 505 COMOT factor points. Therefore, it is recommended 

that the changes be adopted and the position be reclassified at COMOT D Non-exempt and compensated 

within the COMOT D pay range.  
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11. Personal Property Assessment Specialist/Deputy

This is a job description update and classification review request. The position is currently classified at 

COMOT C Non-exempt. The job description has been revised and the position is now responsible for 

maintaining Business Tangible Personal Property, and Annually Assessed Mobile Home records, 

verifying accuracy of related documentation, and assisting the public. 

Added job duties include: Conducting personal property inventory and moving expense estimates and; 

Entering personal property information into assessment software. 

Added job requirements include: High school diploma or HSE, Associates degree and/or related previous 

experience preferred and; Possession of and ability to maintain possession of State of Indiana Level 2 

Assessor/Appraiser certification. 

We have assessed this position respective of other positions in the COMOT job category and refactored 

the position using the Factor Evaluation System (FES) job classification point factor guide charts for 

COMOT positions. 

Recommendation:  We factored the position at 465 COMOT factor points. Therefore, it is recommended 

that the changes be adopted and the position remain classified at COMOT C Non-exempt and 

compensated within the COMOT C pay range.  

12. Floating Assessor Specialist/Deputy

This is a new position request. The job description has been created and the position will be responsible 

for maintaining Business Tangible Personal Property, and Annually Assessed Mobile Home records, 

verifying accuracy of related documentation, as well as the reassessment of non-movable property 

valuation on residential, commercial, industrial, and new construction. 

Job duties for the position include: Conducting personal property inventory and moving expense 

estimates and; Entering personal property information into assessment software. 

Job requirements for the position include: High school diploma or HSE, Associates degree and/or related 

previous experience preferred and; Possession of and ability to maintain possession of State of Indiana 

Level 2 Assessor/Appraiser Certification. 

We have assessed this position respective of other positions in the COMOT job category and factored the 

position using the Factor Evaluation System (FES) job classification point factor guide charts for 

COMOT positions. 

Recommendation:  We factored the position at 465 COMOT factor points. Therefore, if the position is 

approved, it is recommended that the position be classified at COMOT C Non-exempt and compensated 

within the COMOT C pay range.  

Items 9 and 11 "current" classification is incorrect.  Per the MCG 2024 Salary Ordinance, below 
is the current classification and level for:

Item 9:  Real Estate Reassessment Specialist - COMOT B, Non-Exempt
Item 11: Personal Property Specialist - COMOT B, Non-Exempt

Page 6 of 6 
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PENDING 4/1/2024 
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POSITION DESCRIPTION  
COUNTY OF MONROE, INDIANA  

  
POSITION:   Floating Assessor Specialist/Deputy  
DEPARTMENT:    Assessor  
WORK SCHEDULE:  As Assigned  
JOB CATEGORY:           COMOT C (Computer, Office Machine Operation, Technician)   
 
DATE WRITTEN: April 2024         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 process or perform essential functions of the job 
unless those accommodations would present an undue hardship.  
  
Incumbent serves as Floating Assessor Specialist/Deputy for the Monroe County Assessor's Office, 
responsible for maintaining Business Tangible Personal Property, and Annually Assessed Mobile Home 
records, verifying accuracy of related documentation, as well as the reassessment of non- movable 
property valuation on residential, commercial, industrial, and new construction. 
 
DUTIES 
  
Conducts personal property inventory and moving expense estimates on a limited scope.  
 
Enters personal property information into assessment software, including entering activity codes, parcel 
numbers, federal identification numbers, and acquired equipment costs as submitted by taxpayer, finds 
and associates real property parcel number using Geographical Information System (GIS), and scans 
documents as required.  
 
Reviews business tangible personal property returns by conducting a desk audit for accuracy, including 
verifying Northern American Industry Classification System (NCIS) 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, generating and printing reports, analyzing market data, performing field 
inspections, and assigning assessments, generating and mailing assessment notices to taxpayers. 
 
Obtains and analyzes building blueprints, along with field team data to create technical drawings based 
on specifications and calculations within the blueprints and produce drawings of digital layers using 
Computer Assisted Draft (CAD) based assessment software and generates final computer drawings of 
residential and commercial building outlines for property valuation information and updates to property 
record cards.    
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Conducts informal hearings with taxpayers in accordance with state law verifying accuracy of data, 
conducting market analysis, reading, and interpreting Uniform Standards of Professional Appraisal 
Practice (USPAP) Compliant Appraisals with the goal of resolution. 
 
Serves as frontline customer service representative on behalf of the office. 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, 
telephone, virtual, and in person.     
  
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.  
 
Communicates with software vendors to identify departmental needs, develop customized software 
for use in department operations and resolve software issues. 
 
Attends departmental meetings as requested. 
 
Attends continued education courses to maintain State required professional certifications.  
 
Performs duties of other office staff as required.  
  
Performs related duties as assigned.  
 
I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK 
  
High school diploma or HSE.  Associates degree and/or related previous experience preferred.  
 
Possession of and ability to maintain possession of State of Indiana Level 2 Assessor/Appraiser 
Certification. 
 
Thorough 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. 
 
Thorough knowledge of State of Indiana Department of Local Governance Finance rules, regulations, 
and procedures.  
 
Working knowledge in reading and interpreting blueprints with the ability to draft technical drawings 
based on specifications and calculations within the blueprints and produces drawings of digital layers 
using computer assisted draft (CAD) based assessment software.   
 
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. 
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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 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, 
digital and hand-made drawings, 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.  
  
Shall 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, 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 
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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 Personal Property Specialist Supervisor. 
  
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. 
 
APPLICANT/EMPLOYEE ACKNOWLEDGEMENT  
  
The job description for the position of Floating Assessor 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:  Property Director 
DEPARTMENT:   Assessor  
WORK SCHEDULE: As Assigned 
JOB CATEGORY:   PAT A (Professional, Administrative, Technological)  
PAC Recommendation: PAT D (Professional, Administrative, Technological)  
 
DATE WRITTEN: October 2018     STATUS: Full-Time  
DATE REVISED: April 2024     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 Property Director for the Monroe County Assessor's Office, responsible for 
overseeing property valuation on agricultural, residential, commercial, industrial, and new 
construction, advising on Business Personal Property, Mobile Homes, Appeals and Sales 
Disclosures, and supervising all divisions within the Assessor’s Office and advises Assessor in 
personnel decisions.  
 
DUTIES:  
 
Assumes all responsibilities of the Chief Deputy Assessor in their absence, including overseeing and 
directing general operations of the department. 
 
Oversees all aspects of the Monroe County Assessor’s property division and supervises assigned 
personnel, including communicating and administering personnel policies and procedures, delegating 
work assignments, maintaining discipline, and assuring proper and timely completion of assigned tasks.  
 
Participates in the interviewing of candidates and making hiring recommendations.  Trains all property 
division employees regarding procedures and software use. 
 
Collects, reviews, and approves all land and improvement records, various property transactions and 
work product of property division employees.  
 
Develops and implements departmental procedural guidelines and educates the internal control team on 
guidelines and relevant state guidelines, reviews and recommends changes to department operations and 
facilitates implementation of any necessary changes.  
 
Obtains and analyzes building blueprints, creates technical drawings based on specifications and 
calculations within the blueprints, and produces drawings of digital layers using computer assisted draft 
(CAD) based assessment software. Generates final computer drawings of residential and commercial 
building outlines for property valuation information and updates to property record cards. 
 
Measures and collects assessment data and/or valuation data, inputs permit, administers quality control, 
and ensures accuracy of parcel value and data to contribute to the ongoing reassessment for new 
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construction and existing commercial, industrial, agricultural, and residential property. Collaborates 
with contracted valuation vendors.   
 
Incorporates all changes to County plat books Geographical Information System (GIS) system attributes, 
geo-mapping of County plat information from survey documents, various property transactions into 
INCama software and updates land records.  
 
Processes building and occupancy permits from local building departments. Tracks new construction 
building and occupancy permits for taxation purposes and closely monitors inspector data for property 
completion. 
 
Communicates with software vendors to identify departmental needs, develop customized software 
for use in department operations and resolve software issues.  
 
Researches leasing information for specific property types, analyses income and expense, vacancy, and 
collection loss data. Compiles databases to calculate and create valuation models for income producing 
properties. 
 
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.  
 
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, City of 
Bloomington, and 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, determine value of property prior to proposed construction or remodel of 
abated properties to set base rate, receives, analyzes, and stores all documentation related to 
abatement, assesses new construction of abated property and calculates the difference to determine 
Abatable values, and verifies abatement percentage. 
 
Develops Sales Comparison analyses within Cama software that will be used to defend assessments 
throughout appeals process. 
 
Conducts research of legal documents including but not limited to deeds, surveys, resolutions, court 
orders, declarations, plats, covenants and restrictions, mortgages, leases, and contracts to ensure correct 
platting of property descriptions, and property in use.  
 
Tracks correspondences and administers valuation updates due to informal commercial property appeals.  
 
Prepares reports monthly and annually and performs check and balances prior to submitting reports to 
State as required, maintains accurate records and discovers potential improvements to procedures, 
quality control, and time management.  
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Generates and transmits annual data extractions to Department of Local Government Finance (DLGF), 
Legislative Services Agency, and other County departments on or before the deadline prescribed by the 
State of Indiana Assessment Calendar, and corresponds with DLGF and researches, corrects, and 
resubmits data not deemed compliant. 
 
Advises and provides quality control for Business tangible personal property and annually assessed 
mobile homes data.  Assists appeals division in responding to inquiries, receiving updated data, and 
defusing frustration. 
 
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.  
 
Creates Income Models within the Cama software, based on market research. Runs reports to identify all 
units, sends correspondence to owners to request actual income data, uses collected data to restructure 
income and expenses, and analyzes data to determine the best valuation method for income producing 
properties. 
 
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. 
 
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.  
 
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 department in customer service role by answering telephones/greeting customers 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.  
 
Attends departmental meetings and continued education courses to maintain State required professional 
certifications.   
 
Performs related duties as assigned including overseeing, coordinating, and completing special projects.  
 
Performs duties of other office staff as required.  
 
I. JOB REQUIREMENTS:  
 
High school diploma or HSE required.  Associates degree and/or related previous experience preferred.  
 
Possession of and ability to maintain possession of State of Indiana Level 3 Assessor/Appraiser 
certification. 
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Thorough knowledge of Indiana State property tax code, assessing principles as determined by the 
International Association of Assessing Officials (IAAO), and techniques and ability to apply such 
knowledge to a variety of interrelated processes and tasks.  
 
Thorough knowledge of software used in Assessor, Auditor, Building, Planning, Recorder and Treasurer 
offices. 
 
Working knowledge of reading and interpreting blueprints with the ability to draft technical drawings 
based on specifications and calculations within the blueprints and produces drawings of digital layers 
using computer assisted draft (CAD) based assessment software.  
 
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. 
 
Knowledge of departmental functions and office procedures and ability to properly maintain official 
department records and documents. 
 
Ability to maintain current knowledge of GIS related applications by reading related publications and 
attending seminars, conferences, and/or meetings. 
 
Ability to maintain current knowledge of applicable statutes and guidelines and adapt to changes in 
procedures accordingly. 
 
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.  
 
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 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, 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, 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.  
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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.  
 
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.  
 
Ability to occasionally testify in legal proceedings/court as required. 
 
Ability to 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.  
 
Performs duties of other office staff as required.  
 
Performs related duties as assigned.  
 
II.   DIFFICULTY OF WORK: 
 
Incumbent performs a limited number of regular and recurring duties, with relationships among them 
not always self-evident. Incumbent utilizes general instructions, guidelines, and rules, selecting the 
appropriate ones to apply to specific tasks. 
 
III.  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. Errors may also result in major inconvenience to other 
departments or agencies or members of the public.  
 
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 
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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 rendering service. 
 
Incumbent reports directly to Chief Deputy Assessor and/or Assessor. 
 
V.  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 Property Director 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:   Assistant Property Director/Deputy 
DEPARTMENT:  Assessor 
WORK SCHEDULE: As assigned 
JOB CATEGORY:  COMOT D (Computer, Office Machine Operation, Technician) 
 
DATE WRITTEN: April 2024     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 process or perform essential functions of the job 
unless those accommodations would present an undue hardship. 
 
Incumbent serves as Assistant Property Director 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 and assisting the Property Director in processing reports, providing 
quality control, and tracking progress in new construction and reassessment logs.  
 
DUTIES 
 
Coordinates with local building departments to obtain applicable permits and blueprints required for 
assessment, reviewing, and ensuring permits are assigned correct parcel numbers.  
 
Creates permit log and necessary documentation for valuation vendors, delegating valuation vendors 
assignments and tracking progress toward completion of assignments, and verifying valuation vendors 
information for accuracy.   
 
Obtains and analyzes building blueprints, along with valuation vendors data to create technical drawings 
based on specifications and calculations within the blueprints and produce drawings of digital layers 
using computer assisted draft (CAD) based assessment software and generates final computer drawings 
of residential and commercial building outlines for property valuation information and updates to 
property record cards. 
 
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 to 
ensure valuation accuracy. 
 
Measures and collects assessment data and/or valuation data, administers quality control, and ensures 
accuracy of parcel value and data to contribute to the ongoing reassessment for existing commercial, 
industrial, agricultural, and residential property. Collaborates with contracted valuation vendors.    
 
Creates new neighborhood groupings, land values and related factors based on extensive market 
research on newly platted developments or stratified existing subdivisions. 
 
Develops Sales Comparison analyses within the Cama software that will be used to defend assessments 
throughout the appeals process. 
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Conducts informal hearings with taxpayers in accordance with state law verifying accuracy of data, 
conducting market analysis, reading, and interpreting Uniform Standards of Professional Appraisal 
Practice (USPAP) Compliant Appraisals with the goal of resolution.    
 
Conducts research of legal documents including but not limited to deeds, surveys, resolutions, court 
orders, declarations, plats, covenants and restrictions, mortgages, leases, and contracts 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. 
 
Communicates with software vendors to identify departmental needs, develop customized software for 
use in department operations and resolve software issues. 
 
Educates and trains staff members on assessment and GIS software and procedures. 
 
Serves as frontline customer service representative of behalf of the office. 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, 
telephone, virtual, and in person 
 
Provides Auditor all 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. 
 
Generates comprehensive data reports by request from various county, city, and private individuals for a 
variety of assessment related topics accurately, timely, and professionally.  
 
Attends departmental meetings as requested. 
 
Attends continued education courses to maintain State required professional certifications.  
 
Performs duties of other office staff as required.  
 
Performs related duties as assigned. 
 
 
I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK 
 
High school diploma or HSE required.  Associates degree and/or related previous experience preferred.  
 
Possession of and ability to maintain possession of State of Indiana Level 2 or Level 3 
Assessor/Appraiser certification. 
 
Thorough application of software used in the Assessor’s, Auditor’s, Building, Planning, Recorder and 
Treasurer’s offices. 
 
Thorough 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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Working knowledge in reading and interpreting blueprints with the ability to draft technical drawings 
based on specifications and calculations within the blueprints and produces drawings of digital layers 
using computer assisted draft (CAD) based assessment software.   
 
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. 
 
Knowledge of applicable statutes and guidelines and ability to adapt to changes in procedures 
accordingly. 
 
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. 
 
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. 
 
Shall 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, 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. 
 
Ability to 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 local government departments, State 
agencies, Economic Revitalization Committees, realtors, attorneys, tax representatives, appraisers, title 
companies, contracted valuation vendors, software vendors, GIS vendors and the public for a variety of 
purposes, including explaining and interpreting departmental policy and rendering service. 
 
Incumbent reports directly to Property Director. 
 
 
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 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 Assistant Property Director 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:   Personal Property Specialist Supervisor/Deputy 
DEPARTMENT:   Assessor  
WORK SCHEDULE: 8:00 a.m. – 4:00 p.m., M-F  
JOB CATEGORY:      COMOT D (Computer, Office Machine Operation, Technician)  
  
DATE WRITTEN: September 2005       STATUS: Full-Time  
DATE REVISED: April 2024     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 Specialist Supervisor/Deputy for the Monroe County Assessor's 
Office, responsible for maintaining Business Tangible Personal Property, Annually Assessed Mobile 
Home records, verifying accuracy of related documentation, assisting the public, and supervising 
assigned staff. 
    
DUTIES:  
 
Supervises assigned staff, including but not limited to, 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 business tangible personal property, annually assessed 
mobile home records and the processes needed to comply with state law. 
 
Participates in the interviewing of candidates and makes hiring recommendations. 
 
Coordinates with other Departmental Supervisors to identify departmental needs, departmental short-
term and long-term goals and develops plan for implementation of identified goals.  
 
Records Business Tangible Personal Property Return information into assessment software along with 
analyzing returns by conducting desk audits for accuracy. Including verifying North American Industry 
Classification System (NAICS) codes, Federal Identification Numbers, acquired equipment costs, parcel 
numbers, taxing district numbers, and processing 103 Economic Revitalization Area (ERA) deduction 
forms ensuring compliance with state regulations. 
 
Educates and aides taxpayers on completing and submitting Business Tangible Personal Property forms 
as needed. 
 
Assists taxpayers in filing through the State of Indiana Personal Property online Portal (PPOP-IN). 
Responsible processing, importing into INCama system, and auditing the returns filed by taxpayers 
through PPOP-IN.  
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Performs assessments for Annually Assessed Mobile Homes, including entering data in CAD based 
assessment software, generating and printing reports, analyzing market data, performing field 
inspections, and assigning assessments, and processing manufactured (mobile) home permits. Generates 
and mails assessment notices to taxpayers. 
 
Works closely with Auditor and Legal departments to process and track Personal Property Tax 
Abatements to assure accuracy which is critical to the tax base. 
 
Works closely with credit service/collections vendor, Treasurer and Legal departments to process and 
track judgements to assure accuracy which is crucial to collecting back taxes. 
 
Generates and transmits annual data extractions to Department of Local Government Finance (DLGF), 
Legislative Services Agency, and other County departments 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. 
 
Communicates with software vendors to identify departmental needs, develop customized software 
for use in department operations and resolve software issues. 
  
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.  
 
Attends departmental meetings as requested. 
 
Attends continued education courses to maintain State required professional certifications.  
 
Performs duties of other office staff as required.  
  
Performs related duties as assigned.  
  
I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK:  
  
High school diploma or HSE, Associates degree and/or related previous experience preferred.  
 
Possession of and ability to maintain possession of State of Indiana Level 2 Assessor/Appraiser 
certification. 
 
Thorough knowledge of Indiana State property tax code, assessing principles as determined by the 
International Association of Assessing Officials (IAAO), and techniques and ability to apply such 
knowledge to a variety of interrelated processes and tasks. 
 
Thorough knowledge of State of Indiana Department of Local Governance Finance rules, regulations, 
and procedures.   
  
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.  
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Ability to maintain current knowledge of applicable statues 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, businesses, or other related 
topics in the field of work. 
 
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 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, and 
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.  
  
Shall 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 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 
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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 local government departments, State 
agencies, software venders, and the public for a variety of purposes including supervising assigned staff, 
explaining, and interpreting departmental policy, and assuring proper accomplishment of duties.  
  
Incumbent reports directly to Property Director. 
  
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.  
 
APPLICANT/EMPLOYEE ACKNOWLEDGEMENT  
  
The job description for the position of Personal 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 
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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 C (Computer, Office Machine Operation, Technician)  
 
DATE WRITTEN: September 2005      STATUS:  Full-Time  
DATE REVISED: April 2024     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 for maintaining Business Tangible Personal Property, and Annually Assessed Mobile 
Home records, verifying accuracy of related documentation, and assisting the public.  
    
DUTIES:  
  
Conducts personal property inventory and moving expense estimates on a limited scope.  
 
Educates and aides taxpayers on completing and submitting Business Tangible Personal Property Forms 
as needed. 
  
Enters personal property information into assessment software, including entering activity codes, parcel 
numbers, federal identification numbers, and acquired equipment costs as submitted by taxpayer and 
using Geographical Information System (GIS) finds and associates real property parcel number to 
personal property parcel(s). Scans documents as required.  
 
Reviews business tangible personal property 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, generating and printing reports, analyzing market data, performing field 
inspections, and assigning assessments.  Generates and mails assessment notices to taxpayers. 
  
Communicates with software vendors to identify departmental needs, develop customized software 
for use in department operations and resolve software issues. 
  
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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Attends departmental meetings as requested. 
 
Attends continued education courses to maintain State required professional certifications.  
  
Performs duties of other office staff as required.  
  
Performs related duties as assigned.  
 
 
I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK:  
  
High school diploma or HSE, Associates degree and/or related previous experience preferred.  
 
Possession of and ability to maintain possession of State of Indiana Level 2 Assessor/Appraiser 
certification. 
  
Thorough 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. 
 
Thorough knowledge of State of Indiana Department of Local Governance Finance rules, regulations, 
and procedures.  
  
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 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.  
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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.  
  
Shall 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, , 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 local government departments, State 
agencies, software venders, and the public for a variety of purposes including supervising assigned staff, 
explaining, and interpreting departmental policy, and assuring proper accomplishment of duties.   
 
Incumbent reports directly to Personal Property Specialist Supervisor. 
 
  
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:   GIS Assessment Administrator/Deputy 
DEPARTMENT:  Assessor 
WORK SCHEDULE: 8:00 a.m. – 4:00 p.m., M-F 
JOB CATEGORY:  COMOT D (Computer, Office Machine Operation, Technician) 
PAC Recommendation: PAT B (Professional, Administrative, Technological)  
 
DATE WRITTEN: April 2024        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 process or perform essential functions of the job 
unless those accommodations would present an undue hardship. 
 
Incumbent serves as GIS Assessment Administrator/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, classified forestry, woodland, and other agricultural 
land. 
 
DUTIES 
 
Performs various Geographic Information Systems (GIS) assessment duties, including but not limited to 
creating and editing printed and digital maps within the ESRI based software, providing GIS products 
and information for reports and presentation, creating, maintaining, and updating databases for valuation 
and location comparisons.   
 
Coordinates GIS usage for department, including using ortho maps and land use tables and operating 
GIS digital mapping computer software, including digitizing ownership, mapping numbers, soil 
identification, and proper use and locations for assessment purposes. 
 
Collaborates with GIS and INCama software vendors in developing customized software for use in 
department operations and educates and trains staff members on assessment and GIS software and 
procedures. 
 
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 as digital and hardcopy files. Generates property assessment records for newly platted 
subdivisions and parcels. 
 
Assists the Property Director in the research, investigation, and creation of new neighborhood 
groupings, land values and related factors based on extensive market research on newly platted 
developments or stratified existing subdivisions. 
 
Receives applications for classified forest and manually converts classified forest survey GIS processes 
to manually convert a classified forest survey into a digital footprint to identify USDA soil types, land 
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use types, and eligibility of land being assigned Classified Forestry by the State of Indiana Department 
of Natural Resources (DNR), as well as remaining non-classified forest agricultural land. Maintains 
contact with DNR forester on new applications, and violations of classified forest requirements. 
 
Calculates back taxes and penalties for withdrawals from Classified Forestry program. 
 
Conducts research of legal documents including but not limited to deeds, surveys, resolutions, court 
orders, declarations, plats, covenants and restrictions, mortgages, leases, and contracts to ensure correct 
platting of property descriptions, and property in use.  
 
Coordinates with local planning departments to obtain new and updated location address, update 
parcels with legal description, ownership, and new location addresses in INCama system and uses GIS 
to review and ensure addresses are assigned to the correct parcel numbers.  
 
Assists the Property Director in analyzing building blueprints and creating technical drawings based on 
specifications and calculations within the blueprints and produces drawings of digital layers using 
computer assisted draft (CAD) based assessment software and generates final computer drawings of 
residential and commercial building outlines for property valuation information and updates to property 
record cards. 
 
Conducts informal hearings with taxpayers in accordance with state law verifying accuracy of data, 
conducting market analysis, reading, and interpreting Uniform Standards of Professional Appraisal 
Practice (USPAP) Compliant Appraisals with the goal of resolution.    
 
Reconciles conflicting land assessment information and data with appropriate boundary geometries per 
recorded survey and GIS mapping components.  Edits land size or type in INCama system to updated 
information in GIS. 
 
Reviews and determines validity and valuation of a solar or geothermal deduction application.  
Assigns and calculates tax caps for land and structures for homestead deductions and provides Auditor 
with appropriate deductible assessment values.  
 
Prepares reports and monthly check and balances to maintain accurate records and discover potential 
improvements to procedures, quality control, time management, and accuracy.  
 
Creates and manually 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.  
 
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. 
 
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. 
 
Interprets abatement resolutions from the governing bodies of Monroe County, The City of 
Bloomington, and the Town of Ellettsville. Collaborates closely with and educates the Economic 
Revitalization representatives of the governing bodies, other county departments, tax 
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representatives, taxpayers and attorneys on procedures, guidelines, required State forms, and State 
mandated deadlines and tracks the abatement from submission of the application to the final year of 
the approved abatement.  
 
Exchanges information frequently with other County departments.  
 
Performs duties of other office staff as required.  
 
Performs related duties as assigned. 
 
I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK 
 
High school diploma or HSE.  Associates degree and/or related previous experience preferred. 
 
Possession of and ability to maintain possession of State of Indiana Level 3 Assessor/Appraiser 
certification. 
 
Working knowledge in reading and interpreting blueprints with the ability to draft technical drawings 
based on specifications and calculations within the blueprints and produces drawings of digital layers 
using computer assisted draft (CAD) based assessment software.   
 
Working 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 of County land areas and applicable state and local codes and terminology, with 
ability to accurately read, interpret, and use land documents. 
 
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. 
 
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. 
 
Thorough knowledge of legal procedures concerning local property and personal taxation, with ability to 
apply procedures and requirements to specific tasks. 
 
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 
enter and analyze data, process property information, and prepare plat maps and drawings accordingly. 
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Knowledge of departmental functions and office procedures and ability to properly maintain official 
department records and documents. 
 
Ability to apply knowledge of people and locations, plan/layout assigned work projects, and 
read/interpret detailed prints, digital and hand-made drawings, specifications, and maps. 
 
Ability to maintain current knowledge of applicable statutes/guidelines, and GIS related applications by 
reading related publications and attending seminars, conferences, and/or meetings. 
 
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. 
 
Shall 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 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 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 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 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. 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. 
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III.  PERSONAL WORK RELATIONSHIPS 
 
Incumbent maintains frequent contact with co-workers, other local government departments, State 
agencies, Economic Revitalization Committees, realtors, attorneys, tax representatives, appraisers, title 
companies, contracted valuation vendors, 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 Property Director. 
 
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 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. 
 
APPLICANT/EMPLOYEE ACKNOWLEDGEMENT 
 
The job description for the position of GIS Assessment Administrator/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:   Administrator to the PTABOA/Deputy-Level 3 
DEPARTMENT:  Assessor 
WORK SCHEDULE: As Assigned 
JOB CATEGORY:  COMOT D (Computer, Office Machine Operation, Technician) 
PAC Recommendation: PAT B (Professional, Administrative, Technological)  
 
DATE WRITTEN: September 1995  STATUS:  Full-Time 
DATE REVISED: April 2024  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 Administrator to the PTABOA/Deputy-Level 3 for the Monroe County Assessor's 
Office responsible for coordinating the appeals process and supervising all real and personal property 
appeals, including tax exempt and homestead deduction, and property valuation on residential, 
commercial, new construction, industrial, and agricultural. 
 
DUTIES 
 
Coordinates all functions of the Property Tax Assessment Board of Appeals (PTABOA), including 
accepting formal property tax appeals, maintaining accurate records and files, scheduling hearings, 
tracking progress of appeals, researching, and analyzing information necessary to defend assessments, 
such as market data, neighborhood delineation maps, letters, and related information regarding 
assessments. 
 
Reviews contracted Commercial Advisor on commercial appeals.  Creates and organizes all 
communications and documents pertaining to the property appeals.  
 
Mails notices, ensuring appropriate addresses, notifying parties of PTABOA hearings, including 
taxpayers, taxpayer representatives, attorneys, and witnesses.  
 
Analyzes appeal petitions to determine accuracy in accordance with state law and administrative 
requirements. Returns defective appeal petitions to taxpayer or tax 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. 
 
Oversees all State Appeals, compiling information for the Attorneys, Tax Representatives, and the 
Indiana Board of Tax Review, maintaining accurate records and files, implementing settlement changes 
to property, sending paperwork, and tracking progress of appeals. 
 
Creates technical drawings based on specifications and calculations within blueprints, producing 
drawings of digital layers using computer assisted draft (CAD) based assessment software, generating 
final computer drawings of residential building outlines for property valuation information, and updating 
property record cards. 
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Performs reassessment of parcels in multiple taxing units, collaborating with multiple departments 
within the county to ensure proper data, and communicating with contracted vendors to verify 
reassessment data. 
 
Performs on-site evaluations regarding taxpayer’s concerns by verifying data accuracy through 
inspections of the property as assigned.  Responsible for mapping route, scheduling appointments, 
measuring, and collecting data, making corrections, maintaining database, and mailing new assessment 
paperwork.  
 
Performs on-site evaluations of damaged properties due to natural disasters and potentially unsafe 
conditions (i.e., flooding, storms, tornados, fire, former 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. 
 
Acts as legal assistant for the Property Tax Attorney for all appeals (PTABOA, Indiana Board of Tax 
Review, Indiana Tax Court, and Indiana Supreme Court).   
 
Creates Income Models within the INCama software, based on market research. Runs reports to identify 
all units, sends correspondence to owners to request actual income data, uses collected data to 
restructure income and expenses, and analyzes data to determine the best valuation method for income 
producing properties. 
 
Researches, develops, and maintains a GRM (Gross Rent Multiplier) annually, based on research of 
rental information. 

 
Assists Auditor’s Office in identifying properties within the TIF (Tax Increment Financing) district that 
are under appeal, providing reports that show possible property taxation loss to City/County.   
  
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.   
 
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 Forest and Personal Property Farm Forms.  
 
Performs duties of other office staff as required.  
 
Performs related duties as assigned. 
 
I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK 
 

High school diploma or HSE. Associates degree and/or related previous experience preferred. 
 
Possession of and ability to maintain possession of State of Indiana Level 3 Assessor/Appraiser 
certification. 
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Working knowledge in reading and interpreting blueprints with the ability to draft technical drawings 
based on specifications and calculations within the blueprints and produces drawings of digital layers 
using computer assisted draft (CAD) based assessment software.  
 
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 English grammar, spelling, and punctuation, and ability to use standard office 
equipment, including but not limited to computer, keyboard, copier, fax machine, telephone, calculator, 
(FTR) recording software, and virtual communication software.   
 
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. 
 
Shall 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 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 work extended hours and travel out of town for training/conferences, sometimes overnight. 
 
Ability to testify in legal proceedings/court as required. 
 
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 
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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. 
 
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 rendering service. 
 
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 occasionally works extended hours and travels out of town for the purpose of 
training/conferences, occasionally overnight. 
 

APPLICANT/EMPLOYEE ACKNOWLEDGEMENT 
 
The job description for the position of Administrator 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:   Assistant Administrator to the PTABOA/Deputy-Level 2 
DEPARTMENT:  Assessor 
WORK SCHEDULE: As Assigned 
JOB CATEGORY: COMOT D (Computer, Office Machine Operation, Technician) 
PAC Recommendation: PAT B (Professional, Administrative, Technological)  
 
DATE WRITTEN: September 1995  STATUS:  Full-time 
DATE REVISED:   April 2024  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 Assistant Administrator to the PTABOA/Deputy-Level 2 for the Monroe County 
Assessor's Office and is responsible for coordinating all real and personal property appeals, including 
tax exempt and homestead deduction, property valuation on residential, commercial, new construction, 
industrial, and agricultural and providing guidance with business personal property, manufactured 
homes, classified forest, and sales disclosures. 
 
DUTIES 
 
Creates technical drawings based on specifications and calculations within blueprints, produces 
drawings of digital layers using computer assisted draft (CAD) based assessment software, generates 
final computer drawings of residential building outlines for property valuation information and updates 
property record cards, including new construction homes and verifying data from field reviews. 
 
Performs reassessment of parcels in multiple taxing units.  
 
Performs immediate on-site evaluations regarding taxpayer concerns by verifying data accuracy through 
inspections of the property. 
 
Maps route, schedules appointments, and collects data, makes data corrections, maintains database, and 
distributes new assessment paperwork. 
 
Performs on-site evaluations of damaged properties due to natural disasters and potentially unsafe 
conditions (i.e., flooding, storms, tornados, fire, and former 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.  
 
Conducts informal hearings with taxpayers in accordance with state law verifying accuracy of data, 
conducting market analysis, interpreting Uniform Standards of Professional Appraisal Practice (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 hearings, and tracking progress 
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of appeals.  
 
Assists Assessor with research, reports, data collection/maintenance/analysis, and public 
meeting/hearing appearances, as assigned. 
 
Analyzes appeal petitions to determine accuracy in 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.  
 
Mails notices, ensuring appropriate addresses, notifying parties of PTABOA hearings, including 
taxpayers, taxpayer representatives, attorneys, and witnesses. 
 
Processes assessment photos, verifying parcels have accurate data and communicating with software 
vendors to properly upload images to INCama and GIS, and verifying data has been uploaded to 
INCama and GIS systems. 
 
Creates Income Models within the INCama software, based on market research, including generating 
reports to identify all units, sending correspondence to owners to request actual income data, using 
collected data to restructure income and expenses, and analyzing data to determine the best valuation 
method for income producing properties. 
 
Develops Sales Comparison analyses within the INCama software that will be used to defend 
assessments throughout the appeals process. 
 
Tracks appeal changes, over the 4-year reassessment cycle, based on appeal freeze legislation.  
 
Assists in rental analysis process to develop a GRM (Gross Rent Multiplier) annually based on research 
of rental information. 
 
Conducts agricultural land analysis, utilizing the Geographic Information Systems (GIS), including 
researching United States Department of Agriculture (USDA) Soil ID Overlay reports.   
 
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. 
 
Maintains communication with the Department of Local Government Finance (DLGF), Indiana Board 
of Tax Review (IBTR), and Indiana Tax Court. Educates staff on various ongoing State, Tax Court and 
Legislative changes, and House and Senate bills and proceedings.   
 
Assists Auditor’s Office in identifying properties within the Tax Increment Financing (TIF) district that 
are under appeal, assisting in providing reports that show possible property taxation loss to county.  
 
Represents 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.   
 
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.   
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Attends departmental meetings as requested. 
 
Attends continued education courses to maintain State required professional certifications. 
 
Performs duties of other office staff as required.  
 
Performs related duties as assigned. 
 
I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK 
 
High school diploma or high school equivalent. Associate degree and/or related previous experience 
preferred. 
 
Possession of and ability to maintain possession of State of Indiana Level 2 or Level 3 
Assessor/Appraiser certification. 
 
Working knowledge of reading and interpreting blueprints with the ability to draft technical drawings 
based on specifications and calculations within the blueprints and produces drawings of digital layers 
using computer assisted draft (CAD) based assessment software.  
 
Working knowledge of State of Indiana property tax code, appeals process, 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 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, calculator, 
(FTR) recording software, and virtual communication software.   
 
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. 
 
Shall comply with all employer and department policies and work rules, including, but not limited to, 
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attendance, safety, drug-free workplace, and personal conduct. 
 
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. 
 
Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in 
oral or written form. 
 
Ability to work extended hours and travel out of town for training/conferences, sometimes overnight. 
 
Ability to testify in legal proceedings/court as required. 
 
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. 
 
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 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 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 Assistant Administrator 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:   Real Estate Reassessment Specialist/Deputy 
DEPARTMENT:  Assessor 
WORK SCHEDULE: As assigned 
JOB CATEGORY:  COMOT C (Computer, Office Machine Operation, Technician) 
 
DATE WRITTEN: September 2005    STATUS: Full-Time 
DATE REVISED:  April 2024     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 
 
Obtains and analyzes building blueprints, along with field team data to create technical drawings based 
on specifications and calculations within the blueprints and produce drawings of digital layers using 
computer assisted draft (CAD) based assessment software and generates final computer drawings of 
residential and commercial building outlines for property valuation information and updates to property 
record cards. 
 
Coordinates with local building departments to obtain applicable permits and blueprints required for 
assessment, reviews and ensures permits are assigned the correct parcel numbers, creates permit log and 
necessary documentation for field team, delegates field team assignments and tracks progress toward 
completion of assignments and verifies field team information for accuracy.  
  
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 to 
ensure valuation accuracy. 
 
Measures and collects assessment data and/or valuation data, inputs permits, administers quality control, 
and ensures accuracy of parcel value and data to contribute to the ongoing reassessment, new 
construction, existing commercial, industrial, agricultural, and residential property and collaborates with 
contracted valuation vendors.   
 
Assists with generating comprehensive data reports by requesting from various county, city, and private 
individuals for a variety of assessment related topics accurately, timely, and professionally.  
 
Conducts informal hearings with taxpayers in accordance with state law verifying accuracy of data, 
conducting market analysis, reading, and interpreting Uniform Standards of Professional Appraisal 
Practice (USPAP) Compliant Appraisals with the goal of resolution. 
 
 



Real Estate Reassessment Specialist, AMENDED 
PENDING 4/4/2024 

Page 2 

Communicates with software vendors to identify departmental needs, develop customized software for 
use in department operations and resolve software issues. 
 
Educates and trains staff members on assessment and GIS software and procedures. 
 
Serves as frontline customer service representative of behalf of the office. 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, 
telephone, virtual, and in person. 
 
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.  
 
Attends departmental meetings as requested. 
 
Attends continued education courses to maintain State required professional certifications.  
 
Performs duties of other office staff as required.  
 
Performs related duties as assigned. 
 
I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK 
 
High school diploma or HSE, Associates degree and/or related previous experience preferred.  
 
Possession of and ability to maintain possession of State of Indiana Level 2 Assessor/Appraiser 
certification. 
 
Thorough knowledge of State of Indiana property tax code, assessing principles as determined by the 
International Association of Assessing Officials (IAAO), and techniques and ability to apply such 
knowledge to a variety of interrelated processes and tasks 
 
Thorough knowledge of software used in the Assessor’s, Auditor’s, Building, Planning, Recorder and 
Treasurer’s offices. 
 
Working knowledge in reading and interpreting blueprints with the ability to draft technical drawings 
based on specifications and calculations within the blueprints and produces drawings of digital layers 
using computer assisted draft (CAD) based assessment software.  
 
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 land surveying techniques and legal procedures concerning local property and 
personal taxation, with ability to apply procedures and requirements to specific tasks. 
 
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. 
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Knowledge of departmental functions and office procedures and ability to properly maintain official 
department records and documents. 
 
Ability to maintain current knowledge of applicable statutes and guidelines and adapt to changes in 
procedures accordingly. 
 
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. 
 
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. 
 
Shall 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, 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. 
 
Ability to 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 local government departments, State 
agencies, Economic Revitalization Committees, realtors, attorneys, tax representatives, appraisers, title 
companies, contracted valuation vendors, software vendors, GIS vendors and the public for a variety of 
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purposes, including explaining and interpreting departmental policy and ensuring proper 
accomplishment of duties. 
 
Incumbent reports directly to Assistant Property Director. 
 
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. 
 
APPLICANT/EMPLOYEE ACKNOWLEDGEMENT 
 
The job description for the position of Assistant Property Director 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: As assigned 
JOB CATEGORY:  COMOT C (Computer, Office Machine Operation, Technician) 
 
DATE WRITTEN: September 2005    STATUS:  Full-time 
DATE REVISED:  April 2024     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, classified forestry, woodland, and other agricultural 
land. 
 
DUTIES 
 
Performs GIS assessment duties, including but not limited to creating and editing printed and digital 
maps within the ESRI based software, providing Geographic Information Systems (GIS) products and 
information for reports and presentation, creating, maintaining, and updating databases for valuation and 
location comparisons.   
 
Assists GIS Administrator in managing integration of real estate property tax system data into INCama 
and acts as quality control for transfer, legal description, and plat data.  
 
Maintains 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 
from digital and hardcopy files, and generates property assessment records for newly platted 
subdivisions and parcels. 
 
Assists GIS Administrator in receiving applications for classified forest and uses GIS processes to 
manually convert a classified forest survey into a digital footprint 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, and non-classified forest agricultural land. 
 
Calculates back taxes and penalties for withdrawals from Classified Forestry program, by using the 
GIS to determine USDA soil type, till ability, and wooded coverage of withdrawn area.  Manually 
calculating the average per acre agricultural rate, and the applying tax and interest rates. Distributes 
calculation to Auditor’s office. 
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Conducts research of legal documents including but not limited to deeds, surveys, resolutions, court 
orders, declarations, plats, covenants and restrictions, mortgages, leases, and contracts to ensure correct 
platting of property descriptions, and property in use.  
 
Receives, updates, and manages legal description, ownership, and location address changes, such as 
transfers, plats and surveys, and planning address reports.  
 
Assists GIS Administrator and/or Assistant Property Director in coordinating with local planning 
departments to obtain new and updated location address.  Updates parcels with new location addresses 
in INCama system.  Uses GIS to review and ensure addresses are assigned to the correct parcel 
numbers.  
 
Assists Property Director as needed with various data collection, assessment and digital rendering 
functions. 
 
Assists Property Director with investigating 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 to ensure valuation accuracy. 
 
Conducts informal hearings with taxpayers in accordance with state law verifying accuracy of data, 
conducting market analysis, reading, and interpreting Uniform Standards of Professional Appraisal 
Practice (USPAP) Compliant Appraisals with the goal of resolution.    
 
Serves as frontline customer service representative of behalf of the office, including aiding 
taxpayers in understanding property assessments, reviewing property cards, answering questions, 
explaining information, resolving complaints, and communicating with taxpayers using various 
methods such as mail, email, chat, text, telephone, virtual, and in person 
 
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.   
 
Performs duties of other office staff as required.  
 
Performs related duties as assigned. 

I.  JOB REQUIREMENTS AND DIFFICULT OF WORK 
 
High school diploma or HSE. Associates degree and/or related previous experience preferred.  
 
Possession of and ability to maintain possession of State of Indiana Level 2 Assessor/Appraiser 
certification. 
 
Thorough 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 of reading and interpreting blueprints with the ability to draft technical drawings 
based on specifications and calculations within the blueprints and produces drawings of digital layers 
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using computer assisted draft (CAD) based assessment software.   
 
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 land surveying techniques and legal procedures concerning local property and 
personal taxation, with ability to apply procedures and requirements to specific tasks. 
 
Knowledge of departmental functions and office procedures and ability to properly maintain official 
department records and documents. 
 
Ability to maintain current knowledge of applicable statutes and guidelines and adapt to changes in 
procedures accordingly. 
 
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, buyers/sellers, brokers, bankers, appraisers, realtors, and the public, including being 
sensitive to professional ethics, gender, cultural diversities, and disabilities. 
 
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. 
 
Shall 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, 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. 
 
Ability to 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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I.  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. 
 
 
II.  PERSONAL WORK RELATIONSHIPS 
 

Incumbent maintains frequent contact with co-workers, County and other local government 
departments, State agencies, Economic Revitalization Committees, realtors, attorneys, tax 
representatives, appraisers, title companies, contracted valuation vendors, 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 GIS Assessment Administrator 
 
 
III.  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 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:     Market Data Analysis Administrator/Deputy 
DEPARTMENT:   Assessor  
WORK SCHEDULE:  As Assigned 
JOB CATEGORY:   COMOT D (Computer, Office Machine Operation, Technician) 
PAC Recommendation: PAT A (Professional, Administrative, Technological)  
     
DATE WRITTEN: January 2007     STATUS: Full-Time  
DATE REVISED: April 2024     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 Market Data Analysis Administrator/Deputy for the Monroe County Assessor's 
Office, responsible for managing sales disclosures and market research related to Monroe 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 but not limited to 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. 
 
Participates in the interviewing of candidates and makes hiring recommendations. 
 
Coordinates with other Departmental Supervisors to identify departmental needs, departmental short-
term and long-term goals. Develops plan for implementation of identified goals.  
 
Prepares, evaluates, and analyzes technical data for residential sales to track trends and/or inaccuracies 
between assessed value and market value, implements changes to sales disclosure protocols as needed. 
Ensures sales disclosure program is complete and compliant with applicable state and county codes, 
legal documents, transferring property ownership and interest into the county’s permanent records. 
Verifies market data with buyers, sellers, brokers, bankers, appraisers, county assessors, and others 
knowledgeable in real estate practices and activities.  
 
Facilitates and coordinates departmental sales ratio studies by investigating MLS, GIS and other Realtor 
market resources to determine the validity of sales for compliance to state mandated sales ratio 
standards. Utilizes data to perform sales ratio studies that will affect changes in neighborhood 
assessments to better reflect the market shifts in county property values. Submits findings to Department 
of Local Government Finance (DLGF) and/or any other identified state agency. 
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Collaborates with contracted valuation 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.  
 
Maintains and continually updates 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, prepares, 
provides quality control, and transmits 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, and prepares reports annually and performs checks and 
balances prior to submitting reports to state as required. 
 
Completes a monthly reconciliation of all sales to ensure accuracy of data and to look for discrepancies 
and patterns that could affect county-wide assessment, updating and communicating changes as 
necessary. 
 
Integrates tax system data into assessment system (INCama) and serves as quality control for transfer, 
legal description, and plat data.  
 
Investigates homestead deductions and fee requirements on transfers, reviewing deeds to confirm 
compliance with state law. 
 
Communicates with software vendors to identify departmental needs, resolves problems, and determine 
solutions.  
 
Utilizes GIS to update and maintain sales disclosure records for public release, including sale date, price, 
buyer and seller information. Reviews disclosures to comply with confidentiality laws, analyzes GIS 
data to determine market factors throughout the county for trending purposes and sales validity, 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. 
 
Measures and collects departmental assessment and/or valuation data, reviews permits, administers 
quality control, and ensures the value on a parcel is accurate which contributes to county-wide ongoing 
reassessment for new construction and existing commercial, industrial, agricultural, and residential 
property. 
 
Assists with researching, analyzing, and interpreting residential property data, using field data, building 
permits and blueprints to develop assessments for new construction. Operates computer assisted design 
(CAD) software to create sketch of building outlines, generates property information, and makes 
necessary updates to property record cards. Notifies taxpayers of assessment changes as required.  
 
Distributes quality-controlled sales data for use on the GIS website and discloses appropriate sales 
information to local media sources for publication. 
 
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 and 
answers questions to train individuals for state compliance. 
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Conducts research of legal documents, including but not limited to deeds, surveys, resolutions, court 
orders, declarations, plats, mortgages, leases and contracts to ensure correct platting of property 
descriptions and property in use.  
 
Serves as frontline customer service representative on behalf of the office to answer inquires, educate 
public on sales disclosure procedures, and approves sales disclosures submitted through e-filing and 
hard copies received from title companies, attorneys, and citizens, collects and reviews sales disclosures 
forms after they are filed for completion and accuracy, inserts relevant information, including assessed 
valuations, neighborhood and property codes, and taxing district, determines new construction status as 
required, verifies sales prices and determines validity, including contacting title companies, sellers, 
and/or buyers and enters sales disclosure information in Computer Assisted Mass Appraisal Software 
provider.  
 
Assists taxpayers with understanding assessments, including reviewing property record cards, explaining 
information and resolving complaints. 
 
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, and 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. 
 
Conducts informal hearings with taxpayers in accordance with state law verifying accuracy of data, 
conducting market analysis, reading, and interpreting Uniform Standards of Professional Appraisal 
Practice (USPAP) Compliant Appraisals with the goal of resolution. 
  
Attends departmental meetings as requested. 
 
Attends continued education courses to maintain State required professional certifications. 
 
Performs duties of other office staff as required.  
 
Performs related duties as assigned.  
 
I. JOB REQUIREMENTS AND DIFFICULTY OF WORK:  
 
High school diploma or HSE. Associates degree and/or related previous experience preferred.  
 
Possession of and ability to maintain possession of Level 3 Assessor/Appraiser Certification. 
 
Thorough knowledge of State of Indiana property tax code, sales disclosure regulations, and assessing 
principles as determined by the International Association of Assessing Officials (IAAO) and techniques 
and ability to apply such knowledge to a variety of interrelated processes and tasks.  
 
Thorough knowledge of application of software used in the Assessor’s, Auditor’s, Building, Planning, 
Recorder and Treasurer’s offices. 
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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. 
 
Working knowledge of GIS computer procedures and ability to apply such knowledge to a variety of 
interrelated processes, tasks and operations. 
 
Knowledge of all computer software programs used by the assessor, recorder and auditor’s offices. 
 
Knowledge of current real estate market by reading related publications and participates in continued 
education required by State Law to maintain job certifications throughout the year. 
 
Practical application 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. 
 
Ability to compute/calculate, compile, collate, and coordinate data and make determinations based on 
data analysis.  
 
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.  
 
Shall 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 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.  
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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 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 local government departments, title 
companies, attorneys, buyers, sellers, brokers, bankers, appraisers, county assessors, GIS, and the public 
for a variety of purposes, including directing, interpretating, explaining departmental policy.  
 
Incumbent reports directly to Property Director. 
 
 
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. 
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APPLICANT/EMPLOYEE ACKNOWLEDGEMENT  
 
The job description for the position of Market Data Analysis Administrator 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 
 
 
 



MONROE COUNTY ASSESSOR STAFFING COMPARISON

HAMILTON COUNTY

Education
COMOT PAT
Level 1, 2: 9 Level 1, 2: 1
None: 5 Level 1, 2, 3: 11
All positions require high school diploma or equivalent Associate: 1

Bachelor: 11

Classification
Total COMOT: 26 (68%)
Total PAT: 12 (32%)
Department Total: 38

PORTER COUNTY

Education
COMOT PAT
Level 1, 2: 5 Level 1, 2: 0
Level 1, 2, 3: 8 Level 1, 2, 3: 4
All COMOT and PAT positions require high school diploma or equivalent

Classification
Total COMOT: 13 (81%)
Total PAT: 3 (19%)
Department Total: 16



TIPPECANOE COUNTY

Education
COMOT PAT
Level 1, 2: 10 Level 1, 2: 1
All positions require high school diploma or equivalent Level 1, 2, 3: 6

HSE/GED: 3
Bachelor: 4

Classification
Total COMOT: 10 (62%)
Total PAT: 6 (38%)
Department Total: 16



1‐Apr‐2024

CURRENT

ASSESSOR
Elected Official 

Sales Disclosure Supervisor‐Deputy 
COMOT C ‐ 35 Hours

Sales Disclosure Specialist‐
Deputy (2)

COMOT B ‐ 35 Hours

Chief Deputy 
SO ‐ 35 Hours

Personal Property 
Assessment Specialist‐

Deputy (2)
COMOT B ‐ 35 Hours

Real Estate Reassessment 
Specialist‐Deputy (2)
COMOT B ‐ 35 Hours

Personal Property 
Specialist Supervisor‐

Deputy 
COMOT C ‐ 35 Hours

Administrative Assistant to PTABOA‐Deputy Level 
3

COMOT C‐ 35 Hours

Administrative Assistant to PTABOA‐Deputy Level 
2

COMOT C ‐ 35 Hours

Property Tax Assessment Board 
of Appeals (PTABOA)

Appointed (3)

Real Estate Reassessment 
Specialist‐ Deputy
COMOT B ‐ 35 Hours

GIS Assessment Specialist‐
Deputy (1)

COMOT C‐ 35 Hours



PROPOSED

2‐Apr‐2024 ASSESSOR
Elected Official 

Market Data Analysis 
Administrator 

PAT A ‐ 40 Hours

GIS Assessment Administrator 
(New) 

PAT B ‐ 40 Hours

Property Director
PAT D ‐ 40 Hours

Chief Deputy 
SO ‐ 35 Hours

Personal Property 
Assessment Specialist
COMOT C ‐ 35 Hours

Real Estate Reassessment 
Specialist

COMOT C ‐ 40 Hours

Personal Property Specialist 
Supervisor

COMOT D ‐ 40 Hours

Administrator to PTABOA‐Level 3
PAT B ‐ 40 Hours

*Supervises staff in the absence of the 
Assessor, Chief Deputy and Property Director.

Administrator to PTABOA‐Level 2
PAT B ‐ 40 Hours

Property Tax Assessment Board of Appeals 
(PTABOA)

Appointed (3)

Assistant Property Director
(New)

COMOT D ‐ 40 Hours

GIS Assessment Specialist
COMOT C‐ 35 Hours

Floating Assessor Specialist
(New)

COMOT C ‐ 40 Hours

Sales Disclosure Specialist 
COMOT C ‐ 40 Hours
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POSITION DESCRIPTION 
COUNTY OF MONROE, INDIANA 

 
POSITION:     Sales Disclosure Specialist/Deputy  
DEPARTMENT:   Assessor  
WORK SCHEDULE:  As Assigned  
JOB CATEGORY:   COMOT C (Computer, Office Machine Operation, Technician) 
 
DATE WRITTEN: January 2007      STATUS: Full-Time  
DATE REVISED: April 2024     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:  
 
Investigates sales validity using MLS, GIS, and other Realtor market resources to determine compliance 
to state mandated sales ratio standards. 
 
Approves sales disclosures submitted through e-filing and hard copies received from title companies, 
attorneys, and citizens. 
 
Serves as frontline customer service representative on behalf of the office to answer inquires, educate 
public on sales disclosure procedures, and approve sales disclosures submitted through e-filing and hard 
copies received from title companies, attorneys, and citizens. 
 
Assists individuals with locating real estate, property identification numbers (PIN), addresses and 
property owners including verifying taxation amounts for various periods and parcels on owner request, 
preparing necessary forms and records related to the transfer of property deeds within the county, 
entering appropriate information into computer files, creating fees for processing and completion of 
transfer activities, working closely with the auditor and recorder offices as appropriate. 
 
Collects and reviews sales disclosures forms after they are filed for completion and accuracy, inserts 
relevant 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 and enters sales disclosure information in 
Computer Assisted Mass Appraisal Software provider.  
 
Distributes quality-controlled sales data for use on the GIS website. Discloses appropriate sales 
information to local media sources for publication. 
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Utilizes GIS to update and maintain sales disclosure records for public release, including sales date, 
price, buyer, and seller information. Reviews disclosures to comply with confidentiality laws. Analyzes 
GIS data to help determine sales validity. 
 
Investigates homestead deductions and fee requirements on transfers, reviewing deeds to confirm 
compliance with state law. 
 
Conducts research of legal documents including but not limited to deeds, surveys, resolutions, court 
orders, declarations, plats, mortgages, leases, and contracts to ensure correct platting of property 
descriptions and property in use.  
 
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 with reassessment projects as needed. 
 
Attends departmental meetings as requested. 
 
Attends continued education courses to maintain State required professional certifications. 
 
Performs duties of other office staff as required.  
 
Performs related duties as assigned.  
 
I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK 
 
High school diploma or HSE. Associates degree and/or related previous experience preferred.  
 
Possession of and ability to maintain possession of State of Indiana Level 2 Assessor/Appraiser 
certification. 
 
Comprehensive application of software used in the Assessor’s, Auditor’s, Building, Planning, Recorder 
and Treasurer’s offices. 
 
Thorough knowledge of State of Indiana property tax code, sales disclosure regulations, and assessing 
principles to as determined by the International Association of Assessing Officials (IAAO) and 
techniques and ability to apply such knowledge to a variety of interrelated processes 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 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. 
 
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. 
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Knowledge of current real estate market by reading related publications. Participates in continued 
education required by State Law to maintain job certifications throughout the year. 
 
Knowledge of all computer software programs used by the Assessor, Recorder, and Auditor’s offices. 
 
Ability to maintain current knowledge of applicable statutes and guidelines and adapt to changes in 
procedures accordingly. 
 
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.  
 
Ability to perform the statutory duties as prescribed for the County Assessor’s Office as authorized by 
the Assessor and the State of Indiana.  
 
Ability to compute/calculate, compile, collate, and coordinate data and make determinations based on 
data analysis.  
 
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.  
 
Shall 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 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.  
 
Ability to 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.  
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III.  PERSONAL WORK RELATIONSHIPS 
 
Incumbent maintains frequent contact with co-workers, other local government 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 Market Data Analysis Administrator 
 
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 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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RESOLUTION 2023‐02 
 

A RESOLUTION ESTABLISHING A POLICY TO RECOGNIZE KNOWLEDGE, SKILLS, AND ABILITIES FOR  
NON‐MONROE COUNTY GOVERNMENT APPLICANTS,  

CURRENT PERMANENT PART‐TIME EMPLOYEES APPLYING FOR FULL‐TIME EMPLOYMENT, AND 
ELIGIBLE TRANSFERRING MONROE COUNTY EMPLOYEES. 

 
WHEREAS, the Monroe County Council wishes to enable Elected Officials/Department Heads (EO/DH) to hire 1) 
highly qualified job applicants who possess exceptional expertise and experience, but have no prior Monroe 
County Government work history and/or 2) current permanent part‐time employees applying for a full‐time 
employment vacancy; and/or 3) full‐time Monroe County employees with an existing KSA Status transferring 
between departments; and 
 
WHEREAS, the Monroe County Council finds allowing for the hiring of highly qualified applicants and/or current 
permanent part‐time employees applying for a full‐time employment vacancy and/or allowing highly qualified 
employees to transfer between departments at a salary higher than the base starting salary will substantially 
further the goal of obtaining and retaining highly qualified employees, within Monroe County Government.  
 
NOW THEREFORE BE IT RESOLVED, that: 
Resolutions establishing policies on Mid‐Point Hiring are repealed, and this Resolution, shall establish a policy to 
recognize an applicant’s “Knowledge, Skills, and Abilities” (KSA). This Resolution is applicable to the hiring of 
 
     1) applicants with no prior Monroe County Government work history; 
 
  2) current permanent part‐time employees, with at least two (2) years applicable, current, part‐time prior 
  Monroe County Government work history applying for a full‐time employment vacancy; and/or 
 
  3) full‐time Monroe County employees with an existing KSA Status transferring between departments.  
 
This Resolution is effective the date of signature. This Resolution does not apply to the hiring of any part‐time 
employees into full‐time job positions and/or the transferring of full‐time employees between departments that 
occurred prior to the enactment of this Resolution. 
 
For purpose of this policy, it is important to note that there is a distinction between KSA Status of service which is 
determined from the employee’s date of hire. Years of service are relevant for the determination of longevity as 
determined by the Personnel Policy. Not all Monroe County employees have a KSA Status, and for those that do 
the KSA Status determines compensation level only. A KSA Status would be established by request at the time of 
hiring into a full‐time position and/or transfer between departments. With approval of a KSA Status, salary 
compensation may begin at the 1‐, 3‐, or 8‐Year Level and remains as a KSA Status until the equivalent years of 
service has been achieved. 
 
The adoption of the following procedures will assist EO/DH’s in the recruitment and/or hiring of highly qualified 
applicants. In turn, this policy will result in savings from training expenses by reducing the need for doing such, 
considering the job applicant’s experience, and will also improve the provision of County services to the public. 
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SECTION 1:  Knowledge, Skills, And Abilities (KSA) Process For Non‐Monroe County Government  
    Applicants 
 
The below outlined procedure applies to job applicants whom the EO/DH believes possess the necessary 
knowledge, skills, and abilities (KSA) and/or experience for the job vacancy within his/her department, yet the 
applicants possess no Monroe County Government work history. 
 
If in response to a vacancy within the Department the EO/DH receives an application/resume from a highly 
qualified applicant (who does not possess prior Monroe County Government work history), and the EO/DH wishes 
to hire said applicant pursuant to the KSA Policy, the EO/DH can follow the procedure outlined below. The 
procedure below allows the EO/DH to request permission to hire the applicant at either the three‐ (3) year salary 
level or the eight‐ (8) year salary level, based on the applicant’s KSA. 
 
It should be noted that if an EO/DH desires to request a KSA for a full‐time position and the applicant has current 
Monroe County Government part‐time employment history, the part‐time history will not act as a benefit and/or 
a hinderance as it pertains to a request for a three‐ (3) year or the eight‐ (8) year salary level as part of a full‐time 
KSA request under Section 1 .   
 
It should also be noted that in the event that an applicant applying for a Correctional Officer and/or Merit Deputy 
position within the Sheriff’s Office has both Monroe County Government history and prior law enforcement 
history, the greater of the two (2) will be the determining factor for a KSA request. 
 
A.  KSA STATUS REQUEST PROCEDURES: 
 
An EO/DH wishing to make a KSA Status Request must complete the following process:  
 
1.  Notification of Intent to Request a KSA Status: The EO/DH shall notify their Council Liaison(s) and 
  Council Administrator via email of their intent to fill an existing vacancy within their department with an 
  applicant/new hire, who has no prior Monroe County Government work history, and request a KSA 
  Status for this applicant.  
 
2.  Council Office Response to Intent: The Council Administrator shall provide via email a copy of the KSA 
  Request form (Request) to the EO/DH for completion. The email will instruct the EO/DH on how to 
  complete the Request along with any additional information needed and include submission deadline(s). 
  Additional information may include but is not limited to the applicant’s resume and/or application and 
  the job description for the vacancy.  
  See Exhibit A – KSA Request Form 
 
3.  Department Head/Elected Official Responsibility: The EO/DH shall complete the required sections of 
  the Request and return via email to the Council Administrator and the Personnel Administrator for 
  review. The resume/application for the candidate and the vacant position’s job description must be 
  included with the Request. The Request should additionally state if the EO/DH is requesting the applicant 
  to be hired at the three‐ (3) year or eight‐ (8) year salary level. 
 
B.  KSA REQUEST EVALUATION PROCEDURES: 
 
1.  Evaluation Factors: The Council Administrator and Personnel Administrator will review the following 
  factors: 
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  a.  Are the knowledge, skills, and abilities (KSA) of the applicant substantially equal to, or greater  
    than, the KSA that would be expected from a new hire after three‐ (3) or eight‐ (8) years in the  
    position?  
 
  b.  How many total years of applicable experience has the applicant had in the comparable   
    position? 
 
2.  The Personnel Administrator will review the Request, evaluate as to whether the applicant does or does 
  not have the KSA needed based on the information provided on the applicant’s resume/application and 
  the associated job description, and complete the appropriate section on the Request. After completing 
  this review, the Personnel Administrator will forward the Request to the Council Administrator for 
  further completion. 
 
3.  The Council Administrator will review the Request, evaluate as to whether the applicant does or does 
  not have the KSA needed based on the information provided on the applicant’s resume/application and 
  the associated job description, and complete the appropriate section on the Request. 
 
4.  If necessary, the Council Administrator and Personnel Administrator may confer about their 
  independent evaluations. 
 
5.  The Council Administrator shall forward to the entire Council a copy of the executed KSA Request along 
  with a redacted resume/application and the job description for the position. The actual identity of the 
   applicant should be viewed as irrelevant to the Council, with the focus being on the KSA of the applicant. 
  The EO/DH and Personnel Administrator will be copied on the email communication to the Council that 
  includes the executed Request. 
 
  When forwarding the executed KSA Request to the Council, the Council Administrator shall indicate if 
  the Council Administrator and the Personnel Administrator have reached a consensus regarding  whether 
  the applicant’s KSA is substantially equal to, or greater than, the KSA that would be expected from a new 
  hire after three‐ (3) or eight‐ (8) years in the position. 
  
6.  If a Council Member requests a review of the KSA Request, the Council Member shall notify the Council 
  Administrator, who shall place the item on the Council’s next regular or work session agenda (whichever 
  is earlier) for discussion. If no Council Member requests a review of the KSA within forty‐eight (48) 
  hours (Monday‐Friday hours only, excluding weekends and holidays) after the executed KSA is sent to 
  the Council by the Council Administrator, the final decision as to the approval or denial of the requested 
  KSA Status will be delegated to the Council Administrator as outlined in Section 4 below.  
 
  Until a final decision has been made by the Council Administrator or the Council with regards to the 
  KSA Request, any conveyance to the employee/applicant by the EO/DH regarding approval of the KSA 
  Request is non‐binding on the Council. The EO/DH may elect to move forward with hiring the 
  employee at the base rate but may not proceed with hiring the applicant at a KSA Status until the 
  review is completed. 
 
7.  The Council Administrator will notify the Council President of a KSA Request being added to a meeting 
  agenda. The Council Administrator will notify the EO/DH when a Council member has made a request 
  for a review and what date it will be heard by the entire Council. The Personnel Administrator may be 
  asked to attend the Council meeting, if needed.  
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8.  The Council Administrator will notify the EO/DH if the KSA request is approved without being heard at a 
  Council meeting and the effective date of the KSA Status. 
 
9.  The Council Administrator will add the approved KSA Status to the tracking log and a note will be added 
  to the Salary Ordinance to indicate the position has a KSA Status for payroll purposes.  
 
10.  An employee’s approved KSA Status only adjusts the compensation base rate pay for that employee. 
  An employee’s approved KSA Status is not included in the years of service pertaining to longevity 
  and/or vacation time calculations which are governed by the Monroe County Personnel Policy 
  Handbook.  
 

SECTION 2:  Knowledge, Skills, And Abilities (KSA) Process For A Current Permanent Part‐Time  
    Employee Transitioning Into Full‐Time Employment 
 
The below outlined procedure applies to an applicant, who is currently employed as a permanent part‐time 
employee with at least two (2) years applicable, current, part‐time prior Monroe County Government work 
history, and who the EO/DH believes possesses the necessary KSA based on their part‐time employment status for 
a full‐time job vacancy within his/her department.  
 
If in response to a vacancy within the Department, the EO/DH receives an application/resume from an applicant 
from a current part‐time employee with at least two (2) years applicable, current, part‐time prior Monroe County 
Government work history, and the EO/DH wishes to hire said applicant at a KSA Status, the EO/DH can follow the 
procedure outlined below. The procedure below allows the EO/DH to request permission to hire the applicant at 
the KSA Status one‐ (1) year salary level, based on the on the applicant’s KSA. 
 
A.  KSA STATUS REQUEST PROCEDURES: 
 
An EO/DH wishing to make a KSA Request must complete the following process:  
 
1.  Notification of Intent to Request a KSA Status: The EO/DH shall notify their Council Liaison(s) and 
  Council Administrator via email of their intent to fill an existing vacancy within their department with an 
  applicant, who is currently employed by Monroe County as a permanent part‐time employee and 
  request a KSA Status for this applicant.  
 
2.  Council Office Response to Intent: The Council Administrator shall provide via email a copy of the KSA 
  Request Form (Request) to the EO/DH for completion. The email will instruct the EO/DH on how to 
  complete the Request along with any additional information needed and include submission deadline(s). 
  Additional information may include but is not limited to the applicant’s resume and/or application and 
  the job description for the vacancy.   
  See Exhibit A – KSA Request Form 
 
3.  Department Head/Elected Official Responsibility: The EO/DH shall complete the required sections of 
  the Request and return via email to the Council Administrator and the Personnel Administrator for 
  review. The resume/application for the candidate and the vacant position’s job description must be 
  included with the Request. The Request should additionally state that the EO/DH is requesting the 
  applicant to be hired at the one‐ (1) year salary level. 
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B.  KSA EVALUATION PROCEDURES: 
 
1.  Evaluation Factors: The Council Administrator and Personnel Administrator will review the following 
  factors: 
 
  a.  Are the knowledge, skills, and abilities (KSA) of the applicant substantially equal to, or greater  
    than, the KSA that would be expected from a new hire after one‐ (1) year in the position?  
 
  b.  How many total years of applicable experience has the applicant had in the comparable   
    position? 

 
2.  The Personnel Administrator will review the Request, evaluate as to whether the applicant does or does 
  not have the KSA needed based on the information provided on the applicant’s resume/application and 
  the associated job description, and complete the appropriate section on the Request. After completing 
  this review, the Personnel Administrator will forward the Request to the Council Administrator for 
  further completion. 
 
3.  The Council Administrator will review the Request, evaluate as to whether the applicant does or does 
  not have the KSA needed based on the information provided on the applicant’s resume/application and 
  the associated job description, and complete the appropriate section on the Request. 
 
4.  If necessary, the Council Administrator and Personnel Administrator may confer about their 
  independent evaluations. 
 
5.  The Council Administrator shall forward to the entire Council a copy of the executed KSA Request along 
  with a redacted resume/application and the job description for the position. The actual identity of the 
  applicant should be viewed as irrelevant to the Council, with the focus being on the KSA of the applicant. 
  The EO/DH and Personnel Administrator will be copied on the email communication to the Council that 
  includes the executed Request. 
 
  When forwarding the executed KSA Request to the Council, the Council Administrator shall indicate if 
  the Council Administrator and the Personnel Administrator have reached a consensus regarding  whether 
  the applicant’s KSA is substantially equal to, or greater than, the KSA that would be expected from a new 
  hire after one‐ (1) year in the position. 
 
6.  If a Council Member requests a review of the KSA Request, the Council Member shall notify the Council 
  Administrator, who shall place the item on the Council’s next regular or work session agenda (whichever 
  is earlier) for discussion. If no Council Member requests a review of the KSA within forty‐eight (48) 
  hours (Monday‐Friday hours only, excluding weekends and holidays) after the executed KSA is sent to 
  the Council by the Council Administrator, the final decision as to the approval or denial of the requested 
  KSA Status will be delegated to the Council Administrator as outlined in Section 4 below.  
 
  Until a final decision has been made by the Council Administrator or the Council with regards to the 
  KSA Request, any conveyance to the employee/applicant by the EO/DH regarding approval of the KSA 
  Request is non‐binding on the Council. The EO/DH may elect to move forward with hiring the 
  employee at the base rate but may not proceed with hiring the applicant at a KSA Status until the 
  review is complete. 
 
7.  The Council Administrator will notify the Council President of a KSA Request being added to a meeting 
  agenda. The Council Administrator will notify the EO/DH when a Council member has made a request 
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  for a review and what date it will be heard by the entire Council. The Personnel Administrator may be 
  asked to attend the Council meeting, if needed.  
 
8.  The Council Administrator will notify the EO/DH if the KSA request is approved without being heard at a 
  Council meeting and the effective date of the KSA Status. 
 
9.  The Council Administrator will add the approved KSA Status to the tracking log and a note will be added 
  to the Salary Ordinance to indicate the position has a KSA Status for payroll purposes.  
 
10.  An employee’s approved KSA Status only adjusts the compensation base rate pay for that employee. 
  An employee’s approved KSA Status is not included in the years of service pertaining to longevity 
  and/or vacation time calculations which are governed by the Monroe County Personnel Policy 
  Handbook.  
 

SECTION 3:  Knowledge, Skills, And Abilities (K) Process For Transfer Applicants With An Existing  
    KSA Status From One Monroe County Department To Another  
 
The below outlined procedure generally applies to job applicants whom the EO/DH believes possess the necessary 
KSA and/or experience for the job vacancy within his/her department, and the applicant is transferring from a 
different Monroe County Government position with an existing KSA Status. Specifically, KSA Transfer can be 
requested for: 1) a transfer between two (2) county classified positions; and 2) a transfer from a position where 
the salary is determined by a state‐prescribed rule, order, guideline, or mandated to a county classified position.  
This section does not apply to transfers from a county position to a position where the salary is determined by a 
state‐prescribed rule, order, guideline or mandated.   
 
If a KSA Status transfers with an employee, the KSA Status will transfer at the equivalent or lesser level. Once a 
KSA Status is transferred from one department to another, the KSA Status will remain effective for subsequent 
transfers back to the originating department that occur with one‐ (1) year or less.  Subsequent transfers outside of 
the one‐ (1) year timeframe and/or to a different department must be submitted as a new Transfer Request. 
 
If a Monroe County employee with an approved KSA Status transfers to a different department within Monroe 
County Government, the KSA Status may transfer with the employee. If a KSA Status transfers with an employee, 
the Status may transfer at an equivalent or lesser level. A lesser level may be approved based on whether the KSA 
of the employee is applicable to the new position. A KSA Status level cannot be increased when an employee 
transfers from one department to another. The EO/DH’s are reminded that until a final decision has been made 
by the Council Administrator or the Council with regards to the KSA Transfer Request, any conveyance to the 
employee/applicant by the EO/DH regarding approval of the KSA Transfer Request is non‐binding on the Council.  
 
A.  KSA TRANSFER STATUS REQUEST PROCEDURES: 
 
An EO/DH wishing to make a KSA Transfer Request must complete the following process:  
 
1.  Notification of Intent to Request Transfer of a KSA Status: The EO/DH shall verify the KSA Status for 
  the employee who wishes to transfer. This information can be located in the Salary Ordinance within 
  the section entitled “Salary Ordinance Notes” under the heading of “KSA Tracking Log.”  
 
  After confirming the KSA Status, the EO/DH shall notify their Council Liaison(s) and Council 
  Administrator via email of their intent to fill an existing vacancy within their department with a Monroe 
  County employee with an approved KSA Status transferring from a different department within Monroe 
  County Government and request a KSA Transfer Status for this applicant. 
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2.  Council Office Response to Intent: The Council Administrator shall provide via email a copy of the KSA 
  Request form (Transfer Request) to the EO/DH for completion. The email will instruct the EO/DH on how 
  to complete the Transfer Request form along with any additional information needed and include 
  submission deadline(s).  Additional information may include but is not limited to the applicant’s resume 
  and/or application and the job descriptions from both departments: the department the employee is 
  transferring from and the department the employee is transferring to.  
  See Exhibit B – KSA Transfer Request Form 
 
3.  Department Head/Elected Official Responsibility: The EO/DH shall complete the required sections of 
  the Transfer Request form and return via email to the Council Administrator and the Personnel 
  Administrator for review. The resume/application for the candidate and the job descriptions from both 
  departments must be included with the Request.  
 
B.  KSA EVALUATION PROCEDURES: 
 
1.  Evaluation Factors: The Council Administrator and Personnel Administrator will review the following 
  factors: 
 
  a.  Are the already recognized KSA of the employee applicable and/or comparable to the KSA that  
    would be expected from a new hire after an equivalent amount of time to the already approved  
    KSA Status?  
 
  b.  Is the position from which the Monroe County employee with an approved KSA Status is  
    transferring from a comparable position to the vacant position?  
 
2.  The Personnel Administrator will review the Transfer Request, evaluate as to whether the applicant 
  does or does not have the transferrable KSA based on the information provided on the applicant’s 
  resume/application and the associated job descriptions, and complete the appropriate section on the 
  Transfer Request. After completing this review, the Personnel Administrator will forward the Transfer 
  Request to the Council Administrator for further completion. 
 
3.  The Council Administrator will review the Transfer Request, evaluate as to whether the applicant does 
  or does  not have the transferrable KSA based on the information provided on the applicant’s 
  resume/application and the associated job descriptions, and complete the appropriate section on the 
  Transfer Request. 
 
4.  If necessary, the Council Administrator and Personnel Administrator may confer about their 
  independent evaluations. 
 
5.  The Council Administrator shall forward to the entire Council a copy of the executed KSA Transfer 
  Request along with a redacted resume/application and the job descriptions for the positions. The actual 
  identity of the applicant should be viewed as irrelevant to the Council, with the focus being on the 
  transfer of the KSA Status. The EO/DH and Personnel Administrator will be copied on the email 
  communication to the Council that includes the executed Request. 
 
  When forwarding the executed KSA Transfer Request to the Council, the Council Administrator shall 
  indicate if the Council Administrator and the Personnel Administrator have reached a consensus  regarding 
  whether the transfer of the KSA Status should be approved and at what level or if the request should be 
  denied.  
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6.  If a Council Member requests a review of the KSA Transfer Request, the Council Member shall notify the 
  Council  Administrator, who shall place the item on the Council’s next regular or work session agenda 
  (whichever is earlier) for discussion. If no Council Member requests a review of the KSA Transfer within 
  forty‐eight (48) hours (Monday‐Friday hours only, excluding weekends and holidays) after the  executed 
  KSA Transfer is sent to the Council by the Council Administrator, the final decision as to the approval or 
  denial of the requested KSA Transfer Status will be delegated to the Council Administrator as outlined in 
  Section 4 below.  
 
  Until a final decision has been made by the Council Administrator or the Council with regards to the KSA 
  Transfer Request, any conveyance to the employee/applicant by the EO/DH regarding approval of the 
  KSA Transfer Request is non‐binding on the Council. The EO/DH may elect to move forward with the 
  transfer of the employee into their department, but if said decision is made before any final decision the 
  KSA Transfer Status will not transfer at that time.  
 
7.  The Council Administrator will notify the Council President of a KSA Transfer Request being added to a 

meeting agenda. The Council Administrator will notify the EO/DH when a Council member has made a 
request for a review and what date it will be heard by the entire Council. The Personnel Administrator 
may be asked to attend the Council meeting, if needed.  

 
8.  The Council Administrator will notify the EO/DH if the KSA Transfer Request is approved without being 

heard at a Council meeting. 
 
9.  The Council Administrator will update the transferred KSA Status with the tracking log and a note will be 

added to the Salary Ordinance to indicate the position has a KSA Status for payroll purposes.  
 
10.  An employee’s approved KSA Status only adjusts the compensation base rate pay for that employee. 
  An employee’s approved KSA Status is not included in the years of service pertaining to longevity 
  and/or vacation time calculations which are governed by the Monroe County Personnel Policy 
  Handbook.  
 
C.  TRANSFERRING TO A DIFFERENT CLASSIFICATION: 
 
1.  If the employee is transferring into a position with the same classification and level, then there is no 
  change in the hourly rate. 
 
2.  If the employee is transferring into a position with a different classification and/or level, the hourly rate 
  will be evaluated prior to approval. When comparing positions with different classifications, the hourly 
  rates for the same level will be compared. If the hourly rate with a KSA Transfer Status exceeds the 
  hourly rate of the new position at the same level, the transfer will be approved at the higher 
  compensation rate. If the hourly rate for the new position with the same or less of service exceeds that 
  of the KSA Transfer hourly rate, then the transfer request will be denied allowing for the higher 
  compensation. 
 

SECTION 4:  Approval Of A KSA Status Request 
 
A.  Decision‐Making Authority: The Council delegates to the Council Administrator the final decision making 

under Sections 1, 2, and 3 when there is a consensus between the Council Administrator and the 
Personnel Administrator regarding the KSA Status and/or transfer thereof and no Council Member has 
requested a review. This delegation of final decision making is beneficial as it potentially decreases the 
amount of time that it may take for a decision on the KSA Status and/or transfer thereof and allows for 
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notification of the applicant in a quicker timeframe. By delegating the KSA Status approval and/or transfer 
thereof when there is a consensus, it could enable an applicant and/or transfer to a department without 
having to wait for the next Council meeting.  
 
It would be a necessity for a KSA Request and/or a Transfer Request to be heard by the entire Council in 
the following scenarios: 1) there is not a consensus between the Council Administrator and the Personnel 
Administrator or 2) there is a consensus between the Council Administrator and the Personnel 
Administrator, but a Council Member has requested review of the KSA Request and/or Transfer Request 
as described under Sections 1, 2, and 3 in Subsection B. When a KSA Request and/or Transfer Request is 
heard by the entire Council, the final decision of the Request shall rest with the Council. 

 
B.  The KSA Status is exclusively associated with the applicant and the position requested by the EO/DH for 
  the determined period of time. If a KSA approved employee transfers to another Monroe County 
  Government position, the KSA Status may transfer, but only with an approval of the Transfer Request. 
 
C.  Until a final decision has been made by the Council Administrator or the Council with regards to the KSA 
  Request and/or Transfer Request, any conveyance to the employee/applicant by the EO/DH regarding 
  approval of the department’s pending request is non‐binding on the Council.  
 
D.  An employee’s approved KSA Status only adjusts the compensation base rate pay for that employee. An 
  employee’s approved KSA Status is not included in the years of service pertaining to longevity and/or 
  vacation time calculations which are governed by the Monroe County Personnel Policy Handbook.  
 

SECTION 5:  KSA Request Procedures Policy Review  
 
The KSA Request Procedures Policy will be reviewed annually in March as to its effectiveness in hiring qualified 
applicants. The Personnel Administrator shall survey prior year departments regarding the process and report at 
the March Personnel Administration Committee (PAC) Meeting. The report should include any departmental 
comments from the survey along with any recommendations on improving the process. PAC will then determine if 
a review of the KSA Request Policy needs to be reviewed and/or updated based on the information provided by 
the Personnel Administrator.  
 
 
 
 
 
 
 
 
(Remainder of page intentionally left blank.) 
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Resolution 2023‐02 was originally presented and approved by the Monroe County Council on the 14th day of 
February, 2023. 
 
Resolution 2023‐02 was originally presented, amended, and approved by the Monroe County Council on the 14th 
day of March, 2023. 
 
Resolution 2023‐02 was presented, amended, and approved by the Monroe County Council on the 9th day of 
April, 2024. 
 

* * * * * * * 
   

MONROE COUNTY COUNCIL 
 
 
      Aye         Nay          Abstain          Not Present  ______________________________________________ 
            Trent Deckard, President 
 
 
      Aye         Nay          Abstain          Not Present  ______________________________________________ 
            Jennifer Crossley, President Pro Tempore 
 
 
      Aye         Nay          Abstain          Not Present  ______________________________________________ 
            Marty Hawk, Councilor 
 
 
      Aye         Nay          Abstain          Not Present  ______________________________________________ 
            Peter Iversen, Councilor 
 
 
      Aye         Nay          Abstain          Not Present  ______________________________________________ 
            Geoff McKim, Councilor 
   
 
      Aye         Nay          Abstain          Not Present  ______________________________________________ 
            Cheryl Munson, Councilor 
 
 
      Aye         Nay          Abstain          Not Present  ______________________________________________ 

L. Kate Wiltz, Councilor 
 
ATTEST:  
 
 
___________________________________    _________________________________ 
Brianne Gregory, Auditor        Date 
Monroe County, Indiana  
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RESOLUTION 2024‐15 
A RESOLUTION TO ESTABLISH PROCEDURES FOR PAYMENT OF  

ACCUMULATED COMPENSATORY TIME 
 

WHEREAS, there are occasions where Monroe County is legally required to pay compensatory time to 
employees, e.g., where they leave employment with the county and/or where employees transfer to a different 
department within Monroe County that is unable to accept the already accrued compensatory time; and, love 
 
WHEREAS, there may be occasions where the county finds it preferable as a policy for employees to use  
compensatory time rather than require it be paid out and, 
 
WHEREAS, the Monroe County Council generally disfavors outright payments to employees to cover 
accumulated compensatory time; and, 
 
WHEREAS, the Council wishes to establish a policy for payment of accumulated compensatory time that will 
place the responsibility for supplying funds for any such payouts with the departments that have allowed 
employees to accumulate compensatory time. 
 
NOW, THERFORE, BE IT RESOLVED by the Monroe County Council that: 
 
Previous Resolutions establishing policies on payment of accumulated compensatory time are repealed, and this 
Resolution, shall establish a policy for said payment moving forward. This Resolution is applicable to the 
payment of compensatory time for 1) employees leaving employment with Monroe County Government and 2) 
employees transferring from one Monroe County Government department to another department. This 
Resolution is effective the date of signature. 
 
It should be noted that ALL compensatory time payout regardless of whether it is due to an employee’s 
employment terminating or an employee transferring, are subject to FICA and PERF. These amounts must be 
included in the category transfer/additional appropriation request process and the payment request 
submitted to Employee Services. 
 
SECTION A:  Payment Procedure for Employees Leaving Employment with Monroe County Government 

1. When an employee’s employment with Monroe County is terminated, either voluntarily or involuntarily, 
the Elected Official/Department Head (EO/DH) shall submit to Employee Services a request for 
compensatory time payment along with any documentation required for vacation payouts with the final 
payroll documentation.  Payments to cover accrued compensatory time shall be paid out of the 
remainder of the budgeted appropriation in the salary line established within the department’s budget 
of the employee who has accrued the compensatory time. 

2. Funds for payment to cover accrued time shall come from a department's budget in the following order 
of preference: 

i. From the remainder of the budgeted appropriation in the salary line of the employee who 
has accrued the compensatory time (e.g., in instances where the employee has left 
employment with the County or with the specific department). 

ii. From other appropriations budgeted in the department's Personnel (10) Category lines. 
 

3. In the event that there are insufficient funds to process the compensatory time payment out of the 
salary line, then the EO/DH shall make a Council Request in the following order of preference:   

i. A Category Transfer from other appropriations budgeted in the department's Supplies (20) 
Category, Services(30) Category, or Capital (40) Category lines. 

ii. An additional appropriation. Council does not favor the use of additional appropriations to 
cover compensatory time payouts.   
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Elected Officials/Department Heads seeking additional appropriations for this purpose must be able to 
demonstrate that the procedures outlined in Section A, paragraph 2 were inadequate to cover the 
compensatory time payment. 
 
Payments made in the manner described in Section A, paragraph 2 will reduce any delay in a former 
employee’s final payment from Monroe County and reduce delay in the County’s final contribution to the 
employee’s PERF account beyond the employee’s employment termination date.  Payments made in the 
manner described in Section A, paragraph 3 will result in such delays. to the former employee will be delayed 
when an EO/DH requests a category transfer and/or an additional appropriation.  For this reason, EO/DH 
must notify Employee Services when a request has been made which will cause a delay of the final payment. 
 
SECTION B: Payment Procedure for Employees Transferring Between Departments 

1. When an employee transfers between departments within Monroe County Government and that 
employee has accrued compensatory time, the employee will receive (use) their accrued compensatory 
time or will receive monetary compensation for the accrued time from the department under which the 
time was worked as outlined in the Monroe County Indiana Personnel Policy Handbook Section 5.14. 
Transfer of compensatory time from one department to another is not allowable under the Personnel 
Policy. 

2. Funds for payment to cover accrued time shall come from a department's budget in the following 
order of preference: 

i. From the remainder of the budgeted appropriation in the salary line of the employee who has 
accrued the compensatory time (e.g., in instances where the employee has left employment 
with the County or with the specific department). 

ii. From other appropriations budgeted in the department's Personnel (10) Category lines. 
3. In the event that there are insufficient funds to process the compensatory time payment out of the 

salary line, then the EO/DH shall make a Council Request in the following order of preference:   
i. A Category Transfer from other appropriations budgeted in the department's Supplies (20) 

Category, Services (30) Category, or Capital (40) Category lines. 
ii. An additional appropriation. Council does not favor the use of additional appropriations to cover 

compensatory time payouts.   
 
Elected Officials/Department Heads seeking additional appropriations for this purpose must be able to 
demonstrate that the procedures outlined in Section B, paragraph 2 were inadequate to cover the 
compensatory time payment. 
 
SECTION C: COMPENSATORY TIME REPORTS 

1. Employee Services will provide Council a quarterly report of all compensatory payments paid out. The 
report should include payments to former employees and payments to employees who transferred 
departments. 

 
 
(Remainder of page intentionally left blank.) 
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Resolution 2024‐15 was presented and approved by the Monroe County Council on the 9th day of April, 2024. 

 
 

MONROE COUNTY COUNCIL 
 
 
      Aye         Nay          Abstain          Not Present  _____________________________________________ 
            Trent Deckard, President 
 
 
      Aye         Nay          Abstain          Not Present  _____________________________________________   
            Jennifer Crossley, President Pro Tempore 
 
 
      Aye         Nay          Abstain          Not Present  _____________________________________________   
            Marty Hawk, Councilor 
 
 
      Aye         Nay          Abstain          Not Present  _____________________________________________   
            Peter Iversen, Councilor 
 
 
      Aye         Nay          Abstain          Not Present  _____________________________________________   
            Geoff McKim, Councilor 
   
 
      Aye         Nay          Abstain          Not Present  _____________________________________________   
            Cheryl Munson, Councilor 
 
 
      Aye         Nay          Abstain          Not Present  _____________________________________________ 

L. Kate Wiltz, Councilor 
 
ATTEST:  
 
 
___________________________________    _________________________________ 
Brianne Gregory, Auditor        Date 
Monroe County, Indiana 
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