PE RSON N E L ADM I N ISTRATI ON co M M ITTE E Peter |Versenl Chair
Monroe County Courthouse, Room 306 Marty Hawk
100 W Kirkwood Avenue Geoff McKim
Bloomington, Indiana 47404
Office: 812-349-7312
CouncilOffice@co.monroe.in.us
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PERSONNEL ADMINISTRATION COMMITTEE
Monday, May 13, 2024 at 12:00 PM (Noon)

HR-Council Conference Room and Teams Connection
Click here to join the meeting
Meeting ID: 211 631 159 095
Passcode: VjzhNQ

e  The public’s video feed will be turned off by the Technical Services Department meeting administrator.
e  The public will be able to listen and record.
e  The public should raise their hand if they wish to speak during the public comment period.
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“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. ADOPTION OF AGENDA

3. YOUTH SERVICES BUREAU, Victoria Thevenow and Vanessa Schmidt 3
Request the Creation of a New Position and to Amend a Job Description
-Training and Development Manager (New)
-Office Manager

The Bureau has requested a new position to centralize the ongoing responsibilities around training and
continued development to one person in the organization. This is an attempt to help with accountability and
ensure that all staff are trained in accordance with increasing grant, licensure, and contractual requirements.

4, BOARD OF COMMISSIONERS, Angie Purdie and Martha Miller 24

Request the Creation of a New Position and to Amend a Job Description
-Conservation Resource Specialist
-Soil and Water Conservation Manager

The Soil and Water Conservation District wishes to add a new full-time employee, Conservation Resource
Specialist, and amend the SWCD Manager position to reflect additional duties required with the addition of the
new position. Both positions have the support of the Board of Commissioners.




5.

HEALTH DEPARTMENT, Lori Kelley

A.

Request the Creation of Two New Positions and to Amend Current Job Descriptions
-Clinical Services and Case Management Director (NEW)

-Vital Records & Administrative Support Assistant Director (NEW)
-Health Administrator

-Assistant Registrar

-Clinic Manager (Amend to Clinic Coordinator)

-Clinical Assistant

-Public Health Liaison (Amend to Public Health Preparedness Director)
-Registrar (Amend to Vital Records and Administrative Support Director)
-Financial Manager

-Licensed Practical Nurse

-Nurse Practitioner/Advanced Practice Nurse
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The Department has requested to restructure two divisions, addition of two new positions and reporting
modifications to increase department operating efficiency. The changes will establish a main leader for each
division, with a back-up supervisor/lead, to be available to maintain division operations in the absence of the
director. Establishing cross-training within each division will increase continuity of operations and is already

Request to Amend Reporting Structure
-Behavioral Health & Wellness Coordinator (Reports: Clinical Services Director)

-Disease Intervention Specialist-Program Coordinator (Reports: Clinical Services Director)

51

-Public Health Emergency Preparedness Assistant (Reports: Public Health Preparedness Director)
-Public Health Emergency Preparedness Coordinator (Reports: Public Health Preparedness Director)

occurring in many areas of the department.

192

6. APPROVAL OF SUMMARY MINUTES AS PRESENTED
-April 2, 2024
7. ADJOURNMENT



PERSONNEL ADMINISTRATION COMMITTEE

Agenda Request Form
Complete ALL applicable highlighted areas below.

DEPARTMENT: YSB MEETING DATE REQUESTED (Tentative) : |4/2{2024

Request Presenter(s): \/ictoria Thevenow and Vanessa Schmidt Phone: 912.240.5012

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

FUND INFORMATION: (Mark with an "X" in all applicable boxes)
Fund Name: | |T

Fund Number: 1114 Location Number: 0166

PURPOSE OF REQUEST: (Mark with an "X" in all applicable boxes)
[] [Creation of New Position Title: Training and Development Manager

Amend Current Position Description  Title:

Hours: 40 Classification: PAT Level: [C

lOther (Specify)

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

Youth Services Bureau is requesting a new position to centralize the ongoing responsibilities

around training and continued development to one person in the organization. This is an attempt to
help with accountable and ensure that all staff are trained in accordance with our increasing grant,

licensure, and contractual requirements.

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.


mailto:councilrequests@co.monroe.in.us
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County of Monroe, Indiana
An Equal Opporturity Employer

This form is to be completed by the employee holding the position and/or the Elected Official/
Department Head having hiring, promotion, and termination authority for the office/department, This
form is intended to serve as a classification evaluation instrument for the Monroe County Council and
Personnel Administration Committee in reviewing requests for classification of jobs,

Review the “Job Classification and Compensation Maintenance Plan” prior to completing this
form to ensure the proper procedures have been taken regarding adding or reviewing a position,

e Attach additional pages as needed; return completed form to the COUNCIL ADMINISTRATOR

Fund-Account-

Traini Developm nager '
ining and Development Manage Location

Job title

Youth Services Bureau

Department Date

¢ [Full-time DPart—time xempt DNon-exempt

N/A PAT C

Current Classification Requested Classification

Current pay $ per Proposed pay $ per

Employee(s) in this position: (attach supplemental sheet if necessary)

N/A

TYPE OF ACTION REQUESTED

v/ Create position Abolish position Seniority review

Qualifications requirements review Pay policy application/interpretation issues

Reclassification due to change in duties, responsibilities, work conditions, etc.

Other Please describe:

Questions 1 through 3 to be completed jointly by the employee and/ox

Elected Official/Department Head initiating the review

L. Describe why this new position/added employee/classification review is necessary.

This position is new to the agency and will require the necessary review.

This document is preparad for exclusive use of Waggoner, liwin, Scheele & Assoc., Inc., and shall not be duplicated withot! writen conssnt. ©2021 1



2, Have you previously requested this new position/added employee/reclassification of this existing
position? Oyeséno

If yes, describe date and outcome of that request;

3 If this is a request for classification review of an existing position, review the current job
description and make any revisions that are necessary to describe the job being performed.
Attach a copy of the existing job description with your revisions marked with Bold Red for
additions and Strikethrough for deletions.

Do these revisions constitute additional duties and responsibilities since the adoption of the
existing job descriptionDes no

If not, explain why the existing description is no longer accurate:

Questions 4 through 8 to be completed by Elected Official/Department Head

4, Are the job functions described on this form currently being performed by your office/
department?¥/}es| |no  If yes, name those job title(s) and classifications:

Job title Ofﬁce Manager *Classification COMOT C

Job title *Classification

Job title *Classification

* Current classification of position may be impacted by the creation of or reclassification of
another position,

5. Is this request a result of new legislation, a mandate, or litigation?]  es |/ ho
If yes, specify statute citation and/or case:

6. Is this request based on increased volume of work?V/ esl__lm If yes, please explain:
This request is to centralize and assign the responsibilities to one position.

There is an increase in training requirements annually, requiring more tracking and compliance.

This document Is prepared for exciusive use of Waggoner, Iwin, Scheele & Assoe., ine., and shall nol ba duplicated without written consent. ©2021 2



7. If you answered yes, to question 6, are there existing technologies that could lessen the volume
for this or related positions?{¢ es 0 If yes, please describe, including estimated costs:

YSB has the existing technology to track for compliance, Bamboo HR software system.

8. State specifically how creation of a new position/added employee/reclassification of this position
would benefit the County:

This position will work to ensure YSB stalf are trained and effective with the at-risk youth that we serve, while assisting

the agency to maintain compliance and meet the expectalions of external funding sources, licensure requirements, and contraciual obligations.

AUTHORIZATION BY EMPLOYEE:

Signature of employee(s) assigned fo the position being considered for reclassification.

I understand that this request in no way je ,J)aldlzes my employment, and that if the reclassification
review procegds, it may result in the/pcm}bfon being upgraded, downgraded, or remaining classified the

”{/fZ 2/2

Em)dyee si gnatule Date /
/E/mpioyee signature Date
Employee signature Date
Employee signature Date

AUTHORIZATION BY APPOINTING AUTHORITY:
Signature required by Elected Official/Department Head

I have reviewed this reclassification request with the employee(s), andMigree lisagree.

If disagrge, please comment:
/ ///{/m &/// ey
Tunderstand this request is subject to an organizational assessment of my office/department employment

operations, and that I will be available to personally participate and provide requested information to the
County ounc/;l Personnel Administration Committee, and consultants of the Council.
/)

é{/(/L /W(J/étt / ‘/// 3/.22(,/92%’

Signature of Elected Ofﬁmal/[)epaltment H ead Date

\ietona_ Thoyen
Name typed or printed \//‘- C)é;’)\/l q 7' ZLL\/(J M ('h,J

This documenl Is prepared for exclusive use of Waggoner, iwin, Scheele & Assoc., Inc., and shall not be duplicated without writlen consent, ©2021 3




Date| L - 222024

COUNTY OF MONROE, INDIANA

The County of MONROE, Indiana has retained Waggoner, Irwin, Scheele & Associates to update the County’s job
descriptions, which includes an updated description of your position. The information you supply on this questionnaire
will be used o drafl that deseription.

Position Title: [Development and Training Manager |
Department: [youth Services Bureau of Monroe County l
Employee Name: [N/A ' |

ILSA Status: @ Exempt  ONon-exempt

* Purpose ¢
This questionnaire is intended to securc accurate information regarding essential elements of your position, including

* the duties you currently perform

» the requirements (skills, education, etc.) of your position
» the nature of your responsibilities

» the nature of supervision over your work

» the nature of your communication with others

This questionnaire is not

» an efficiency analysis
+ a department reorganization study
s a measure of how well you perform your duties

o [nstructions ¢

. Please read the entire questionnaire carcfully before answering any questions to avoid duplicating your responses. If
you need more space on any question, please attach additional pages.

2. Take time to answer each question carefully and completely. It is essential that your responses be clear, concise, and
thorough to ensure that the job description prepared for your position will accurately desctibe your duties and
responsibilities,

3. Please include an explanation of abbreviations, technical language, or specialized references you use on this
questionnaire to ensure our understanding of them.

‘Plesse feel fre6 16 use auy existing Job description for reference purposes or corplet
- gttacl erenced job:description-and respond:to questions in‘the

DO NOT DETACH THIS INSTRUCTION SHEET

This dosument is prepared for exclusive nuse of Wagganer, Irwin, Scheele & Assac., Inc., and shall not be duplicated without written consent. ©2019. PAT 1



PAT

Essentlal Functions of Position

1. Please sminmarize, in one sentence, the primary purpose of your position as you understand it.

Development and Training Manager Is responsible for facliltation, coordination, compliance and
quality assurance of agency training.

2. Deseribe in detail the primary duties and functions of your position. Those duties which you perform daily
or that require a substantial portion of your time should be listed first, with the duties that are performed less
frequently or that require lesser portion of your time listed last. Please attach a copy of existing job description, if
applicable.

If Duties Section of your existing job description is accurate please note “see existing description® and/or add
any additional dutics NOT listed on your existing job description.

Below is a scale that rates how essential a job duty/function is to your position and how frequent that duty/function
is performed. Once you have described the primary duties and functions of your position, please indicate the
essentiality and frequency, For example,

‘ Essentiulity Frequency

Supervise subordinate personnel B G
ESSENTIALITY FREQUENCY
A= Marginal function of the job C=Perform annually at a minimum
B= Essential function of the job 3= Perform guarterly at a minimum

E= Perform monthly at a minimum
F= Perform weekly at a minimum
G= Perform on regular (dnily) basis

List Primary Duties: Essen Freg
L. Responsib[e for the coordination and implementation of overal! staff
training, quality assurance acfivities, whlle maintammg various B fe]
training certifications. :

Responsible for developing, delivering, and updating base
orientation of new staff to the YSB agency, and serves to educate - B G
staff on youth related topics, as identified. :

This document is prepored for exclusive use of Wapgoner, Irwin, Scheele & Aszoo., kne., and shall not be duplicated withowt written consent. © 2019 PAT 3



Serves as the primary frainer to all YSB staff In the following areas: Crisis Prevention
intervention, CPR/M st AIGIAED training, ServSafe, Universa) Precautions, and general B e
chilgations of various program contract delivery for direct care workers,

Sarves as the on-boarding staff trainer for all new YSB employees.
B G

Assist in the implementation of quality assurance activities such as B G
training, information sharing, education, creating and implementing
annual training calendar and other staff development activities.
Reviéws client exit-surveys and provides summary reporté of results..

' B - |IF
Attend"s:randior‘faci_litates_YS'B staff meetings in regard.zto,p_i_rovlding
training and brief training refreshers as needed. B F
Assist in the creation, implementation, monitoring, and evaluating the
effectiveness of staff training/workshops/on-boarding invoived with B |G
employment at YSB.,

Scheduled observation shifts in. emergency shelter program and
performs direct observation of staff to ensure proper use of all B E.
training related skills and guidelines.

This dacument ix prepared for exclusive uss of Waggoner, Irwin, Scheele & Assoc., luc., and shalk not be duplicated withoul written consent, © 2019, PAT 4



0. |ag appropriate, assists supervisors with the evaluation of training needs
and serves as a resource for remedial training to staff, when identified B G
by YSB program coordinators/directors within the department.

1. |Assists in the planning of the annual staff retreat in coordination with
other staff.

12.  Attends a variety of meetings, seminars, and professional :
development workshops as required. Makes public presentations on A D
youth issues, as needed,

13.  |Assures department compliance with all accrediting and licensing requirements In
relation to tralning neads of YSB staff, mealing with licensing officlals, assisting licensing
officials during inspection and correciing Instances of non-compllance in this area, 8 D

14, Iperforms related duties as assigned.

Job Requirements/Training/Certification
1. Check level of formal education that is required for your position. When specifying college degrees, please

identify acceptable fields of study.

["1High school dipioma/GED  {] Associate Degree Baccalaureate Degree [} Masters chréc

[:l Other (Please describe): | — : 1

Acceptable fields of study:[Social Work, Human Services, or related flelds |

2. Specialized training, certification, and/or specific experience reguived for your position (such as Certified
Public Accountant).

‘This dovameat s prepared For exclusive use of Waggoner, Irwin, Scheele & Assoe, Ine., nnd shall not be duplicated without written consent, £ 2019 PAT 5



3. Describe the required knowledge, skills, and abilities necessary to perform your duties effectively (such as
budgeting, grant writing, public speaking).

Ability to abtain instructor certifications in ServSafe, Red Cross, Crisis Prevention Intervention
training.

4, Brici'ly list those information sources that you use regularly in the performance of your duties (e.g.
professional journals, reference works, textbooks, legal codcs, technical manuais),

Training manuals and materials, Indiana Administrative Codes

5. Does your position require that you have a valid driver's license? ® Yes O No If yes, for which duties?

6. Does your position require you to be at least 21 years of age?® Yes (ONo

7. Does your position require passage of a:

Medical exam? ®Yes ONo
Drug test? ®Yes ONo
Psychological exam? OYes ONo
Written exam? OYes ONo
Other tests: - ]

8. Check and list equipment you operate as a regular part of performing your duties:
Computer [ Typewriter [ ]Caleulator [ Transcriber/dictaphone [ ] Vehicle
[ Other (Please describe) ' ' '

9. Your fundamental job duties may involve some relationship between you and data (i.c. information, facts,
figures, measurements, statistics, notes, reports). Cheek the following statements that Jost accnrately
describe your involvement with data,

[¥]Compare or observe similarities and differences between data, people, or things.

[_1Compute, perform arithmetic operations, such as measuring, figuring, tabulating test/survey results, developing
operaling budget, determining charges.

[]Compi!c, collate, or classify data.

[Z]Anaiyze, evaluate, observe, diagnose, investipate.

CIcoordinate, place, make determinations, take action based on data analysis.

[(Fabricate data to discover facts or develop concepts or interpretations.

This decument is propared for exclusive use of Waggoner, Irwin, Scheele & Assoc., lnc., and shall not be duplicated without written consent. € 2014, PAT 6



18, Your fundamental job duties may involve the ability to deal with spoken and written materials, from
simple instructions to complex sources of information or ideas. Check the following statements that most

accurately apply to your job responsibilitics.

Understand and follow oral or written instructions; write notes; request information or supplies in writing or
arally (example: copy a list of names and addresses; discuss work instructions with supervisor, enter data on

computer from a report).
[] File, post, mail materials; copy data from one document to another; interview ta obtain information (example:
keep record of purchase orders; discuss [ist of products with customers, take phone messages/customer
complaints).
Read work rules; use standard English grammay, spelling, pronunciation; speak clearly, with poise (example:
read copy to type letters, prepare writicn teports, greet customers and answer their questions),

|

Write/edit reports/news releases/contracts/leases; prepare/give presentations; interview/counsel/advise people
(example: prepare and evaluate (echnical data; write proposals; counsel clients, negotiate contracts, edit
newsletler).

K

Section 1
ifficulty of Work/Responsibility
1. Which of the following phrases best describes the type of supervision you receive?

@) Immediate supervision. Assignments performed according to specific detailed instructions for easily learned,
non-specialized or repetitive duties. No flexibility in the job.

Assignments and objectives set jointly by immediate supervisor and myself. Follow standard operating
procedures or policy and procedural manuals. Must have supervisor's permission to deviate from standard
operating procedures. Some flexibility in the job.

Indireet or occasional supervision, Assignments guided by definite objectives using a variety of methods or
procedures. Plan and arrange own work and only refer to supervisor for unusual matters, such as policy
interpretations. Moderate Rexibilily in the job.

General supervision. Assignments puided by broad policies and/or general objectives. Establish procedures
and performance standards and interpret policies. Refer to supervisor when interpretations of departmental
policies, programs, expenditures, are thought necessary. Have a high degree of flexibility in the job.

Administrative or advisory direction from a beard or CEOQ, Develop own objectives for area(s) of
responsibility. Establish major adininistrative unit/departmental policies, procedures, and performance
standards. Accountable for department/unit results. Almost total avtonomy in the job.,

O O @® O

2. Which of the following phrases best describes the eriteria for which your work is reviewed?
Work is reviewed primarily for...
[J Attainment of objectives  [_] Appropriate supcrvision or direction of assigned operations
Compliance with precedent Adherence to instructions/guidelines [] Compliance with legal requirements
[¢] Technical accuracy Compliance with Depariment policy Effect on Department goals/objeclives
Soundness of judgiment [_] Other (please descrihe):l . I
If you checked miore than two, please provide explanation:

Must ensure tralning competency and compliance with multiple bodies and departmental pdilcles fo
meet agency objectives/raguirements. '

This document is prepared for exclusive use of Waggener, Jewin, Schecte & Assac., [ne., and shall not be duplicated without swritten consent. € 2019, P AT 7



3. Check one of the following statements that most accurately describes the judgment you use in performing
fundamental job duties.

O Decisions are always determined by specific instructions or existing, well established policies and procedures.

O On rare occasions, decisions are made in the absence of specific policies and procedures, and/or guidance from
my supervisor.

@ Periodically, decisions are made in the absence of specific policies, and/or guidance from my supervisor.

(O Frequently, decisions are made which are restricted only by organization-wide policies, Little direct guidance
from supervisor.

o Deeisions are resiricted by only the broadest policy and/or guidance from supervisor,

Q Regularly make decisions in absence of policy; subject only to guidance from board/CEO.

4. Which of your duties requires the most judgment and adapfation of your pesition's guidelines? Please
explain and provide examples.

Evaluation of training competency.

5. What programs, porsons and/or functions are divectly affected by the decisions you make?

All YSB programs.

6. Give an example of the highest level decision you can make and what person or body (e.g., Board of
Directors, Vice President) can overvule your decision,

Determmmg staff actions. are not aligned with training andlor poilcy, or staff is not meeting training

competency expectations.
IBoard of Judges,YSB Executive Director, Deputy Director and Program Director may overrule

1 ersonal Wgrl_g Relationship/Superyisory

1. What is the name and position title of your immediate supervisor?

Supervisor: [Sara Jamisson | Title: {Program Coordinator

2. Complete A) and B) enly if you supervise or direct the work of others:

A) List names and position titles of employees you supervise or direct as a regular part of your duties.

This document is prepared for exclusive vse of Waggoner, lowin, Scheele & Assoe, Ine., und shall nat be duplicated without written cansent. © 2019, PAT S



B) Check which statements most acenrately describe your managerial/supervisory responsibilities.

Analyze periodically the workload and the human resource needs of my organizational unit. Recommend
increases and deereases in staft.

Review position documentation for newly created or significantly revised positions. Obtain approval of
supervisor.

Interview candidates for openings and make hiring recommendations.

Make hiring decisions.

Orient new subordinates in the department regarding departiment policies/procedures and what is expected of
them in the way of performance results,

Plan, delegate and control work assignments and special projects to assigned staff.
Establish specific work goals or quantitative and qualitative standards to be achieved by assigned staff.

Train/develop/motivate assigned stalf to improve performance and prepare for higher-level positions,

OOO =E00 O O

Determine significant changes in responsibilities and major tasks of assigned staff by reviewing their position
responsibilities on a regular basis.

Evaluate the performance results of assigned staff, Discuss present and past performance with each person.
Keep supervisor informed of performance discussion results,

=

Review salaries of assigned staff and recommend changes whon warranted.
Recommend personnel actions, such as promotions, transfers, demotions,

Keep supervisor and assigned staff informed of organization developments they need to know o carty out their
position regponsibilities.

Maintain discipline and recommend cotrective action as warranted.

oo oono

Communicate and adminisier personnel programs and procedures for my area in accordance with approved
policies,

3. List other departments, agencies, oxganizations, and others with whom you regularly communicate,

No regular communication expacted outside of YSB.

4. Check which statements most accarately describe your contact with employees, customers, governmental
officials, or the general public.

[¢] Cooperative Work Relationship: Give and receive information; Give factual information, test results, etc.;
make referrals to other organizations.

[[] Render Service: Explain and interpret policies and procedures. Ixecute policies; maintain coordination of
department/division aperations.

{¢/] Instract: Teach or present subject matter to others through explanation, demonstration and supervised
practice,

[] Negotiate: Exchange ideas, information and opinion with others to form policies, products, programs, and/or
arrive jointly at decigions or selutions to problems.

‘This dacument is prepared for exclusive use of Waggones, fawin, Schegle & Assac,, Inc,, and shall not be dupbicated williout written consend, 432019, PATY9



[ Mentor: Deal with individuals in terms of their (otal personality in order to advise, counsel and/or guide them
with regard to problems that may be solved by legal, scientific, engineering, clinical, spiritual, or other
professional prineiples.

| ti
Physical Effort/Work Environmment

1. Which of the following best describes your primary working environment?
[] Laboratory Standacd office O Storeroom ] Vehicie [ Outdoors

[ Garage/shop [0 Manufacturing setting  [[] Other (please describe).

If you checked more than one, please provide additional explanation.

2. Which of the following best describes yowr primary working conditions?
ESSENTIALITY

N/A= Not Applicable to job
A= Marginal requirement of job
B~ Essential requirement of job

Essentiality Essentinlity
waork alone with minimum supervision work with others in a team environment
work under time pressure N/A | work rapidly for long periods

work on several tasks at the same time E: understand and catry out oral instructions
read/carry out simple writlen instructions memorize and retain instructions

apply knowledge of people, locations ' present findings in oral or written form
plan and layout assigned work projects testify in legal proceedings/court

compute/calculate, such as interest
count, make simple arithmetic additions/subtractions
{NIA l read/interpret defailed prints, sketches, layouts, specifications, maps

prepare detailed reports, such as financial stalements, sales activity, product feasibility

B ] plan and present public speaking presentations, fund raisers, special events

sitting & walking at will A l sitting for long periods
standing/walking for long periods walking on uneven terrain

‘This docwmend is prepared for exclusive use of Waggoner, lrwin, Scheclo & Agsoc., Tne., and shall not be duplicoted without written consent, € 2019, PAT 10



N/A [ work in extreme hot or cold temperatures N/A wotk in wet/icy surroundings

‘A | respond to emergencies from off-duty status A work with or near chemicals (please Hst)

N/A  {work near [umes, odors, dust, dirt (please describe) May occasionally work neat/with

cleaning products.

A work in a noisy environment (describe noise source)

. . . ) Noise source may be a result of working
N/A  (work in confined aveas (please describe) in Emergency shelter with youth.

N/A  |wear protective clothing or equipment (please describe)

work in high places, such as ladders, roofs, bucket truck (please describe)

NIA  |waork with or exposed to violent/ivate individuals (please describe)

N/A  [respond to situations involving potential physical harm to self and others (please describe)

A lifting under 25 pounds :NIA lifting 25 to 50 pounds N/A | fifting over 50 pounds

pushing/pulling objects carrying objects |A crouching/kneeling

E bending at waist A | reaching A driving

E close vision A far vision N/A | color perception

N/A | depth perception B speaking clearly E hearing sounds/communication
E' landling/grasping objects [@Z fingering objects {picking, pinching)

3. List the three most physically demanding activities you regularly perform in your job,

[Crisls Praveniion Intervention training , ]
[Red Cros/First Ald training . ' 1
[Standing, walking, siiting. . N

4, List the three most emotionally demanding activities you regularly perform in your job.

[Training competency svalustion ' R

{Reirain staff deficlencles ' o 1

{Vicarious trauma - ' ]
5. What is your normal work schedule (example, 8 a.m. 4 p.m. M-F)?
[Position will require a flexible working shedule I

6. Are you required to: Never Repularly Occasionally
a. work extended houts ] 9] ®
O O ®

b. work weekends

"Flris document s prepared for exclusive use of Waggoner, Inwin, Scheele & Assoc., e, and shull not be duphested without writien consent, © 2019, PAT 11



Never Regularly Occeasionally

c. work evenings O O O]
d. travel out of town, but not overnight @) O ®
For what purpose?
[Trainings, conferences. |
c. travel out of town overnight O O ®
For what purposc?
[Tralnings, conferences. |
f. respond to emergencies on 24-hr basis O O ®
g. on call on rotation basis O O @®

7. Provide any other examples/information which would be helpful in understanding the physical and=
mental requirements of your job.

8. Is your position politieally appointed by a recognized Department Head or Elected Official according to=
IC 36-2-16-4? Yes O No ®

Certifications

Employee: | cerlify that the above statements are an accurate and fair description of my position.

Name (print or type) | | Hire date |
Title | | Department | ]
Signature | | Date | |

Supervisor: 1 have reviewed the contents of this questionnaire and find the responses to be accurate. Any additions
or modifications 1 made have been initialed by me and have been discussed with the employee.

Is the position described above, politically appointed by a recognized Department Head or Elected Official

according to 1C 36-2- 16 47Yes O No @
///

sigwiure[ ] T777] TAZi] e (/5275077 |

Please refer any major concerns or questions regarding this questionnaire to

Waggoner, Irwin, Scheele & Associates, Inc.
118 South Franklin Street

Muncie, IN 47305

Phone: (765) 286-5195

Fax: (765) 286-2824

This document is prepared for exclusive use of Waggoner, Irwin, Scheele & Assoc., Inc,, and shall not be duplicated without wrilten consent. ©2019. PAT 12



POSITION DESCRIPTION
COUNTY OF MONROE, INDIANA

POSITION: Office Manager

DEPARTMENT: Youth Services Bureau

WORK SCHEDULE: As Assigned

JOB CATEGORY: COMOT C (Computer, Office Machine Operation, Technician)
DATE WRITTEN: January 2007 STATUS: Full-time

DATE REVISED: December 2014, February 2021 FLSA STATUS: Non-exempt

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

Incumbent serves as Office Manager for the Youth Services Bureau of Monroe County, responsible for
performing a variety of department bookkeeping functions, providing administrative support to
department staff, and assisting Shelter staff with completing a variety of clerical duties and assisting the
public.

DUTIES:

Answers telephone and greet office visitors, ensuring all people entering the building are checked in
properly, providing information and assistance, taking messages, scheduling appointment/meeting
locations and/or transferring/directing to appropriate individual or department.

Types a variety of documents, including but not limited to, correspondence, forms, and reports. Collects
and enters data for yearly reports and develops and updates spreadsheets for agency statistical record
keeping on computer as appropriate. Manages and organizes various documents and files, including
media archives and over 18 files.

Maintains files for all Youth Services Bureau equipment inventory and related files, such as vendors,
repair services, and maintenance contracts. Assures equipment repairs are complete and processes pay
claims accordingly.

Prepares purchase orders and claims for all Youth Services Bureau budgets, including calculating/
verifying charges and totals, completing forms, obtaining signatures, submitting to Auditor, and
recording claims and checks in the appropriate software used by the County.

Monitors and recommends necessary line-item transfers to the Finance and Personnel Coordinator as
needed to help maintain positive account balances. Obtains and submits price quotes. Maintains and
continually updates vendor files, communicating with vendors on a regular basis regarding purchase,
deliveries, and payments.

Prepares receipt forms for any funds received in house. Delivers all checks/cash to the Auditor.
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Prepares and maintains bi-weekly payroll for Youth Services Bureau staff. Submits payroll to Auditor
and reconciles with Youth Services Bureau’s ledgers and database. Discusses any discrepancies and
shortages with Financial Coordinator. Records time off in Personnel Software.

Prepares, maintains, and reports all personnel matters to the Youth Services Bureau Directors and
Supervisors and County Auditor as required. Reviews, recommends, and communicates Court/Y outh
Services Bureau policies and procedures regarding personnel matters to the Executive Director, Deputy
Director, and Program Coordinator. Prepares and maintains Employee Service records and submits to
Auditor annually.

Monitors and maintains office supplies and functioning of office equipment, notifying vendors when
repairs are necessary. Coordinates the maintenance and repair of buildings, grounds, and telephone and
computer systems. Oversees work of cleaning and grounds contractor and processes work orders.

Prepares department newsletter, including researching, collecting information, writing, typing on
computer, editing, and printing and mailing. Develops and produces various public relations/marketing
materials, such as posters brochures. Maintains various bulletin boards and staff recognitions, such as
anniversaries and birthdays. Restocks literature as needed.

Processes background checks and confidentiality agreements for all volunteers and service workers.

Provides new employees with mail boxes, office identification, and time cards and obtains photo.
Maintains and updates Shelter phone directory as needed.

Maintain In-Kind donations log and research value for yearly report.

Coordinates special projects as assigned, including scheduling and attending meetings, preparing
materials, and sending mailings.

Plans, organizes, coordinates, and/or assists in the execution of special events for Youth Services Bureau
by gathering appropriate materials available for various events, including but not limited to, staff
retreats, reviews, audits, celebrations, and community activities.

Arranges conference registrations and domestic travel, including hotel accommodations, flight
reservations, and transportation, and maintains travel records for staff attending functions in or out of
town. Prepares and submit any necessary travel requests to the Presiding Judge.

Maintains and organizes all storage space within the Youth Services Facility.

Drives to County Courthouse and other locations to conduct office business, including receiving/
delivering documents and mail.

Maintains YSB website with suggestions form leadership team and updates as needed.

Purchases groceries for Shelter food preparation, including researching costs, monitoring food supplies,
driving to supply locations, making payments, reviewing orders for accuracy, and loading/unloading
groceries and shelter supplies. Reviews and improves efficiency within purchasing process.
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Collects, opens, and distributes Youth Services Bureau mail as well as interdepartmental mail from the
Courthouse.

Takes, prepares, and distributes minutes of staff meetings. Maintains calendar and schedule for large
meeting rooms at YSB of Monroe County.

Performs duties of Finance and Personnel Coordinator in his/her absence or as needed.

Attends a variety of meetings, seminars, and professional development workshops as required.
Performs related duties as assigned.

I. JOB REQUIREMENTS AND DIFFICULTY OF WORK:

High school diploma or GED.

Working knowledge of standard office practices and procedures and ability to apply such knowledge to
a variety of interrelated processes, tasks, and operations.

Working knowledge of Standard English grammar, spelling, and punctuation and ability to prepare
written reports, correspondence, and documents as required.

Ability to accurately maintain and reconcile ledgers and other records and complete related financial
reports and payroll records as required.

Ability to type with speed and accuracy and operate standard office equipment and software, such as
telephone, switchboard, keyboard, calculator, copier, computer, fax machine, printer, and scanner.

Ability to effectively communicate orally and in writing with co-workers, other County personnel,
related agencies, schools, Shelter residents and their families, and the public, including being sensitive to
professional ethics, gender, cultural diversities, and disabilities.

Ability to effectively complete duties amidst frequent distractions and interruptions, occasionally under
pressure of formal deadlines.

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

Ability to comply with all employer and department policies and work rules, including, but not limited
to, attendance, safety, drug-free workplace, and personal conduct.
Ability to work alone with minimum supervision and with others in a team environment.

Ability to work on several tasks at the same time and work rapidly for long periods, occasionally under
time pressure.
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Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in
oral or written form.

Ability to occasionally work extended, evening, and/or weekend hours and travel out of town for
meetings/conferences.

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

II. RESPONSIBILITY:

Incumbent performs a variety of regular and routine duties, exercising judgment to ensure accurate and
efficient completion of assigned work. Priorities are determined by a formal schedule with assignments
guided by broad policies and/or general objectives. Errors in work are primarily detected or prevented
through prior instructions from supervisor, and notification from other agencies, and standard
bookkeeping checks. Undetected errors could result in loss of time for correction and/or inconvenience
to other agencies or the public, or loss of money. Work is reviewed during critical phases and upon
completion for accuracy and compliance with funding source regulations.

III. PERSONAL WORK RELATIONSHIPS:

Incumbent maintains frequent communication with co-workers, other County personnel, related
agencies, schools, Shelter residents and their families, and the public for purposes of exchanging and
verifying information.

Incumbent reports directly to the Finance and Personnel Coordinator.

IV. PHYSICAL EFFORT AND WORK ENVIRONMENT:

Incumbent performs duties in standard office environment, involving sitting/walking at will, sitting for
long periods, lifting/carrying objects weighing up to 25 pounds, keyboarding, speaking clearly, hearing
sounds/communication, and handling/grasping/fingering objects.

Incumbent occasionally works extended, evening, and/or weekend hours and travels out of town for
meetings/conferences.
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APPLICANT/EMPLOYEE ACKNOWLEDGMENT

The job description for the position of Office Manager for the Youth Services Bureau of Monroe County
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

OSOOOOOO555<3><>

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

Department Head/Supervisor signature Date

Type or Print name
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PERSONNEL ADMINISTRATION COMMITTEE AGENDA REQUEST FORM
Forward request and corresponding documentation/information to:
COUNCILREQUESTS@CO.MONROE.IN.US

Contact the Council Office (ext. 7312) prior to submitting your request to obtain all necessary forms required.

Department: Board of Commissioners Presenter: Angie and Martha

REQUESTED Meeting Date: 5/11/2024

PURPOSE: (Prior to completing your request, review the PAC Policies and Procedures here. )

/ Creation of a New Position

-Include WIS Job Classification Review Form, WIS Employee Job Questionnaire Form, & Word Job Description (if available)

/ Amend Current Position Description
-Include Red-Lined Job Description & WIS Job Classification Review Form.

NARRATIVE: (Provide a detailed summary explanation for the request.)

The SWCD wishes to add a new FTE: Conservation Resource Specialist and amend the SWCD
Manager position to reflect additional duties required with the addition of the new position.

Both of these positions have the support of the Board of Commissioners.

Updated 4/2024



POSITION DESCRIPTION
COUNTY OF MONROE, INDIANA

POSITION: Conservation Resource Specialist

DEPARTMENT: Board of County Commissioners

WORK SCHEDULE: 8:00 am —4:00 pm, M-F

JOB CATEGORY: TBD

DATE WRITTEN: December 2023 STATUS: Full-Time

FLSA STATUS: TBD

Incumbent serves as Conservation Resource Specialist for the Monroe County Soil and Water Conservation
District, responsible for providing landowners assistance and education about natural resources and
conservation practices for Monroe County landowners and residents.

LIST PRIMARY DUTIES

Provides land management, financial and education resources to the residents of Monroe County through
addressing and evaluating landowner resource concerns and needs through site visits, phone calls, video calls, or
email and develops and implements field days and workshops as needed in coordination with the Monroe
County Conservation Team, specifically supporting farmers and local and state organizations with field days
associated with grants.

Provides educational outreach and planning. Develops landowner conservation plans that address conservation
methods for improving soil health, protecting water quality and conservation of all things natural resource
related.

Assists the community with questions and concerns specific to soil, water, and related natural resources by
connecting them with local resources and grant opportunities.

Oversees the soil testing program: Collects samples as requested using soil probes, completes request forms, and
packages samples for shipping. Reviews soil test results and shares best management practice options with

landowners to improve soil health.

Works collaboratively with other Monroe County departments to provide resources, education, and outreach
effectively and efficiently.

Promotes, attends, and/or participates in Indiana Conservation Partnership led programs and events at local and
state levels.

Participates in active SWCD lead watershed planning or implementation projects and assists other watershed
groups.

Assists with the creation of educational, promotional, technical, and public media materials.
Organize and lead volunteer water quality monitoring programs such as Hoosier River Watch.

Work as a member of the SWCD Conservation Team to execute the agreements of any MOU’s with partners for
improving soil health and water quality.



Attend monthly MCSWCD board meetings and other partnership meetings as needed.
Collect data and compile reports for assessing conservation needs and requests in the county.

Work with governmental partners at the local, state, and federal level as well as private industry to promote and
develop programming for sustainable development and food production.



JOB CLASSIFICATION REVIEW FORM

County of Monroe, Indiana
An Equal Opportunity Employer

This form is to be completed by the employee holding the position and/or the Elected Official/
Department Head having hiring, promotion, and termination authority for the office/department. This
form is intended to serve as a classification evaluation instrument for the Monroe County Council and
Personnel Administration Committee in reviewing requests for classification of jobs.

Review the “Job Classification and Compensation Maintenance Plan” prior to completing this
form to ensure the proper procedures have been taken regarding adding or reviewing a position.

e Attach additional pages as needed; return completed form to the COUNCIL ADMINISTRATOR

Conservation Resource Specialist Fund-Account-

Job title Location
Department COMMIssioners/SWCD Date
v [Full-time art-time Exempt Non-exempt
Current Classification Requested Classification PAT
Current pay $ per Proposed pay § 20,000.00 _ Annually

Employee(s) in this position: (attach supplemental sheet if necessary)
Grant funded at this time

TYPE OF ACTION REQUESTED

v Create position Abolish position Seniority review
Qualifications requirements review Pay policy application/interpretation issues

Reclassification due to change in duties, responsibilities, work conditions, etc.
Dther Please describe:

Questions 1 through 3 to be completed jointly by the employee and/or
Elected Official/Department Head initiating the review

1. Describe why this new position/added employee/classification review is necessary.
Increase demand in resident/landowner requests for environmental conservation assistance/guidance on their land.

We have seen a tripled amount, in the past 10 years, of private and public landowners/residents (particularly in the Urban Areas) that are seeking one on one guidance in the areas of

water quality concerns, flooding issues, invasive species control, soil health for sustainable growing and additional general areas or conservation.

This document is prepared for exclusive use of Waggoner, Irwin, Scheele & Assoc., Inc., and shall not be duplicated without written consent. ©2021 1



2. Have you previously requested this new position/added employee/reclassification of this existing
position? Oyes@no

If yes, describe date and outcome of that request:

3. If this is a request for classification review of an existing position, review the current job
description and make any revisions that are necessary to describe the job being performed.
Attach a copy of the existing job description with your revisions marked with Bold Red for

additions and Strikethrough for deletions.

Do these revisions constitute additional duties and responsibilities since the adoption of the
existing job description? es / no

If not, explain why the existing description is no longer accurate:

Questions 4 through 8 to be completed by Elected Official/Department Head

4. Are the job functions described on this form currently being performed by your office/
department?y/ es| |no  If yes, name those job title(s) and classifications:

1ob title DIStrict Manager PAT

*Classification
Tob title RESOUrCe Conservation Specialist .o . State Grant
Job title *Classification

* Current classification of position may be impacted by the creation of or reclassification of
another position.

5. Is this request a result of new legislation, a mandate, or litigation?| yes / 0
If yes, specify statute citation and/or case:

6. Is this request based on increased volume of work? v bes o Ifyes, please explain:

There is a growing demand/interest by individual landowners/residents to become more environmentally conservation

focused and they are looking for recommendations and support from a county or local source. We do not have staff to support this growing need.
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7. If you answered yes, to question 6, are there existing technologies that could lessen the volume
for this or related positions? es|y no If yes, please describe, including estimated costs:

8. State specifically how creation of a new position/added employee/reclassification of this position
would benefit the County:

Providing a one on one, face to face contact with residents/customers aids them in feeling they are being heard

by the county regarding their environment conservation concerns. It service as a positive face for encouraging and promoting conservation at a local level.

AUTHORIZATION BY EMPLOYEE:

Signature of employee(s) assigned to the position being considered for reclassification.

I understand that this request in no way jeopardizes my employment, and that if the reclassification
review proceeds, it may result in the position being upgraded, downgraded, or remaining classified the
same.

Employee signature Date
Employee signature Date
Employee signature Date
Employee signature Date

AUTHORIZATION BY APPOINTING AUTHORITY:

Signature required by Elected Official/Department Head

I have reviewed this reclassification request with the employee(s), and gree| [lisagree.
If disagree, please comment:

I understand this request is subject to an organizational assessment of my office/department employment
operations, and that I will be available to personally participate and provide requested information to the
County Council, Personnel Administration Committee, and consultants of the Council.

01/11/2024

Signature of Elected Official/Department Head Date
Digitally signed by Martha Miller

W MM DN: cn=Martha Miller, 0=Monroe Co Soi & Water Conservation
District, ou, email=mmiller@co.monroe.in.us, c=US
Date: 2024.01.11 10:14:55 -05'00"

Name typed or printed (\15rtha Miller
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Date|12/15/2023

Employee Job Questionnaire

COUNTY OF MONROE, INDIANA

The County of MONROE, Indiana has retained Waggoner, [rwin, Scheele & Associates to update the County’s job
descriptions, which includes an updated description of your position. The information you supply on this questionnaire
will be used to draft that description.

Position Title: [Conservation Resource Technician |

Department: |Board of Commissioners |

Employee Name: | |

FLSA Status: QO Exempt O Non-exempt

e Purpose °
This questionnaire is intended to secure accurate information regarding essential elements of your position, including

» the duties you currently perform

* the requirements (skills, education, etc.) of your position
» the nature of your responsibilities

» the nature of supervision over your work

* the nature of your communication with others

This questionnaire is not
» an efficiency analysis

* a department reorganization study
 a measure of how well you perform your duties

e Instructions *

1. Please read the entire questionnaire carefully before answering any questions to avoid duplicating your responses. If
you need more space on any question, please attach additional pages.

2. Take time to answer each question carefully and completely. It is essential that your responses be clear, concise, and
thorough to ensure that the job description prepared for your position will accurately describe your duties and
responsibilities.

3. Please include an explanation of abbreviations, technical language, or specialized references you use on this

questionnaire to ensure our understanding of them.

4. Please feel free to use any existing job description for reference purposes or completing the duties section. Please
attach any referenced job description and respond to questions in the remaining sections of the questionnaire.

DO NOT DETACH THIS INSTRUCTION SHEET
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Helpful Hints for

Completing the Job Questionnaire

Please be aware that this project does NOT involve performance evaluations of individuals. We aren’t collecting
information about how you perform, only what you perform. This questionnaire is designed to help you identify
and describe important aspects of your job.

If you do not understand something or have a question, write a note directly on the questionnaire and a Waggoner,
Irwin, Scheele & Associates, Inc. staff member will discuss it with you.

Keep in mind that a job description provides a “snap shot” of the basic functions of a position — it is not a
procedural manual with excess detail of every step in a process. In other words, a job description should provide
just enough information that the reader understands the essential functions and the skills necessary to perform the

job.

It may help to imagine you have been promoted, and this questionnaire will be used to train the new employee in

this position. Begin with the tasks on which you spend most of your time, or that are of greatest importance, then
work your way through your basic duties until you describe periodic tasks. Following are some hints for writing

clear duty statements:

o You may use abbreviations or acronyms, but please write the full term at the top of the page, or the first time
you use them; for example, “Maintains statistics on computer for Indiana Department of Environmental
Management (IDEM).”

o Also, explain any terminology that may be unique to your department, such as report names and form
numbers. For example, “Complete X0325 forms” may be something you do every day, but it is very likely that
no one outside your department would have any idea what is involved. It would be better to say, “Complete
payment assistance application forms.”

o Are machines, equipment, or special tools involved in accomplishing tasks? For example, “Post payments”
could involve a computer or writing in manual ledgers, and “Update maps” could be done with drafting tools or a

computer.

Throughout the remainder of the questionnaire, read and follow directions carefully. Use specific examples to
illustrate your answers whenever possible, and remember to note any questions you have.

Thank you for your valuable time!
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Section I
Essential Functions of Position

1. Please summarize, in one sentence, the primary purpose of your position as you understand it.

Responsible for providing landowner assistance and education about natural resources and
conservation practices for Monroe County residents.

2. Describe in detail the primary duties and functions of your position. Those duties which you perform daily
or that require a substantial portion of your time should be listed first, with the duties that are performed less
frequently or that require lesser portion of your time listed last. Please attach a copy of existing job description, if
applicable.

If Duties Section of your existing job description is accurate please note “see existing description’ and/or add
any additional duties NOT listed on your existing job description.

Below is a scale that rates how essential a job duty/function is to your position and how frequent that duty/function
is performed. Once you have described the primary duties and functions of your position, please indicate the
essentiality and frequency. For example,

Essentiality Frequency
Supervise subordinate personnel _B_ G
ESSENTIALITY FREQUENCY
A= Marginal function of the job C= Perform annually at a minimum
B= Essential function of the job D= Perform quarterly at a minimum

E= Perform monthly at a minimum
F= Perform weekly at a minimum
G= Perform on regular (daily) basis

List Primary Duties: Essen Freq

1. |Provide land management, financial and educational resources to the residents
of Monroe County through addressing and evaluate landowner resource B G
concerns/needs through site visits, over the phone, via video options or email.

Provide educational outreach and planning. Through developing landowner
conservation plans that address conservation methods for improving soil B F
health, protecting water quality and conservation of all things natural resourc
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Assist the community with questions and concerns specific to soil,
water, and related natural resources by connecting them with local B G
resources and grant opportunities.

Oversee soil testing program: Collect samples as requested using soil probes,
complete request forms, package samples for shipping. Review soil test results and B F
share best management practice options with landowner to improve soil health.

Work collaboratively with other Monroe County Departments to
provide resources, education, and outreach effectively and
efficiently.

Promote, attend, and/or participate in Indiana Conservation
Partnership led programs and events at local and state levels. A D

Participate in active SWCD lead watershed planning or
implementation projects. As well as assist with other watershed
groups.

Assist with the creation of educational, promotional, and technical
materials and public media materials. A E

Organize and lead volunteer water quality programs such as Hoosier
River Watch. A D
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10. Work as a member of the SWCD Conservation Team to execute the

agreements of any MOU's with partners for improving soil health and B F
water quality.

11.  [Attend monthly MCSWCD board meetings and other partnership B £
meetings as needed.

12. | Collect data and compile reports for assessing conservation needs
and requests in the county. A D

13. |Work with governmental partners at the local, state and federal level
as well as private industry to promote and develop programming for B G
sustainable development and food production.

4. |Execute watershed planning and implimentation of on the ground

work when watershed projects are active. B D

Section 11

Job Requirements/Training/Certification
1. Check level of formal education that is required for your position. When specifying college degrees, please
identify acceptable fields of study.

[ High school diploma/GED [ ] Associate Degree [0] Baccalaureate Degree [ | Masters Degree

|:| Other (Please describe): | |

Acceptable fields of study:[Agriculture, Natural Resources and Environmental Science |

2. Specialized training, certification, and/or specific experience required for your position (such as Certified
Public Accountant).

Indiana Leadership Academy, Spatial and mapping skills -specifically GIS, CCSI Advanced Soil
Health Training, NRCS Technical Certification
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3. Describe the required knowledge, skills, and abilities necessary to perform your duties effectively (such as
budgeting, grant writing, public speaking).

Ability to communicate what a soil health systems includes, urban and rural, sill to educate others
about best management practices.

4. Briefly list those information sources that you use regularly in the performance of your duties (e.g.
professional journals, reference works, textbooks, legal codes, technical manuals).

Natural Resource Conservation Service Technical Guide and Monroe County

5. Does your position require that you have a valid driver's license? ® Yes O No If yes, for which duties?

6. Does your position require you to be at least 21 years of age? ® Yes (ONo

7. Does your position require passage of a:

Medical exam? OYes ®No
Drug test? OYes ®No
Psychological exam? OYes ®No
Written exam? OYes ®No

Other tests: |Need to pass a Federal Background Check

8. Check and list equipment you operate as a regular part of performing your duties:
[O] Computer [] Typewriter [0] Calculator DTranscriber/dictaphone [O] Vehicle
[O] Other (Please describe)

Soil Probe, Measuring Wheel, GIS Software

9. Your fundamental job duties may involve some relationship between you and data (i.e. information, facts,
figures, measurements, statistics, notes, reports). Check the following statements that most accurately
describe your involvement with data.

[0]Compare or observe similarities and differences between data, people, or things.

[O]Compute, perform arithmetic operations, such as measuring, figuring, tabulating test/survey results, developing
operating budget, determining charges.

ECompile, collate, or classify data.

EAnalyze, evaluate, observe, diagnose, investigate.

[D0]Coordinate, place, make determinations, take action based on data analysis.

[O]Fabricate data to discover facts or develop concepts or interpretations.
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10. Your fundamental job duties may involve the ability to deal with spoken and written materials, from
simple instructions to complex sources of information or ideas. Check the following statements that most
accurately apply to your job responsibilities.

[0] Understand and follow oral or written instructions; write notes; request information or supplies in writing or
orally (example: copy a list of names and addresses; discuss work instructions with supervisor, enter data on
computer from a report).

[O0] File, post, mail materials; copy data from one document to another; interview to obtain information (example:
keep record of purchase orders; discuss list of products with customers, take phone messages/customer
complaints).

[O] Read work rules; use standard English grammar, spelling, pronunciation; speak clearly, with poise (example:
read copy to type letters, prepare written reports, greet customers and answer their questions).

[O] Write/edit reports/news releases/contracts/leases; prepare/give presentations; interview/counsel/advise people
(example: prepare and evaluate technical data; write proposals; counsel clients, negotiate contracts, edit
newsletter).

Section III
Difficulty of Work/Responsibility

1. Which of the following phrases best describes the type of supervision you receive?
O Immediate supervision. Assignments performed according to specific detailed instructions for easily learned,
non-specialized or repetitive duties. No flexibility in the job.

Assignments and objectives set jointly by immediate supervisor and myself. Follow standard operating
procedures or policy and procedural manuals. Must have supervisor's permission to deviate from standard
operating procedures. Some flexibility in the job.

Indirect or occasional supervision. Assignments guided by definite objectives using a variety of methods or
procedures. Plan and arrange own work and only refer to supervisor for unusual matters, such as policy
interpretations. Moderate flexibility in the job.

General supervision. Assignments guided by broad policies and/or general objectives. Establish procedures
and performance standards and interpret policies. Refer to supervisor when interpretations of departmental
policies, programs, expenditures, are thought necessary. Have a high degree of flexibility in the job.

Administrative or advisory direction from a board or CEQ. Develop own objectives for area(s) of
responsibility. Establish major administrative unit/departmental policies, procedures, and performance
standards. Accountable for department/unit results. Almost total autonomy in the job.

O ® O O

2. Which of the following phrases best describes the criteria for which your work is reviewed?

Work is reviewed primarily for...
[] Attainment of objectives ~ [_] Appropriate supervision or direction of assigned operations
] Compliance with precedent [0] Adherence to instructions/guidelines [1 Compliance with legal requirements.
[O] Technical accuracy [] Compliance with Department policy [T] Effect on Department goals/objectives
[O] Soundness of judgment [] Other (please describe): | |

If you checked more than two, please provide explanation:

The work done in this position can be technical as well judgment based and needs to address the
goals and objectives of the SWCD and Mo Co
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3. Check one of the following statements that most accurately describes the judgment you use in performing
fundamental job duties.

O Decisions are always determined by specific instructions or existing, well established policies and procedures.

O On rare occasions, decisions are made in the absence of specific policies and procedures, and/or guidance from
my Supervisor.

O Periodically, decisions are made in the absence of specific policies, and/or guidance from my supervisor.

O Frequently, decisions are made which are restricted only by organization-wide policies. Little direct guidance
from supervisor.

@ Decisions are restricted by only the broadest policy and/or guidance from supervisor.
O Regularly make decisions in absence of policy; subject only to guidance from board/CEOQ.

4. Which of your duties requires the most judgment and adaptation of your position's guidelines? Please
explain and provide examples.

Being able to provide landowners with appropriate land resources and activities.

5. What programs, persons and/or functions are directly affected by the decisions you make?

What programs, persons and/or functions....
-Monroe County residents interested in environmental sustainability and climate change.
-Monroe County landowners and their future generations.

6. Give an example of the highest level decision you can make and what person or body (e.g., Board of
Directors, Vice President) can overrule your decision.

Technical: highest level of decision making is recommendation of landowners for funding. The
MCSWCD Board of Supervisors is responsible for all fundings decisions.

Section IV

Personal Work Relationship/Supervisory

1. What is the name and position title of your immediate supervisor?

Supervisor: [Martha Miller | Title: [District Manager

2. Complete A) and B) only if you supervise or direct the work of others:

A) List names and position titles of employees you supervise or direct as a regular part of your duties.
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B) Check which statements most accurately describe your managerial/supervisory responsibilities.

OO0 B OO O OO0OO0O0 oo O O

Analyze periodically the workload and the human resource needs of my organizational unit. Recommend
increases and decreases in staff.

Review position documentation for newly created or significantly revised positions. Obtain approval of
supervisor.

Interview candidates for openings and make hiring recommendations.
Make hiring decisions.

Orient new subordinates in the department regarding department policies/procedures and what is expected of
them in the way of performance results.

Plan, delegate and control work assignments and special projects to assigned staff.
Establish specific work goals or quantitative and qualitative standards to be achieved by assigned staff.
Train/develop/motivate assigned staff to improve performance and prepare for higher-level positions.

Determine significant changes in responsibilities and major tasks of assigned staff by reviewing their position
responsibilities on a regular basis.

Evaluate the performance results of assigned staff. Discuss present and past performance with each person.
Keep supervisor informed of performance discussion results.

Review salaries of assigned staff and recommend changes when warranted.
Recommend personnel actions, such as promotions, transfers, demotions.

Keep supervisor and assigned staff informed of organization developments they need to know to carry out their
position responsibilities.

Maintain discipline and recommend corrective action as warranted.

Communicate and administer personnel programs and procedures for my area in accordance with approved
policies.

3. List other departments, agencies, organizations, and others with whom you regularly communicate.

State Department of Agriculture, State Soil Conservation Board, County Stormwater, Other County
Soil and Water Conservation Districts, County and State Invasive Species organizations (McIRIS
and SICIM), Natural Resources and Conservation Service (NRCS), State Department of Enviro

4. Check which statements most accurately describe your contact with employees, customers, governmental
officials, or the general public.

o

o]
o]
[E

Cooperative Work Relationship: Give and receive information; Give factual information, test results, etc.;
make referrals to other organizations.

Render Service: Explain and interpret policies and procedures. Execute policies; maintain coordination of
department/division operations.

Instruct: Teach or present subject matter to others through explanation, demonstration and supervised
practice.

Negotiate: Exchange ideas, information and opinion with others to form policies, products, programs, and/or
arrive jointly at decisions or solutions to problems.
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[E] Mentor: Deal with individuals in terms of their total personality in order to advise, counsel and/or guide them
with regard to problems that may be solved by legal, scientific, engineering, clinical, spiritual, or other
professional principles.

Section V
Physical Effort/Work Environment
1. Which of the following best describes your primary working environment?
[] Laboratory ] Standard office [] Storeroom  [] Vehicle  [3] Outdoors
[1 Garage/shop [] Manufacturing setting [0] Other (please describe):
Office/computer based
If you checked more than one, please provide additional explanation.

This position is both inside at a desk and outside on the ground.

2. Which of the following best describes your primary working conditions?
ESSENTIALITY

N/A= Not Applicable to job
A= Marginal requirement of job
B= Essential requirement of job

Essentiality Essentiality
B work alone with minimum supervision B work with others in a team environment
A work under time pressure A work rapidly for long periods
B work on several tasks at the same time A understand and carry out oral instructions
B read/carry out simple written instructions A memorize and retain instructions
B apply knowledge of people, locations B present findings in oral or written form
B plan and layout assigned work projects N/A |testify in legal proceedings/court
A compute/calculate, such as interest
A count, make simple arithmetic additions/subtractions
B read/interpret detailed prints, sketches, layouts, specifications, maps
A prepare detailed reports, such as financial statements, sales activity, product feasibility
B plan and present public speaking presentations, fund raisers, special events
B sitting & walking at will A sitting for long periods
A standing/walking for long periods B walking on uneven terrain
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B work in extreme hot or cold temperatures work in wet/icy surroundings

N/A [respond to emergencies from off-duty status work with or near chemicals (please list)
A work near fumes, odors, dust, dirt (please describe)
A work in a noisy environment (describe noise source)

N/A |work in confined areas (please describe)

A wear protective clothing or equipment (please describe)

N/A |work in high places, such as ladders, roofs, bucket truck (please describe)

A work with or exposed to violent/irate individuals (please describe)

N/A [respond to situations involving potential physical harm to self and others (please describe)

B lifting under 25 pounds  |A lifting 25 to 50 pounds N/A lifting over 50 pounds

B pushing/pulling objects  |A carrying objects B crouching/kneeling

B bending at waist B reaching B driving

B close vision B far vision B color perception

B depth perception B speaking clearly B hearing sounds/communication
B handling/grasping objects |A fingering objects (picking, pinching)

3. List the three most physically demanding activities you regularly perform in your job.

|Training Events (i.e. soil pits, invasive plant species inventory, watershed training) |

|Site Visits (i.e. walking on uneven terrain, extreme weather conditions) |

|Soi| Sampling (i.e. upper body strength) |

4. List the three most emotionally demanding activities you regularly perform in your job.

|The reaction of unhappy and/or frustrated landowners when their expectations and or requests for funding cannot be met.|

|The everchanging daily schedule that comes with working with multiple clients and stakeholders with different needs, concerns and projects al

|Witnessing the decline of our natural resources and limited public awareness of sustainability and climate change concerns. |

5. What is your normal work schedule (example, 8 a.m. 4 p.m. M-F)?

9 am - 4:30pm M-F

) Never Regularly Occasionally
6. Are you required to: -
a. work extended hours @) @) ®
@) @) ®

b. work weekends
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Never Regularly Occasionally

c. work evenings O O ®
d. travel out of town, but not overnight O O ®
. For what purpose?
|Trainings monthly |
c. travel out of town overnight O O ®
For what purpose?
|Trainings and conference3s |
f. respond to emergencies on 24-hr basis ® O O
g. on call on rotation basis ® O O

7. Provide any other examples/information which would be helpful in understanding the physical and.
mental requirements of your job.

The necessity for adaptive hours outside of the normal 8-4 workday when working with landowners and natural resource concerns and educationa

8. Is your position politically appointed by a recognized Department Head or Elected Official according to=
IC 36-2-16-4? Yes O No O

Section VI

Certifications

Employee: I certify that the above statements are an accurate and fair description of my position.

Name (print or type) | | Hire date |
Title | | Department | |
Signature | | Date | |

Supervisor: I have reviewed the contents of this questionnaire and find the responses to be accurate. Any additions
or modifications I made have been initialed by me and have been discussed with the employee.

Is the position described above, politically appointed by a recognized Department Head or Elected Official
according to IC 36-2-16-4? Yes O No O

Signature | | Date | |

Please refer any major concerns or questions regarding this questionnaire to

Waggoner, Irwin, Scheele & Associates, Inc.
118 South Franklin Street

Muncie, IN 47305

Phone: (765) 286-5195

Fax: (765) 286-2824
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POSITION DESCRIPTION
COUNTY OF MONROE, INDIANA

POSITION: SWED District Manager

DEPARTMENT: Board of County Commissioners

WORK SCHEDULE: 8:00 a.m. — 4:00 p.m., M-F

JOB CATEGORY: PAT B (Professional, Administrative, Technological)

DATE WRITTEN: September 1991 STATUS: Full-time

DATE REVISED: March 2014, February 2021 FLSA STATUS: Non-exempt

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

Incumbent serves as SWED the District Manager for the Monroe County Cemmissieners Soil and
Water Conservation District (MCSWCD), responsible for overseeing the operations of the
MCSWCD, providing supervisory, managerial, administrative, and educational;-anéd-technieal
support. Coordinates the development and implementation of the MCSWCD objectives and

mission. te-the-Seil-and-Water-Conservation Distriet (SWCD)-and Works with and reports to the
MCSWCD Board of Supervisors in carrying out the Distriet’ s-program mission #-econformanece with

the-purpoese-ef-the Distriet as defined by #1ndianaDistrietaw(IC 14-32).

DUTIES:

Understands the purpose, powers, programs, and responsibilities of the Distriet MCSWCD, and keeps
the Monroe County Board of State Supervisors and MCSWCD Board of Supervisors informed
about local, state, and federal regulations, laws, programs, and/or activities that may affect the Distriet
MCSWCD.

Oversees the operations and administration of the Department, which includes managing
contracts, planning the annual meeting and writing the annual report.

Communicates with other departments, agencies, organizations, and the community to promote
and encourage a strong conservation ethic and stewardship of the land in Monroe County.

Coordinates Distriet MCSWCD programs with programs and activities of personnel from Indiana
Conservation Partnership (ICP), which is composed of the State Soil Conservation Board, ISDA,
USDA Farm Service Agency, IDEM, Purdue Cooperative Extension Services, ISDNR, and
Natural Resources Conservation Services, in addition to local County and City Government and
private entities/organizations and-ether-ageneies involved in the conservation of soil, water, and
related natural resources. ;-andp Provides leadership in planning and implementing the MCSWCD’s
infermation outreach and educational programs.

Serves as MCSWCD Financial Officer, including maintaining records of financial accounts and
providing monthly and annual reports, collecting outstanding debits, making bank deposits, and
writing checks, and filing all State Board of Accounts (SBOA) reports monthly-and-annually.
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Provides analysis of fiscal needs to the MCSWCD Board of Supervisors and prepares, monitors,
and manages the budget.

Coordinates and oversees the execution of grant applications and administers grants that are
received including, but not limited to watershed grants for planning and/or implementation.

applications-and-other funding preposals,-and serves-as-the- day to-daymanager/administraterfe
all- distriet-conservationprogram-grants: Assures all funds received are disbursed according to State
Board of Accounts guidelines.

Develops and prepares newsletters, press releases, and printed materials.

Develops and implements field days and workshops as needed in coordination with the Monroe
County Conservation Team, specifically supporting farmers and local and state organizations with

field days associated with grants.

Adpvises land users about programs available to provide technical and financial assistance for applying
conservation practices on their land.

Manages-field-offices; and-oversees Supervises other Bistriet MCSWCD employees, including

recommending training, disciplinary action, and recognizing employee efforts as required.

Organizes, assists, attends, and/or presents at a-variety-ofmenthly Board various meetings, including,
but not limited to MCSWCD BOARD, County Council, Board of Commissioners, SWEET, McIRIS,

Urban Soil Health, CCSI, Regional SWCD, Watershed groups, MCSWCD Annual Meeting, and
Indiana Association of Soil and Water Conservation District Annual Conference. Watershed

Develops, conducts, or participates in surveys, studies, or investigations of various land uses to inform
corrective action plans., gGathers #g information ferm from geographic information systems databases
or-applications-te and to formulate land use recommendations.

Assists MCSWCD Board of Supervisors in developing 3-5 year business/long range plans, annual
plans of action, and publishing providing required reports for Local, State, and Federal Governments.

Performs administrative duties, including but not limited to, maintaining office inventory of supplies and
publications, receiving, screening, and distributing incoming and outgoing mail, answering telephones,
greeting office visitors, determining e nature of calls or visits needed, assisting patrons with questions,
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providing information, and/or routing calls to appropriate individuals or agencies ¥, typing departmental
correspondence, maintaining files and records, performing computer system back-up, previding
computer-training; security updates, and maintaining SWCD website and all forms of Social Media
for the SWCD.

Performs related duties as assigned.

I. JOB REQUIREMENTS:

Bachelor’s Degree in agricultural field, natural resources, environmental science, or related field
preferred or a minimum of 5 years of extensive direct working experience in the field of agriculture,
natural resources, or related-field conservation.

Must be at least 21 years of age.

Thorough knowledge of practices and procedures of bookkeeping and State Board of Accounts, and
ability to perform arithmetic calculations and accurately maintain department financial accounts and
reports.

Working knowledge in collecting scientific or technical data, collecting statistical data, and analyzing
information and evaluating results to choose the best solution to solve a problem.

Working knowledge of standard office procedures and routines and ability to apply such knowledge to a
variety of interrelated tasks, process, and operations.

Working knowledge of standard English grammar, spelling, and punctuation, and ability to prepare
correspondence and written reports as required.

Knowledge of local, state, and federal conservation laws and guidelines that are applicable to the
district.

Ability to develop specific goals and plans, prioritize, organize, and meet deadlines without direct
supervision.

Ability to organize and supervise group programs, and plan and deliver effective presentations and
educational programs.

Ability to compare or observe similarities and differences between data, people, or things.
Ability to compile, collate, and classify data and make determinations.

Ability to operate standard office equipment, such as computer, calculator, fax machine, postage meter,
copier, switchboard, telephone, vehicle, and map software.

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

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

SWCD Manager, AMENDED
DRAFT 1/11/2024
Page 3



Ability to effectively communicate orally and in writing with co-workers, other County departments,
governmental agencies, school personnel, other Soil and Water Conservation Districts throughout the
State, and the general public, including being sensitive to professional ethics, gender, cultural diversities,
and disabilities.

Ability to work alone with minimum supervision and with others in a team environment.

Ability to work on several tasks at the same time and work rapidly for long periods, occasionally under
time pressure.

Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in
oral or written form.

Ability to occasionally work evenings and travel out of town for meetings and presentations, sometimes
overnight.

II. DIFFICULTY OF WORK:

Incumbent S dut1es are broad in scope and 1mpact eilsu-bstimﬂal—mtﬁe&c—yﬂwel-ﬂng—mafﬁwarmble

: : s Incumbent operates w1th1n
well deﬁned guldelmes and rules appllcable to spec1ﬁc tasks Incumbent s-and exercises
independent judgement in administering departmental operations, developing, presenting, and
coordinating conservatlon programs deSIgned to promote the goals and objectlves of the
MCSWCD di ofion—in 0 no the an on > none 0 an 0 Nnraonao

tasks:

III. RESPONSIBILITY:

Incumbent is responsible for proper completion of assigned tasks where desired results are clearly
indicated. Incumbent exercises independent judgment in a variety of situations and circumstances, using
MCSWCD policy and Monroe County Government as guidance for decisions. departmental
policiesfor guidanee: Unusual problems or situations are discussed with the MCSWCD Board of
Supervisors Chair, and work preduet performance is periodically and annually reviewed for
soundness of judgment and conclusions, and overall adherence with departmental policies.

IV. PERSONAL WORK RELATIONSHIPS:

Incumbent maintains frequent contact with co-workers, ether County departments, governmental
agencies, school personnel, other Soil and Water Conservation Districts throughout the State, and the
general public for purposes of exchanging information and providing education.

Incumbent reports directly to MCSWCD Board of Supervisors.

V. PHYSICAL EFFORT AND WORK ENVIRONMENT:
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Incumbent performs duties in a standard office environment, involving sitting and walking at will,
lifting/carrying objects weighing up to 50 pounds, bending, pushing/pulling objects, crouching/kneeling,
reaching, keyboarding, close/far vision, speaking clearly, color/depth perception, hearing
sounds/communication, and handling/grasping/fingering objects.

Incumbent is occasionally required to work extended evenings and travel out of town for meetings and
presentations, sometimes overnight.

APPLICANT/EMPLOYEE ACKNOWLEDGMENT

The job description for the position of SWCD District Manager for the Monroe County Commissioners
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

OOOOOOOOO<>

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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JOB CLASSIFICATION REVIEW FORM

County of Monroe, Indiana
An Equal Opportunity Employer

This form is to be completed by the employee holding the position and/or the Elected Official/
Department Head having hiring, promotion, and termination authority for the office/department. This
form is intended to serve as a classification evaluation instrument for the Monroe County Council and
Personnel Administration Committee in reviewing requests for classification of jobs.

Review the “Job Classification and Compensation Maintenance Plan” prior to completing this
form to ensure the proper procedures have been taken regarding adding or reviewing a position.

e Attach additional pages as needed; return completed form to the COUNCIL ADMINISTRATOR

MCSWCD District Manager Fund-Account-

Job title Location
Department COMMIssioners/SWCD pae 01/11/2024
v [Full-time art-time Exempt Non-exempt

PATB PAT

Current Classification Requested Classification

Current pay $ per Proposed pay $ per

Employee(s) in this position: (attach supplemental sheet if necessary)

Martha Miller

TYPE OF ACTION REQUESTED

Create position Abolish position Seniority review
Qualifications requirements review Pay policy application/interpretation issues

/ Reclassification due to change in duties, responsibilities, work conditions, etc.
Dther Please describe:

Questions 1 through 3 to be completed jointly by the employee and/or
Elected Official/Department Head initiating the review

1. Describe why this new position/added employee/classification review is necessary.

Adding supervisors duties due to the addition of a position.
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2. Have you previously requested this new position/added employee/reclassification of this existing
position? @yesOno

If yes, describe date and outcome of that request:

In 2014 this position was reclassified from an Administrative Position

to a Managerial Position due to significant duties changes.

3. If this is a request for classification review of an existing position, review the current job
description and make any revisions that are necessary to describe the job being performed.
Attach a copy of the existing job description with your revisions marked with Bold Red for

additions and Strikethrough for deletions.

Do these revisions constitute additional duties and responsibilities since the adoption of the
existing job descriptionqy/ yes| |no

If not, explain why the existing description is no longer accurate:

Questions 4 through 8 to be completed by Elected Official/Department Head

4. Are the job functions described on this form currently being performed by your office/
department?y/ es| |no  If yes, name those job title(s) and classifications:

District Manager PAT

Job title *(Classification
Job title *(Classification
Job title *(Classification

* Current classification of position may be impacted by the creation of or reclassification of
another position.

5. Is this request a result of new legislation, a mandate, or litigation?| yes / 0
If yes, specify statute citation and/or case:

6. Is this request based on increased volume of work? v bes o Ifyes, please explain:

The increase of need for on the ground or in the field work was significatly increased.

The current position is not able to sustain the current duties and add the additional work load.
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7. If you answered yes, to question 6, are there existing technologies that could lessen the volume
for this or related positions? es|y no If yes, please describe, including estimated costs:

8. State specifically how creation of a new position/added employee/reclassification of this position
would benefit the County:

Providing a one on one, face to face contact with residents/customers aids them in feeling they are being heard

by the county regarding their environment conservation concerns. It service as a positive face for encouraging and promoting conservation at a local level.

AUTHORIZATION BY EMPLOYEE:

Signature of employee(s) assigned to the position being considered for reclassification.

I understand that this request in no way jeopardizes my employment, and that if the reclassification
review proceeds, it may result in the position being upgraded, downgraded, or remaining classified the

same.
Employee signature Date

Digitally signed by Martha Miller

MM% DN: cn=_Nlar1h§ Miller, o=M0nro_e Co Sgil & Water Conservation District,

et 0111 samin oo
Employee signature Date
Employee signature Date
Employee signature Date

AUTHORIZATION BY APPOINTING AUTHORITY:

Signature required by Elected Official/Department Head

I have reviewed this reclassification request with the employee(s), and gree| [lisagree.
If disagree, please comment:

I understand this request is subject to an organizational assessment of my office/department employment
operations, and that I will be available to personally participate and provide requested information to the
County Council, Personnel Administration Committee, and consultants of the Council.

Signature of Elected Official/Department Head Date

Name typed or printed
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PROPOSED

13-May-2024 BOARD OF COMMISSIONERS
Soil & Water Personnel Elected Officials (3)
Commissioners' Administrator Monroe County Soil & Water Conservation
EXE B - 40 Hours District Board of Supervisors

0
[ —— —————————— — 1
Commissioners' Administrator | !

| reviews and approves | e 3

| timesheets and annual budget I Soil & Water District Manager !

i
1
I I " PAT B - 35 Hours 1

L requests. |

E Conservation Specialist :
i TBD - 35 Hours :
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PERSONNEL ADMINISTRATION COMMITTEE AGENDA REQUEST FORM
Forward request and corresponding documentation/information to:
COUNCILREQUESTS@CO.MONROE.IN.US

Contact the Council Office (ext. 7312) prior to submitting your request to obtain all necessary forms required.

Health Lori Kelley

Department: Presenter:

REQUESTED Meeting Date: 5/14/2024

PURPOSE: (Prior to completing your request, review the PAC Policies and Procedures here. )

/ Creation of a New Position
-Include WIS Job Classification Review Form, WIS Employee Job Questionnaire Form, & Word Job Description (if available)

/ Amend Current Position Description
-Include Red-Lined Job Description & WIS Job Classification Review Form.

NARRATIVE: (Provide a detailed summary explanation for the request.)

The Health Department is requesting restructuring of two divisions including new positions and
reporting modifications in order to increase department operating efficiency. These changes will
establish a main leader for each division, with a back-up supervisor/lead, to be available to maintain
division operations in the absence of the director. Establishing cross-training within each division
will increase continuity of operations and is already occurring in many areas of the department.

The creation of two new job descriptions:
-Director of Clinical Services and Case Management
-Vital Records & Administrative Support Assistant Director.

Amend job descriptions of the following positions:
-Health Administrator

-Assistant Registrar

-Clinic Manager

-Clinical Assistant

-Public Health Liaison

-Registrar

-Financial Manager

-Licensed Practical Nurse

-Nurse Practitioner/Advanced Nurse.

Change in reporting structure only:

-Behavioral Health & Wellness Coordinator

-Disease Intervention Specialist-Program Coordinator
-Public Health Emergency Preparedness Assistant
-Public Health Emergency Preparedness Coordinator

Updated 4/2024



POSITION DESCRIPTION
COUNTY OF MONROE, INDIANA

POSITION: €Clinie Manager Director of Clinical Services and Case Management
DEPARTMENT: Health
DIVISION: Futures Family Planning Clinic

Division of Clinical Services and Case Management
WORK SCHEDULE: As Assigned
JOB CATEGORY: COMOT(Computer; Office Machine Operations; Fechnieian) "\
DATE WRITTEN: January 2007 STATUS: Full-time

DATE REVISED: January 2011, February 2021 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 proves or perform essential functions of the job,
unless those accommodations would present an undue hardship.

Incumbent serves as the Director of Clinical Services and Case Management, responsible for
overseeing assigned personnel in the Monroe County Health Department’s Division of Clinical
Services and Case Management Division, Division of Disease Intervention, and health education
and community outreach of the Behavioral Health and Wellness Coordinator. This position will
direct and oversee clinical support services for the prevention and treatment of infectious diseases,
develop community health education programs, and ensure compliance with required standard
operating procedures.

DUTIES:

Directs and oversees the personnel of the Division, including hiring and firing decisions, ensuring
compliance with clinical operations, and ensuring quality control standards are in place and met
through employee performance. Plans, delegates, and reviews work assignments to ensure clinical
and program operations are aligned with federal, state, and local requirements. Reports and
collaborates on identified issues with the Health Administrator.

Oversees health education programs conducted by the Behavioral Health and Wellness
Coordinator, ensuring program materials are up-to-date and relevant to community needs and
core service requirements. Prepares monthly program activity reports and submits to the Health
Administrator for review and approval. Collaborates with Health Administrator on identified
program issues and for updating programs to enhance service delivery and health outcomes.

Develops and enforces employee schedules, maximizing service availability for patients and
ensuring department efficiency. Responsible for approving time off requests and providing
backup in the absence of assigned personnel as needed.

Directs assigned personnel pertaining to administrative and clinic operational matters, including
human resource needs, interviewing candidates, and orienting new personnel. Collaborates with
Health Administrator to address employee work performance issues and necessary corrective
instruction.
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Serves as the Health Department’s HIPAA Privacy Officer, responsible for monitoring
compliance and conducting routine trainings for all current and new employees, audits,
agreements, investigations, and policy reviews.

Develops and directs the Division’s planning process to ensure the Division is ready and compliant
with standards necessary for Public Health Accreditation.

Responsible for directing program activities related to accreditation and quality improvement
initiatives.

Collects program and clinic data, performs data analysis, and maintains program statistics under
the direction of the Health Administrator and Medical Director. Uses data to create reports and
visual representations of findings which may be used to develop quality improvement initiatives
and submits to Health Administrator monthly.

Directs and oversee the collection of service statistics for the Division, ensuring compliance with
all applicable laws and regulations.

Enforces Title X and TANF Clinic regulations, including performing routine quality assurance
practices to assess for compliance and make appropriate adjustments as needed.

Oversees medication and supply inventory management. Completes and forwards purchase
orders/claims to the Health Administrator for review and approval.

Upon approval from the Health Administrator, responsible for ordering medical supplies and
inventory management. Coordinates with the Director of Vital Records and Administrative
Support in ordering all other supplies.

Oversees the maintenance of program statistics, evaluations, and related program files. Prepares
program activity reports for the Division of Disease Intervention, submitting to the Health
Administrator for review and approval.

In collaboration with the Health Administrator, develops interventions to improve health equity in
Monroe County.

Serves as liaison to contractors including, but not limited to cleaning and trash services upon
approval by the Health Administrator.

Responsible for overseeing and managing the implementation of Path4You Program within the
Futures Family Planning Clinic.

Responsible for ensuring telehealth services are provided within the Futures Family Planning
Clinic.

Answers questions and provides information to patients and community partners concerning
health information and clinic scheduling assistance.
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Responsible for developing and implementing quarterly community engagement activities.
Conducts public speaking for educational presentations and responds to inquiries from the public.

Maintains patients’ rights to privacy and maintains confidential files. Ensures compliance with all
applicable Monroe County Health Department policies and procedures, IFHC Standards, HIPPA
regulations, and all other federal laws relating to privacy, confidentiality, and service delivery.

Conducts site reviews by regulatory and grant agencies and write reports as needed.

Oversees and assigns various administrative duties to personnel, including entering data into
computer, pulling and filing medical records and laboratory reports, preparing department
correspondence, opening, sorting, and distributing mail, copying and faxing documents, and maintaining
updated electronic client files.

Tabulates Completesand-posts daily payments and balances and reports to Director of Vital
Records and Administrative Support and Health Administrator. Collects and deposits all monies
received by clinic into bank account.

Coordinating and establishing Telehealth clinic appointments as required by the granting agency
as needed.

Maintains program statistics, evaluations, and related program files. Prepares program activity
reports for Title X Clinic requirements, submitting to Health Administrator for review and
approval.

Prepares monthly, quarterly, and annual report information, and various other reports and
documents as required by the Health Administrator and other governmental and regulating
agencies.

Develops and implements clinic outreach activities and educational events in the community.

Responsible for preparing and submitting Prepares-and-proeesses patient billing statements,
including statements to insurance companies for covered services, such as overseeing Medicaid

reimbursement.

Maintains clients’ rights to privacy and maintains department’s confidential files. Ensures compliance
with all applicable Monroe County Health Department policies and procedures, IFHC Standards,
HIPAA regulations, and all other federal laws relating to privacy, confidentiality, and service delivery.

Schedules and oversees community engagement Serves-as-marketing-and-publicrelationsperson;

including speaking to social service organizations to market promote clinic services at least
quarterly.
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Assists in completing accreditation and quality improvement tasks as needed.

Conducts 2-day site review and writes report.

Oversees office equipment maintenance and service, coordinating equipment repairs as needed. Serves
as liaison to contractors including cleaning and trash services as directed by the Health
Administrator.

In the absence of the Clinic Coordinator and Clinical Assistant, greets clients and answers
telephone, responding to inquiries, taking messages, and directing calls to appropriate individual.
Conducts reminder calls, as appropriate, to clients for scheduled appointments.

In the absence of the Clinic Coordinator and Clinical Assistant, assists clients, including scheduling
appointments, completing forms, providing instruction, and answering questions. Accesses clients’
charts for medication refills and responds to phone messages.

Attends educational and training sessions as required.

Performs related duties as assigned.

1. JOB REQUIREMENTS AND DIFFICULTY OF WORK:

Master’s degree in nursing, epidemiology, or science preferred with five years clinically related
experience. Bachelor of Nursing degree from an accredited institution and Indiana license
preferred with a minimum of 3 years of experience. CPR mandatory within 30 days of hire.

Working knowledge of and ability to make practical application of public health laws and
accepted principles and practices of Public Health Nursing.

Working knowledge of health and social services available to County residents, and ability to
coordinate services and facilitate referrals as appropriate.

Ability to supervise assigned staff, including planning/delegating work assignments, making work
schedules, ensuring accuracy of clinic functions, training employees, and evaluating performance.

Ability to supervise assigned staff, including planning/delegating work assignments, making work
schedules, ensuring accuracy of clinic functions, training employees, and evaluating performance.

Ability to effectively examine and screen individuals, assesses needs, and provides information,
counseling, treatment, and referrals as appropriate.

Ability to analyze and evaluate test results, make determinations, and present findings in oral or
written form.
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Ability to file, post, copy data from one document to another and interview patients to obtain
information.

Working knowledge and understanding of Federal Health Insurance Portability and Accountability Act.

Knowledge of department procedures and standard office policies and ability to apply such knowledge
to a variety of interrelated processes, tasks, and operations.

Knowledge of Standard English grammar, spelling, and punctuation with ability to type with speed and
accuracy and prepare correspondence accordingly.

Ability to properly operate a variety of standard office equipment, including computer, printer,
telephone, fax machine, typewriter, and copier. Ability to operate department computer software

programs.

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

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

Ability to effectively communicate orally and in writing with co-workers, other County departments,
clients, accreditation and regulatory agencies, providers, community organizations, physicians’ offices,
Bloomington Hospital Laboratory, and the public, including being sensitive to professional ethics,
gender, cultural diversities, and disabilities.

Ability to work alone with minimum supervision and with others in a team environment.

Ability to work on several tasks at the same time and work rapidly for long periods, occasionally under
time pressure.

Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in
oral or written form.

Ability to occasionally work extended hours and travel out of town for training and meetings.

II. RESPONSIBILITY:

Incumbent performs a variety of standard, administrative duties with work priorities and schedules
primarily determined by a formal schedule and supervisor. Assignments and objectives are set jointly by
supervisor and incumbent, following standard operating policies and procedures. Periodically, decisions
are made in the absence of specific policies and/or guidance from supervisor. Errors in work are
primarily detected or prevented through standard bookkeeping checks, supervisory review, and
notification from other departments, agencies, and/or the public. Undetected errors could result in loss of
time to correct errors and loss of money to the department.

III. PERSONAL WORK RELATIONSHIPS:
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Incumbent maintains frequent contact with co-workers, other County departments, clients, accreditation
and regulatory agencies, providers, community organizations, physicians’ offices, Bloomington Hospital
Laboratory, and the public for the purposes of exchanging information and responding to inquiries.

Incumbent reports directly to Clinie- Manager-and/or-Medieal Direetor. the Medical Director for

medical procedures.

Incumbent reports directly to the Health Administrator for all administrative/operational
matters.

IV. PHYSICAL EFFORT AND WORK ENVIRONMENT:

Incumbent performs duties in a clinical setting, including sitting and walking at will, sitting for long
periods, lifting/carrying objects weighing under 25 pounds, reaching, bending, keyboarding, close/far
vision, speaking clearly, hearing sounds/communication, and handling/grasping objects.

Incumbent is occasionally required to work extended hours.
APPLICANT/EMPLOYEE ACKNOWLEDGMENT

The job description for the position of Clinie Manager Director of Clinical Services and Case
Management for the Monroe County Health Department’s Clinical Services and Case Management
Division 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

SOOI

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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JOB CLASSIFICATION REVIEW FORM

County of Monroe, Indiana
An Equal Opportunity Employer

This form is to be completed by the employee holding the position and/or the Elected Official/
Department Head having hiring, promotion, and termination authority for the office/department. This
form is intended to serve as a classification evaluation instrument for the Monroe County Council and
Personnel Administration Committee in reviewing requests for classification of jobs.

Review the “Job Classification and Compensation Maintenance Plan” prior to completing this
form to ensure the proper procedures have been taken regarding adding or reviewing a position.

e Attach additional pages as needed; return completed form to the COUNCIL ADMINISTRATOR

Job tigle  Director of Clinical Services & Case Management E‘;ﬂgﬂﬁl‘icﬂlgt»l -TBD
bepartmenc HEAI o 04/29/2024
v [Full-time Part-time Exempt Non-exempt
Current Classification Requested Classification
Current pay $ per Proposed pay $ per

Employee(s) in this position: (attach supplemental sheet if necessary)

New position proposed

TYPE OF ACTION REQUESTED

v Create position Abolish position Seniority review
Qualifications requirements review Pay policy application/interpretation issues

Reclassification due to change in duties, responsibilities, work conditions, etc.
Other Please describe:

Questions 1 through 3 to be completed jointly by the employee and/or
Elected Official/Department Head initiating the review

1. Describe why this new position/added employee/classification review is necessary.

To provide division coverage and clinical oversight of multiple health programs

being offered through the health department. To provide managerial oversight and oversee clinical operations.
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2. Have you previously requested this new position/added employee/reclassification of this existing
position? Oyes@no

If yes, describe date and outcome of that request:

3. If this is a request for classification review of an existing position, review the current job
description and make any revisions that are necessary to describe the job being performed.
Attach a copy of the existing job description with your revisions marked with Bold Red for

additions and Strikethrough for deletions.

Do these revisions constitute additional duties and responsibilities since the adoption of the
existing job description?  [yes 0

If not, explain why the existing description is no longer accurate:

Questions 4 through 8 to be completed by Elected Official/Department Head

4. Are the job functions described on this form currently being performed by your office/
department? esly/|no  If yes, name those job title(s) and classifications:

Job title *Classification
Job title *Classification
Job title *Classification

* Current classification of position may be impacted by the creation of or reclassification of
another position.

5. Is this request a result of new legislation, a mandate, or litigation?|y/ yes| o
If yes, specify statute citation and/or case:

Somewhat; SB 4

6. Is this request based on increased volume of work? vles| ho If yes, please explain:

Somewhat; new core service requirements of SB 4
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7. If you answered yes, to question 6, are there existing technologies that could lessen the volume
for this or related positions?|  es|y/ o If yes, please describe, including estimated costs:

8. State specifically how creation of a new position/added employee/reclassification of this position
would benefit the County:

By ensuring compliance. By providing modifications to department reporting structures and job classification equity

AUTHORIZATION BY EMPLOYEE:

Signature of employee(s) assigned to the position being considered for reclassification.

I understand that this request in no way jeopardizes my employment, and that if the reclassification
review proceeds, it may result in the position being upgraded, downgraded, or remaining classified the
same.

VACANT 04/29/2024

Employee signature Date
Employee signature Date
Employee signature Date
Employee signature Date

AUTHORIZATION BY APPOINTING AUTHORITY:

Signature required by Elected Official/Department Head

I have reviewed this reclassification request with the employee(s), and / horee isagree.
If disagree, please comment:

I understand this request is subject to an organizational assessment of my office/department employment
operations, and that I will be available to personally participate and provide requested information to the
County Council, Personnel Administration Committee, and consultants of the Council.

Lori Kelley 04/29/2024

Signature of Elected Official/Department Head Date

Name typed or printed Lori Kelley
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POSITION DESCRIPTION
COUNTY OF MONROE, INDIANA

POSITION: Registrar-Director of Vital Records and Administrative Support

DEPARTMENT: Health

DIVISION: Vital Records and Administrative Support

WORK SCHEDULE: As Assigned

JOB CATEGORY: COMOT-C(CompirterOffice- Machine Operation—Feehnicier-P AT

DATE REVISED: July 2013 STATUS: Full-time

DATE REVISED: February 2021, January 2024 FLSA STATUS: Nen-exempt
Exempt

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

Incumbent serves as the Director of Vital Records and Administrative Support, in the Monroe
County Health Department’s Vital Records ad Administrative Support Division, responsible for
directing and overseeing the Division’s programs and services, supervising assigned personnel,
planning and delegating work assignments, and leading the Division in accordance with the
department’s mission and vision.

DUTIES:

Supervises Directs and oversees the personnel of the Division;—assigned-personnel, including
making-hiring-and-terminationrecommendations, including hiring and firing decisions for

assigned personnel, approving time off requests for assigned personnel, interviewing applicants,
monitoring employee work performance, and-making planning work assignments and-including
developing and enforcing employee schedules to maximize division performance, ensuring quality
control standards are met, delegating responsibilities, providing training and corrective instruction,
and evaluating performance.

Develops and directs the Division’s planning process to ensure the division is ready and compliant
with standards necessary for Public Health Accreditation.

Directs and oversees the collection of service statistics for the Division, ensuring compliance with
all applicable state, federal, and local laws and requirements for Health First Indiana Core
Service Requirements, applicable to the Division.

Directs and oversees record retention practices, ensuring compliance with all local, state, and
federal laws and regulations. Attends meetings with government agencies to stay informed and
disseminate information to assigned personnel.
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Directs and leads the division for quality improvement initiatives, program activities, annual
goals, strategic planning, and accreditation in collaboration with the Health Administrator.

Responsible for disseminating information from the Health Administrator to assigned personnel
on all Health Department changes, including but not limited to, legislative changes affecting public
services, services available, vaccine supply, local communicable disease concerns, public health
emergencies, family planning services, health education and harm reduction outreach activities,
and services being provided through community agreements and/or contracts.

Responsible for directing, developing, and implementing workarounds for the Division when
internal and external systems fail for service continuity.

Oversees and maintains all vital records databases to ensure quality assurance of records storage
and accurate daily records input. Performs routine audits for quality assurance purposes,
forwarding issues to the Health Administrator for collaboration on improvement needs to improve
division performance.

Ensures timely implementation of all statute changes and monitors national trends and
recommendations for future necessary changes to remain legally compliant.

Monitors, maintains, and implements all internal records management software reporting systems
and manages all information for the Division. Manages cash receipts and credit card functions,
ensuring timely processing of reports and incoming fees.

Registers and trains new hires for access to receipt program, birth and death systems, and online
ordering system. Monitors and instructs new hires on required new hire training and obtaining their
notary license. Adds new hire to email distribution lists and enrolls in professional memberships.
Approves conference and training requests and forwards for approval. Oversees Vital Reeords Division
employee timekeeping and notifies Health Administrator of any issues.

Directs and oversees daily operations of the Vital- Reeerd Division including assigning personnel to
answering telephone and receiving office visitors, taking messages, directing callers to appropriate
persons or department, and responding to inquires as appropriate, providing international travel
information, and tracing genealogical records. Notarizes documents as requested.

Oversees opening and closing procedures, ensuring balances for all receipts with applications are
accurate and making daily bank deposits. Collaborates with Financial Manager, to correct any
discrepancies in monthly Report of Collections.

Compiles all required data and statistics and prepares a variety of reports as required for daily
operations and State/Federal statistical reporting requirements related to Department Vital
Records, cause of death data, infant mortality, etc.

Totals and balances daily receipts and prepares bank deposits. Prepares monthly report of collections for
fees collected and deposited in general fund as requested.

Receives applications for food licenses, real estate, septic system, pool, trash hauler, campgrounds, and
other permits. Collects and receipts fees for permits and files documents accordingly.
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Participates in code review process making suggestions to Health Administrator. Follows through on
code changes affecting Vital Records and other sections as fee changes warrant. Maintains and updates
internal fee collection program with any changes.

Participates in accreditation process and quality improvement projects as assigned.
Serves as a backup to monitor Health Department email inbox, forwarding to appropriate persons.

Prepares, records, and preserves vital records according to Indiana Department of Health (IDOH)
guidelines, including ensuring proper processing and filing of all vital records, transferring records and
compiling required reports, and working with IDOH personnel/officials to coordinate services and
resolve problems with procedures and individual records as required. Oversees records retention for
Vital Records according to state guidelines, receiving and fulfilling public records requests for birth and
death certificates.

Amends local health records according to state guidelines for amendments by notification, court order,
correction affidavits, and adoptions, including locating original records and making appropriate
amendments.

Issues certified birth and death certificates as requested, including assisting individuals with completing
applications, processing certificates, making and certifying copies, and collecting and receipting
payments. Provides Auditor with County death reports. Provides infant mortality report and reports of
minor’s death to officials.

Assists funeral homes and/or families with processing electronic death records as appropriate, including
verifying accuracy of forms, filing, and preparing records for filing with IDOH, preparing indexing
accordingly, and providing current information regarding regulations and forms for death records to
funeral homes and health care providers.

Assists with preparing and processing new birth records with the state, including receiving birth
notifications from hospital, reviewing physician verification, sending, and processing birth record
verifications to/from mothers, and forwarding records to state. Updates birth record index accordingly.
Prepares amendments to birth records and responds to court orders for birth record changes as needed
forwarding appropriate forms to state agency as required.

Serves as backup for the Financial Manager position, including but not limited to preparing and
submitting accounts payable claims to Health Administrator and Health Officer for review, and
forwarding approved documentation to Auditor’s Office for processing. Tracks accounts payable
checks accordingly. Prepares bi-weekly departmental payroll and maintains department payroll records
and ledgers ensuring appropriate funding sources for payroll, reconciling department ledger totals and
submiting to Health Administrator for review and approval. Serves as backup for the Financial
Manager position with grant management and grant invoice processing, forwarding to the Health
Administrator for review and submission.

Composes and prepares a variety of letters, memos, reports, and other correspondence for approval by
Health Administrator to be distributed to local, state, and federal agencies as required. Assists with
proper retrieval and filing of Vital Records and maintains filing systems accordingly. Updates State
Regulations books as assigned.
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Works with personnel from Social Security, U.S. Military, FBI, Department of Immigration, U.S.
Ambassadors, and a variety of other county and local government departments, social agencies, and
professionals to request and/or provide birth/death verifications and related information.

Monitors and replenishes departmental forms and supplies, completing and managing supply orders and
coordinating other office needs, forwarding orders for review and approval. Maintains
repair/maintenance contracts, orders repairs on office equipment, and recommends renewal of service
contracts.

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

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

Notification System where assigned.

Participates in accreditation process and quality improvement projects as assigned. Attends education
workshops and training seminars as required.

Performs related duties as assigned.

I. JOB REQUIREMENTS AND DIFFICULTY OF WORK:

A degree in Accountmg or Busmess from an accredlted 1nst1tut10n with 6 years related experlence
preferred. A .

e*peﬂeﬁee—mﬁeeeimtmg—reqm-red Ab111ty to speak addltlonal languages preferred

Possession of or ability to obtain and maintain possession of an Indiana Notary Public license, National
Incident Management System (NIMS) certification, and Indiana Vital Records Association (IVRA)
certification. Capstone Certification must be obtained within five (5) years of hire date.

Thorough knowledge of standard policies and practices of Monroe County Health Department, with
ability to apply appropriate procedures accordingly.

Thorough knowledge of legal requirements and proper procedures for processing, filing, certifying, and
releasing vital records information with ability to assure proper maintenance of department files, and
apply and interpret procedures.

Working knowledge of basic bookkeeping, with ability to properly collect and receipt payment, total and
balance daily receipts, and prepare bank deposits and various financial reports as needed.

Working knowledge of standard English grammar, spelling, and punctuation, ability to type with speed
and accuracy, and ability to use standard office equipment, including department computer software,
computer, calculator, printer, postage meter, vehicle, keyboard, telephone, copier, and fax machine.

Ability to accurately prepare, verify and file department information and maintain complete and accurate
records as directed.
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Ability to use resources, including Indiana Code, Vital Statistics Manual, Monroe County maps, GIS,
Indiana Birth Registration System, VitalChek Tutorials, Indiana Death Registration System.

Ability to effectively communicate orally and in writing with co-workers, other county departments,
funeral homes, care givers, vendors, various state agencies, and the public, including being sensitive to
professional ethics, gender, cultural diversities, and disabilities.

Ability to supervise assigned personnel, including making hiring and termination recommendations,
interviewing applicants, monitoring and making work assignments and schedules, delegating

responsibilities, providing training and corrective instruction, and evaluating performance.

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

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 compile, collate, and classify date and take action based on data analysis.
Ability to work alone with minimum supervision and with others in a team environment.

Ability to work on several tasks at the same time and work rapidly for long periods, occasionally under
time pressure.

Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in
written form.

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

Ability to respond swiftly and rationally to emergencies on 24-hour basis.
Possession of a valid Indiana driver’s license and demonstrated safe driving record.

II. RESPONSIBILITY:

Incumbent performs regular and recurring registrar duties, exercising judgment in ensuring compliance
with record and confidentiality requirements. Incumbent performs duties according to a flexible,
customary routine with priorities determined by service needs of the public. Errors in work are generally
detected. Undetected errors may result in loss of time for correction and inconvenience to department,
other government agencies, and members of general public.

III. PERSONAL WORK RELATIONSHIPS:

Incumbent maintains communication with co-workers, other county departments, funeral homes,
vendors, various state agencies, and the public for a variety of purposes, including processing permits,
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applications, and vital records, collecting and receipting fees, coordinating services and procedures, and
providing, requesting, and/or verifying Department information.

Incumbent reports directly to Health Administrator.

IV. PHYSICAL EFFORT AND WORK ENVIRONMENT:

Incumbent performs duties in standard office environment, including sitting/walking at will,
lifting/carrying objects weighing under 25 pounds, bending, reaching, keyboarding, driving, close/far
vision, crouching/kneeling, speaking clearly, hearing sounds/communication, and handling grasping
objects.

Incumbent occasionally works extended hours, travels out of town for training and conferences,
sometimes overnight, and responds to emergencies on a 24-hour basis.

APPLICANT/EMPLOYEE ACKNOWLEDGMENT

The job description for the position of Registrar Director of Vital Records and Administrative
Support for the Monroe County Health Department’s Vital Records and Administrative Support
Division 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. [ 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

OOOOO5O55<O<<><>

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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JOB CLASSIFICATION REVIEW FORM

County of Monroe, Indiana
An Equal Opportunity Employer

This form is to be completed by the employee holding the position and/or the Elected Official/
Department Head having hiring, promotion, and termination authority for the office/department. This
form is intended to serve as a classification evaluation instrument for the Monroe County Council and
Personnel Administration Committee in reviewing requests for classification of jobs.

Review the “Job Classification and Compensation Maintenance Plan” prior to completing this
form to ensure the proper procedures have been taken regarding adding or reviewing a position.

® Attach additional pages as needed; return completed form to the COUNCIL ADMINISTRATOR
Amended: Director of

Vital Records & Fund-Ac

Job title RegiStrar Administrative Support Locationgﬂlgti - [D\ D?) 'DODO
Health 04/23/2024

ull-time Part-time Lxempt on-exempt

Current Classification COMOT C Requested Classification PAT D
Current pay $ g\)\ . \b\ per \f\Y Proposed pay $ ?)Q . g_O\ per h(

Employee(s) in this position: (attach supplemental sheet if necessary)

Kathy Hertz

Department

TYPE OF ACTION REQUESTED

Create position Abolish position Seniority review
[Qualifications requirements review Pay policy application/interpretation issues

¢’ Reclassification due to change in duties, responsibilities, work conditions, etc.

Other Please describe:

Questions 1 through 3 to be completed jointly by the employee and/or
Elected Official/Department Head initiating the review

l. Describe why this new position/added employee/classification review is necessary.

To provide Division oversight for Vital Records and Adminstrative Support

To provide pay equity across the Heaith Department
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2. Have you previously requested this new position/added employee/reclassification of this existing
position? @yesOno

If yes, describe date and outcome of that request:

2023

3. If this is a request for classification review of an existing position, review the current job
description and make any revisions that are necessary to describe the job being performed.
Attach a copy of the existing job description with your revisions marked with Bold Red for

additions and Strikethrough for deletions.

Do these revisions constitute additional duties and responsibilities since the adoption of the
existing job description?¥” lyes| o

If not, explain why the existing description is no longer accurate:

Does not provide an accurate overview of job responsibilities

Additional responsibilities added

Questions 4 through 8 to be completed by Elected Official/Department Head

4. Are the job functions described on this form currently being performed by your office/
department?|vles| [no  If yes, name those job title(s) and classifications:

1o ticle IREQIStrar COMOT C

*Classification
Job title *(Classification
Job title *Classification

* Current classification of position may be impacted by the creation of or reclassification of
another position.

5. Is this request a result of new legislation, a mandate, or litigation?{#yes| ho
If yes, specify statute citation and/or case:

SB4

6. Is this request based on increased volume of work?¥’lyes| po  If yes, please explain:

In part; additional legislative requirements and oversight

Delegated duties from Health Administrator

This document is prepared for exclusive use of Waggoner, Irwin, Scheele & Assoc., Inc., and shall not be dupiicated without written consent, ®2021 2




1 If you answered yes, to question 6, are there existing technologies that could lessen the volume
for this or related positions? es|¢/ o If yes, please describe, including estimated costs:

8. State specifically how creation of a new position/added employee/reclassification of this position
would benefit the County:

To ensure compliance with SB4 legal requirements
To provide pay equity

AUTHORIZATION BY EMPLOYEE:

Signature of employee(s) assigned to the position being considered for reclassification.

[understand that this request in no way jeopardizes my employment, and that if the reclassification
review proceeds, it may result in the position being upgraded, downgraded, or remaining classified the

same.
P 04/23/2024

Employee signature ‘ Date

Employee signature Date

Employee signature Date

Employee signature Date

AUTHORIZATION BY APPOINTING AUTHORITY:
Signature required by Elected Official/Department Head

I have reviewed this reclassification request with the employee(s), and heree| [lisagree.
If disagree, please comment:

I'understand this request is subject to an organizational assessment of my office/department employment
operations, and that I will be available to personally participate and provide requested information to the
County Council, nnel Adglinisizat ittee, and consultants of the Council.

04/23/2024

Signaturb/f Elected Official/Department Head \Date

Name typed or printed

Lori Kelley
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Date [4/23/2024

Employee Job Questionnaire

COUNTY OF MONROE, INDIANA

The County of MONROE, Indiana has retained Waggoner, Irwin, Scheele & Associates to update the County’s job
descriptions, which includes an updated description of your position. The information you supply on this questionnaire
will be used to draft that description.

Position Title: |Director of Vital Records & Administrative Support |

Department: ||-|e alth |

Employee Name: [Kathy Hertz I

FLSA Status:  {® Exempt ONon-exempt

* Purpose ¢
This questionnaire is intended to secure accurate information regarding essential elements of your position, including

» the duties you currently perform

» the requirements (skills, education, etc.) of your position
» the nature of your responsibilities

* the nature of supervision over your work

» the nature of your communication with others

This questionnaire is not
» an efficiency analysis

* a department reorganization study
* a measure of how well you perform your duties

* Instructions ¢

1. Please read the entire questionnaire carefully before answering any questions to avoid duplicating your responses. If
you need more space on any question, please attach additional pages.

2. Take time to answer each question carefully and completely. It is essential that your responses be clear, concise, and
thorough to ensure that the job description prepared for your position will accurately describe your duties and
responsibilities.

3. Please include an explanation of abbreviations, technical language, or specialized references you use on this
questionnaire to ensure our understanding of them.

4. Please feel free to use any existing job description for reference purposes or completing the duties section. Please”
attach any referenced job description and respond to questions in the remaining sections of the questionnaire.

DO NOT DETACH THIS INSTRUCTION SHEET
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Helpful Hints for
Completing the Job Questionnaire

Please be aware that this project does NOT involve performance evaluations of individuals. We aren’t collecting
information about how you perform, only what you perform. This questionnaire is designed to help you identify
and describe important aspects of your job.

If you do not understand something or have a question, write a note directly on the questionnaire and a Waggoner,
Irwin, Scheele & Associates, Inc. staff member will discuss it with you.

Keep in mind that a job description provides a “snap shot” of the basic functions of a position — it is not a
procedural manual with excess detail of every step in a process. In other words, a job description should provide
just enough information that the reader understands the essential functions and the skills necessary to perform the

iob.

Tt may help to imagine you have been promoted, and this questionnaire will be used to train the new employee in

this position. Begin with the tasks on which you spend most of your time, or that are of greatest importance, then
work your way through your basic duties until you describe periodic tasks. Following are some hints for writing

clear duty statements:

© You may use abbreviations or acronyms, but please write the full term at the top of the page, or the first time

you use them; for example, “Maintains statistics on computer for Indiana Department of Environmental
Management (IDEM)."”

o Also, explain any terminology that may be unique to your department, such as report names and form
numbers. For example, “Complete X0325 forms” may be something you do every day, but it is very likely that
no one outside your department would have any idea what is involved. It would be better to say, “Complete
payment assistance application forms.”

© Are machines, equipment, or special tools involved in accomplishing tasks? For example, “Post payments”
could involve a computer or writing in manual ledgers, and “Update maps” could be done with drafting tools or a

computer.

Throughout the remainder of the questionnaire, read and follow directions carefully. Use specific examples to
illustrate your answers whenever possible, and remember to note any questions you have.

Thank you for your valuable time!
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PAT

1. Please summarize, in one sentence, the primary purpose of your position as you understand it.

Directs and oversees the Division's programs and services, leading the Division in accordance
with the department's mission and vision

2. Describe in detail the primary duties and functions of your position. Those duties which you perform daily
or that require a substantial portion of your time should be listed first, with the duties that are performed less

frequently or that require lesser portion of your time listed last. Please attach a copy of existing job description, if
applicable.

If Duties Section of your existing job description is accurate please note “see existing description’ and/or add
any additional duties NOT listed on your existing job description.

Below is a scale that rates how essential a job duty/function is to your position and how frequent that duty/function
is performed. Once you have described the primary duties and functions of your position, please indicate the
essentiality and frequency. For example,

Essentiality Frequency
Supervise subordinate personnel B G
ESSENTIALITY FREQUENCY
A= Marginal function of the job C=Perform annually at a minimum
B= Essential function of the job D= Perform quarterly at a minimum

E= Perform monthly at a minimum
F= Perform weekly at a minimum
G= Perform on regular (daily) basis

List Primary Duties: Essen Freq

1. |Directs and oversees the personnel of the Divison

2. (Conducts hiring and firing, approving time off requests for i
assignment personnel, monitoring employee work performance, and B I~11G |~
planning work assignments
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Oversees quality control standards and provides training and
corrective instruction as necessary to improve Divison performance B [+{IG |~

Develops and directs the Divisions planning process to ensure the
division is ready and compliant with standards necessary for Public B |~lIF |+
Health Accreditation.

Directs and oversees the collection of service statistics for the Division, ensuring
compliance with all applicable state, federal, and local laws and requirements for B |~1G |~
Healith First Indiana Core Service Requirements, applicable to the Division.

Directs and oversees record retention practices, ensuring
compliance with all local, state, and federal laws and regulations. HEIE
Responsible for directing, developing, and implementing workarounds for the B {~lIF |~
Division when internal and external systems fail for service continuity.

Ensures timely implementation of all statute changes and monitors
national trends and recommendations for future necessary changes B [*1E |+
to remain legally compliant.

Performs routine audits for quality assurance purposes, forwarding
issues to the Health Administrator for collaboration on improvement B |~1IF |+
needs to improve division performance.
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10.

11

12.

13.

14.

Responsible for disseminating information from the Health

Administrator to assigned personnel on all Health Department
changes

Monitors, maintains, and implements all internal records management software
reporting systems and manages all information for the Division.

Oversees and maintains all vital records databases to ensure quality
assurance of records storage and accurate daily records input.

Registers and trains new hires for access to receipt program, birth

and death systems, and online ordering system.

Oversees opening and closing procedures, ensuring balances for all
receipts with applications are accurate and making daily bank
deposits.

Job Requirements/Training/Certification

1. Check level of formal education that is required for your position. When specifying college degrees, please
identify acceptable fields of study.

{1 High school diploma/GED [[] Associate Degree [ ] Baccalaureate Degree [ | Masters Degree

Other (Please describe): [A degree (associate, baccalaureate, or masters) with related experience

Acceptable fields of study:[accounting or business

2. Specialized training, certification, and/or specific experience required for your position (such as Certified
Public Accountant).

Capstone Certification, National Incidetn Management System, Emergency Mass Notification
System, Indiana Vital Records Association
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3. Describe the required knowledge, skills, and abilities necessary to perform your duties effectively (such as
budgeting, grant writing, public speaking). '
ccounting and budgeting, grant management, payroll processing and auditing; biligual preferred;
critical thinking and problem solving; responding to emergencies, bookkeeping and preparing
financial reports; public speaking; drafting policies and procedures

4. Briefly list those information sources that you use regularly in the performance of your duties (e.g.
professional journals, reference works, textbooks, legal codes, technical manuals).

professional journals, textbooks, legal codes, and technical manuals

5. Does your position require that you have a valid driver's license? ® Yes O No If yes, for which duties?
emergencies; as needed for banking and visits to local organizations

6. Does your position require you to be at least 21 years of age? O Yes @®No

7. Does your position require passage of a:

Medical exam? QOYes @®No
Drug test? @®Yes ONo
Psychological exam? OYes ® No
Written exam? OYes ®No

Other tests: |packground

8. Check and list equipment you operate as a regular part of performing your duties:
Computer [ Typewriter Calculator I:ITranscriber/dictaphone [Jvehicle
[Jother (Please describe)

9. Your fundamental job duties may involve some relationship between you and data (i.e. information, facts,
figures, measurements, statistics, notes, reports). Check the following statements that most accurately
describe your involvement with data.

[JCompare or observe similarities and differences between data, people, or things.

[CJCompute, perform arithmetic operations, such as measuring, figuring, tabulating test/survey results, developing
operating budget, determining charges.

DCompile, collate, or classify data.

DAnalyze, evaluate, observe, diagnose, investigate.

[VICoordinate, place, make determinations, take action based on data analysis.

[JFabricate data to discover facts or develop concepts or interpretations.
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10. Your fundamental job duties may involve the ability to deal with spoken and written materials, from
simple instructions to complex sources of information or ideas. Check the following statements that most
accurately apply to your job responsibilities.

D Understand and follow oral or written instructions; write notes; request information or supplies in writing or
orally (example: copy a list of names and addresses; discuss work instructions with supervisor, enter data on
computer from a report).

[:] File, post, mail materials; copy data from one document to another; interview to obtain information (example:
keep record of purchase orders; discuss list of products with customers, take phone messages/customer
complaints).

[] Read work rules; use standard English grammar, spelling, pronunciation; speak clearly, with poise (example:
read copy to type letters, prepare written reports, greet customers and answer their questions).

Write/edit reports/news releases/contracts/leases; prepare/give presentations; interview/counsel/advise people
(example: prepare and evaluate technical data; write proposals; counsel clients, negotiate contracts, edit
newsletter).

y - i
Ry e

Difficulty of Work/Responsibility

1. Which of the following phrases best describes the type of supervision you receive?
O Immediate supervision. Assignments performed according to specific detailed instructions for easily learned,
non-specialized or repetitive duties. No flexibility in the job.

Assignments and objectives set jointly by immediate supervisor and myself. Follow standard operating
procedures or policy and procedural manuals. Must have supervisor's permission to deviate from standard
operating procedures. Some flexibility in the job.

Indirect or occasional supervision. Assignments guided by definite objectives using a variety of methods or
procedures. Plan and arrange own work and only refer to supervisor for unusual matters, such as policy
interpretations. Moderate flexibility in the job.

General supervision. Assignments guided by broad policies and/or general objectives. Establish procedures
and performance standards and interpret policies. Refer to supervisor when interpretations of departmental
policies, programs, expenditures, are thought necessary. Have a high degree of flexibility in the job.

Administrative or advisory direction from a board or CEQ. Develop own objectives for area(s) of
responsibility. Establish major administrative unit/departmental policies, procedures, and performance
standards. Accountable for department/unit results. Almost total autonomy in the job.

O ® O O

2. Which of the following phrases best describes the criteria for which your work is reviewed?

Work is reviewed primarily for...
[] Attainment of objectives  [J Appropriate supervision or direction of assigned operations

[] Compliance with precedent [] Adherence to instructions/guidelines Compliance with legal requirements
[] Technical accuracy Compliance with Department policy [] Effect on Department goals/objectives
[ Soundness of judgment [ Other (please describe): |

If you checked more than two, please provide explanation:
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3. Check one of the following statements that most accurately describes the judgment you use in performing
fundamental job duties.

(O Decisions are always determined by specific instructions or existing, well established policies and procedures.

O On rare occasions, decisions are made in the absence of specific policies and procedures, and/or guidance from
my Supervisor,

O Periodically, decisions are made in the absence of specific policies, and/or guidance from my supervisor.

O Frequently, decisions are made which are restricted only by organization-wide policies. Little direct guidance
from supervisor.

@ Decisions are restricted by only the broadest policy and/or guidance from supervisor.
O Regularly make decisions in absence of policy; subject only to guidance from board/CEO.

4. Which of your duties requires the most judgment and adaptation of your position's guidelines? Please
explain and provide examples.

legal code requirements and legal retention practices

5. What programs, persons and/or functions are directly affected by the decisions you make?
[The Health Department, Division of Vital Records, the public and peers

6. Give an example of the highest level decision you can make and what person or body (e.g., Board of
Directors, Vice President) can overrule your decision.

hiring and firing; Health Administrator can overrule

;
ationship/Supervisory

PersonaTwW(}rkmﬁel

1. What is the name and position title of your immediate supervisor?

Supervisor: |Lori Kelley | Title: Health Administrator

2. Complete A) and B) only if you supervise or direct the work of others:

A) List names and position titles of employees you supervise or direct as a regular part of your duties.

Jessica Egan, Tina Burres, Eric Diamond; Assistant Registrar's

Putriciody Wins-Dador Seeeprinat Clerk
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B) Check which statements most accurately describe your managerial/supervisory responsibilities.

&

Analyze periodically the workload and the human resource needs of my organizational unit. Recommend
increases and decreases in staff.

1

Review position documentation for newly created or significantly revised positions. Obtain approval of
supervisor,

Interview candidates for openings and make hiring recommendations.

Make hiring decisions,

& O

Orient new subordinates in the department regarding department policies/procedures and what is expected of
them in the way of performance results.

Plan, delegate and control work assignments and special projects to assigned staff,
Establish specific work goals or quantitative and qualitative standards to be achieved by assigned staff.
Train/develop/motivate assigned staff to improve performance and prepare for higher-level positions.

Determine significant changes in responsibilities and major tasks of assigned staff by reviewing their position
responsibilities on a regular basis.

Evaluate the performance results of assigned staff. Discuss present and past performance with each person.
Keep supervisor informed of performance discussion results.

Review salaries of assigned staff and recommend changes when warranted.
Recommend personnel actions, such as promotions, transfers, demotions.

Keep supervisor and assigned staff informed of organization developments they need to know to carry out their
position responsibilities.

N OO 0O O8EO

Maintain discipline and recommend corrective action as warranted.

N K

Communicate and administer personnel programs and procedures for my area in accordance with approved
policies,

3. List other departments, agencies, organizations, and others with whom you regularly communicate.

4. Check which statements most accurately describe your contact with employees, customers, governmental
officials, or the general public.

[[] Cooperative Work Relationship: Give and receive information; Give factual information, test results, etc.;
make referrals to other organizations.

Render Service: Explain and interpret policies and procedures. Execute policies; maintain coordination of
department/division operations.

[] Instruct: Teach or present subject matter to others through explanation, demonstration and supervised
practice.

Negotiate: Exchange ideas, information and opinion with others to form policies, products, programs, and/or
arrive jointly at decisions or solutions to problems.
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[0 Mentor: Deal with individuals in terms of their total personality in order to advise, counsel and/or guide them

with regard to problems that may be solved by legal, scientific, engineering, clinical, spiritual, or other
professional principles.

n
Physical Effort/Work Environment

1. Which of the following best describes your primary working environment?
[J Laboratory Standard office [ Storeroom [ Vehicle [ Outdoors

[] Garage/shop [J Manufacturing setting  [] Other (please describe):

If you checked more than one, please provide additional explanation.

2. Which of the following best describes your primary working conditions?
ESSENTIALITY

N/A= Not Applicable to job
A= Marginal requirement of job
B= Essential requirement of job

Essentiality Essentiality
B |>] work alone with minimum supervision B |+]work with others in a team environment
B |~} work under time pressure B |~} work rapidly for long periods
B [+] work on several tasks at the same time B |~}understand and carry out oral instructions
B [v] read/carry out simple written instructions B |+{memorize and retain instructions
B |+l apply knowledge of people, locations B |~J present findings in oral or written form
B |~] plan and layout assigned work projects A |+] testify in legal proceedings/court
B |~] compute/calculate, such as interest
B | v] count, make simple arithmetic additions/subtractions
B | ~] read/interpret detailed prints, sketches, layouts, specifications, maps
B | -] prepare detailed reports, such as financial statements, sales activity, product feasibility
B | ~] plan and present public speaking presentations, fund raisers, special events
B {~{ sitting & walking at will B |~] sitting for long periods
B [ ~] standing/walking for long periods B |v] walking on uneven terrain
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~] work in extreme hot or cold temperatures work in wet/icy surroundings

| respond to emergencies from off-duty status work with or near chemicals (please list)

2|2 [>
<

¥Jwork near fumes, odors, dust, dirt (please describe)

o
4

work in a noisy environment (describe noise source)

~|work in confined areas (please describe)

wear protective clothing or equipment (please describe)

| work in high places, such as ladders, roofs, bucket truck (please describe)

W2 [>][>
4

~§work with or exposed to violent/irate individuals (please describe)

B |vrespond to situations involving potential physical harm to self and others (please describe)

B |~] lifting under 25 pounds |A | ¥] lifting 25 to 50 pounds B |+] lifting over 50 pounds

B | ~f pushing/pulling objects |B |~ carrying objects B |v] crouching/kneeling

B |~ bending at waist B | ~] reaching A |v] driving

B[] close vision B |~} far vision B |~ color perception

B |~ depth perception B |[+] speaking clearly B |~} hearing sounds/communication

B | ] handling/grasping objects [B |~ fingering objects (picking, pinching)

3. List the three most physically demanding activities you regularly perform in your job.

llifting under 25 pounds |

[pushing/pulling objects H

lfrequent sitting and standing |

4. List the three most emotionally demanding activities you regularly perform in your job.

work with or exposed to violent or irate individuals |

|respond to situations involving potential harm |

Iworking fast under pressure on multiple projects |

5. What is your normal work schedule (example, 8 a.m. 4 p.m. M-F)?

8-4p; M-F
6. Are you required fo: Never Regularly QOccasionally
a. work extended hours @) O ®
O O ®

b. work weekends
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Never Regularly Occasionally
c. work evenings O O ®

d. travel out of town, but not overnight O & ®

For what purpose?
training/conferences |

c. travel out of town overnight @) O ®

For what purpose?

training/conferences ]
f. respond to emergencies on 24-hr basis O O ®

g. on call on rotation basis O O O

7. Provide any other examples/information which would be helpful in understanding the physical and=
mental requirements of your job.
public facing

8. Is your position politically appointed by a recognized Department Head or Elected Official according to=
IC 36-2-16-4? Yes O No ®

Certﬁiéations

Employee: | certify that the above statements are an accurate and fair description of my position.

Name (print or type) [Kathy Hertz | Hire date | 1/17// Ro&|
Title |Registrar | Department [Health |

Signature | /—% % | Date | i / 23 /é{t/ |

Supervisor: 1 have reviewed the contents of this questionnaire and find the responses to be accurate. Any additions
or modifications I made have been initialed by me and have been discussed with the employee.

Is the position described above, politically appointed by a recognized Department Head or Elected Official
according to IC 36-2-16-4? Yes O No ®

Signature [Lori Kelley | Date [4/23/2024 |

Please refer any major concerns or questions regarding this questionnaire to

Waggoner, Irwin, Scheele & Associates, Inc.
118 South Franklin Street

Muncie, IN 47305

Phone: (765) 286-5195

Fax: (765) 286-2824
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FLSA EXEMPT/NON-EXEMPT COMPLIANCE QUESTIONNAIRE

NAME Kat Herfz

JOB TITLE eq, s4ra .~ (Director of Vital Records & Admin Support)
DEPARTMENT A Department

DATE H !23) 2

This questionnaire is designed to assist in determining your “exempt” or “non-exempt”
status under the Fair Labor Standards Act (FLSA). Please answer the following questions.
If a particular question does not apply to you, please circle or insert “NA” to indicate “Not
Applicable.”

1. Is your position classified as Exempt or Non-exempt according to FLSA standards for
overtime purposes?

Exempt @ don’t know (Please circle the appropriate response)

2. Are you paid a salary or an hourly wage?

Salary lease circle the appropriate response)

3. Are you currently receiving overtime compensation for hours worked over 40 in a work
week?

Yes @ (Please circle the appropriate response)

4. Are you currently receiving compensatory time for hours work over 40 in a work week?

@ No  (Please circle the appropriate response)

5. If you receive compensatory time, do you receive compensation at the rate of one and
one-half (1 ') times for all hours worked over 40 hours in a work week?

@ No  (Please circle the appropriate response)

6. Is your primary duty managing a recognized department or subdivision?

@ No  (Please circle the appropriate response)

7. If you answered “Yes” to question 6, what percentage of your work time is spent
engaged in duties that are not directly related to managing your department or subdivision
(such as performing similar duties to subordinates or standard duties that are non-policy
making or non-supervisory?) (Please circle the appropriate response)

NA 5% 10% 15% @ 25% 30% 35% 40% 45% 50%
55% 60% 65% T0% 75% 80% 85% 90% 95% 100%
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8. Do you interview, select, and hire employees?

@ No (Please circle the appropriate response)

9. Do you interview and make recommendations for hiring new employees?

@ No (Please circle the appropriate response)

10. Do you recommend compensation levels and/or hours worked for employees?
@ No (Please circle the appropriate response)

11. Do you evaluate employees for purposes of recommendations on promotions or other
changes in status?

@ No (Please circle the appropriate response)

12. Do you assign work to employees?

No  (Please circle the appropriate response)

13. Do you resolve employee complaints, grievances, and disciplinary matters?

No (Please circle the appropriate response)

14. Do you determine materials and supplies to be used as well as control the distribution
of materials and supplies in your workplace?

@ No  (Please circle the appropriate response)

15. Please list the three (3) job duties that require the greatest percentage of your time?
Duty: §yersec ing ddireching deuly emplogee (omplignee  Percentage of time: _§6Te_
Duty: Developing o & W el o s i Koz e#k:g:gmpT Percentage of time: | 0“7c_

' .
Duty: E\k‘lﬂu'(-?ﬂ's employer Fe\%f;mm amd gtbeding Co adiings Leedbac Percentage of time: 3 oo

16. Does your position require a baccalaureate degree or advanced degree (such as masters
degree, law degree, or doctorate)?

Yes (No/ (Please circle the appropriate response)

17. Please list the type of degree or degrees required, if applicable:
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18. Please list an example or examples of how you directly apply your degree or degrees to
perform your position, if applicable:

19. If your position reguires a baccalaureate degree or advanced degree (such as masters
degree, law degree, or doctorate), what percentage of your work time is spent engaged in
duties that are not directly related to using the knowledge obtained from such a degree?
(Please circle the appropriate response)

NA 5% 10% 15% 20% 25% 30% 35% 40% 45% 50%
55% 60% 65% T70% 75% 80% 85% 90% 95% 100%

20. Please list the number of employees you supervise by job titles and indicate full-time or
part-time status:

=2 o /hf.ﬁS}‘Lth- Reqistrars
| P et Glerk”

21. Of those employees listed in question 20, do you have the authority to discipline and
terminate?

@ No  (Please circle the appropriate response)

22. Does your position allow you to make independent policy decisions, free from
immediate supervision, regarding matters of significant importance to your employer?

@ No  (Please circle the appropriate response)

23. Please list an example or examples of the highest level policy decision you are
authorized to make:
- Whe 15 able +y sbtoun vital Fecords o What s fequred p do 50, Wnle %([cwﬁ\xj—md&cw“ (o de
- _Bew Dewment ore collected (ecoided , amd doclosited id
- Py kel Tarerds e hept  stered, and Weundoined, Wiule Bilowmc
Cecords ratention \aws 9 guidilines. ~

=adiamo
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24, Please list an example or examples of the highest level budgetary decision you are
authorized to make:
AW genem ottice sugslies Qo ~Hu depeutment oy diyision as
well Ja:i 3?t’m~h2€t‘ 3ur77hf’:>d for ms (3 A UL &vision,

25. What is the annual budget for your department or subdivision?
$§00vo. 00
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POSITION DESCRIPTION
COUNTY OF MONROE, INDIANA

POSITION: Health Administrator

DEPARTMENT: Health

DIVISION: Administration

WORK SCHEDULE: As Assigned

JOB CATEGORY: EXE A (Executive)

DATE WRITTEN: January 2007 STATUS: Full-time
DATE REVISED: February 2021, January 2024 FLSA STATUS: Exempt

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

Incumbent serves as Health Administrator for the Monroe County Health Department, responsiblefor

9 s 3 = € v = 9 €
Directing and overseeing the functions and daily operations of the department, directing and
overseeing compliance and enforcement with duties as outlined in IC 16-20-8, leading the
department according to the department’s mission and vision, and directing the administration of
public health policies and programs.

DUTIES:

Directs and enforces all statutory requirements set forth by local, state, and federal law for local
health departments, enforces standards for resolution on identified issues relating to public health
concerns, emergencies, or violations.

Directs, enforces, and oversees public health matters of Monroe County and ensures proper
planning, development, and coordination of all Health Department operations and activities
accordingly. Ensures county citizens are provided with public health services in accordance with
needs and state core service requirements, along with professionally recognized standards,
practices, and legal requirements.

Administers department activities to effectively and efficiently provide Monroe County citizens with
public health services in accordance with professionally recognized standards/practices.

Develops-and-implements Develops, directs, and oversees programs and plans consistent with the
Health Department strategic goals and objectives as approved by the Board of Health. Ensures strategic
goals align with accreditation process. Collaborates with local, state, and federal services to maximize
programs/services including identifying programs that can be funded and sustained over time.

Represents the Department to the public, including responding to complaints and inquiries,
attending meetings and conferences with Indiana Department of Health (IDOH) other
government/County agencies, and coordinating and/or resolving problems with services,
responding to assistance needs, and providing information upon request.

Health Administrator — AMENDED
PENDING APPROVAL 1/19/2024
Page 1



Directs and eversees-daily-eperations and enforces standards for the Divisions of Vital Records and
Administrative Support, Clinical Services and Case Management, Public Health Preparedness,
Population Health and Outreach, and Environmental Health Services ensuring compliance with
program administration, legislative requirements, new hire documentation, delegating, and
tracking work assignments and reassigning staff as necessary to continue essential functions of the
department.

Oversees the operations, including but not limited to personnel and contracted vendors, to ensure
compliance with applicable law and grant requirements for the Monroe County Public Health
Clinic and School Liaison. Collaborates with necessary individuals to remedy any identified
issues.

Directs and enforces departmental requirements to ensure compliance with accreditation. Assigns
and directs quality improvement systems when issues are identified.

Directs the assessment and monitoring of health equity in Monroe County, collaborating with a
diverse constituency of community partners to develop and promote health policies aligned with
equity and justice.

Releases to the public information statements regarding major health threats. Collaborates with the
Health Officer and Board of Health Chairperson, when necessary, on external communications
regarding communicable disease threats. Works with external stakeholders on public health matters.

Serves as the department’s public health spokesperson, approving public information/educational
releases related to public health.

Stays up-to-date of relevant health issues in the state and county, reporting findings, offering
recommendations, and disseminating via various avenues.

Performs-and-faeilitates-all Directs and oversees Department employee human relations functions
including overseeing hiring process including but not limited to, advertising vacancies, conducting pre-

employment screenings, and making-hiring recommendations: Ensures compliance with all local,

state and federal laws and regulations. Approves vacations, absences, and travel requests for
department personnel as submitted by division directors.

Develops and implements Immersive Public Health Externship programming within the Health
Department, utilizing Indiana Department of Health and Indiana University School of Medicine
guidelines, generating reports and documentation for program as directed.

Conducts work performance evaluations including formation of individual development plans and
providing corrective instruction in consideration and compliance with department’s strategic plan.
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Reviews departmental job descriptions and responsibilities, departmental organizational charts and
makes recommendations to Health Officer and Board of Health for changes to ensure efficiency of
operations. Submits approved changes to respective County governmental body/committee for final
consideration.

Conducts regular meetings with staff to review department operations and share professional
information as appropriate.

Coordinates with County Legal to monitor changes in laws, legal requirements, and services in other
department/agencies affecting Health Department operations.

Works with Health Officer and Board of Health to effectively assess operations and develop, revise, and
implement new policies, procedures, and/or ordinances accordingly.

Collaberates-with-Financial Manager-in-preparing Directs, oversees, and completes processes for

completion of annual county departmental budgets and grant budgets and presents to Health Officer and
Board of Health for approval. Presents approved budget requests to County Council for final review and
approval and responds to inquiries as needed.

Prepares State budgets and any required documentation for review and approval of Health Officer and
Board of Health. Submits budgets and documentation to State agencies.

Oversees approved budget for accuracy and compliance including reviewing and approving all
department accounts payable claims, Worker’s Compensation Claims, FMLA Claims, line-item
transfers, payroll, longevity payments, step-increases, and grant reimbursement invoices.

Directs preparation of budgetary and fiscal reports/requests including additional appropriations and
changes in salary ordinance. Present recommendations based on reports/requests to Board of Health and
directs Financial Manager to submit approved changes for County Council consideration and approval.

Directs or coordinates with Financial Manager and/or Registrar to obtain price quotes and vendor
documentation, approving all departmental purchase requests.

Creates schedule for financial reviews of deposits and bank statements ensuring implementation of
schedule by Financial Manager.

Establishes and maintains Vendor relationships with regards to setting up business accounts for
departmental use.

Directs personnel to ensure proper maintenance and filing of all Department records, including but not
limited to reviewing Environmental inspection/investigation complaints, developing resource files, and
overseeing Registrar’s vital records are filed timely.

Ceollaborates-with-staff enpreparing-a-variety Directs staff in the preparation of monthly,
quarterly, and annual reports including grant funds, as required by State Board of Health, County Health

Board, and other government and regulating agencies.

Ensures department compliance with all requirements and obligations of County PCB Consent Decree,
including conducting and analyzing field tests, investigating, recommending, and implementing
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effective solutions to PCB contamination, maintaining PCB resource information files, communication
and negotiating with Environmental Protection Agency (EPA) officials, and compiling and submitting
all reports and documents as required.

Reviews fiscal projections and recommendations of Financial Manager regarding funding/program
opportunities, including user fees, service charges, corporate sponsorships, and grants developing report
with proposed changes to present to Health Officer and/or Board of Health for approval, and
implementing approved changes as directed.

Creates and writes grant applications based on identified needs to obtain new program funding as
appropriate for department goals and responsibilities. Oversees department’s compliance of guidelines
and requirements for grant funding including but not limited to reviewing and approving required
reports and reapplications. Maintains communications with funding agencies as needed.

Provides leadership support for quality improvement, performance management, and workforce
development, and all related accreditation activities ensuring department compliance with accrediting

processes and licensing requirements.

Serves as a public health emergency responder, responding to and assisting in resolving public health
emergencies, including serving on a 24-hour call for emergencies.

Attends professional education workshops and training seminars as required.
Performs related duties as assigned.

I. JOB REQUIREMENTS:

Master’s Degree and/or equivalent experience in Public Health, Public Administration, or related field.
Possession of or ability to obtain certification as a registered Environmental Health Specialist in the
State of Indiana.

Possession of National Incident Management System (NIMS) certification.

Thorough knowledge of standard principles and practices of public health/environmental sanitation, with
ability to effectively administer Department operations and develop/implement Department policies and
procedures accordingly.

Thorough knowledge of federal, state, and local laws and regulations governing Health Department
operations, with ability to effectively monitor operations, maintain records and files, and draft
ordinances and department policies to assure compliance with all legal requirements.

Working knowledge of County and department budget processes and ability to properly prepare and
administer department budget, including ability to effectively obtain and retain special program funding,
write grants, compile required reports, and ensure compliance with grant/funding requirements.

Working knowledge of Standard English grammar, spelling, and punctuation and ability to use standard
office equipment, including computer, keyboard, and telephone, copier, and fax machine.
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Ability to effectively communicate orally and in writing with co-workers, other County departments,
Indiana Department of Health (IDOH), and the public, including being sensitive to professional ethics,
gender, cultural diversities, and disabilities.

Ability to direct and oversee daily operations of department personnel, including providing and tracking
initial orientation/training, tracking and delegating work assignments, and reassigning staff.

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.

Ability to work on several tasks at the same time and work rapidly for long periods, occasionally under
time pressure.

Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in
written form.

Ability to respond to swiftly and rationally to emergencies on 24-hour basis.

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

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

II. DIFFICULTY OF WORK:

Incumbent administers Health Department operations in accordance with generally applicable
procedures and legal guidelines and requirements, exercising judgment to effectively supervise
personnel, assess and improve department operations, respond to complaints, and ensure compliance
with legal requirements. Incumbent’s work includes both administrative and investigation/enforcement
duties, involving a wide variety of different, individual situations and requiring careful consideration of
complex circumstances and variables.

III. RESPONSIBILITY:

Incumbent makes a significant contribution to the outcomes of the department. Goals and general
objectives of Incumbent’s work are known, with highly unusual problems and/or sensitive problems
reviewed with Health Officer and Board as needed. Work is reviewed for soundness of judgment,
compliance with Department policies and legal requirements, and continuing quality of Health
Department services for Monroe County.
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IV. PERSONAL WORK RELATIONSHIPS:

Incumbent maintains communication with co-workers, other County departments, Indiana Department
of Health (IDOH), and the public for purposes of responding to complaints, ensuring compliance with
laws and requirements, disseminating public health information, developing services, and supervising

personnel.

Incumbent reports directly to Health Officer.

V. PHYSICAL EFFORT AND WORK ENVIRONMENT:

Incumbent performs duties in a standard office environment, including sitting/walking at will,
lifting/carrying objects weighing up to 50 pounds, bending/crouching/kneeling, reaching, close/far
vision, color/depth perception, hearing sounds/communication, and handling/grasping/fingering objects.
Incumbent may be exposed to normal hazards associated with investigations of food borne illness for
which safety precautions must be followed at all times. Incumbent may be exposed to potentially
irate/hostile individuals.

Incumbent occasionally works evenings and extended hours and travels out of town for training,
sometimes overnight. Incumbent periodically responds to emergencies on a 24-hour basis.

APPLICANT/EMPLOYEE ACKNOWLEDGMENT

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

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

SOOI IOI555<><>

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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JOB CLASSIFICATION REVIEW FORM

County of Monroe, Indiana
An Equal Opportunity Employer

This form 1s to be completed by the employee holding the position and/or the Elected Official/
Department Head having hiring, promotion, and termination authority for the office/department. This
form is intended to serve as a classification evaluation instrument for the Monroe County Council and
Personnel Administration Committee in reviewing requests for classification of jobs.

Review the “Job Classification and Compensation Maintenance Plan” prior to completing this
form to ensure the proper procedures have been taken regarding adding or reviewing a position.

e Attach additional pages as needed; return completed form to the COUNCIL ADMINISTRATOR

' % M Fund-Account-
Job title % oa L o M [ ( STRATEH Location ) b~ 1002~ coop
Department #%LL 4&\ Date l// 25 / ZQZ?

| ¢ [Full-time |Part—time [ Exempt Non-exempt
Current Classification t?f = A’ Requested Classification 1:7( E “E

Current pay $ 36 6{8 per Z,\ ¢ Proposed pay $ "}llv &}7 per }/l \a
Employee(s) in this position: (attach supplemental sheet if necessary)

[ Rk 21 0\]/

TYPE OF ACTION REQUESTED

reate position Abolish position Seniority review

Qualifications requirements review Pay policy application/interpretation issues
¥ Reclassification due to change in duties, responsibilities, work conditions, etc.

Dther Please describe:

Questions 1 through 3 to be completed jointly by the employee and/or
Elected Official/Department Head initiating the review

i Describe why this new pos1t10nfadded employee/classification review is necessary.

10 oV Pdv S ¢ /ey o \‘foﬁ

Du‘L% P\Oﬁw v%ﬁﬂg
r 4"’(9)“1 1ol> 4&9 Nf@‘f?/\f\ CCM'@%/ V- Ilé*f‘éf} }EME’
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Have you previously requested this new position/added employee/reclassification of this existing
position? @yesOno

If yes, describe date and outcome of that request:

202> N0 ieceass G g

If this is a request for classification review of an existing position, review the current job
description and make any revisions that are necessary to describe the job being performed.
Attach a copy of the existing job description with your revisions marked with Bold Red for

additions and Strikethrough for deletions.

Do these revisions constitute additional duties and responsibilities since the adoption of the
existing job description?¢/ fyes| o

If not, explain why the existing description is no longer accurate:

Questions 4 through 8 to be completed by Elected Official/Department Head

Are the job functions described on this form currently being performed by your office/
department? «Jes| [no  If yes, name those job title(s) and classifications:

Job title !L(gﬂ[% 4‘£ffﬁf"ﬂ% - *Lm ‘4’1:\4" *Classification [ X A

Job title *Classification

Job title *(Classification

* Current classification of position may be impacted by the creation of or reclassification of
another position.

Is this request a result of new legislation, a mandate, or litigation?| «<}es| ho
If yes, specify statute citation and/or case:

5B Y
[s this request based on increased volume of work?  lyes| pflo  If yes, please explain:
[ /(}/{/‘* “H«Mp N© C‘;{A \7[1ﬂﬂd,L /&g 5 Eia (él/Q —06 U\(’&L-’l-ﬂ%

A&ﬁ{ f@% brs ﬁJ ("ﬁm\@’t ‘(’Vﬂrv\mn £l #(éf‘ﬁ 7[’&1 W\/(IVC;f
w0 o Gxaon o e zom()(, I c&




7 If you answered yes, to question 6, are there existing technologies that could lessen the volume
for this or related positions?|  es| .o If yes, please describe, including estimated costs:

8. State specifically how creation of a new position/added employee/reclassification of this position
would benefit the County:

Jvﬂh‘sw (ﬂ”b@ﬁfﬂ‘f\ﬂ? //i/fﬂ/l é%,g[%éud féﬂfuw‘em%%

J\-O N ' e . fQ‘m. zf= b Mo 1t
AUTHORIZATION BY EMPLOYEE: 2+ fle ‘[f‘bzfau&

Signature of employee(s) assigned to the position being considered for reclassification.

[ understand that this request in no way jeopardizes my employment, and that if the reclassification
review proceeds, it may result in the position being upgraded, downgraded, or remaining classified the

same.
PR ke Biwee

Employee signature @) Date

Employee signature Date

Employee signature Date

Employee signature Date

AUTHORIZATION BY APPOINTING AUTHORITY:

Signature required by Elected Official/Department Head

I have reviewed this reclassification request with the employee(s), and' /@ee lisagree.
If disagree, please comment:

I understand this request is subject to an organizational assessment of my office/department employment
operations, and tl} will be available to personally participate and provide requested information to the
County Council; P }unel Administration Committee, and consultants of the Council.

~
9z 3 / i
S gnatu‘r’y:alf ElectW/DepaMent Head Date ¢
Phy [(f_& CLARK Rp 7 dp)
kL P}m(r% Copnl Beara ) 9P /é;/ xdt Y Fieen
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POSITION DESCRIPTION
COUNTY OF MONROE, INDIANA

POSITION: Assistant Registrar

DEPARTMENT: Health

DIVISION: Vital Records and Administrative Support

WORK SCHEDULE: As Assigned

JOB CATEGORY: COMOT B(Compiter—Office Machine-Opereation—Techiicieny P AT
DATE WRITTEN: July 2013 STATUS: Full-time

DATE REVISED: February 2021, January 2024, 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 proves or perform essential functions of the job,
unless those accommodations would present an undue hardship.

Incumbent serves as Assistant Registrar for the Monroe County Health Department’s Vital Records

and Administrative Support Division, responsible for assisting-the Registrar-with collecting, filing,
preserving, and certifying vital records for Monroe County.

DUTIES:

Receives and fulfills public records requests for birth and death certificates including assisting
individuals with completing applications, printing certificates, making, and certifying copies, and
collecting and receipting payments as directed.

Assists Responsible for directing and ensuring compliance of funeral homes and families with
processing death records including verifying accuracy of forms, filing, and preparing records for filing
with Indiana Department of Health (IDOH). Affirms, registers, logs, and files daily death records,
supplies, logs, and tracks Burial Transit Permits and maintains records. Completes and submits required
reports such as death statistics, monthly county death, substance abuse, and suicide reports, coroner
cases, minor deaths, and fetal death reports, marking birth records as deceases as required, and preparing
indexing.

Assists Responsible for directing and ensuring compliance of with processing new birth records with
IDOH, including receiving birth notifications from hospital, reviewing physician verifications, mailing,
and processing birth record verifications to/from parents. Registers home births, including assisting
parents with completing forms, and updating birth record index.

Conducts project management to provide services effectively and efficiently to the public, reduce
department costs, reduce errors and internal risks for legal document development, and improve
outcomes by developing solutions and workarounds when internal and external systems fail.

Responsible for effectively communicating information on the basic functions of the following
Health Department Divisions: Vital Records and Administrative Support, Disease Intervention,
Environmental Health Services, Clinical Services, Case Management & Health Education,
Population Health and Outreach, and Public Health Preparedness, to answer inquiries from the
public and direct phone calls to the appropriate division.
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Stays informed on all Health Department changes, including but not limited to, legislative changes
affecting public services, services available, vaccine supply, local communicable disease concerns,
public health emergencies, family planning services, health education and harm reduction
outreach activities, and services being provided through community agreements and/or contracts.

Creates and enhances database files, researches, and gathers information for monthly and annual
statistical reports, and closes year-end reports. Responsible for proper retrieval and filing
methods to maintain filing systems and record retention in accordance with local, state, and
federal law.

Researches and processes all legal corrections, certifiable facts and changes to County birth and
death records. Investigates and verifies authorizations for request of all vital records per state law.

Completes accreditation processes, program requirements, and quality improvement projects as
assigned by the Director.

Assists Responsible for directing and ensuring compliance of personnel from Social Security, US
Military, FBI, and other federal, state, and local government agencies, social service agencies, and
professionals to request and/or provide birth/death verifications and related information.

Prepares and files paternity affidavits. Answers inquiries regarding birth records registration.
Composes and enters data amendments to birth records and responds to court orders for birth record
changes as needed, forwarding forms to IDOH as required.

Receives applications for food licenses, real estate, septic system, pool, trash hauler, campgrounds, and
other permits. Collecting and receipting fees for permits and birth/death certificates and filing
documents accordingly. Totals and balances daily receipts and prepares bank deposits as assigned.

Performs a variety of administrative support duties including soring and distributing mail, answering
telephone and receiving office visitors taking messages, directing callers to appropriate persons or
department, notarizing documents, and responding to inquires including explaining procedures,
interpreting ordinances and regulations, providing international travel information, and tracing
genealogical records.

Composes and prepares a variety of letters, memos, reports, and other correspondence as directed and
assists with proper retrieval and filing of department records maintaining filing system as required.

Assists Registrar-the Director with monitoring and replenishing departmental forms and supplies.

Pext. Juties of Resi i theiral .

Performs duties of Administrative Assistant in their absence including but not limited to issuing public
meeting notices, preparing Board of Health Meeting agenda and packet, and issuing public health
department notices as directed.
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Attends education workshops and training seminars as required, and assists in training department
personnel as assigned.

Performs related duties as assigned.

I. JOB REQUIREMENTS AND DIFFICULTY OF WORK:

High school diploma or HSE. Associates Degree with previous related experience preferred.

Possession of or ability to obtain and maintain possession of an Indiana Notary Public license and
Indiana Vital Records Association (IVRA) certification.

Working knowledge of and ability to make practical application of state and local rules and regulations
and procedures regarding vital records, including receiving, processing, filing, certifying, releasing and
reporting information.

Working knowledge of basic bookkeeping, with ability to properly collect and receipt payment, total and
balance daily receipts, and prepare bank deposits and various financial reports as needed.

Working knowledge of standard English grammar, spelling, and punctuation, ability to type with speed
and accuracy, and ability to use standard office equipment, including department computer software,
computer, calculator, printer, postage meter, vehicle, keyboard, telephone, copier, laminator, paper
cutter, and fax machine.

Ability to effectively communicate orally and in writing with co-workers, other county departments,
funeral homes, care givers, various state agencies, IDOH, and the public, including being sensitive to
professional ethics, gender, cultural diversities, and disabilities.

Ability to be cross trained to perform duties of department staff as needed.

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

Ability to work on several tasks at the same time and work rapidly for long periods, occasionally under
time pressure.

Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in
written form.

Ability to occasionally work extended hours and travel out of town for training and conferences,
sometimes overnight.
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Possession of a valid Indiana driver’s license and demonstrated safe driving record.

II. RESPONSIBILITY:

Incumbent performs a variety of bookkeeping, reception, and clerical duties according to a flexible,
customary routine with priorities determined by supervisor and service needs of the public. Errors are
prevented through legally defined procedures and are detected through standard bookkeeping checks
and/or notification from other departments, agencies, or the public. Undetected errors may result in loss
of time to correct error, work delays in other departments/agencies, and/or inconvenience to other
agencies or the public.

III. PERSONAL WORK RELATIONSHIPS:

Incumbent maintains communication with co-workers, other county departments, funeral homes, various
state agencies, IDOH, and the public for the purposes of exchanging information and rendering service.

Incumbent reports directly to Registrar. Director of Vital Records and Administrative Support

IV. PHYSICAL EFFORT AND WORK ENVIRONMENT:

Incumbent performs duties in standard office environment, including sitting/walking at will,
lifting/carrying objects weighing under 25 pounds, bending, reaching, keyboarding, driving, close/far
vision, crouching/kneeling, speaking clearly, hearing sounds/communication, and handling grasping
objects.

Incumbent occasionally works extended hours and travels out of town for training and conferences,
sometimes overnight.

APPLICANT/EMPLOYEE ACKNOWLEDGMENT

The job description for the position of Assistant Registrar for the Monroe County Health Department’s
Vital Records and Administrative Support Division 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

OOOOO5O55<O<<><>

I have reviewed the job duties, requirements and responsibilities contained herein with the employee.
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Department Head/Supervisor Signature Date

Type or Print Name
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JOB CLASSIFICATION REVIEW FORM

County of Monroe, Indiana
An Equal Opportunity Employer

This form is to be completed by the employee holding the position and/or the Elected Official/
Department Head having hiring, promotion, and termination authority for the office/department. This
form is intended to serve as a classification evaluation instrument for the Monroe County Council and
Personnel Administration Committee in reviewing requests for classification of jobs.

Review the “Job Classification and Compensation Maintenance Plan” prior to completing this
form to ensure the proper procedures have been taken regarding adding or reviewing a position.

® Attach additional pages as needed; veturn completed form to the COUNCIL ADMINISTRATOR

wie Assistant Registrar Pund-ACpr81.10105-0000; 1161-101
beparmen HeEAI 04/23/2024
v/ [Full-time art-time Exempt on-exempt

Current Classification COMOT B Requested Classification PAT B
Current pay $2 1 ' 08 per h r Proposed pay $25 ) 99 per h r

Employee(s) in this position: (attach supplemental sheet if necessary)
Multiple employees; minimum pay rates used; multiple account lines provided

1161-10141-0000; 1161-10104-0000

TYPE OF ACTION REQUESTED

Create position | __|Abolish position Seniority review

(Qualifications requirements review Pay policy application/interpretation issues
v Reclassification due to change in duties, responsibilities, work conditions, etc.

[Dther Please describe:

Questions 1 through 3 to be completed jointly by the employee and/or
Elected Official/Department Head initiating the review

1. Describe why this new position/added employee/classification review is necessary.

To better align pay with job duties being performed

To provide pay equity across the health department
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2. Have you previously requested this new position/added employee/reclassification of this existing
position? @yesOno

If yes, describe date and outcome of that request:

2023; no reclassification granted

3. If this is a request for classification review of an existing position, review the current job
description and make any revisions that are necessary to describe the job being performed.
Attach a copy of the existing job description with your revisions marked with Bold Red for

additions and Strikethrough for deletions,

Do these revisions constitute additional duties and responsibilities since the adoption of the
existing job description]¢/ yes{ o

If not, explain why the existing description is no longer accurate:

Questions 4 through 8 to be completed by Elected Official/Department Head

4. Are the job functions described on this form currently being performed by your office/
department?|¢/jes|] |no  If yes, name those job title(s) and classifications:

1oh e ASSIStant Registrar COMOTB

*(lassification

1o6 111 FiNA@Ncial Manager PAT B

*(lassification

Job title *(lassification

* Current classification of position may be impacted by the creation of or reclassification of
another position.

5. Is this request a result of new legislation, a mandate, or litigation?|# yes| ho
If yes, specify statute citation and/or case:

In part; SB 4

6. Is this request based on increased volume of work¥ lyest ho  If yes, please explain:

In part; Increased complexity; Increased training required to provide backup assitance

to finanical manager; increased training on state requirements mandatory
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1. If you answered yes, to question 6, are there existing technologies that could lessen the volume
for this or related positions? es|v/ no If yes, please describe, including estimated costs:

8. State specifically how creation of a new position/added employee/reclassification of this position
would benefit the County:

To ensure compliance with SB4 requirements
To provide pay equity across the Health Department

AUTHORIZATION BY EMPLOYEE:

Signature of employee(s) assigned to the position being considered for reclassification.

[ understand that this request in no way jeopardizes my employment, and that if the reclassification
review proceeds, it may result in the position being upgraded, downgraded, or remaining classified the
same.

Yoo [ 04/23/2024

Employee signature Date
na Brogsd &"//073120979/
Employee signature Date
- / :
Gz %/z/’// )3 - Al
Employee signature Date
Employee signature Date

AUTHORIZATION BY APPOINTING AUTHORITY:
Signature required by Elected Official/Department Head

I have reviewed this reclassification request with the employee(s), and| bg’ree Hisagree.
If disagree, please comment:

[ understand this request is subject to an organizational assessment of my office/department employment
operations, and that I wi

vailpble to personally participate and provide requested information to the
County Council, Persofinel Adpx istratif)b?@rnitte?a and consultants of the Council.

Sidufure of Elected Official/Department [Téad Date

Name typed or printed || o Kejey
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POSITION DESCRIPTION
COUNTY OF MONROE, INDIANA

POSITION: Clinic Manager Coordinator
DEPARTMENT: Health
DIVISION: Futures Family Planning Clinic
Division of Clinical Services and Case Management
WORK SCHEDULE: As Assigned
JOB CATEGORY: COMOT (Computer, Office Machine Operation, Technician)
DATE WRITTEN: January 2007 STATUS: Full-time
DATE REVISED: January 2011, February 2021 FLSA STATUS: Non-exempt

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

Incumbent serves as Clinic Manager Coordinator for the Monroe County Health Department’s
Futures Family Planning-Clinie Clinical Services and Case Management Division, responsible for

providing administrative support services for department personnel and assisting clients.

DUTIES:

In the absence of the Director of Clinical Services and Case Management, responsible for ensuring
clinic operating hours are being met, with directing clinic personnel and ensuring patient care
needs are being met.

Assists the Director with clinic operations to remain in compliance with all grant guidelines
including Title X Clinic requirements.

Assists with grant reimbursement claim documents.

Responsible for conducting screening interviews to establish client eligibility and makes referrals to
other staff members as necessary. Prepares new client medical records and form packets.

Responsible for providing referrals to applicable office of health insurance consumer assistance
and/or other appropriate agency regarding patient questions related to insurance coverage and/or
plans and enrollment.

Assists the Director with collecting program and clinic data and maintain program statistics.

Performs various administrative duties, including entering data into computer, pulling, and filing
medical records and laboratory reports, preparing department correspondence, opening, sorting, and
distributing mail, copying and faxing documents, and maintaining updated electronic client files.

Upon approval from the Health Administrator, assists the Director with ordering medical supplies
and inventory management. Coordinates with the Registrar in ordering all other supplies.

Clinic Manager, Original
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Assists with coordinating and establishing Telehealth Clinic Appointments as required by the
granting agency, as needed.

Assists with preparing monthly, quarterly, and annual report information, and various other
reports and documents as required by the Health Administrator and other governmental and
regulating agencies.

In the absence of the Clinical Assistant, greets clients and answers telephone, responding to inquiries,
taking messages, and directing calls to appropriate individual. Conducts reminder calls, as appropriate,
to clients for scheduled appointments.

Assists clients, including scheduling appointments, completing forms, providing instruction, and
answering questions. Accesses clients’ charts for medication refills and responds to phone messages.

In the absence of the Director, tabulates Completes-and-peosts daily payments and balances and
reports to Registrar and Health Administrator. Collects and deposits all monies received by Clinic
into bank account.

Assists the Director in preparing and submitting Prepares-and-preeesses patient billing statements,
including statements to insurance companies for covered services, such as overseeing Medicaid
reimbursement.

Maintains clients’ rights to privacy and maintains department’s confidential files. Ensures compliance

with all applicable Monroe County Health Department policies and procedures, IFHC Standards,
HIPAA regulations, and all other federal laws relating to privacy, confidentiality, and service delivery.

Assist in scheduling community engagement, Serves-as-marketing-and-public relationsperson;

including speaking to social service organizations to market promote clinic services at least
quarterly, as requested by the Director.

Assists in completing accreditation and quality improvement tasks as needed.
Conduets Assists with 2-day site review and writes report.

Attends educational and training sessions as required.

Performs related duties as assigned.

I. JOB REQUIREMENTS AND DIFFICULTY OF WORK:

Associate’s degree with minimum 3-5 years medical office experience. Bachelor’s degree or higher with
minimum of 2 years medical office experience, preferred. High school diploma or GED with a
minimum of 6 years’ experience.

Working knowledge and understanding of Federal Health Insurance Portability and Accountability Act.

Working knowledge of basic bookkeeping, with ability to properly collect and receipt payment,
total and balance daily receipts, and prepare bank deposits and various financial reports as
needed.
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Knowledge of department procedures and standard office policies and ability to apply such knowledge
to a variety of interrelated processes, tasks, and operations.

Knowledge of Standard English grammar, spelling, and punctuation with ability to type with speed and
accuracy and prepare correspondence accordingly.

Ability to properly operate a variety of standard office equipment, including computer, printer,
telephone, fax machine, typewriter, and copier. Ability to operate department computer software

programs.

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

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

Ability to effectively communicate orally and in writing with co-workers, other County departments,
clients, accreditation and regulatory agencies, providers, community organizations, physicians’ offices,
Bloomington Hospital Laboratory, and the public, including being sensitive to professional ethics,
gender, cultural diversities, and disabilities.

Ability to work alone with minimum supervision and with others in a team environment.

Ability to work on several tasks at the same time and work rapidly for long periods, occasionally under
time pressure.

Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in
oral or written form.

Ability to occasionally work extended hours.

II. RESPONSIBILITY:

Incumbent performs a variety of standard, administrative duties with work priorities and schedules
primarily determined by a formal schedule and supervisor. Assignments and objectives are set jointly by
supervisor and incumbent, following standard operating policies and procedures. Periodically, decisions
are made in the absence of specific policies and/or guidance from supervisor. Errors in work are
primarily detected or prevented through standard bookkeeping checks, supervisory review, and
notification from other departments, agencies, and/or the public. Undetected errors could result in loss of
time to correct errors and loss of money to the department.

III. PERSONAL WORK RELATIONSHIPS:

Incumbent maintains frequent contact with co-workers, other County departments, clients, accreditation
and regulatory agencies, providers, community organizations, physicians’ offices, Bloomington Hospital
Laboratory, and the public for the purposes of exchanging information and responding to inquiries.
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Incumbent reports directly to Health-Administrator-and/or Medical Direetor- Director of Clinical
Services and Case Management.

IV. PHYSICAL EFFORT AND WORK ENVIRONMENT:

Incumbent performs duties in a clinical setting, including sitting and walking at will, sitting for long
periods, lifting/carrying objects weighing under 25 pounds, reaching, bending, keyboarding, close/far
vision, speaking clearly, hearing sounds/communication, and handling/grasping objects.

Incumbent is occasionally required to work extended hours.
APPLICANT/EMPLOYEE ACKNOWLEDGMENT

The job description for the position of Clinic Manager Coordinator for the Monroe County Health
Department’s Clinical Services and Case Management Division 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

SOOI OI555<><>

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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JOB CLASSIFICATION REVIEW FORM

County of Monroe, Indiana
An Equal Opportunity Employer

This form is to be completed by the employee holding the position and/or the Elected Official/
Department Head having hiring, promotion, and termination authority for the office/department. This
form is intended to serve as a classification evaluation instrument for the Monroe County Council and
Personnel Administration Committee in reviewing requests for classification of jobs.

Review the “Job Classification and Compensation Maintenance Plan” prior to completing this
form to ensure the proper procedures have been taken regarding adding or reviewing a position.

e Attach additional pages as needed; return completed form to the COUNCIL ADMINISTRATOR

Ni : Fund-Ac t-
e  Clinic Coordinator Lo o 8126/8150-10187-9624
Department F1€AITN pate 04/30/2024

v [Full-time Part-time Exempt v Non-exempt

Current Classification CO M OT C
2287 . hr

Requested Classification CO M OT D
24 .06 et hr

Current pay $ Proposed pay $

Employee(s) in this position: (attach supplemental sheet if necessary)

Vacant

TYPE OF ACTION REQUESTED

Create position Abolish position Seniority review
Qualifications requirements review Pay policy application/interpretation issues

/ Reclassification due to change in duties, responsibilities, work conditions, etc.
Other Please describe:

Questions 1 through 3 to be completed jointly by the employee and/or
Elected Official/Department Head initiating the review

1. Describe why this new position/added employee/classification review is necessary.

updating the job description

This document is prepared for exclusive use of Waggoner, Irwin, Scheele & Assoc., Inc., and shall not be duplicated without written consent. ©2021 1



2. Have you previously requested this new position/added employee/reclassification of this existing
position? Oyes@no

If yes, describe date and outcome of that request:

3. If this is a request for classification review of an existing position, review the current job
description and make any revisions that are necessary to describe the job being performed.
Attach a copy of the existing job description with your revisions marked with Bold Red for

additions and Strikethrough for deletions.

Do these revisions constitute additional duties and responsibilities since the adoption of the
existing job description? / yes 0

If not, explain why the existing description is no longer accurate:

back up duties

Questions 4 through 8 to be completed by Elected Official/Department Head

4. Are the job functions described on this form currently being performed by your office/
department?ly/ yes| |[no  If yes, name those job title(s) and classifications:

Financial Manager PAT B

Job title *Classification
Job title *Classification
Job title *Classification

* Current classification of position may be impacted by the creation of or reclassification of
another position.

5. Is this request a result of new legislation, a mandate, or litigation?| yes|y/ o
If yes, specify statute citation and/or case:

6. Is this request based on increased volume of work? eslV'ho If ves, please explain:
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7. If you answered yes, to question 6, are there existing technologies that could lessen the volume
for this or related positions?| yes| [no If yes, please describe, including estimated costs:

8. State specifically how creation of a new position/added employee/reclassification of this position
would benefit the County:

AUTHORIZATION BY EMPLOYEE:

Signature of employee(s) assigned to the position being considered for reclassification.

I understand that this request in no way jeopardizes my employment, and that if the reclassification
review proceeds, it may result in the position being upgraded, downgraded, or remaining classified the
same.

vacant 04/30/2024

Employee signature Date
Employee signature Date
Employee signature Date
Employee signature Date

AUTHORIZATION BY APPOINTING AUTHORITY:

Signature required by Elected Official/Department Head

I have reviewed this reclassification request with the employee(s), and / horee isagree.
If disagree, please comment:

I understand this request is subject to an organizational assessment of my office/department employment
operations, and that I will be available to personally participate and provide requested information to the
County Council, Personnel Administration Committee, and consultants of the Council.

Lori Kelley 04/30/2024

Signature of Elected Official/Department Head Date

Name typed or printed

Lori Kelley
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POSITION DESCRIPTION
COUNTY OF MONROE, INDIANA

POSITION: Clinical Assistant
DEPARTMENT: Health
DIVISION: Futures Family Planning Clinic
Division of Clinical Services and Case Management
WORK SCHEDULE: As Assigned
JOB CATEGORY: COMOT (Computer, Office Machine Operation, Technician)
DATE WRITTEN: May 2021 STATUS: Part-time
DATE REVISED: FLSA STATUS: Non-exempt

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

Incumbent serves as Clinical Assistant for the Health Department’s Family Planning-Clinie, Clinical
Services and Case Management Division, responsible for providing patient/client registration, intake,
and discharge of clients and general support of clinical services.

DUTIES:

Greets clients and answers telephone, responding to inquiries, taking messages, and directing calls to
appropriate individual. Conducts reminder calls, as appropriate, to clients for scheduled appointments.

Assists clients, including scheduling appointments, completing forms, providing instruction, and
answering questions. Accesses clients’ charts for medication refills and responds to phone messages.

Assists in conducting screening interviews to establish client eligibility and makes referrals to other staff
members as necessary. Prepares new client medical records and form packets.

Assists in various administrative duties, including entering data into computer, pulling, and filing
medical records and laboratory reports; preparing department correspondence; opening, sorting, and
distributing mail; copying and faxing documents; and maintaining updated electronic client files.

May Assists in tabulating data and preparing monthly, quarterly, and annual reports as requested.
May-Assists in preparation of grant applications for clinic funding.

May Assists the Clinic Coordinator in preparing and submitting patient insurance billing
statements, including processing statements to insurance companies for covered services for te
ensure Medicaid reimbursement as-wel-as-insurance-biling. Performs these duties in the absence of
the Clinic Coordinator as needed.

Assists with tabulating daily payments and balances and reports to Director and Health
Administrator. Collects and deposits all monies received by clinic into bank account in the
absence of the Clinic Coordinator or Director.
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In the absence of the Clinic Coordinator, provides referrals to applicable office of health insurance
consumer assistance or other appropriate agency regarding patient questions related to insurance
coverage and/or plans and enrollment.

Collaborates with the Clinic Coordinator to plan community engagements. Assists in community
outreach through public speaking for social service organizations, other requests for education, or at
health fairs, and assists in marketing plan development, as requested.

Attends educational and training sessions as required.

Performs related duties as assigned.

I. JOB REQUIREMENTS AND DIFFICULTY OF WORK:

High school diploma or GED. Medical office experience and education in public health, reproductive
health, or general education preferred. Public speaking skills required.

Knowledge of department procedures and standard office policies, and ability to apply such knowledge
to a variety of interrelated processes, tasks, and operations.

Working knowledge of basic bookkeeping, with ability to properly collect and receipt payment,
total and balance daily receipts, and prepare bank deposits and various financial reports as
needed.

Knowledge of Standard English grammar, spelling, and punctuation, ability to type with speed and
accuracy and prepare correspondence accordingly.

Working knowledge and understanding of Federal Health Insurance Portability and Accountability Act.
Ability to provide public access to or maintain confidentiality of department information and records
according to state requirements.

Ability to type with speed and accuracy and properly operate a variety of standard office equipment,
including computer, printer, telephone, fax machine, typewriter, and copier. Ability to operate
department computer software programs.

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

Ability to effectively communicate orally and in writing with co-workers, other County departments,
clients, accreditation and regulatory agencies, providers, community organizations, physicians’ offices,
Bloomington Hospital Laboratory, and the public, including being sensitive to professional ethics,
gender, cultural diversities, and disabilities.

Ability to work alone with minimum supervision and with others in a team environment.

Ability to work on several tasks at the same time and work rapidly for long periods, occasionally under
time pressure.
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Ability to understand, memorize, retain, and carry out written or oral instructions.
Ability to occasionally work extended hours.

II. RESPONSIBILITY

Incumbent performs a variety of duties with work priorities and schedules determined by a formal
schedule and supervisor. Assignments and objectives are set jointly by supervisor and incumbent,
following standard operating policies and procedures. Periodically, decisions are made in the absence of
specific policies and/or guidance from supervisor. Errors in work are primarily detected or prevented
through standard bookkeeping checks, supervisory review, and notification from other departments,
agencies, and/or the public. Undetected errors could result in loss of time to correct errors and loss of
money to the department.

III. PERSONAL WORK RELATIONSHIPS:

Incumbent maintains frequent contact with co-workers, other County departments, clients, accreditation
and regulatory agencies, providers, community organizations, physicians’ offices, Bloomington Hospital
Laboratory, and the public for the purposes of exchanging information and responding to inquiries.
Incumbent reports directly to €linie Manager. Director of Clinical Services And Case Management

IV. PHYSICAL EFFORT AND WORK ENVIRONMENT:

Incumbent performs duties in a clinical setting, including sitting and walking at will sitting for long
periods, lifting/carrying objects weighing under 25 pounds, reaching, bending, keyboarding, close/far
vision, speaking clearly, hearing sounds/communication, and handling/grasping objects.

Incumbent is occasionally required to work extended hours.
APPLICANT/EMPLOYEE ACKNOWLEDGMENT

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

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

Applicant/Employee Signature Date

Type or Print Name
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I have reviewed the job duties, requirements and responsibilities contained herein with the employee.

Department Head/Supervisor Signature Date

Type or Print Name

Clinical Assistant PT, Original
AMENDED 11/9/2024
Page 4



___ JOBCLASSIFICATION REVIEW FORM =

County of Monroe, Indiana
An Equal Opportunity Employer

This form is to be completed by the employee holding the position and/or the Elected Official/
Department Head having hiring, promotion, and termination authority for the office/department. This
form is intended to serve as a classification evaluation instrument for the Monroe County Council and
Personnel Administration Committee in reviewing requests for classification of jobs.

Review the “Job Classification and Compensation Maintenance Plan” prior to completing this
form to ensure the proper procedures have been taken regarding adding or reviewing a position.

* Attach additional pages as needed; return completed form to the COUNCIL ADMINISTRATOR

ini i Fund-A t=
woete Clinical Assistant Looaron 8126/8150-17801-9624
Department Health Date 04/2 9/2024

DF ull-time art—time [:hxempt on-exempt
Current Classification part-tlme Requested Classification

2061 _hr 20.61 hr

Proposed pay $ per

Current pay $

Employee(s) in this position: (attach supplemental sheet if necessary)

Debbie Deckard

TYPE OF ACTION REQUESTED

. reate position Abolish position EISeniority review
| Rualifications requirements review Pay policy application/interpretation issues
.' eclassification due to change in duties, responsibilities, work conditions, etc.

Dther Please describe:

Questions 1 through 3 to be completed jointly by the employee and/or
Elected Official/Department Head initiating the review

1. Describe why this new position/added employee/classification review is necessary.

Update job description
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2. Have you previously requested this new position/added employee/reclassification of this existing
position? desno

If yes, describe date and outcome of that request:

3 If this is a request for classification review of an existing position, review the current job
description and make any revisions that are necessary to describe the job being performed.
Attach a copy of the existing job description with your revisions marked with Bold Red for

additions and Strikethrowgh for deletions.

Do these revisions constitute additional duties and responsibilities since the adoption of the
existing job descriptiones Dno

If not, explain why the existing description is no longer accurate:

Yes; additional duties to provide back-up assistance

Questions 4 through 8 to be completed by Elected Official/Department Head

4. Are the job functions described on this form currently being performed by your office/
department? . es|:|no If yes, name those job title(s) and classifications:

1o site CliNical Coordinator COMOT C

*(lassification

1o e CiN@Ncial Manager PAT B

*(Classification

Job title #*Classification

* Current classification of position may be impacted by the creation of or reclassification of
another position.

5. Is this request a result of new legislation, a mandate, or litigation?Des o
If yes, specify statute citation and/or case:

6. Is this request based on increased volume of workDeso If yes, please explain:
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g If you answered yes, to question 6, are there existing technologies that could lessen the volume
for this or related positions? es 0 If yes, please describe, including estimated costs:

8. State specifically how creation of a new position/added employee/reclassification of this position
would benefit the County:

By providing continuity of services in the absence of other employees

AUTHORIZATION BY EMPLOYEE:

Signature of employee(s) assigned to the position being considered for reclassification.

['understand that this request in no way jeopardizes my employment, and that if the reclassification
review proceeds, it may result in the position being upgraded, downgraded, or remaining classified the

same.
Dotk i jﬁﬂ 04/29/2024

Employee si'gnature = ' Date

Employee signature Date

Employee signature Date

Employee signature Date

AUTHORIZATION BY APPOINTING AUTHORITY:
Signature required by Elected Official/Department Head

[ have reviewed this reclassification request with the employee(s), andlZlagreeDisagree.
If disagree, please comment:

[ understand this request is subject to an organizational assessment of my office/department employment
operations, and that I will be available to personally participate and provide requested information to the
County Council, Personnel Administration Committee, and consultants of the Council.

Lori Kelley 04/29/2024

Signature of Elected Official/Department Head Date

Name typed or printed || ;. Kelley
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POSITION DESCRIPTION
COUNTY OF MONROE, INDIANA

POSITION: Publie Health-Liaisen-Director of Public Health Preparedness
DEPARTMENT: Health

DIVISION: Public Health Preparedness

WORK SCHEDULE: 8:00 a.m. — 4:00 p.m., M-F

JOB CATEGORY: PAT B (Professional, Administrative, Technological)

DATE WRITTEN: October 2023 STATUS: Full-time

DATE REVISED: FLSA STATUS: Non-exempt

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

£ i ) . 1 h.

Incumbent serves as the Director of Public Health Preparedness, responsible for leading the
Monroe County Health Department’s Public Health Preparedness Division in accordance with the
Department’s Mission, supervising and directing assigned personnel, leading public health
emergency preparedness activities, trainings, and response efforts, directing and overseeing the
department’s webmaster needs and managing divisional programs and services.

DUTIES:

Directs and oversees assigned personnel of the Division, including hiring and firing personnel,
orienting new subordinates, planning, and delegating work assignments, providing training and
development, ensuring compliance with divisional goals and quality improvement initiatives, and
providing corrective instruction. Reports and collaborates on identified issues with the Health
Administrator.

Directs and oversees the Division’s outreach on public health emergency and infectious disease
education, including public education, school programs, health fairs, and media messaging, and submits
reports.

Directs and oversees the Division’s with public health emergency planning, including assisting with
development of emergency and safety preparedness plans, coordinating, and preparing emergency
protocols, responding to public health emergencies, and ensuring compliance with regulations.

Tracks and analyzes public health information, public health threats, emergencies, and infectious disease
reports, and monitors active outbreak case numbers, and submits reports to the Health Administrator
on a weekly basis.

Oversees divisional requirements to ensure compliance with accreditation standards.

Directs and oversees the Department’s technology needs, including developing reports and
electronic files, directing various technological and/or GIS-related department projects,
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developing and implementing training for new employees on uses of technological systems, and
overseeing troubleshooting with department software systems.

Responsible for database management and providing project management for Health
Department projects including planning and implementation of technological systems and
electronic forms.

Responsible for maintaining all Department sponsored webpages, ensuring information is
relevant and up to date. Responsible for managing all Department sponsored social media
platforms, including but not limited to, providing information on educational materials and
community outreach events.

May serve as the Department’s Crisis and Risk expert during emergencies, ensuring protocols
and response efforts are properly enforced in accordance with local, state, and federal laws.

In collaboration with the Health Administrator, directs, and facilitates the virtual portion of the
Board of Health meetings, ensuring compliance with local, state, and federal laws and
regulations. Responsible for preparing legal notices and meeting notices for public meetings in
accordance with the law and in collaboration with County legal.

Assists with the preparation of meeting agendas, packets, and minutes and provides to Health
Administrator for review prior to distribution.

Under the direction of the Health Administrator and when essential, provides external
communications to the public regarding public health matters, including but not limited to,
emergencies, threats, education, and/or general matters of awareness.

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

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

May serve as media liaison including assisting in distribution of press releases to news media, State
agencies, and County departments as directed by the Health Administrator.
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Releases for distribution, ordinances, contracts, and resolutions to news media, State agencies, County
departments, and for Commissioners’ public meetings.

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

Collaborates with community partners to ensure fatality prevention initiatives are implemented in the
local community. Assists Health Administration with developing equity-focused fatality prevention
strategies addressing disparities in maternal and infant mortality.

Collects and compiles data for all department's programs and provides detailed reports.

Maintains up-to-date lists of internal and external contacts and stakeholders, including media and
community partner contacts.

Assists Responsible for with-overseeing and ensuring equitable access to vaccines and other medical
countermeasures needed in an emergency, in collaboration with the Health Administrator

May Will serve as point of contact and liaison between Incident Command Participants.
Serves as liaison between the Department and external agencies.

Assists the Environmental Health Services Division with outreach and education on safe private well
water quality and best practices.

Performs related duties as assigned.
I. JOB REQUIREMENTS:

Master’s degree Preferred. Baccalaureate Degree in related fields of Public Health, Public Policy,
Health Science, or Nursing or EMT or LPN certifications.

Ability to meet all hiring and retention requirements, including passage of a drug test and background
check.

Possession of or ability to obtain and maintain CPR and Basic Life Support (BLS) certifications.

Working knowledge of and ability to make practical applications of health emergencies, and infectious
diseases.

Working knowledge of maternal and infant mortality disparities.
Working knowledge of equity-focused facility prevention strategies.

Working knowledge of basic computer skills including word processing, spreadsheet, email, and
Department-specific software applications with ability to apply such knowledge to a variety of
interrelated processes, tasks, and operations.

Working knowledge of standard English grammar, spelling, and punctuation and ability to prepare

correspondence and written reports as required.
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Ability to properly operate standard office equipment, including computer, telephone, calculator, and
printer.

Ability to and knowledge of data collection and clinical care.

Ability to rationally and collected in emergency situations.

Ability to provide public access to or maintain confidentiality of Department information and records
according to state requirements including HIPAA regulations.

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

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

Ability to compile, collate, and classify data.

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

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

Ability to plan and present public speaking presentations.

Ability to plan and layout assigned work projects and apply knowledge of people and locations.
Ability to count, compute, and make arithmetic calculations.

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

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

on-rotation basis.

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

II. DIFFICULTY OF RK:

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

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

IV. PERSONAL WORK RELATIONSHIPS:

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

Incumbent reports directly to Health Administrator.
V. PHYSICAL EFFORT AND WORK ENVIRONMENT:

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

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

APPLICANT/EMPLOYEE ACKNOWLEDGMENT

The job description for the position of Director of Public Health Liaisen Preparedness for the Monroe
County Health Department’s Public Health Preparedness Division 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

OSSO OOIOOOO<>
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I have reviewed the job duties, requirements and responsibilities contained herein with the employee.

Department Head/Supervisor Signature Date

Type or Print Name
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JOB CLASSIFICATION REVIEW FORM

County of Monroe, Indiana
An Equal Opportunity Employer

This form is to be completed by the employee holding the position and/or the Elected Official/
Department Head having hiring, promotion, and termination authority for the office/department. This
form is intended to serve as a classification evaluation instrument for the Monroe County Council and
Personnel Administration Committee in reviewing requests for classification of jobs.

Review the “Job Classification and Compensation Maintenance Plan” prior to completing this
form to ensure the proper procedures have been taken regarding adding or reviewing a position.

e Attach additional pages as needed; return completed form to the COUNCIL ADMINISTRATOR

Tob title Director of Public Health Preparedness E‘;Eg;l‘ggc»ﬂlgti -10183-0000

Health o 04/29/2024

Department

v [Full-time Part-time Exempt v Non-exempt

Current Classification PAT B
25.99 oo N

Requested Classification PAT D

30.59 hr

Proposed pay $ per

Current pay $

Employee(s) in this position: (attach supplemental sheet if necessary)

Not currently filled

TYPE OF ACTION REQUESTED

v Create position Abolish position Seniority review
Qualifications requirements review Pay policy application/interpretation issues

/ Reclassification due to change in duties, responsibilities, work conditions, etc.
Other Please describe:

Questions 1 through 3 to be completed jointly by the employee and/or
Elected Official/Department Head initiating the review

1. Describe why this new position/added employee/classification review is necessary.

To provide a division director of emergency preparedness

To provide additional personnel and division oversight of the division. To fulfill core service requirements
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2. Have you previously requested this new position/added employee/reclassification of this existing
position? Oyes@no

If yes, describe date and outcome of that request:

3. If this is a request for classification review of an existing position, review the current job
description and make any revisions that are necessary to describe the job being performed.
Attach a copy of the existing job description with your revisions marked with Bold Red for

additions and Strikethrough for deletions.

Do these revisions constitute additional duties and responsibilities since the adoption of the
existing job description? / yes 0

If not, explain why the existing description is no longer accurate:

Questions 4 through 8 to be completed by Elected Official/Department Head

4. Are the job functions described on this form currently being performed by your office/
department? esly/|no  If yes, name those job title(s) and classifications:

Job title *Classification
Job title *Classification
Job title *Classification

* Current classification of position may be impacted by the creation of or reclassification of
another position.

5. Is this request a result of new legislation, a mandate, or litigation?|y/ yes| o
If yes, specify statute citation and/or case:

SB 4

6. Is this request based on increased volume of work? eslV'ho If ves, please explain:
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7. If you answered yes, to question 6, are there existing technologies that could lessen the volume
for this or related positions?| yes| [no If yes, please describe, including estimated costs:

8. State specifically how creation of a new position/added employee/reclassification of this position
would benefit the County:

By providing additional personnel necessary to oversee and direct the division of emergency preparedness

To provide department equity with positions and division structures

AUTHORIZATION BY EMPLOYEE:

Signature of employee(s) assigned to the position being considered for reclassification.

I understand that this request in no way jeopardizes my employment, and that if the reclassification
review proceeds, it may result in the position being upgraded, downgraded, or remaining classified the

same.
04/29/2024
Employee signature Date
Employee signature Date
Employee signature Date
Employee signature Date

AUTHORIZATION BY APPOINTING AUTHORITY:

Signature required by Elected Official/Department Head

I have reviewed this reclassification request with the employee(s), and / horee isagree.
If disagree, please comment:

I understand this request is subject to an organizational assessment of my office/department employment
operations, and that I will be available to personally participate and provide requested information to the
County Council, Personnel Administration Committee, and consultants of the Council.

Lori Kelley 04/29/2024

Signature of Elected Official/Department Head Date

Name typed or printed

Lori Kelley
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Date {4/29/2024

Employee Job Questionnaire

COUNTY OF MONROE, INDIANA

The County of MONROE, Indiana has retained Waggoner, [rwin, Scheele & Associates to update the County’s job
descriptions, which includes an updated description of your position. The information you supply on this questionnaire
will be used to draft that description.

Position Title: [Director of Public Health Preparedness |

Department: [Health |

Employee Name: |N A |

FLSA Status: QO Exempt O Non-exempt

e Purpose °
This questionnaire is intended to secure accurate information regarding essential elements of your position, including

* the duties you currently perform

* the requirements (skills, education, etc.) of your position
» the nature of your responsibilities

» the nature of supervision over your work

* the nature of your communication with others

This questionnaire is not
* an efficiency analysis

* a department reorganization study
 a measure of how well you perform your duties

e [nstructions *

1. Please read the entire questionnaire carefully before answering any questions to avoid duplicating your responses. If
you need more space on any question, please attach additional pages.

2. Take time to answer each question carefully and completely. It is essential that your responses be clear, concise, and
thorough to ensure that the job description prepared for your position will accurately describe your duties and
responsibilities.

3. Please include an explanation of abbreviations, technical language, or specialized references you use on this

questionnaire to ensure our understanding of them.

4. Please feel free to use any existing job description for reference purposes or completing the duties section. Please
attach any referenced job description and respond to questions in the remaining sections of the questionnaire.

DO NOT DETACH THIS INSTRUCTION SHEET
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Helpful Hints for

Completing the Job Questionnaire

Please be aware that this project does NOT involve performance evaluations of individuals. We aren’t collecting
information about how you perform, only what you perform. This questionnaire is designed to help you identify
and describe important aspects of your job.

If you do not understand something or have a question, write a note directly on the questionnaire and a Waggoner,
Irwin, Scheele & Associates, Inc. staff member will discuss it with you.

Keep in mind that a job description provides a “snap shot” of the basic functions of a position — it is not a
procedural manual with excess detail of every step in a process. In other words, a job description should provide
just enough information that the reader understands the essential functions and the skills necessary to perform the

job.

It may help to imagine you have been promoted, and this questionnaire will be used to train the new employee in

this position. Begin with the tasks on which you spend most of your time, or that are of greatest importance, then
work your way through your basic duties until you describe periodic tasks. Following are some hints for writing

clear duty statements:

o You may use abbreviations or acronyms, but please write the full term at the top of the page, or the first time
you use them; for example, “Maintains statistics on computer for Indiana Department of Environmental
Management (IDEM).”

o Also, explain any terminology that may be unique to your department, such as report names and form
numbers. For example, “Complete X0325 forms” may be something you do every day, but it is very likely that
no one outside your department would have any idea what is involved. It would be better to say, “Complete
payment assistance application forms.”

o Are machines, equipment, or special tools involved in accomplishing tasks? For example, “Post payments”
could involve a computer or writing in manual ledgers, and “Update maps” could be done with drafting tools or a

computer.

Throughout the remainder of the questionnaire, read and follow directions carefully. Use specific examples to
illustrate your answers whenever possible, and remember to note any questions you have.

Thank you for your valuable time!
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Section I
Essential Functions of Position

1. Please summarize, in one sentence, the primary purpose of your position as you understand it.

Directing and overseeing assigned personnel, including hiring and firing decisions, orienting new
subordinates, and delegating work.

2. Describe in detail the primary duties and functions of your position. Those duties which you perform daily
or that require a substantial portion of your time should be listed first, with the duties that are performed less
frequently or that require lesser portion of your time listed last. Please attach a copy of existing job description, if
applicable.

If Duties Section of your existing job description is accurate please note “see existing description’ and/or add
any additional duties NOT listed on your existing job description.

Below is a scale that rates how essential a job duty/function is to your position and how frequent that duty/function
is performed. Once you have described the primary duties and functions of your position, please indicate the
essentiality and frequency. For example,

Essentiality Frequency
Supervise subordinate personnel B G
ESSENTIALITY FREQUENCY
A= Marginal function of the job C= Perform annually at a minimum
B= Essential function of the job D= Perform quarterly at a minimum

E= Perform monthly at a minimum
F= Perform weekly at a minimum
G= Perform on regular (daily) basis

List Primary Duties: Essen Freq

1. |Responsible for leading the Monroe County Health Departments
Public Health Preparedness Division in accordance with the B [~llc [+
Departments Mission

2. [Supervising and directing assigned personnel
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Orienting new subordinates and providing training and development

B |[Y|E |~
Planning and delegating work assignments, ensuring compliance
with divisional goals and quality improvement initatives. B [~llc |~
Directing and overseeing the departments webmaster needs and
managing the departments technology platforms B [~][GC [~
Directs public health emergency planning, including assisting with
developing emergency and safety preparedness plans B -1 [~
Tracks and analyzes public health information, public health threats,
emergencies, and infectious disease status in the community B |~{IG |~
Oversees divisional requirements to ensure compliance with
accreditation standards B |[~IE |~

Provides project management direction for health department
projects including planning and implementation of technological B [~IIF |+
systems and electronic forms
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10. |Directs activities with community organizations and local schools
with emergency response plans and ensures compliance with local, B [~lE [+
state, and federal requirements

11. |[Ensures compliance with established mutal aid agreements with
surrounding couties and particiaptes in state-wide public health B [~|[P [~
training exercises

12. |Assists and trains public and private organizations in disaster
response protocols B |~ID |~

13. |Responsible for overseeing and ensuring equitable access to
vaccines and other medical countermeasures needed in an 5 D
emergency

14. [Serves as a point of contract and liaison between Incident
Command Participants B |~llC |~

Section I1

Job Requirements/Training/Certification

1. Check level of formal education that is required for your position. When specifying college degrees, please
identify acceptable fields of study.

[ High school diploma/GED [ ] Associate Degree Baccalaureate Degree [ | Masters Degree

|:| Other (Please describe): | |

Acceptable fields of study:[Public Health, Public Policy, Health Science, Nursing |

2. Specialized training, certification, and/or specific experience required for your position (such as Certified
Public Accountant).

CPR/BLS

Mental Health and First Aid Training Certificate

Stop the Bleed Certification
National Incident Command Structure Certification
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3. Describe the required knowledge, skills, and abilities necessary to perform your duties effectively (such as
budgeting, grant writing, public speaking).

Emergency response efforts, grant management, budgeting and recordkeeping, data
management, project management

4. Briefly list those information sources that you use regularly in the performance of your duties (e.g.
professional journals, reference works, textbooks, legal codes, technical manuals).

Reference works, technical manuals, professional journals, and legal codes

5. Does your position require that you have a valid driver's license? ® Yes (O No If yes, for which duties?

6. Does your position require you to be at least 21 years of age? O Yes ®No

7. Does your position require passage of a:

Medical exam? OYes ®No
Drug test? ®Yes ONo
Psychological exam? OYes ®No
Written exam? OYes ®@No
Other tests:

8. Check and list equipment you operate as a regular part of performing your duties:
Computer ] Typewriter Calculator DTranscriber/dictaphone Vehicle
[]Other (Please describe)

9. Your fundamental job duties may involve some relationship between you and data (i.e. information, facts,
figures, measurements, statistics, notes, reports). Check the following statements that most accurately
describe your involvement with data.

[ ]Compare or observe similarities and differences between data, people, or things.

[]Compute, perform arithmetic operations, such as measuring, figuring, tabulating test/survey results, developing
operating budget, determining charges.

DCompile, collate, or classity data.

|:|Analyze, evaluate, observe, diagnose, investigate.

[v]Coordinate, place, make determinations, take action based on data analysis.

[]Fabricate data to discover facts or develop concepts or interpretations.
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10. Your fundamental job duties may involve the ability to deal with spoken and written materials, from
simple instructions to complex sources of information or ideas. Check the following statements that most
accurately apply to your job responsibilities.

[ ] Understand and follow oral or written instructions; write notes; request information or supplies in writing or
orally (example: copy a list of names and addresses; discuss work instructions with supervisor, enter data on
computer from a report).

[] File, post, mail materials; copy data from one document to another; interview to obtain information (example:
keep record of purchase orders; discuss list of products with customers, take phone messages/customer
complaints).

[] Read work rules; use standard English grammar, spelling, pronunciation; speak clearly, with poise (example:
read copy to type letters, prepare written reports, greet customers and answer their questions).

N

Write/edit reports/news releases/contracts/leases; prepare/give presentations; interview/counsel/advise people
(example: prepare and evaluate technical data; write proposals; counsel clients, negotiate contracts, edit
newsletter).

Section III
Difficulty of Work/Responsibility

1. Which of the following phrases best describes the type of supervision you receive?
O Immediate supervision. Assignments performed according to specific detailed instructions for easily learned,
non-specialized or repetitive duties. No flexibility in the job.

Assignments and objectives set jointly by immediate supervisor and myself. Follow standard operating
procedures or policy and procedural manuals. Must have supervisor's permission to deviate from standard
operating procedures. Some flexibility in the job.

Indirect or occasional supervision. Assignments guided by definite objectives using a variety of methods or
procedures. Plan and arrange own work and only refer to supervisor for unusual matters, such as policy
interpretations. Moderate flexibility in the job.

General supervision. Assignments guided by broad policies and/or general objectives. Establish procedures
and performance standards and interpret policies. Refer to supervisor when interpretations of departmental
policies, programs, expenditures, are thought necessary. Have a high degree of flexibility in the job.

Administrative or advisory direction from a board or CEO. Develop own objectives for area(s) of
responsibility. Establish major administrative unit/departmental policies, procedures, and performance
standards. Accountable for department/unit results. Almost total autonomy in the job.

O ® O O

2. Which of the following phrases best describes the criteria for which your work is reviewed?

Work is reviewed primarily for...
[] Attainment of objectives  [_] Appropriate supervision or direction of assigned operations
] Compliance with precedent [_] Adherence to instructions/guidelines Compliance with legal requirements
[] Technical accuracy Compliance with Department policy Effect on Department goals/objectives
[]Soundness of judgment [] Other (please describe): |

If you checked more than two, please provide explanation:
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3. Check one of the following statements that most accurately describes the judgment you use in performing
fundamental job duties.

O Decisions are always determined by specific instructions or existing, well established policies and procedures.

O On rare occasions, decisions are made in the absence of specific policies and procedures, and/or guidance from
my Supervisor.

@ Periodically, decisions are made in the absence of specific policies, and/or guidance from my supervisor.

O Frequently, decisions are made which are restricted only by organization-wide policies. Little direct guidance
from supervisor.

O Decisions are restricted by only the broadest policy and/or guidance from supervisor.
O Regularly make decisions in absence of policy; subject only to guidance from board/CEO.

4. Which of your duties requires the most judgment and adaptation of your position's guidelines? Please
explain and provide examples.

Emergency response plans and protocols; communicable disease investigations

5. What programs, persons and/or functions are directly affected by the decisions you make?

Public Health Emergency Preparedness programs and employees; the public related to public
health threats and emergencies

6. Give an example of the highest level decision you can make and what person or body (e.g., Board of
Directors, Vice President) can overrule your decision.

Hiring and firing; Health Administrator and/or Health Officer can overrules

Section IV

Personal Work Relationship/Supervisory

1. What is the name and position title of your immediate supervisor?

Supervisor: [Lori Kelley | Title: [Health Administrator

2. Complete A) and B) only if you supervise or direct the work of others:

A) List names and position titles of employees you supervise or direct as a regular part of your duties.

Public Health Emergency Preparedness Coordinator
Public Health Emergency Preparedness Assistant
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B) Check which statements most accurately describe your managerial/supervisory responsibilities.

NEX-Y O 0O

O X

N

N NO

N N

Analyze periodically the workload and the human resource needs of my organizational unit. Recommend
increases and decreases in staff.

Review position documentation for newly created or significantly revised positions. Obtain approval of
supervisor.

Interview candidates for openings and make hiring recommendations.
Make hiring decisions.

Orient new subordinates in the department regarding department policies/procedures and what is expected of
them in the way of performance results.

Plan, delegate and control work assignments and special projects to assigned staff.
Establish specific work goals or quantitative and qualitative standards to be achieved by assigned staff.
Train/develop/motivate assigned staff to improve performance and prepare for higher-level positions.

Determine significant changes in responsibilities and major tasks of assigned staff by reviewing their position
responsibilities on a regular basis.

Evaluate the performance results of assigned staff. Discuss present and past performance with each person.
Keep supervisor informed of performance discussion results.

Review salaries of assigned staff and recommend changes when warranted.
Recommend personnel actions, such as promotions, transfers, demotions.

Keep supervisor and assigned staff informed of organization developments they need to know to carry out their
position responsibilities.

Maintain discipline and recommend corrective action as warranted.

Communicate and administer personnel programs and procedures for my area in accordance with approved
policies.

3. List other departments, agencies, organizations, and others with whom you regularly communicate.

Local, state, and federal governmental bodies; local schools; community health
organizations; nonprofit organizations

4. Check which statements most accurately describe your contact with employees, customers, governmental
officials, or the general public.

[

N O

N

Cooperative Work Relationship: Give and receive information; Give factual information, test results, etc.;
make referrals to other organizations.

Render Service: Explain and interpret policies and procedures. Execute policies; maintain coordination of
department/division operations.

Instruct: Teach or present subject matter to others through explanation, demonstration and supervised
practice.

Negotiate: Exchange ideas, information and opinion with others to form policies, products, programs, and/or
arrive jointly at decisions or solutions to problems.

This document is prepared for exclusive use of Waggoner, Irwin, Scheele & Assoc., Inc., and shall not be duplicated without written consent. © 2019. PAT 9



[l Mentor: Deal with individuals in terms of their total personality in order to advise, counsel and/or guide them
with regard to problems that may be solved by legal, scientific, engineering, clinical, spiritual, or other
professional principles.

Section V
Physical Effort/Work Environment
1. Which of the following best describes your primary working environment?
[] Laboratory Standard office [] Storeroom [ Vehicle  [] Outdoors

[1 Garage/shop [] Manufacturing setting [] Other (please describe):

If you checked more than one, please provide additional explanation.

2. Which of the following best describes your primary working conditions?
ESSENTIALITY

N/A= Not Applicable to job
A= Marginal requirement of job
B= Essential requirement of job

Essentiality Essentiality
B |~| work alone with minimum supervision B |+] work with others in a team environment
B |+| work under time pressure B |+| work rapidly for long periods
B [~]| work on several tasks at the same time B |+|understand and carry out oral instructions
B |+| read/carry out simple written instructions B |v| memorize and retain instructions
B |+~| apply knowledge of people, locations B |+]present findings in oral or written form
B |~| plan and layout assigned work projects A |+] testify in legal proceedings/court
A |~| compute/calculate, such as interest
A []| count, make simple arithmetic additions/subtractions
B [] read/interpret detailed prints, sketches, layouts, specifications, maps
A || prepare detailed reports, such as financial statements, sales activity, product feasibility
B || plan and present public speaking presentations, fund raisers, special events
B |v| sitting & walking at will B |+] sitting for long periods
B [7] standing/walking for long periods A |v| walking on uneven terrain
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~ | work in extreme hot or cold temperatures A |v] work in wet/icy surroundings

~ | respond to emergencies from off-duty status A [+] work with or near chemicals (please list)

v |work near fumes, odors, dust, dirt (please describe)

v |work in a noisy environment (describe noise source)

v |work in confined areas (please describe)

wear protective clothing or equipment (please describe)

~|work in high places, such as ladders, roofs, bucket truck (please describe)

v |work with or exposed to violent/irate individuals (please describe)

~[respond to situations involving potential physical harm to self and others (please describe)

w([[w]|[@|[>]|[Z]|[=]|>]|[Z]|[Z]|[>2]|[>]|]>
4

v | lifting under 25 pounds  |A |~] lifting 25 to 50 pounds A |+] lifting over 50 pounds

¥ | pushing/pulling objects [B | ¥] carrying objects A |v| crouching/kneeling

| bending at waist B [~ reaching A |+| driving
B || close vision B || far vision B |¥| color perception
B || depth perception B || speaking clearly B |¥] hearing sounds/communication
B || handling/grasping objects [B || fingering objects (picking, pinching)

3. List the three most physically demanding activities you regularly perform in your job.

|Lifting emergency supplies and equipment |

|Bending at waist |

[Carrying objects |

4. List the three most emotionally demanding activities you regularly perform in your job.

|Present materials to large audiences on emotially charged topics of disasters and emergencies |

|Respond to situations involving potential harm |

[Work with or exposed to violent/irate individuals |

5. What is your normal work schedule (example, 8 a.m. 4 p.m. M-F)?

8-4, M-F
6. Are you required to: Never Regularly Occasionally
a. work extended hours O @) ®
@) @) ®

b. work weekends
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Never Regularly Occasionally

c. work evenings O O O]

d. travel out of town, but not overnight @) ® O
For what purpose?

[Training/conferences |

c. travel out of town overnight O ® O
For what purpose?
[Trainings/Conferences |
f. respond to emergencies on 24-hr basis O ® O
g. on call on rotation basis @) O @

7. Provide any other examples/information which would be helpful in understanding the physical and=
mental requirements of your job.
May serve as liaisin in emergencies to provide external communications

8. Is your position politically appointed by a recognized Department Head or Elected Official according to=
IC 36-2-16-4? Yes O No ©

Section VI

Certifications

Employee: | certify that the above statements are an accurate and fair description of my position.

Name (print or type) [Not currently filled | Hire date |
Title | | Department | |
Signature | | Date | |

Supervisor: 1 have reviewed the contents of this questionnaire and find the responses to be accurate. Any additions
or modifications I made have been initialed by me and have been discussed with the employee.

Is the position described above, politically appointed by a recognized Department Head or Elected Official
according to IC 36-2-16-4? Yes O No ®

Signature [Lori Kelley |  Date [4/29/2024 |

Please refer any major concerns or questions regarding this questionnaire to

Waggoner, Irwin, Scheele & Associates, Inc.
118 South Franklin Street

Muncie, IN 47305

Phone: (765) 286-5195

Fax: (765) 286-2824
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FLSA EXEMPT/NON-EXEMPT COMPLIANCE QUESTIONNAIRE

NAME New) FOS DL LON
JOB TITLE 0L ‘h‘)t’ o# Foblie HmH«h’PrePG nedhess
DEPARTMENT s |+

DATE ‘1”] 24 aoa%

This questionnaire is designed to assist in determining your “exempt” or “non-exempt”
status under the Fair Labor Standards Act (FLSA). Please answer the following questions.
If a particular question does not apply to you, please circle or insert “NA” to indicate “Not
Applicable.”

1. Is your position classified as Exempt or Non-exempt according to FLSA standards for
overtime purposes?

Exempt Non-exempt (Please circle the appropriate response) Y]{),[/U OS & )ZO(\

2. Are you paid a salary or an hourly wage? mp e C

Salary (Please circle the appropriate response)PU bl \ Q \Af‘w\'\ LL(IM N\

3. Are you currently receiving overtime compensation for hours worked over 40 in a work

k?
@ No (Please circle the appropriate response)

4. Are you currently receiving compensatory time for hours work over 40 in a work week?
Yes) No  (Please circle the appropriate response)

5. If you receive compensatory time, do you receive compensation at the rate of one and
one-half (1 2) times for all hours worked over 40 hours in a work week?

No  (Please circle the appropriate response)

6. Is your primary duty managing a recognized department or subdivision?

No (Please circle the appropriate response)

7. If you answered “Yes” to question 6, what percentage of your work time is spent
engaged in duties that are not directly related to managing your department or subdivision
(such as performing similar duties to subordinates or standard duties that are non-policy
making or non-supervisory?) (Please circle the appropriate response)

NA 5% 10% 15% 25% 30% 35% 40% 45% 50%
55% 60% 65% T0% 75% 80% 85% 90% 95% 100%
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8. Do you interview, select, and hire employees?

@ No  (Please circle the appropriate response) \ﬂ CO u&u}rahm W lM\ Hf a/Hh
© DAMINLSTY Qv

9. Do you interview and make recommendations for hiring new employees?

No (Please circle the appropriate response)

10. Do you recommend compensation levels and/or hours worked for employees?

No  (Please circle the appropriate response)

11. Do you evaluate employees for purposes of recommendations on promotions or other
changes in status?

@ No (Please circle the appropriate response)

12. Do you assign work to employees?

No  (Please circle the appropriate response)

13. Do you resolve employee complaints, grievances, and disciplinary matters?
Yes) No  (Please circle the appropriate response)

14. Do you determine materials and supplies to be used as well as control the distribution
of materials and supplies in your workplace?

No  (Please circle the appropriate response) \ﬂ“(h{ Q[ Q’\D(ﬂ er}egj D[\” ) m

15. Please list the three (3) job dutief that require the greatest percentage of your time?

Duty: OVQY Leing e cSONNR Percentage of time:
Duty: T QNN Jordimne Percentage of time: _ QLD

Duty: f’fl{f@vh} mﬁﬂr}j"mm L'} oM PI i A Percentage of time: A ),

16. Does your position require a baccalaureate degree or advanced degree (such as masters
degree, law degree, or doctorate)?

No  (Please circle the appropriate response)

17. Please list the t{&e\ of 6egree or degrees required, if applicable:

Cublic bl ¢ POILCY
AVIRAT SCIE(\'IQJHLNS!@ e
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18. Please list an example or examples of how you directly apply your degree or degrees to
erform your position, if applicable:

weching e dms ard achvihes Hnensive campelyance
mli(h N et teADT, Commimi Cable ALsaise Wm’hf@
ANk m'm;ru r%mmes A onb\u hPme —hnats. ;

w1

ORI (ﬂ(‘r(‘jrmp e

O eilnS Are Podpyied )
gl Tstate  and e deral Tans
19. If your position requires a baccalaureate degree or advanced degree (such as masters
degree, law degree, or doctorate), what percentage of your work time is spent engaged in

duties that are not directly related to using the knowledge obtained from such a degree?
(Please circle the appropriate response)

NA 5% (J0% 15% 20% 25% 30% 35% 40% 45% 50%
55% % 65% T70% 75% 80% 85% 90% 95% 100%

20. Please list the number of employees you supervise by job titles and indicate full-time or
rt-time status:
(bl Vel argeccty
A= m{)
CAAA }

21. Of those employees listed in question 20, do you have the authority to discipline and
terminate?

(Yes) No  (Please circle the appropriate response) dl-S' (}l_/() me g‘ r@commﬂd Jﬁf wmhbﬂ

22. Does your position allow you to make independent policy decisions, free from
immediate supervision, regarding matters of significant importance to your employer?

Yes) No (Please circle the appropriate response)

23. Please list an example or examples of the highest level policy decision you are
authorized to make:
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24, Please list an example or examples of the highest level budgetary decision you are
authorized to make:
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25. What is the annual budget for your department or subdivision?
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POSITION DESCRIPTION
COUNTY OF MONROE, INDIANA

POSITION: Registrar-Director of Vital Records and Administrative Support

DEPARTMENT: Health

DIVISION: Vital Records and Administrative Support

WORK SCHEDULE: As Assigned

JOB CATEGORY: COMOT-C(CompirterOffice- Machine Operation—Feehnicier-P AT

DATE REVISED: July 2013 STATUS: Full-time

DATE REVISED: February 2021, January 2024 FLSA STATUS: Nen-exempt
Exempt

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

Incumbent serves as the Director of Vital Records and Administrative Support, in the Monroe
County Health Department’s Vital Records ad Administrative Support Division, responsible for
directing and overseeing the Division’s programs and services, supervising assigned personnel,
planning and delegating work assignments, and leading the Division in accordance with the
department’s mission and vision.

DUTIES:

Supervises Directs and oversees the personnel of the Division;—assigned-personnel, including
making-hiring-and-terminationrecommendations, including hiring and firing decisions for

assigned personnel, approving time off requests for assigned personnel, interviewing applicants,
monitoring employee work performance, and-making planning work assignments and-including
developing and enforcing employee schedules to maximize division performance, ensuring quality
control standards are met, delegating responsibilities, providing training and corrective instruction,
and evaluating performance.

Develops and directs the Division’s planning process to ensure the division is ready and compliant
with standards necessary for Public Health Accreditation.

Directs and oversees the collection of service statistics for the Division, ensuring compliance with
all applicable state, federal, and local laws and requirements for Health First Indiana Core
Service Requirements, applicable to the Division.

Directs and oversees record retention practices, ensuring compliance with all local, state, and
federal laws and regulations. Attends meetings with government agencies to stay informed and
disseminate information to assigned personnel.
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Directs and leads the division for quality improvement initiatives, program activities, annual
goals, strategic planning, and accreditation in collaboration with the Health Administrator.

Responsible for disseminating information from the Health Administrator to assigned personnel
on all Health Department changes, including but not limited to, legislative changes affecting public
services, services available, vaccine supply, local communicable disease concerns, public health
emergencies, family planning services, health education and harm reduction outreach activities,
and services being provided through community agreements and/or contracts.

Responsible for directing, developing, and implementing workarounds for the Division when
internal and external systems fail for service continuity.

Oversees and maintains all vital records databases to ensure quality assurance of records storage
and accurate daily records input. Performs routine audits for quality assurance purposes,
forwarding issues to the Health Administrator for collaboration on improvement needs to improve
division performance.

Ensures timely implementation of all statute changes and monitors national trends and
recommendations for future necessary changes to remain legally compliant.

Monitors, maintains, and implements all internal records management software reporting systems
and manages all information for the Division. Manages cash receipts and credit card functions,
ensuring timely processing of reports and incoming fees.

Registers and trains new hires for access to receipt program, birth and death systems, and online
ordering system. Monitors and instructs new hires on required new hire training and obtaining their
notary license. Adds new hire to email distribution lists and enrolls in professional memberships.
Approves conference and training requests and forwards for approval. Oversees Vital Reeords Division
employee timekeeping and notifies Health Administrator of any issues.

Directs and oversees daily operations of the Vital- Reeerd Division including assigning personnel to
answering telephone and receiving office visitors, taking messages, directing callers to appropriate
persons or department, and responding to inquires as appropriate, providing international travel
information, and tracing genealogical records. Notarizes documents as requested.

Oversees opening and closing procedures, ensuring balances for all receipts with applications are
accurate and making daily bank deposits. Collaborates with Financial Manager, to correct any
discrepancies in monthly Report of Collections.

Compiles all required data and statistics and prepares a variety of reports as required for daily
operations and State/Federal statistical reporting requirements related to Department Vital
Records, cause of death data, infant mortality, etc.

Totals and balances daily receipts and prepares bank deposits. Prepares monthly report of collections for
fees collected and deposited in general fund as requested.

Receives applications for food licenses, real estate, septic system, pool, trash hauler, campgrounds, and
other permits. Collects and receipts fees for permits and files documents accordingly.
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Participates in code review process making suggestions to Health Administrator. Follows through on
code changes affecting Vital Records and other sections as fee changes warrant. Maintains and updates
internal fee collection program with any changes.

Participates in accreditation process and quality improvement projects as assigned.
Serves as a backup to monitor Health Department email inbox, forwarding to appropriate persons.

Prepares, records, and preserves vital records according to Indiana Department of Health (IDOH)
guidelines, including ensuring proper processing and filing of all vital records, transferring records and
compiling required reports, and working with IDOH personnel/officials to coordinate services and
resolve problems with procedures and individual records as required. Oversees records retention for
Vital Records according to state guidelines, receiving and fulfilling public records requests for birth and
death certificates.

Amends local health records according to state guidelines for amendments by notification, court order,
correction affidavits, and adoptions, including locating original records and making appropriate
amendments.

Issues certified birth and death certificates as requested, including assisting individuals with completing
applications, processing certificates, making and certifying copies, and collecting and receipting
payments. Provides Auditor with County death reports. Provides infant mortality report and reports of
minor’s death to officials.

Assists funeral homes and/or families with processing electronic death records as appropriate, including
verifying accuracy of forms, filing, and preparing records for filing with IDOH, preparing indexing
accordingly, and providing current information regarding regulations and forms for death records to
funeral homes and health care providers.

Assists with preparing and processing new birth records with the state, including receiving birth
notifications from hospital, reviewing physician verification, sending, and processing birth record
verifications to/from mothers, and forwarding records to state. Updates birth record index accordingly.
Prepares amendments to birth records and responds to court orders for birth record changes as needed
forwarding appropriate forms to state agency as required.

Serves as backup for the Financial Manager position, including but not limited to preparing and
submitting accounts payable claims to Health Administrator and Health Officer for review, and
forwarding approved documentation to Auditor’s Office for processing. Tracks accounts payable
checks accordingly. Prepares bi-weekly departmental payroll and maintains department payroll records
and ledgers ensuring appropriate funding sources for payroll, reconciling department ledger totals and
submiting to Health Administrator for review and approval. Serves as backup for the Financial
Manager position with grant management and grant invoice processing, forwarding to the Health
Administrator for review and submission.

Composes and prepares a variety of letters, memos, reports, and other correspondence for approval by
Health Administrator to be distributed to local, state, and federal agencies as required. Assists with
proper retrieval and filing of Vital Records and maintains filing systems accordingly. Updates State
Regulations books as assigned.
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Works with personnel from Social Security, U.S. Military, FBI, Department of Immigration, U.S.
Ambassadors, and a variety of other county and local government departments, social agencies, and
professionals to request and/or provide birth/death verifications and related information.

Monitors and replenishes departmental forms and supplies, completing and managing supply orders and
coordinating other office needs, forwarding orders for review and approval. Maintains
repair/maintenance contracts, orders repairs on office equipment, and recommends renewal of service
contracts.

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

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

Notification System where assigned.

Participates in accreditation process and quality improvement projects as assigned. Attends education
workshops and training seminars as required.

Performs related duties as assigned.

I. JOB REQUIREMENTS AND DIFFICULTY OF WORK:

A degree in Accountmg or Busmess from an accredlted 1nst1tut10n with 6 years related experlence
preferred. A .

e*peﬂeﬁee—mﬁeeeimtmg—reqm-red Ab111ty to speak addltlonal languages preferred

Possession of or ability to obtain and maintain possession of an Indiana Notary Public license, National
Incident Management System (NIMS) certification, and Indiana Vital Records Association (IVRA)
certification. Capstone Certification must be obtained within five (5) years of hire date.

Thorough knowledge of standard policies and practices of Monroe County Health Department, with
ability to apply appropriate procedures accordingly.

Thorough knowledge of legal requirements and proper procedures for processing, filing, certifying, and
releasing vital records information with ability to assure proper maintenance of department files, and
apply and interpret procedures.

Working knowledge of basic bookkeeping, with ability to properly collect and receipt payment, total and
balance daily receipts, and prepare bank deposits and various financial reports as needed.

Working knowledge of standard English grammar, spelling, and punctuation, ability to type with speed
and accuracy, and ability to use standard office equipment, including department computer software,
computer, calculator, printer, postage meter, vehicle, keyboard, telephone, copier, and fax machine.

Ability to accurately prepare, verify and file department information and maintain complete and accurate
records as directed.

Registrar - AMENDED
PENDING APPROVAL 1/19/2024
Page 4



Ability to use resources, including Indiana Code, Vital Statistics Manual, Monroe County maps, GIS,
Indiana Birth Registration System, VitalChek Tutorials, Indiana Death Registration System.

Ability to effectively communicate orally and in writing with co-workers, other county departments,
funeral homes, care givers, vendors, various state agencies, and the public, including being sensitive to
professional ethics, gender, cultural diversities, and disabilities.

Ability to supervise assigned personnel, including making hiring and termination recommendations,
interviewing applicants, monitoring and making work assignments and schedules, delegating

responsibilities, providing training and corrective instruction, and evaluating performance.

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

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 compile, collate, and classify date and take action based on data analysis.
Ability to work alone with minimum supervision and with others in a team environment.

Ability to work on several tasks at the same time and work rapidly for long periods, occasionally under
time pressure.

Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in
written form.

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

Ability to respond swiftly and rationally to emergencies on 24-hour basis.
Possession of a valid Indiana driver’s license and demonstrated safe driving record.

II. RESPONSIBILITY:

Incumbent performs regular and recurring registrar duties, exercising judgment in ensuring compliance
with record and confidentiality requirements. Incumbent performs duties according to a flexible,
customary routine with priorities determined by service needs of the public. Errors in work are generally
detected. Undetected errors may result in loss of time for correction and inconvenience to department,
other government agencies, and members of general public.

III. PERSONAL WORK RELATIONSHIPS:

Incumbent maintains communication with co-workers, other county departments, funeral homes,
vendors, various state agencies, and the public for a variety of purposes, including processing permits,
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applications, and vital records, collecting and receipting fees, coordinating services and procedures, and
providing, requesting, and/or verifying Department information.

Incumbent reports directly to Health Administrator.

IV. PHYSICAL EFFORT AND WORK ENVIRONMENT:

Incumbent performs duties in standard office environment, including sitting/walking at will,
lifting/carrying objects weighing under 25 pounds, bending, reaching, keyboarding, driving, close/far
vision, crouching/kneeling, speaking clearly, hearing sounds/communication, and handling grasping
objects.

Incumbent occasionally works extended hours, travels out of town for training and conferences,
sometimes overnight, and responds to emergencies on a 24-hour basis.

APPLICANT/EMPLOYEE ACKNOWLEDGMENT

The job description for the position of Registrar Director of Vital Records and Administrative
Support for the Monroe County Health Department’s Vital Records and Administrative Support
Division 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. [ 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

OOOOO5O55<O<<><>

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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JOB CLASSIFICATION REVIEW FORM

County of Monroe, Indiana
An Equal Opportunity Employer

This form is to be completed by the employee holding the position and/or the Elected Official/
Department Head having hiring, promotion, and termination authority for the office/department. This
form is intended to serve as a classification evaluation instrument for the Monroe County Council and
Personnel Administration Committee in reviewing requests for classification of jobs.

Review the “Job Classification and Compensation Maintenance Plan” prior to completing this
form to ensure the proper procedures have been taken regarding adding or reviewing a position.

® Attach additional pages as needed; return completed form to the COUNCIL ADMINISTRATOR
Amended: Director of

Vital Records & Fund-Ac

Job title RegiStrar Administrative Support Locationgﬂlgti - [D\ D?) 'DODO
Health 04/23/2024

ull-time Part-time Lxempt on-exempt

Current Classification COMOT C Requested Classification PAT D
Current pay $ g\)\ . \b\ per \f\Y Proposed pay $ ?)Q . g_O\ per h(

Employee(s) in this position: (attach supplemental sheet if necessary)

Kathy Hertz

Department

TYPE OF ACTION REQUESTED

Create position Abolish position Seniority review
[Qualifications requirements review Pay policy application/interpretation issues

¢’ Reclassification due to change in duties, responsibilities, work conditions, etc.

Other Please describe:

Questions 1 through 3 to be completed jointly by the employee and/or
Elected Official/Department Head initiating the review

l. Describe why this new position/added employee/classification review is necessary.

To provide Division oversight for Vital Records and Adminstrative Support

To provide pay equity across the Heaith Department

This document is prepared for exclusive use of Waggoner, Irwin, Scheele & Assoc., Inc., and shall not be duplicated without written consent. @2021 I




2. Have you previously requested this new position/added employee/reclassification of this existing
position? @yesOno

If yes, describe date and outcome of that request:

2023

3. If this is a request for classification review of an existing position, review the current job
description and make any revisions that are necessary to describe the job being performed.
Attach a copy of the existing job description with your revisions marked with Bold Red for

additions and Strikethrough for deletions.

Do these revisions constitute additional duties and responsibilities since the adoption of the
existing job description?¥” lyes| o

If not, explain why the existing description is no longer accurate:

Does not provide an accurate overview of job responsibilities

Additional responsibilities added

Questions 4 through 8 to be completed by Elected Official/Department Head

4. Are the job functions described on this form currently being performed by your office/
department?|vles| [no  If yes, name those job title(s) and classifications:

1o ticle IREQIStrar COMOT C

*Classification
Job title *(Classification
Job title *Classification

* Current classification of position may be impacted by the creation of or reclassification of
another position.

5. Is this request a result of new legislation, a mandate, or litigation?{#yes| ho
If yes, specify statute citation and/or case:

SB4

6. Is this request based on increased volume of work?¥’lyes| po  If yes, please explain:

In part; additional legislative requirements and oversight

Delegated duties from Health Administrator

This document is prepared for exclusive use of Waggoner, Irwin, Scheele & Assoc., Inc., and shall not be dupiicated without written consent, ®2021 2




1 If you answered yes, to question 6, are there existing technologies that could lessen the volume
for this or related positions? es|¢/ o If yes, please describe, including estimated costs:

8. State specifically how creation of a new position/added employee/reclassification of this position
would benefit the County:

To ensure compliance with SB4 legal requirements
To provide pay equity

AUTHORIZATION BY EMPLOYEE:

Signature of employee(s) assigned to the position being considered for reclassification.

[understand that this request in no way jeopardizes my employment, and that if the reclassification
review proceeds, it may result in the position being upgraded, downgraded, or remaining classified the

same.
P 04/23/2024

Employee signature ‘ Date

Employee signature Date

Employee signature Date

Employee signature Date

AUTHORIZATION BY APPOINTING AUTHORITY:
Signature required by Elected Official/Department Head

I have reviewed this reclassification request with the employee(s), and heree| [lisagree.
If disagree, please comment:

I'understand this request is subject to an organizational assessment of my office/department employment
operations, and that I will be available to personally participate and provide requested information to the
County Council, nnel Adglinisizat ittee, and consultants of the Council.

04/23/2024

Signaturb/f Elected Official/Department Head \Date

Name typed or printed

Lori Kelley

This document is prepared for exclusive use of Waggoner, Irwin, Scheele & Assoc., Inc., and shall not be duplicated without written consent. ©2021 3



Date [4/23/2024

Employee Job Questionnaire

COUNTY OF MONROE, INDIANA

The County of MONROE, Indiana has retained Waggoner, Irwin, Scheele & Associates to update the County’s job
descriptions, which includes an updated description of your position. The information you supply on this questionnaire
will be used to draft that description.

Position Title: |Director of Vital Records & Administrative Support |

Department: ||-|e alth |

Employee Name: [Kathy Hertz I

FLSA Status:  {® Exempt ONon-exempt

* Purpose ¢
This questionnaire is intended to secure accurate information regarding essential elements of your position, including

» the duties you currently perform

» the requirements (skills, education, etc.) of your position
» the nature of your responsibilities

* the nature of supervision over your work

» the nature of your communication with others

This questionnaire is not
» an efficiency analysis

* a department reorganization study
* a measure of how well you perform your duties

* Instructions ¢

1. Please read the entire questionnaire carefully before answering any questions to avoid duplicating your responses. If
you need more space on any question, please attach additional pages.

2. Take time to answer each question carefully and completely. It is essential that your responses be clear, concise, and
thorough to ensure that the job description prepared for your position will accurately describe your duties and
responsibilities.

3. Please include an explanation of abbreviations, technical language, or specialized references you use on this
questionnaire to ensure our understanding of them.

4. Please feel free to use any existing job description for reference purposes or completing the duties section. Please”
attach any referenced job description and respond to questions in the remaining sections of the questionnaire.

DO NOT DETACH THIS INSTRUCTION SHEET

This document is prepared for exclusive use of Waggoner, Irwin, Scheele & Assoc., Inc., and shall not be duplicated without written consent. © 2019, PAT1




Helpful Hints for
Completing the Job Questionnaire

Please be aware that this project does NOT involve performance evaluations of individuals. We aren’t collecting
information about how you perform, only what you perform. This questionnaire is designed to help you identify
and describe important aspects of your job.

If you do not understand something or have a question, write a note directly on the questionnaire and a Waggoner,
Irwin, Scheele & Associates, Inc. staff member will discuss it with you.

Keep in mind that a job description provides a “snap shot” of the basic functions of a position — it is not a
procedural manual with excess detail of every step in a process. In other words, a job description should provide
just enough information that the reader understands the essential functions and the skills necessary to perform the

iob.

Tt may help to imagine you have been promoted, and this questionnaire will be used to train the new employee in

this position. Begin with the tasks on which you spend most of your time, or that are of greatest importance, then
work your way through your basic duties until you describe periodic tasks. Following are some hints for writing

clear duty statements:

© You may use abbreviations or acronyms, but please write the full term at the top of the page, or the first time

you use them; for example, “Maintains statistics on computer for Indiana Department of Environmental
Management (IDEM)."”

o Also, explain any terminology that may be unique to your department, such as report names and form
numbers. For example, “Complete X0325 forms” may be something you do every day, but it is very likely that
no one outside your department would have any idea what is involved. It would be better to say, “Complete
payment assistance application forms.”

© Are machines, equipment, or special tools involved in accomplishing tasks? For example, “Post payments”
could involve a computer or writing in manual ledgers, and “Update maps” could be done with drafting tools or a

computer.

Throughout the remainder of the questionnaire, read and follow directions carefully. Use specific examples to
illustrate your answers whenever possible, and remember to note any questions you have.

Thank you for your valuable time!

This document is prepared for exclusive use of Waggoner, [rwin, Scheele & Assoc., Inc., and shall not be duplicated without written consent. © 2019. PAT 2




PAT

1. Please summarize, in one sentence, the primary purpose of your position as you understand it.

Directs and oversees the Division's programs and services, leading the Division in accordance
with the department's mission and vision

2. Describe in detail the primary duties and functions of your position. Those duties which you perform daily
or that require a substantial portion of your time should be listed first, with the duties that are performed less

frequently or that require lesser portion of your time listed last. Please attach a copy of existing job description, if
applicable.

If Duties Section of your existing job description is accurate please note “see existing description’ and/or add
any additional duties NOT listed on your existing job description.

Below is a scale that rates how essential a job duty/function is to your position and how frequent that duty/function
is performed. Once you have described the primary duties and functions of your position, please indicate the
essentiality and frequency. For example,

Essentiality Frequency
Supervise subordinate personnel B G
ESSENTIALITY FREQUENCY
A= Marginal function of the job C=Perform annually at a minimum
B= Essential function of the job D= Perform quarterly at a minimum

E= Perform monthly at a minimum
F= Perform weekly at a minimum
G= Perform on regular (daily) basis

List Primary Duties: Essen Freq

1. |Directs and oversees the personnel of the Divison

2. (Conducts hiring and firing, approving time off requests for i
assignment personnel, monitoring employee work performance, and B I~11G |~
planning work assignments
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Oversees quality control standards and provides training and
corrective instruction as necessary to improve Divison performance B [+{IG |~

Develops and directs the Divisions planning process to ensure the
division is ready and compliant with standards necessary for Public B |~lIF |+
Health Accreditation.

Directs and oversees the collection of service statistics for the Division, ensuring
compliance with all applicable state, federal, and local laws and requirements for B |~1G |~
Healith First Indiana Core Service Requirements, applicable to the Division.

Directs and oversees record retention practices, ensuring
compliance with all local, state, and federal laws and regulations. HEIE
Responsible for directing, developing, and implementing workarounds for the B {~lIF |~
Division when internal and external systems fail for service continuity.

Ensures timely implementation of all statute changes and monitors
national trends and recommendations for future necessary changes B [*1E |+
to remain legally compliant.

Performs routine audits for quality assurance purposes, forwarding
issues to the Health Administrator for collaboration on improvement B |~1IF |+
needs to improve division performance.

This document is prepared for exclusive use of Waggoner, lrwin, Scheele & Assoc., Inc., and shall not be duplicated without written consent. © 2019. PAT 4




10.

11

12.

13.

14.

Responsible for disseminating information from the Health

Administrator to assigned personnel on all Health Department
changes

Monitors, maintains, and implements all internal records management software
reporting systems and manages all information for the Division.

Oversees and maintains all vital records databases to ensure quality
assurance of records storage and accurate daily records input.

Registers and trains new hires for access to receipt program, birth

and death systems, and online ordering system.

Oversees opening and closing procedures, ensuring balances for all
receipts with applications are accurate and making daily bank
deposits.

Job Requirements/Training/Certification

1. Check level of formal education that is required for your position. When specifying college degrees, please
identify acceptable fields of study.

{1 High school diploma/GED [[] Associate Degree [ ] Baccalaureate Degree [ | Masters Degree

Other (Please describe): [A degree (associate, baccalaureate, or masters) with related experience

Acceptable fields of study:[accounting or business

2. Specialized training, certification, and/or specific experience required for your position (such as Certified
Public Accountant).

Capstone Certification, National Incidetn Management System, Emergency Mass Notification
System, Indiana Vital Records Association
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3. Describe the required knowledge, skills, and abilities necessary to perform your duties effectively (such as
budgeting, grant writing, public speaking). '
ccounting and budgeting, grant management, payroll processing and auditing; biligual preferred;
critical thinking and problem solving; responding to emergencies, bookkeeping and preparing
financial reports; public speaking; drafting policies and procedures

4. Briefly list those information sources that you use regularly in the performance of your duties (e.g.
professional journals, reference works, textbooks, legal codes, technical manuals).

professional journals, textbooks, legal codes, and technical manuals

5. Does your position require that you have a valid driver's license? ® Yes O No If yes, for which duties?
emergencies; as needed for banking and visits to local organizations

6. Does your position require you to be at least 21 years of age? O Yes @®No

7. Does your position require passage of a:

Medical exam? QOYes @®No
Drug test? @®Yes ONo
Psychological exam? OYes ® No
Written exam? OYes ®No

Other tests: |packground

8. Check and list equipment you operate as a regular part of performing your duties:
Computer [ Typewriter Calculator I:ITranscriber/dictaphone [Jvehicle
[Jother (Please describe)

9. Your fundamental job duties may involve some relationship between you and data (i.e. information, facts,
figures, measurements, statistics, notes, reports). Check the following statements that most accurately
describe your involvement with data.

[JCompare or observe similarities and differences between data, people, or things.

[CJCompute, perform arithmetic operations, such as measuring, figuring, tabulating test/survey results, developing
operating budget, determining charges.

DCompile, collate, or classify data.

DAnalyze, evaluate, observe, diagnose, investigate.

[VICoordinate, place, make determinations, take action based on data analysis.

[JFabricate data to discover facts or develop concepts or interpretations.
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10. Your fundamental job duties may involve the ability to deal with spoken and written materials, from
simple instructions to complex sources of information or ideas. Check the following statements that most
accurately apply to your job responsibilities.

D Understand and follow oral or written instructions; write notes; request information or supplies in writing or
orally (example: copy a list of names and addresses; discuss work instructions with supervisor, enter data on
computer from a report).

[:] File, post, mail materials; copy data from one document to another; interview to obtain information (example:
keep record of purchase orders; discuss list of products with customers, take phone messages/customer
complaints).

[] Read work rules; use standard English grammar, spelling, pronunciation; speak clearly, with poise (example:
read copy to type letters, prepare written reports, greet customers and answer their questions).

Write/edit reports/news releases/contracts/leases; prepare/give presentations; interview/counsel/advise people
(example: prepare and evaluate technical data; write proposals; counsel clients, negotiate contracts, edit
newsletter).

y - i
Ry e

Difficulty of Work/Responsibility

1. Which of the following phrases best describes the type of supervision you receive?
O Immediate supervision. Assignments performed according to specific detailed instructions for easily learned,
non-specialized or repetitive duties. No flexibility in the job.

Assignments and objectives set jointly by immediate supervisor and myself. Follow standard operating
procedures or policy and procedural manuals. Must have supervisor's permission to deviate from standard
operating procedures. Some flexibility in the job.

Indirect or occasional supervision. Assignments guided by definite objectives using a variety of methods or
procedures. Plan and arrange own work and only refer to supervisor for unusual matters, such as policy
interpretations. Moderate flexibility in the job.

General supervision. Assignments guided by broad policies and/or general objectives. Establish procedures
and performance standards and interpret policies. Refer to supervisor when interpretations of departmental
policies, programs, expenditures, are thought necessary. Have a high degree of flexibility in the job.

Administrative or advisory direction from a board or CEQ. Develop own objectives for area(s) of
responsibility. Establish major administrative unit/departmental policies, procedures, and performance
standards. Accountable for department/unit results. Almost total autonomy in the job.

O ® O O

2. Which of the following phrases best describes the criteria for which your work is reviewed?

Work is reviewed primarily for...
[] Attainment of objectives  [J Appropriate supervision or direction of assigned operations

[] Compliance with precedent [] Adherence to instructions/guidelines Compliance with legal requirements
[] Technical accuracy Compliance with Department policy [] Effect on Department goals/objectives
[ Soundness of judgment [ Other (please describe): |

If you checked more than two, please provide explanation:
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3. Check one of the following statements that most accurately describes the judgment you use in performing
fundamental job duties.

(O Decisions are always determined by specific instructions or existing, well established policies and procedures.

O On rare occasions, decisions are made in the absence of specific policies and procedures, and/or guidance from
my Supervisor,

O Periodically, decisions are made in the absence of specific policies, and/or guidance from my supervisor.

O Frequently, decisions are made which are restricted only by organization-wide policies. Little direct guidance
from supervisor.

@ Decisions are restricted by only the broadest policy and/or guidance from supervisor.
O Regularly make decisions in absence of policy; subject only to guidance from board/CEO.

4. Which of your duties requires the most judgment and adaptation of your position's guidelines? Please
explain and provide examples.

legal code requirements and legal retention practices

5. What programs, persons and/or functions are directly affected by the decisions you make?
[The Health Department, Division of Vital Records, the public and peers

6. Give an example of the highest level decision you can make and what person or body (e.g., Board of
Directors, Vice President) can overrule your decision.

hiring and firing; Health Administrator can overrule

;
ationship/Supervisory

PersonaTwW(}rkmﬁel

1. What is the name and position title of your immediate supervisor?

Supervisor: |Lori Kelley | Title: Health Administrator

2. Complete A) and B) only if you supervise or direct the work of others:

A) List names and position titles of employees you supervise or direct as a regular part of your duties.

Jessica Egan, Tina Burres, Eric Diamond; Assistant Registrar's

Putriciody Wins-Dador Seeeprinat Clerk

This document is prepared for exclusive use of Waggoner, Irwin, Scheele & Assoc., Inc., and shall not be duplicated without written consent. © 2019, PAT 8




B) Check which statements most accurately describe your managerial/supervisory responsibilities.

&

Analyze periodically the workload and the human resource needs of my organizational unit. Recommend
increases and decreases in staff.

1

Review position documentation for newly created or significantly revised positions. Obtain approval of
supervisor,

Interview candidates for openings and make hiring recommendations.

Make hiring decisions,

& O

Orient new subordinates in the department regarding department policies/procedures and what is expected of
them in the way of performance results.

Plan, delegate and control work assignments and special projects to assigned staff,
Establish specific work goals or quantitative and qualitative standards to be achieved by assigned staff.
Train/develop/motivate assigned staff to improve performance and prepare for higher-level positions.

Determine significant changes in responsibilities and major tasks of assigned staff by reviewing their position
responsibilities on a regular basis.

Evaluate the performance results of assigned staff. Discuss present and past performance with each person.
Keep supervisor informed of performance discussion results.

Review salaries of assigned staff and recommend changes when warranted.
Recommend personnel actions, such as promotions, transfers, demotions.

Keep supervisor and assigned staff informed of organization developments they need to know to carry out their
position responsibilities.

N OO 0O O8EO

Maintain discipline and recommend corrective action as warranted.

N K

Communicate and administer personnel programs and procedures for my area in accordance with approved
policies,

3. List other departments, agencies, organizations, and others with whom you regularly communicate.

4. Check which statements most accurately describe your contact with employees, customers, governmental
officials, or the general public.

[[] Cooperative Work Relationship: Give and receive information; Give factual information, test results, etc.;
make referrals to other organizations.

Render Service: Explain and interpret policies and procedures. Execute policies; maintain coordination of
department/division operations.

[] Instruct: Teach or present subject matter to others through explanation, demonstration and supervised
practice.

Negotiate: Exchange ideas, information and opinion with others to form policies, products, programs, and/or
arrive jointly at decisions or solutions to problems.
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[0 Mentor: Deal with individuals in terms of their total personality in order to advise, counsel and/or guide them

with regard to problems that may be solved by legal, scientific, engineering, clinical, spiritual, or other
professional principles.

n
Physical Effort/Work Environment

1. Which of the following best describes your primary working environment?
[J Laboratory Standard office [ Storeroom [ Vehicle [ Outdoors

[] Garage/shop [J Manufacturing setting  [] Other (please describe):

If you checked more than one, please provide additional explanation.

2. Which of the following best describes your primary working conditions?
ESSENTIALITY

N/A= Not Applicable to job
A= Marginal requirement of job
B= Essential requirement of job

Essentiality Essentiality
B |>] work alone with minimum supervision B |+]work with others in a team environment
B |~} work under time pressure B |~} work rapidly for long periods
B [+] work on several tasks at the same time B |~}understand and carry out oral instructions
B [v] read/carry out simple written instructions B |+{memorize and retain instructions
B |+l apply knowledge of people, locations B |~J present findings in oral or written form
B |~] plan and layout assigned work projects A |+] testify in legal proceedings/court
B |~] compute/calculate, such as interest
B | v] count, make simple arithmetic additions/subtractions
B | ~] read/interpret detailed prints, sketches, layouts, specifications, maps
B | -] prepare detailed reports, such as financial statements, sales activity, product feasibility
B | ~] plan and present public speaking presentations, fund raisers, special events
B {~{ sitting & walking at will B |~] sitting for long periods
B [ ~] standing/walking for long periods B |v] walking on uneven terrain
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~] work in extreme hot or cold temperatures work in wet/icy surroundings

| respond to emergencies from off-duty status work with or near chemicals (please list)

2|2 [>
<

¥Jwork near fumes, odors, dust, dirt (please describe)

o
4

work in a noisy environment (describe noise source)

~|work in confined areas (please describe)

wear protective clothing or equipment (please describe)

| work in high places, such as ladders, roofs, bucket truck (please describe)

W2 [>][>
4

~§work with or exposed to violent/irate individuals (please describe)

B |vrespond to situations involving potential physical harm to self and others (please describe)

B |~] lifting under 25 pounds |A | ¥] lifting 25 to 50 pounds B |+] lifting over 50 pounds

B | ~f pushing/pulling objects |B |~ carrying objects B |v] crouching/kneeling

B |~ bending at waist B | ~] reaching A |v] driving

B[] close vision B |~} far vision B |~ color perception

B |~ depth perception B |[+] speaking clearly B |~} hearing sounds/communication

B | ] handling/grasping objects [B |~ fingering objects (picking, pinching)

3. List the three most physically demanding activities you regularly perform in your job.

llifting under 25 pounds |

[pushing/pulling objects H

lfrequent sitting and standing |

4. List the three most emotionally demanding activities you regularly perform in your job.

work with or exposed to violent or irate individuals |

|respond to situations involving potential harm |

Iworking fast under pressure on multiple projects |

5. What is your normal work schedule (example, 8 a.m. 4 p.m. M-F)?

8-4p; M-F
6. Are you required fo: Never Regularly QOccasionally
a. work extended hours @) O ®
O O ®

b. work weekends
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Never Regularly Occasionally
c. work evenings O O ®

d. travel out of town, but not overnight O & ®

For what purpose?
training/conferences |

c. travel out of town overnight @) O ®

For what purpose?

training/conferences ]
f. respond to emergencies on 24-hr basis O O ®

g. on call on rotation basis O O O

7. Provide any other examples/information which would be helpful in understanding the physical and=
mental requirements of your job.
public facing

8. Is your position politically appointed by a recognized Department Head or Elected Official according to=
IC 36-2-16-4? Yes O No ®

Certﬁiéations

Employee: | certify that the above statements are an accurate and fair description of my position.

Name (print or type) [Kathy Hertz | Hire date | 1/17// Ro&|
Title |Registrar | Department [Health |

Signature | /—% % | Date | i / 23 /é{t/ |

Supervisor: 1 have reviewed the contents of this questionnaire and find the responses to be accurate. Any additions
or modifications I made have been initialed by me and have been discussed with the employee.

Is the position described above, politically appointed by a recognized Department Head or Elected Official
according to IC 36-2-16-4? Yes O No ®

Signature [Lori Kelley | Date [4/23/2024 |

Please refer any major concerns or questions regarding this questionnaire to

Waggoner, Irwin, Scheele & Associates, Inc.
118 South Franklin Street

Muncie, IN 47305

Phone: (765) 286-5195

Fax: (765) 286-2824
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FLSA EXEMPT/NON-EXEMPT COMPLIANCE QUESTIONNAIRE

NAME Kat Herfz

JOB TITLE eq, s4ra .~ (Director of Vital Records & Admin Support)
DEPARTMENT A Department

DATE H !23) 2

This questionnaire is designed to assist in determining your “exempt” or “non-exempt”
status under the Fair Labor Standards Act (FLSA). Please answer the following questions.
If a particular question does not apply to you, please circle or insert “NA” to indicate “Not
Applicable.”

1. Is your position classified as Exempt or Non-exempt according to FLSA standards for
overtime purposes?

Exempt @ don’t know (Please circle the appropriate response)

2. Are you paid a salary or an hourly wage?

Salary lease circle the appropriate response)

3. Are you currently receiving overtime compensation for hours worked over 40 in a work
week?

Yes @ (Please circle the appropriate response)

4. Are you currently receiving compensatory time for hours work over 40 in a work week?

@ No  (Please circle the appropriate response)

5. If you receive compensatory time, do you receive compensation at the rate of one and
one-half (1 ') times for all hours worked over 40 hours in a work week?

@ No  (Please circle the appropriate response)

6. Is your primary duty managing a recognized department or subdivision?

@ No  (Please circle the appropriate response)

7. If you answered “Yes” to question 6, what percentage of your work time is spent
engaged in duties that are not directly related to managing your department or subdivision
(such as performing similar duties to subordinates or standard duties that are non-policy
making or non-supervisory?) (Please circle the appropriate response)

NA 5% 10% 15% @ 25% 30% 35% 40% 45% 50%
55% 60% 65% T0% 75% 80% 85% 90% 95% 100%
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8. Do you interview, select, and hire employees?

@ No (Please circle the appropriate response)

9. Do you interview and make recommendations for hiring new employees?

@ No (Please circle the appropriate response)

10. Do you recommend compensation levels and/or hours worked for employees?
@ No (Please circle the appropriate response)

11. Do you evaluate employees for purposes of recommendations on promotions or other
changes in status?

@ No (Please circle the appropriate response)

12. Do you assign work to employees?

No  (Please circle the appropriate response)

13. Do you resolve employee complaints, grievances, and disciplinary matters?

No (Please circle the appropriate response)

14. Do you determine materials and supplies to be used as well as control the distribution
of materials and supplies in your workplace?

@ No  (Please circle the appropriate response)

15. Please list the three (3) job duties that require the greatest percentage of your time?
Duty: §yersec ing ddireching deuly emplogee (omplignee  Percentage of time: _§6Te_
Duty: Developing o & W el o s i Koz e#k:g:gmpT Percentage of time: | 0“7c_

' .
Duty: E\k‘lﬂu'(-?ﬂ's employer Fe\%f;mm amd gtbeding Co adiings Leedbac Percentage of time: 3 oo

16. Does your position require a baccalaureate degree or advanced degree (such as masters
degree, law degree, or doctorate)?

Yes (No/ (Please circle the appropriate response)

17. Please list the type of degree or degrees required, if applicable:
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18. Please list an example or examples of how you directly apply your degree or degrees to
perform your position, if applicable:

19. If your position reguires a baccalaureate degree or advanced degree (such as masters
degree, law degree, or doctorate), what percentage of your work time is spent engaged in
duties that are not directly related to using the knowledge obtained from such a degree?
(Please circle the appropriate response)

NA 5% 10% 15% 20% 25% 30% 35% 40% 45% 50%
55% 60% 65% T70% 75% 80% 85% 90% 95% 100%

20. Please list the number of employees you supervise by job titles and indicate full-time or
part-time status:

=2 o /hf.ﬁS}‘Lth- Reqistrars
| P et Glerk”

21. Of those employees listed in question 20, do you have the authority to discipline and
terminate?

@ No  (Please circle the appropriate response)

22. Does your position allow you to make independent policy decisions, free from
immediate supervision, regarding matters of significant importance to your employer?

@ No  (Please circle the appropriate response)

23. Please list an example or examples of the highest level policy decision you are
authorized to make:
- Whe 15 able +y sbtoun vital Fecords o What s fequred p do 50, Wnle %([cwﬁ\xj—md&cw“ (o de
- _Bew Dewment ore collected (ecoided , amd doclosited id
- Py kel Tarerds e hept  stered, and Weundoined, Wiule Bilowmc
Cecords ratention \aws 9 guidilines. ~

=adiamo
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24, Please list an example or examples of the highest level budgetary decision you are
authorized to make:
AW genem ottice sugslies Qo ~Hu depeutment oy diyision as
well Ja:i 3?t’m~h2€t‘ 3ur77hf’:>d for ms (3 A UL &vision,

25. What is the annual budget for your department or subdivision?
$§00vo. 00
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POSITION DESCRIPTION
COUNTY OF MONROE, INDIANA

POSITION: Financial Manager

DEPARTMENT: Health

DIVISION: Administration Vital Records and Administrative Support
WORK SCHEDULE: As Assigned

JOB CATEGORY: PAT B (Professional, Administrative, Technological)

DATE WRITTEN: July 2020 STATUS: Full-time

DATE REVISED: February 2021, January 2024 April 2024 FLSA STATUS: Nen-exempt

Exempt

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

Incumbent serves as Financial Manager for the Monroe County Health Department’s Vital Records
and Administrative Support Division, responsible for performing financial duties of department and

S leted ! ! 1 .
DUTIES:

Establishes accounting structures to gather new data and meet changing conditions. Prepares, analyzes
and reports all Health Department budgets, including monitoring and recording expenditures, analyzing
trends and identifying system dysfunctions, and recommending procedural efficiency as appropriate.
Creates projected annual budgets, as assigned, and makes adjustments as necessary.;inelading

Preparesrequestsand-attends Assists with preparing requests for Council meetings, budget

sessions, and budget hearings providing supporting information and necessary documentation as
directed.

Prepares and submits accounts payable claims for review, forwarding to Auditor for processing and
tracking accounts payable checks accordingly.

Obtains price quotes and prepares/submits purchase requests to appropriate agency, department, or
Board as directed. Creates, maintains, and updates vendor files and account lines, and annual
appropriations including grant funds, communicating with vendors regarding purchases, deliveries, and
payments.

Balances and reconciles accounts and grant funds with Auditor’s records recommending line-item
transfers as needed to Health Administrator.

Prepares Workers’ Compensation Claims and FMLA for department employees submitting to
Administrator for approval.

Financial Manager - AMENDED
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Creates, maintains, and monitors department ledgers and cash balances, providing fiscal projections and
recommendations for fee increases and/or expenditure constraints.

Prepares and presents oral or written management and budgetary reports, such as transfers, additional
appropriations, and changes in salary ordinance to Administrator as requested.

Assists in creating and writing departmental grants. Oversees compliance of all departmental grants and
monitors grant budgets, including monitoring grant expenditures against budgets, preparing/processing
grant claims for reimbursement and submitting upon Administrator’s approval, creating/maintaining
databases and spreadsheets, compiling data, preparing and submitting financial reports, and assisting
Auditor as needed.

Prepares bi-weekly departmental payroll, maintaining department payroll records and ledgers, ensuring
appropriate funding sources, reconciling department ledger totals, and submitting to Administrator for
review and approval. Maintains payroll records of work study employees as required.

Conducts random financial reviews of deposits and bank statements to ensure accuracy. Prepares and
submits monthly Report of Collections collaborating with Registrar to correct discrepancies as directed.
Prepares and submits financial reports and financial statements, including documentation and
preparation for Annual Report and State Board of Accounts Audit as required, ensuring compliance with
Federal, State and Local legal and regulatory requirements.

Completes a variety of periodic reports as required or requested by County officials and
funding/licensing agencies, including conducting assessments and compiling statistics, financial
information, and narratives. Periodically creates forecasts and budget summary reports for Health
Administrator and Auditor as directed.

Maintains and updates electronic Employee Service Records, such as status change forms, longevity
payments and salary step increases, submitting as required.

Assists Registrar with maintenance of inventory of Health Departments capital assets including assets
obtained through grant funds and performs audits quarterly.

Collects, prepares and submits medical billing for the department per reimbursement guidelines
including but not limited to administration fee for immunizations, lead risk assessments and case
management, and/or reproductive health care services.

Attends a variety of meetings, seminars, professional development workshops, and staff meetings.

Performs related duties as assigned.

I. JOB REQUIREMENTS:

Baccalaureate Degree in Accounting, Office/Business Administration, Management, or related field or
equivalent combination of education and experience.

Practical knowledge of grant funding and management or ability to obtain Grant Management training
and/or certifications.
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Thorough knowledge of standard bookkeeping principles and fund accounting, with ability to accurately
maintain and reconcile ledgers and other records, and complete related financial reports and payroll
records as required.

Thorough knowledge of standard office practices and procedures and ability to apply such knowledge to
a variety of interrelated processes, tasks and operations.

Knowledge of and ability to operate a variety of computer software and equipment used by the
department, including printer, telephone, calculator/adding machine, fax machine, copier, and postage
meter, accounting, database and spreadsheets, and the ability to design and maintain data for reporting to
several State and Federal agencies in order to be in compliance with their regulations.

Working knowledge of Standard English grammar, spelling and punctuation, ability to prepare
correspondence, documents and written reports as required, and ability to maintain complete, accurate
accounting records and prepare detailed written reports and financial statements as required.

Ability to effectively communicate orally and in writing with co-workers, other County personnel, other
government departments/agencies, vendors, and the public, including being sensitive to professional

ethics, gender, cultural diversities and disabilities.

Ability to understand, memorize, retain, and carry out written or oral instructions. Ability to compile,
analyze and evaluate data, make determinations, and present findings in oral or written form.

Ability to compute/perform arithmetic operations, such as developing budgets, calculating payroll, and
monitoring all revenue and expenditures.

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

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, work rapidly for long periods, work under pressure of
formal deadlines, work through interruptions, detect errors, and adapt to changing priorities.

Ability to occasionally work extended evening and/or weekend hours, and occasionally travel out of
town for meetings/conferences sometimes overnight.

II. DIFFICULTY OF WORK:

Incumbent performs a variety of regular and routine duties with priorities determined by a flexible,
customary routine and Supervisor. Assignments are guided by broad policies and/or general objectives.
Errors in work are primarily detected or prevented through Supervisor review and notification from
other agencies, and standard bookkeeping checks. Undetected errors could result in loss of time for
correction, inconvenience to other agencies, or loss of money. Work is reviewed during critical phases
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and upon completion for accuracy and compliance with funding source regulations.

ITI. RESPONSIBILITY:

Incumbent is responsible for proper completion of assigned tasks where desired results are clearly
indicated. Incumbent exercises independent judgment in a variety of situations and circumstances, using
departmental policies and supervisory review for guidance. Unusual problems or situations are
discussed with supervisor, and work product is periodically reviewed for soundness of judgment and
conclusions and overall adherence with departmental policies.

IV. PERSONAL WORK RELATIONSHIPS:

Incumbent maintains frequent communication with co-workers, other County personnel, other
government departments/agencies, vendors, and the public for purposes of supervising and coordinating
work, resolving problems and requesting and/or providing information.

Incumbent reports directly to the Health-Administrater. Director of Vital Records and
Administrative Support

V. PHYSICAL EFFORT AND WORK ENVIRONMENT:

Incumbent performs duties in standard office environment, involving sitting/walking at will,
sitting/standing/walking for long periods, lifting/carrying objects weighing up to 25 pounds,
bending/crouching/kneeling, pushing/pulling objects, keyboarding, close/far vision, depth/color
perception, speaking clearly, hearing sounds/communication, reaching, and handling/grasping/fingering
objects. Incumbent occasionally works extended evening and/or weekend hours, and occasionally
travels out of town for meetings/conferences, sometimes overnight.

APPLICANT/EMPLOYEE ACKNOWLEDGMENT

The job description for the position of Financial Manager for the Monroe County Health Department’s
Vital Records and Administrative Support Division 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

SO OOOOI555<><>

I have reviewed the job duties, requirements and responsibilities contained herein with the employee.
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Department Head/Supervisor Signature Date

Type or Print Name
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JOB CLASSIFICATION REVIEW FORM

County of Monroe, Indiana
An Equal Opportunity Employer

This form is to be completed by the employee holding the position and/or the Elected Official/
Department Head having hiring, promotion, and termination authority for the office/department. This
form is intended to serve as a classification evaluation instrument for the Monroe County Council and
Personnel Administration Committee in reviewing requests for classification of jobs.

Review the “Job Classification and Compensation Maintenance Plan” prior to completing this
form to ensure the proper procedures have been taken regarding adding or reviewing a position.

o Attach additional pages as needed; return completed form to the COUNCIL ADMINISTRATOR

e Financial Manager P A R5.10067-0000
bepartmen HeAI 04/23/2024
v/ [Full-time Part-time Exempt v Non-exempt

Current Classification PAT B
27.44 oo T

Requested Classification PAT C
28.70 hr

Proposed pay $ per

Current pay $

Employee(s) in this position: (attach supplemental sheet if necessary)

Eric Gause

TYPE OF ACTION REQUESTED

Create position Abolish position Seniority review

[Jualifications requirements review Pay policy application/interpretation issues

v’ Reclassification due to change in duties, responsibilities, work conditions, etc.

[Dther Please describe:

Questions 1 through 3 to be completed jointly by the employee and/or
Elected Official/Department Head initiating the review

1. Describe why this new position/added employee/classification review 1s necessary.

To provide a pay rate that is comparable to duties being performed, required

knowledge to perform duties, and complexity of work
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2. Have you previously requested this new position/added employee/reclassification of this existing
position? @yesOno

If yes, describe date and outcome of that request:

2023: no reclassification

3. If this is a request for classification review of an existing position, review the current job
description and make any revisions that are necessary to describe the job being performed.
Attach a copy of the existing job description with your revisions marked with Bold Red for
additions and Strikethrorngh for deletions.

Do these revisions constitute additional duties and responsibilities since the adoption of the
existing job description?  yes|¢”/ o

If not, explain why the existing description 1s no longer accurate:

Pay does not accurately represent the complexity of work duties

Questions 4 through 8 to be completed by Elected Official/Department Head

4. Are the job functions described on this form currently being performed by your office/
department?|¢/ es| |no If yes, name those job title(s) and classifications:

Eric Gause PAT B

Job title *(lassification
Job title *(Classification
Job title *(Classification

* Current classification of position may be impacted by the creation of or reclassification of
another position.

5. Is this request a result of new legislation, a mandate, or litigation?|  pes|¢” ho
If yes, specify statute citation and/or case:

6. [s this request based on increased volume of work? esi¥ho If ves, please explain:
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T If you answered yes, to question 6, are there existing technologies that could lessen the volume
for this or related positions? es 0 If yes, please describe, including estimated costs:

8. State specifically how creation of a new position/added employee/reclassification of this position
would benefit the County:

By providing pay equity for job duties and skills necessary to fulfill duties

AUTHORIZATION BY EMPLOYEE:

Signature of employee(s) assigned to the position being considered for reclassification.

I understand that this request in no way jeopardizes my employment, and that if the reclassification
review proceeds, it may result in the position being upgraded, downgraded, or remaining classified the

/f4f / /%w;a 04/23/2024

%ﬁﬁoyee signature Date
Employee signature Date
Employee signature Date
Employee signature Date

AUTHORIZATION BY APPOINTING AUTHORITY:

Signature required by Elected Official/Department Head

I have reviewed this reclassification request with the employee(s), and@greeDﬁsagree.
If disagree, please comment:

[ understand this request is subject to an organizational assessment of my office/department employment
operations, and that I will be available to personally participate and provide requested information to the
County Counefl) Personnel Administration Committee, and consultants of the Council.

04/23/2024

Signature of Eleffed OfficiaDTfepartment Head Date O

Name typed or printed Lori Kelley

-
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POSITION DESCRIPTION
COUNTY OF MONROE, INDIANA

POSITION: Licensed Practical Nurse
DEPARTMENT: Health
DIVISION: Futures Family Planning Clinic
Clinical Services and Case Management
WORK SCHEDULE: As assigned
JOB CATEGORY: PAT (Professional, Administrative, Technological)
DATE WRITTEN: January 2007 STATUS: Full-time
DATE REVISED: February 2021 FLSA STATUS: Non-exempt

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

Incumbent serves as Licensed Practical Nurse (LPN) for the Monroe County Health Department’s

Futures Family Planning-Clinie Clinical Services and Case Management Division, responsible for

providing practice nursing services and education to Family Planning clients.
DUTIES:

Provides nursing care to clients under the direction of Nurse Practitioner (NP)/Advanced Practice (AP)
Nurse, including conducting patient assessments and monitoring and recording vital signs, such as
weight and blood pressure.

Assists NP/AP Nurse as needed, preparing examination rooms with appropriate equipment and supplies,
providing lab results, instructing clients on treatment and medication procedures, and answering clients’
questions.

Assists NP/AP Nurse with conducting Telehealth appointments.

Collects and prepares blood samples and other body fluids for laboratory tests. Performs routine
laboratory tests.

Reviews lab reports and follows standing order regarding notification and follow up.

Assists clients, providing instruction, education, and program orientation, scheduling appointments, and
completing medical forms.

Prepares written reports in accordance with department and county policies. Submits quarterly summary
reports as required and compiles annual public health report.

Assists Clinie Manager Director of Clinical Services and Case Management in the preparation of
numerous special reports required for compliance with the Indiana Family Health Council Grant and
Federal Law.
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Assists in greeting clients and answers telephone, responding to inquiries, taking messages, and
directing calls to appropriate individual. Conducts reminder calls, as appropriate, to clients for scheduled
appointments.

Assists clients, including scheduling appointments, completing forms, providing instruction, and
answering questions. Accesses clients’ charts for medication refills and responds to phone messages.

Conducts screening interviews to establish client eligibility and makes referrals to others as necessary.
Utilizes electronic medical records (EMR) for patient chart documentation.

Assists in implementing treatment plans and participates in evaluating client responses to treatment
plans. Identifies and communicates client problems or issues based upon data collection. Documents
client’s condition, response to treatment, and progress towards outcome goal.

Prepares, packages, administers, and records various medications in accordance with Indiana Family
Health Council Standards and Nurse Practitioner or physician directive. Recognizes and reports adverse
drug reactions.

May supervise nursing assistants and/or nursing students.
Monitors examination/treatment room’s equipment, cleaning and restocking as necessary.

Assists the Director in the maintenance of inventory of medical supplies and forms. Orders and
restocks clinic as necessary. Inventories and orders medical supplies such as birth control devices,
contraceptives, various specific prophylactics, and antibiotics.

Maintains clients’ rights to privacy by creating and maintaining a secure environment. Ensures
confidentiality of patient’s records as required by Federal Health Insurance Portability and
Accountability Act (HIPAA). Ensures compliance with all applicable Monroe County Health
Department policies and procedures, IFHC standards, HIPAA regulations, and all other federal and state
laws relating to privacy, confidentiality, and service delivery.

Advises superviser NP/AP Nurse of issues related to client’s learning needs about the disease process,
readiness, and capacity for learning.

Performs various administrative duties, including data collection, data entry, recording observations
accurately and concisely, and monitoring changes in clinical status.

Assists with tabulating daily payments and balances and reports to Director of Vital Records and
Administrative Support and Health Administrator. Collects and deposits all monies received by
clinic into bank account in the absence of the Clinical Coordinator and Clinical Assistant.

Collaborates with the Director to plan community engagements. Engages in community outreach
through public speaking for social service organizations, other requests for education, or at

health falrs, and assists in marketlng plan development Makespresentations-to-various

Assists in completing tasks related to quality improvement and accreditation.
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Attends annual educational and training sessions as required.
Performs related duties as assigned.

I. JOB REQUIREMENTS:

Current Indiana Licensed Practical Nurse license. Minimum of five (5) years’ related experience
preferred. Possession of or ability to obtain Basic Life Support (BLS) certification.

Working knowledge of and ability to make practical application of public health laws, accepted
principles and practices of Public Health Nursing.

Working knowledge of health and social services available to County residents and ability to coordinate
services and facilitate referrals as appropriate.

Working knowledge of standard office practices, basic computer skills, and medical terminology with
the ability to apply such knowledge to a variety of interrelated processes, tasks, and operations.

Working knowledge of standard English grammar, spelling, and punctuation and ability to prepare
written reports as required.

Ability to properly operate a variety of standard office equipment, including computer, telephone,
calculator, fax machine, printer, and copier.

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

Ability to effectively communicate orally and in writing with co-workers, other County departments,
clients, accreditation and regulatory agencies, providers, community organizations, physicians’ office,
hospitals, laboratories, and the general public, including being sensitive to professional ethics, gender,
cultural diversities, and disabilities.

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

Ability to analyze and evaluate test results, make determinations, and present findings in oral or written
form.

Ability to protect oneself from contracting infectious diseases by avoiding high risk environments and
by having knowledge of and utilizing universal health precautions.

Ability to work alone with minimum supervision and with others in a team environment.

Ability to work on several tasks at the same time and work rapidly for long periods, occasionally under
time pressure.

Ability to understand, memorize, retain, and carry out written and oral instructions.
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Ability to file, post, copy data from one document to another and interview patients to obtain
information.

Ability to occasionally work extended hours and travel out of town for training and meetings.

II. DIFFICULTY OF WORK:

Majority of duties are preformed within clear and well-defined guidelines that are applied to specific
tasks. On rare occasions, decisions, are made in the absence of specific policies and procedures, and/or
guidance from supervisor.

III. RESPONSIBILITY:

Incumbent performs a variety of standard, recurring duties with work priorities primarily determined by
supervisor and service needs of the public. Assignments are guided by definite objectives using a variety
of methods and procedures, with moderate flexibility in the job. Decisions are always determined by
specific instructions and/or existing, well established policies and procedures. Work is reviewed
primarily for adherence to guidelines, attainment of objectives, and compliance with Department policy.

IV. PERSONAL WORK RELATIONSHIPS:

Incumbent maintains communication with co-workers, other County departments, clients, accreditation
and regulatory agencies, providers, community organizations, physicians’ office, hospitals, laboratories,
and the general public for the purposes of exchanging information, providing instructions to others, and
rendering services.

Incumbent reports directly to Clinie Manager-and/er-Medical Direetor. the Nurse Practitioner and/

or Medical Director for medical procedures.

Incumbent reports directly to the Director of Director of Clinical Services and Case Management
for all administrative/operational matters.

V. PHYSICAL EFFORT AND WORK ENVIRONMENT:

Incumbent performs a variety of duties in a clinical setting including sitting/walking at will,
lifting/carrying objects weighing up to 25 pounds, bending/crouching/kneeling, reaching, close/far
vision color/depth perception, hearing sounds/communication, and handling/grasping/fingering objects.

Incumbent occasionally works extended hours and travels out of town for training and meetings.
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APPLICANT/EMPLOYEE ACKNOWLEDGMENT

The job description for the position of Licensed Practical Nurse for the Monroe County Health
Department’s Clinical Services and Case Management Division 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

OSOOOOOOO555<3><>

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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JOB CLASSIFICATION REVIEW FORM

County of Monroe, Indiana
An Equal Opportunity Emplayer

This form is to be completed by the employee holding the position and/or the Elected Official/
Department Head having hiring, promotion, and termination authority for the office/department. This
form is intended to serve as a classification evaluation instrument for the Monroe County Council and
Personnel Administration Committee in reviewing requests for classification of jobs.

Review the “Job Classification and Compensation Maintenance Plan” prior to completing this
form to ensure the proper procedures have been taken regarding adding or reviewing a position.

® Attach additional pages as needed; return completed form to the COUNCIL ADMINISTRATOR

: : Fund-Ac -
Tob title Licensed Practical Nurse Locaﬁon‘ﬁ’ﬂtelm 50-10188-9624

Department H ealth Date 04/29/2024

ulI—time |:IPart-time l:}:'xempt on—exempt
Current Classification PAT A

2592 hr

Requested Classification PAT B

27.44 hr

Proposed pay $ per

Current pay $

Employee(s) in this position: (attach supplemental sheet if necessary)

Christine Brackenhoff

TYPE OF ACTION REQUESTED

. reate position bolish position |:|Seni0rity review
| Rualifications requirements review Pay policy application/interpretation issues
Reclassification due to change in duties, responsibilities, work conditions, etc.

. Dther Please describe:

Questions 1 through 3 to be completed jointly by the employee and/or
Elected Official/Department Head initiating the review

L. Describe why this new position/added employee/classification review is necessary.

To update job description; To provide pay equity across the department

based upon job duties being performed
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2, Have you previously requested this new position/added employee/reclassification of this existing
position? Oyes@no

If yes, describe date and outcome of that request:

3. If this is a request for classification review of an existing position, review the current job
description and make any revisions that are necessary to describe the job being performed.
Attach a copy of the existing job description with your revisions marked with Bold Red for

additions and Strikethrough for deletions.

Do these revisions constitute additional duties and responsibilities since the adoption of the
existing job descriptiones Dno

If not, explain why the existing description is no longer accurate:

Questions 4 through 8 to be completed by Elected Official/Department Head

4. Are the job functions described on this form currently being performed by your office/
departmenteslzlno If yes, name those job title(s) and classifications:

Licensed Practical Nurse PAT A

Job title *(Classification
1ol CliNical Manager +Classification COMOT G
106 e I INANCIal Manager +Classification PN B

* Current classification of position may be impacted by the creation of or reclassification of
another position.

5. Is this request a result of new legislation, a mandate, or litigation?Des 0
If yes, specify statute citation and/or case:

6. Is this request based on increased volume of work?Deso If yes, please explain:
somewhat; increased complexity of work as back-up assistance
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7. If you answered yes, to question 6, are there existing technologies that could lessen the volume

for this or related positions €s 0 If yes, please describe, including estimated costs:
8. State specifically how creation of a new position/added employee/reclassification of this position
would benefit the County:

By providing continuity of services; by providing pay equity

AUTHORIZATION BY EMPLOYEE:

Signature of employee(s) assigned to the position being considered for reclassification.

I understand that this request in no way jeopardizes my employment, and that if the reclassification
review proceeds, it may result in the position being upgraded, downgraded, or remaining classified the

a% % /4 -04/29/2024 os/g//:wy

Employee signature Date
Employee signature Date
Employee signature Date
Employee signature Date

AUTHORIZATION BY APPOINTING AUTHORITY:

Signature required by Elected Official/Department Head

I have reviewed this reclassification request with the employee(s), and@gree:':liisagree‘
If disagree, please comment:

I understand this request is subject to an organizational assessment of my office/department employment
operations, and that I will be available to personally participate and provide requested information to the
County Council, Personnel Administration Committee, and consultants of the Council.

Lori Kelley 04/29/2024

Signature of Elected Official/Department Head Date

Name typed or printed | o Kejley
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POSITION DESCRIPTION
COUNTY OF MONROE, INDIANA

POSITION: Nurse Practitioner/Advanced Practice Nurse
DEPARTMENT: Health
DIVISION: Futures Family Planning Clinic
Clinical Services and Case Management
WORK SCHEDULE: As assigned
JOB CATEGORY: SO (Special Occupations)
DATE WRITTEN: January 2007 STATUS: Full-time
DATE REVISED: February 2013, February 2021 FLSA STATUS: Exempt

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

Incumbent serves as Nurse Practitioner (NP)/Advanced Practice (AP) Nurse for the Monroe County
Health Department’s Futures Family Planning-Clinie Clinical Services and Case Management
Division, responsible for providing primary care to clinic clients and ensuring compliance with
established policies, practices, protocols, and professional and public health standards.

DUTIES:

Performs physical examinations, including, but limited to, pelvic examinations, breast examinations,
testicular examinations, STD screening, blood glucose screenings, and contraceptive placement.
Recommends tests and procedures to obtain additional data and develops comprehensive statement of
client’s exam results. Reviews lab results and determines appropriate follow up.

Collaborates with the supervising physician in developing, recommending, and implementing a plan of
treatment for selected clients, in accordance with Indiana Law.

Conducts Telehealth appointments as appropriate.

Manages the care of selected clients using established protocols. Ensures compliance with all applicable
Monroe County Health Department policies and procedures, IFHC standards, HIPAA regulations, and
all other Federal and State laws relating to privacy, confidentiality, and service delivery. Maintains
clients’ rights to privacy by creating and maintaining a secure environment.

Ensures proper administration of medications. Manages medication stock, ensuring proper storage of
medications and proper handling of pharmacy waste. Recognizes and reports adverse drug reactions as
needed.

Completes mandatory reports and ensures compliance with all regulatory agencies.

Supervises medical care provided by clinic, ensuring accuracy of clinic functions. Supervises assigned
staff, including planning/delegating work assignments, making work schedules, ensuring accuracy of
clinic functions, training employees, and evaluating performance.
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Ensures medical records are submitted for physician review, as outlined in the Collaborative Practice
Agreement. Ensures Electronic Medical Records (EMR) are maintained properly and any paper _records
are legible, up to date, and contain comprehensive documentation.

Assesses client’s educational needs and level of understanding and individualizes client teaching.
Documents teaching and client’s level of understanding and response. Conducts follow-up with clients
on unresolved matters related to client assessments, treatment, and/or disposition.

Consults with Clinie Manager Director of Clinical Services and Case Management, Health
Administrator, and/or contracted Medical Director as appropriate on potentially problematic staff or
client situations. Assists superviser Director in setting program goals and works with superviser
Director to meet these goals.

Collects and analyzes clinical indicators for the purpose of improving client outcomes.

Works collaboratively with other health care providers to identify family planning needs in the
community.

Maintains current on information in area of practice by participating in continuing education and in-
service programs, attending workshops, and reading professional articles and journals.

Plans and participates in in-service programs with clinical content for program staff and educational
programs for clients and the community.

Participates and represents the Health Department at health fairs and community events, including
developing health education materials such as pamphlets and brochures, speaking publicly to groups
about family planning, and preparing presentations.

Attends educational and training programs as required.

Performs related duties as assigned.

I. JOB REQUIREMENTS:

Master’s Degree in Nursing and current Indiana license to practice as a Nurse Practitioner or an
Advanced Practice Nurse with a minimum of one (1) year experience. Possession of or ability to obtain
Basic Life Support (BLS) certification.

Must possess current, unrestricted Indiana CSR and be eligible for U.S. DEA certification.

Working knowledge of and ability to make practical application of public health laws and accepted
principles and practices of Public Health Nursing.

Working knowledge of health and social services available to County residents, and ability to coordinate
services and facilitate referrals as appropriate.

Working knowledge of standard English grammar, spelling, and punctuation and ability to prepare
written reports as required.
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Ability to supervise assigned staff, including planning/delegating work assignments, making work
schedules, ensuring accuracy of clinic functions, training employees, and evaluating performance.

Ability to effectively examine and screen individuals, assesses needs, and provides information,
counseling, treatment, and referrals as appropriate.

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

Ability to effectively communicate orally and in writing with co-workers, other County departments,
clients, accreditation and regulatory agencies, providers, community organizations, physicians’ offices,
hospitals, laboratories, and the general public, including being sensitive to professional ethics, gender,

cultural diversities, and disabilities.

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

Ability to analyze and evaluate test results, make determinations, and present findings in oral or written
form.

Ability to work alone with minimum supervision and with others in a team environment.

Ability to work on several tasks at the same time and work rapidly for long periods, occasionally under
time pressure.

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

Ability to file, post, copy data from one document to another and interview patients to obtain
information.

Ability to occasionally work extended hours and travel out of town for training and meetings.

II. DIFFICULTY OF WORK:

Incumbent performs a narrow range of regular duties which involve consideration of many variables.
Majority of duties are performed within clear and well-defined guidelines that are applied to medical
protocols, with decisions always determined by specific instructions or existing, well established
policies and procedures from Indiana Department of Health and Indiana Family Health Council.

III. RESPONSIBILITY:

Incumbent ensures proper implementation of public health programs according to technical
specifications and standard practices of the profession. Incumbent works with minimum supervision,
referring to supervisor for any unusual and/or unprecedented circumstances not covered by existing
policies and procedures. Work is periodically reviewed for technical accuracy and soundness of
judgment.
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IV. PERSONAL WORK RELATIONSHIPS:

Incumbent maintains communication with co-workers, other County departments, clients, accreditation
and regulatory agencies, providers, community organizations, physicians’ offices, hospitals,
laboratories, and the general public for the purposes of exchanging information, providing instructions
to others, and rendering services.

Incumbent reports directly to Clinie Manager-and/or-Medieal Direetor. the Medical Director for

medical procedures.

Incumbent reports directly to the Director of Clinical Services and Case Management for all
administrative/operational matters.

V. PHYSICAL EFFORT AND WORK ENVIRONMENT:

Incumbent performs a variety of duties in a clinical setting including sitting/walking at will,
lifting/carrying objects weighing up to 25 pounds, bending/crouching/kneeling, reaching, close/far
vision, color/depth perception, hearing sounds/communication, and handling/grasping/fingering objects.

Incumbent occasionally works extended hours and travels out of town for training and meetings.
APPLICANT/EMPLOYEE ACKNOWLEDGMENT

The job description for the position of Nurse Practitioner/Advanced Practice Nurse for the Monroe
County Health Department’s Futures Family Planning-Clinie Clinical Services and Case
Management 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

SO OOOO55I5<><>

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

Department Head/Supervisor Signature Date
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County of Monroe, Indiana
An Equal Opportunity Employer

This form is to be completed by the employee holding the position and/or the Elected Official/
Department Head having hiring, promotion, and termination authority for the office/department. This
form is intended to serve as a classification evaluation instrument for the Monroe County Council and
Personnel Administration Committee in reviewing requests for classification of jobs.

Review the “Job Classification and Compensation Maintenance Plan” prior to completing this
form to ensure the proper procedures have been taken regarding adding or reviewing a position.

® Attach additional pages as needed; return completed form to the COUNCIL ADMINISTRATOR

e Nurse Practitioner Fund A 6/8150-10071-9624
beparmens HEAIN . 04/30/2024

[VIFull-time [ |Part-time [VExempt | INon-exempt

Current Classification SO

50.63  ,.hr

SO

Requested Classification

Current pay $ Proposed pay $ per

Employee(s) in this position: (attach supplemental sheet if necessary)

Emma Rice

TYPE OF ACTION REQUESTED

. reate position Abolish position I:ISem'ority review
| Pualifications requirements review Pay policy application/interpretation issues
. Reclassification due to change in duties, responsibilities, work conditions, etc.

0 ther Please describe:

Questions 1 through 3 to be completed jointly by the employee and/or
Elected Official/Department Head initiating the review

L. Describe why this new position/added employee/classification review is necessary.

update job description and department reporting structures
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2. Have you previously requested this new position/added employee/reclassification of this existing
position? Oyes@no

If yes, describe date and outcome of that request:

3 If this is a request for classification review of an existing position, review the current job
description and make any revisions that are necessary to describe the job being performed.
Attach a copy of the existing job description with your revisions marked with Bold Red for

additions and Strikethrough for deletions.

Do these revisions constitute additional duties and responsibilities since the adoption of the
existing job descn'ption‘?'j'es 0

If not, explain why the existing description is no longer accurate:

Questions 4 through 8 to be completed by Elected Official/Department Head

4. Are the job functions described on this form currently being performed by your office/
deparhnentes[lno If yes, name those job title(s) and classifications:

10 e NUTSE Practitioner *Classification OO
Job title *Classification
Job title *(Classification

* Current classification of position may be impacted by the creation of or reclassification of
another position.

5. Is this request a result of new legislation, a mandate, or lit:igation?l___l(es 0
If yes, specify statute citation and/or case:

6. Is this request based on increased volume of workDeso If yes, please explain:

This document is prepared for exclusive use of Waggoner, Irwin, Scheele & Assoc., Inc., and shall not be duﬁticated without written consent. ©2021 2




7. If you answered yes, to question 6, are there existing technologies that could lessen the volume
for this or related positions? €s 0 If yes, please describe, including estimated costs:

8. State specifically how creation of 2 new position/added employee/reclassification of this position
would benefit the County:

By maintaining up to date job descriptions

AUTHORIZATION BY EMPLOYEE:

Signature of employee(s) assigned to the position being considered for reclassification.

I understand that this request in no way jeopardizes my employment, and that if the reclassification
review prpegeds, it may result in the position being upgraded, downgraded, or remaining classified the

same.
04/30/2024

Employee signature Date

Employee signature Date

Employee signature Date

Employee signature Date

AUTHORIZATION BY APPOINTING AUTHORITY:
Signature required by Elected Official/Department Head

I have reviewed this reclassification request with the employee(s), andgreeDisagree.
If disagree, please comment:

[ understand this request is subject to an organizational assessment of my office/department employment
operations, and that I will be available to personally participate and provide requested information to the
County Council, Personnel Administration Committee, and consultants of the Council.

Lori Kelley 04/29/2024

Signature of Elected Official/Department Head Date

Name typed or printed

Lori Kelley
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Type or Print Name
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MONROE COUNTY BOARD OF HEALTH

Medical Procedure Reporting  <------ 3
inistrative/ Reporting 7 Appointed Members

HEALTH OFFICER
Contractual
T Administrative Assistant
Health Administrator COMOT B - 35

Senior Community Health
Specialist
PATC-35

Assistant Registrar (2)
COMOT B - 35

Clinical Assistant
Part-Time (1)

Ciinit Coordinator Manager
COMOT C-35

Data Entry Clerk
COMOT - Part-Time

Community Health Specialist-
Tobacco/MRC
PATA-35

Community Health
Specialist-Harm Reduction
PATA-35

N Public Health Emergency
i Health Envlrfm.m ) LD Preparedness Assistant
Specialist-Foods (2) Specialistoens i) COMOT - Part-Time
PATB-35 PATB-35

Financial Manager
PAT B - 40

Environmental Health

PATB-35

Disease Intervention
Specialist (2)
PATA-35

Part-Time
Public Health Intern (1)

Part-Time

Environmental Health . Environmental Health

Specialist Assistant (1) Environmental Health Specialist Assistant

Part-Time Specialist Assistant Part-Time
Part-Time

Disease Intervention
ialist Assistant
Part-Time

(Archive cription
Part-Time




PERSON NEL ADM I N ISTRATION COM M ITTEE Peter lversen
Monroe County Courthouse, Room 306 Marty Hawk
100 W Kirkwood Avenue Geoff McKim
Bloomington, Indiana 47404
Office: 812-349-7312
CouncilOffice@co.monroe.in.us

\%
Sounry coune'

PERSONNEL ADMINISTRATION COMMITTEE SUMMARY MINUTES
Tuesday, April 2, 2024 at 12:00 PM (Noon)
HR-Council Conference Room and Teams Connection

MEMBERS

Present — IN PERSON — Peter Iversen
Present — IN PERSON — Marty Hawk
Present — IN PERSON — Geoff McKim

STAFF

Present — IN PERSON — Kim Shell, Council Administrator

Present — VIRTUAL — Molly Turner-King, Legal Counsel

Present — IN PERSON — E Sensenstein, Personnel Administrator

Present — IN PERSON — Courtney Moser, Assistant Council Administrator

1. CALL TO ORDER - 12:02 pm

McKim called the meeting of the Personnel Administration Committee to order at 12:02 pm on Tuesday, April 2,
2024. Shell noted for the record that Councilors McKim, Iversen, and Hawk were present in person in the HR-
Council Conference Room.

2. ADOPTION OF AGENDA - 12:02 pm
No changes.
3. RE-ELECTION OF OFFICER —12:03 pm

McKim nominated Iversen as Chair. Hawk seconded. Iversen accepted the nomination.

Shell called the Roll.

Hawk Yes
McKim Yes
lversen Yes

Motion passed 3-0; Unanimous.

Personnel Administration Committee Summary Minutes
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4. ASSESSOR’S OFFICE — 12:03 pm
Review of WIS Recommendations
Assistant 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)

Judy Sharp, Assessor and Lisa Surface, Chief Deputy Assessor, presented. Sharp reviewed the WIS descriptions
and memo. She disagreed with some of the recommendations, noting that the Auditor’s Office personnel are
PATs and Assessor’s personnel are COMOTs. She commented that she has lost employees to the Auditor’s
Office.

Two positions that the Assessor believed were still not correctly classified were the following:

1) Property Director should be a PAT D, the same as the Auditor’s Office. Sharp would like for this to be in parity
with the Auditor Property Director.

2) GIS Assessment Administrator should be a PAT B, the same as the Auditor’s Office. Sharp would like for this
to be in parity with the Auditor’s GIS Customer Service Representative.

A discussion took place with regards to the provided WIS information comparing counties such as Porter,
Hamiliton, and Tippecanoe in how the various assessor positions are paid.

Sharp requested that all Assessor employees move to a 40-hour work week.

Sharp requested that both PTABOA positions be classified at a PAT B and the Market Data Analysis Administrator
PAT A.

Sharp stated that the job descriptions accurately reflected the work performed in the department.

McKim, stated that he was persuaded by the need for parallelism, and made the motion to forward to Council
as follows:

Property Director — PAT D

PTABOA Administrators — PAT B

GIS Specialist — PAT B

Market Data Analysis Administrator — PAT A

Sales Disclosure Specialist — COMOT C

Assistant Property Director - COMOT D

Real Estate Reassessment Specialist — COMOT C

Personal Property Specialist Supervisor - COMOT D

Floating Assessor Specialist — COMOT C

Personal Property Assessment Specialist —- COMOT C
Hawk seconded.

Further discussion ensued.
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Iversen asked for a Voice Vote on McKim’s motion.
Motion passed 3-0; Unanimous.

Hawk made a motion to forward to Council with a positive recommendation for 40 hours. McKim seconded.
No further discussion.

Iversen asked for a Voice Vote on Hawk’s motion.
Motion passed 3-0; Unanimous.

5. APPROVAL OF SUMMARY MINUTES AS PRESENTED — 12:53 pm
-February 6, 2024

Hawk requested the February’s minutes regarding the Health Department, be amended that in regarding job
descriptions, it is important to discuss the complexity of the job, not the amount of work.

Iversen asked for a Voice Vote on the approval of the summary minutes including Hawk’s amendment.
Motion passed 3-0; Unanimous.

6. ADJOURNMENT —-12:57 pm

The Summary Minutes of the Personnel Administration Committee (PAC) held on April 2, 2024 were presented
and approved on May 13, 2024.

PERSONNEL ADMINISTRATION COMMITTEE

|:|Aye |:|Nay |:|Abstain DNotPresent

Peter Iversen, Chair

|:|Aye |:|Nay |:|Abstain DNotPresent

Marty Hawk, PAC Member

|:|Aye |:|Nay |:|Abstain DNotPresent

Geoff McKim, PAC Member

ATTEST:

Brianne Gregory, Auditor Date
Monroe County, Indiana
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