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COUNTY OF KENDALL, ILLINOIS

H ADMIN HR COMMITTEE
of Thip Tl L MR County Office Building
enlii] County Board Rooms 209-210
F?:Jr'h ' Monday, April 3, 2017 ~ 5:30p.m.
MEETING AGENDA
Call to Order

Roll Call: John Purcell, Lynn Cullick (Chair), Judy Gilmour (Vice Chair), Bob Davidson,
Matthew Prochaska

Approval of Agenda
Approval of Minutes from March 28, 2017 Meeting
Department Head and Elected Official Reports
Public Comment
Committee Business
® Review of County Administrator Job Description

e Employee Handbook Revisions/Update

Executive Session

Items for Committee of the Whole
Action Items for County Board
Adjournment



COUNTY OF KENDALL, ILLINOIS
ADMINISTRATION HUMAN RESOURCES COMMITTEE
Meeting Minutes
Tuesday, March 28, 2017

CALL TO ORDER - Committee Chair Lynn Cullick called the meeting to order at 5:32p.m.

ROLL CALL
Attendee Name Status Arrived Left Early
Judy Gilmour Present
Matthew Prochaska Present
Lynn Cullick Present
Bob Davidson Present
John Purcell 5:36p.m.

With four members present, a quorum was established to conduct committee business.
County Personnel Present: Glen Campos, Jill Ferko, Scott Koeppel, Jeff Wilkins

APPROVAL OF AGENDA

Motion: Member Prochaska
Second: Member Gilmour
RESULT: Approved with a Unanimous Voice Vote

APPROVAL OF MINUTES - March 6, 2017

Motion: Member Prochaska
Second: Member Gilmour
RESULT: Approved with a Unanimous Voice Vote

DEPARTMENT HEAD AND ELECTED OFFICIAL REPORTS

Administration — Jeff Wilkins reviewed the monthly Human Resources reports with the
committee.

PUBLIC COMMENT — None
COMMITTEE BUSINESS

® Recommend for Approval the Recertifying Resolution for the Participation of Elected
Officials in IMRF — Motion made by Member Purcell, second by Member Prochaska. With

five members voting aye, the motion carried.
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» Proposal to raise the cap on IMRF hours from 600 to 1000 — Discussion on providing
health insurance to any employee that works 30 hours or more per week if the hours are
increased to 1000 when the County recertifies with IMRF. There was consensus by the

committee to leave the hours at 600 for part-time employees at this time, and to review
the item again in the future.

o Electric Aggregation Process and Timeline - Chris Childress, Progressive Energy provided
a Historical Review of the Kendall County Aggregation Program, Resident choices and
usage profile, the average total savings of $82.66 to residents for the three years, and the
total program Kendall County savings of $783,368, and the tentative Aggregation timeline
for 2017.

o Distribute County Board Rules of Order with revision approved March 7, 2017 — Member
Prochaska to review the Rules for accuracy, check with the State’s Attorney’s Office to see
if final approval of the amendment is needed, and include on the April 18, 2017 Board
agenda if necessary.

o County Administrator Job Description — Member Cullick stated that it is imperative that the
County Board ensures that all job descriptions are updated and reviewed by the Admin HR
committee as well as the State’s Attorney’s office prior to final approval by the County
Board. Member Cullick asked the committee to review the proposed job description and

bring any changes or suggestions to the April 3, 2017 Admin HR meeting. The five
Administration employee job descriptions will be ready for review for the April 3, 2017

meeting as well.
ITEMS FOR COMMITTEE OF THE WHOLE — Electric Aggregation Process and Timeline

ACTION ITEMS FOR COUNTY BOARD
-  Approval of the Recertifying Resolution for the Participation of Elected Officials in IMRF
- Approval of County Board Rules of Order with revision approved on March 7, 2017
-  Electric Aggregation Process and Timeline (April 18* Board agenda)

EXECUTIVE SESSION — Not needed

ADJOURNMENT

Motion: Member Prochaska
Second: Member Purcell
RESULT: With a Unanimous Voice Vote, this meeting was adjourned at 6:36p.m.

Respectfully Submitted,

Valarie McClain
Recording Secretary
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KENDALL COUNTY JOB DESCRIPTION
DEPARTMENT/OFFICE: Administrative Services
POSITION TITLE: County Administrator
REPORTS TO: Chairman of the Kendall County Board or his designee
SUMMARY OF POSITION:

The County Administrator is at the center of the coordination of all activities of the County Board and its
committee structure. The position must frequently serve as the point of contact with the County Board,
residents, and elected and appointed department heads. Additionally, the County Administrator has
multiple intergovernmental relations responsibilities. The County Administrator also coordinates the
creation of the county budget and county economic development activities. The County Administrator also
oversees health & liability insurance, personnel, planning, zoning, facilities management, technology, and
animal control.

MAJOR DUTIES AND RESPONSIBILITIES
The duties for this office shall include, but not be limited to, the following:

1. Oversee the activities and staff of the Office of Administrative Services, Technology
Services, Facilities Management, Planning, Building & Zoning, and Animal Control.

2. Preparation and submittal of the annual budgets for the functioning of the Office of
Administrative Services.

3. Provide full administrative, secretarial, and research assistance as directed, for the
Chairman and other Board members.

4, Represent the Kendall County Board, as directed, on designated Commissions, Boards, or
ventures and assume a leadership role in other departments on an interim basis as directed.
Be prepared to take over as Aacting@ department head in the event said Department Head is
unable to fulfill his/her duties. This would be at the direction of the County Board until a
resolution of the problem was found.

5. Oversee the administration of the Employee Health, Accident, Dental and Life Insurance
Programs and any other benefit program enacted and approved by the Kendall County
Board.

6. Oversee the mailing facility for the Kendall County Office Building.

7. Oversee the administration of the Kendall County public liability and property insurance
programs, assuring that all county functions are properly and adequately covered.

8. Research potential funding assistance sources for all functions of the County government.



10.

11.

12.

13.

14,

15.

16.

17.

18.

19.

20.

21,

Conduct, monitor and account for all expenditures from the Kendall County Board budget
line items.

Monitor and assure that all County Board contracts, agreements and directions are properly
followed as directed and agreed.

Administratively monitor and conduct the duties and responsibilities of the Kendall County
Liquor Commission, preparing and monitoring license application, renewals, bonding and
dissemination of required information.

Attend all meetings of the County Board Committee-of-the-Whole, Human Resources &
Administration Committee, Budget & Finance Committee, Judicial/Legislative Committes,
Economic Development Commission, Technology Committee, Employeee Relations
Committee, Revenue Committee, and Elected Official/Department Head meetings. Take
and prepare committee minutes as required and prepare meeting agendas. Attend other
Committee mestings as appropriate,

Run advertisements for personnel recruitment

Attend all budget meetings and hearings, providing administrative support to the committee.
Work with all Department Heads, the committee and the auditor to assure that the annual
budget is properly and timely presented to the Kendall County Board for adoption. Working
with the auditor, assure that the county audit is proper and timely in its presentation to the
Kendall County Board.

Prepare and distribute monthly county schedules of meetings and events, monitoring the
usage of meeting rooms and facilities for the various committees.

Meaintain mail boxes and information disbursement facilities for all County Board members
and department heads.

Provide liaison and distribution for requests, information and directives between the Kendall
County Board and Kendall County departments.

Serve as a communication contact person with municipalities, townships and other
governmental entities and groups as directed by the Board.

Develop and conduct communications links between County Board and departments,
including Department Head meetings, Employee Relations committee meetings, Employee
newsletter and other methods.

Monitor and maintain inventory system of county equipment in cooperation with County
Board and departments.

Prepare and issue news releases to media when appropriate.



22,

23.

Monitor County Economic Development Commission Revolving Loan Fund and other
economic development responsibilities as assigned.

Serve as the County Board’s principal contact and representative on all collective bargaining
issues.

Any other duties as assigned.
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TITLE: County Administrator

DEPARTMENT:; Administrative Services

REPORTS TO: Kendail County Board

FLSA STATUS: Exempt
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Board for adoption.
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MLV,  Physical Damands:
Whlie performing the duties of this job, the smployse must be able to:
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TITLE: ) County Administrator
DEPARTMENT: Administrative Services
REPORTS TO: Kendall County Board
FLSA STATUS: Exempt

APPROVED; jn Process|

Position Summary:

Essentlal Duties and Ruponslbllllln:

A.

The County Administrator manages and provides oversight of Kendall County
department heads and serves as the department head who is primarlly
responsible for the management of all mattergggertaining to the Kendall County
Administrative Services Office. The Counfy#8Ministrator acts as the Kendall
County Board's liaison regarding the cgé and management of policy
inltiatlves, operational issues and strg 1 wllhln the daily operations of
Kendall County (‘County’). The Shendaiiii
(*Cheirperson”) and the Kendall Gounty Bos '». ,
administrative direction to the Administrator.
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. condyotlr@rﬁgular performance evaluations of all employees In the

Admin Services Office;

Appraising employees' productivity and efficiency for the purpose of

recommending promotions or other changes in status;

. Handling both Internal and external complaints and grievances related to

the Administrative Services Office;

Disciplining employeses;

Apportloning the work among employees assigned 1o Administrative

Services Office;

Providing for the safety and security of the employees and County

property; and
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Makes all final decisions regarding the hiring, fiing, advancement,
promotion and any other changes of status for all employess In the
Administrative Services Office.

Serves as the Interim Director of the PBZ Department and customarlly and

Feguiarty |

performs management duties In PBZ Department Including, but not

iimited to, the following:

< Malntalnlng

Interviewing, selecting and training all employees In PBZ Department;
Setting and adjusting employees' hours of work;
Setting and adjusting employees’ rates __

parameters);

Maintaining production and opera 3 rds for use In supervision and
control of PBZ Dopartment; 44655 &9

Conducting regular performance I ng of all employees in PBZ

Department;
for the purpose of

rievancas related to
PBZ Deparlme t
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ounty department heads;
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&

{5
Appraising department heads’ productivity and efficlency;

Heandling both internal and external complaints and gnavanoes related fo
County department heads;

Disciplining County department heads; and

Makes all final decisions regarding the hiring, firing, advancement,
ﬁromotlon and any other changes of status for all County department

F. At the direction of the County Board, serves as "acting” department head, on an
interim basis, for the applicable County department in the event the department

m[ﬂr mm—hmmmmm

ability department ]
Intgrime busis. This will halp vou ftom heving to constantly change
:-mmmuuﬂwwm duties
a while.

«~-1 Commanted [1F]: Tho County Board nseds & be very careful

reganing what level of direction and control the County-
wmmmmmwm K

*| Bosrd should confirm that ol of its current policies snd

s well a3 other job support the lmguage In this job

descriptions
. d-nﬂnuu.m,arsthmm»m

Commented [16]: Please conflrm if this in corroot for alf
department heads o« jiut some Coonty depaitment boeds, & the
wl;hlm you hed referenced, Tecimalogy, Facilitiew, Antmal

“ofhar depertments™ Not sure what are the “other
w.
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head is unable to fulflll hisher essentlal job duties and, on an interim basis,
performs al! of the essentlal job duties set forth In the applicable department
head's job description.

G. Primary duties Include the performance of office or non-manual work directly
related to the management or general business operations of Kendall County,
which dutles Include, but are not limited to the following: o
. Preparation and submittal of the annual budgets for nultiple departments

gndprogramg, ¢ T TETE Conrmisabed [AKIKZ3: Tiss b u Hittle vagns, Which departments

. Monitors and authorizes expendituregy for muitiple departments and "‘\."""m"- : = - :
programe : . e N | e

" Oversees and administers all insu benefits programs offered by the . | il fxtier uadert the thar department beeds® FLSA @y
County including, but not Iim e County's Employee Health, ' \*== :

Accident, Dental, and Life InsurdR$e Profgams. \ | Conmnenbed AKKDT: sume :

a Oversess and administers.4fia, County’s nagement by performing Commented [T10A9]) Agals, iftis County Aduinistmior is
duties Inciuding, but nef jifiied ?ct:rnsk ement plgnning. HBh | i i e e e il
management policy devy g)ment and admi , and safety and firthec undarcat the ofber department hosds® FLIA cnsmpt stxtos.
llability Insurance activities. «* -, © '

*  Oversees and gdministers tfre Coufty's llabllity antRgigoperty Insurance
programs and that &l Gounty property and functions have

6. k.

° inistra .--~| Commeanted [AKI11]: “Monitor” seems sudhia pussive

med' ........................... B mﬁm&ﬂgwmfm%m

[} sintus of the fand?

f { Contmeanted [12:2]: What are the "other sposomic dvelopment
and SBGI‘Tﬂty &.Eﬁﬁd """"""""""" respomaibilities™ That ehonld be set out in nore detil hore, This is

tigl_information, ™. | oyvagme e opom o medt

y be protected under the Health Insurance “-F“
ROt of 1696 (HIPAA') and information °, |mbmiecenys oo s e
Finistrative Services, the Kendall County ., | icidds povisin hem. Fioweve, if bt is o ccinee, posss J

L]

{ Consmanted [AKIC14Y: Doox the atinistrator sleo serve 23 4 1
FOIA offioes?

2 I theve a wiy to make thiy more

operation of the malling facillty of the Kendail County - T R s st d e Yo und

ffalrs of the County are carrled out in a responsible, lawfui
Jmann _@m [116]: Docs Conmty Admicisrtor have sy ol }

H. Acts as the Chalrperson's and the County Board's liaison regarding the
coordination and management of policy Initiatives, operational lssues and
strateglc plan within the dally operations of the County by performing duties
including, but not imited to the following: ’
¢ Provide administrative support and research assistance to the County Board.
* Attend meetings of the County Board, Committee-of-the-Whole, Human

Resources and Administrative Committes, Budget and Finance Committee,
Economic Development Committee, and other County Board commitiees, as
neadad, both during and afler regular work hours.
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+ Prepara County Board committes agendas and minutes, as neaded.
» Attend all budget meetings and hearings, both during and after normal work
hours, providing administraiive support to the Budget and Finance

Sommitt — mmmmmjnér@g'mﬂ:mﬁ

» Work with all department heads and the Budget Committee to assure that the e ot Ko A m""’"’_ fime.
annual budget Is properly and timely presented to the County Board for o S
adoption.

s Coordinate with ouiside auditor to assure the annual audiied financial
statements are presented to the County Board.
Coordinate the auditor selectlon process, 25
Coordinate with [an outside financlal advisopPh
regarding the issuance and refinancingiia]

s QOversee and communicate the stajfi
Chairperson and the County Board

______ {{Commented [AKIELS}: s s mppossd to e stngu o plunt? )

» Coordinate research and acts 45 Jéad for spech
Board Chaimerson and/or ity Board. .
o Furnish the Chairperson afg the County Board ¥

information that Is necessary for the CodP
powers and duti Represent - ihte
commissions, bo i -working groups, as designated by the
gt-and direct llaison, on behalf of the
a _"t;ntper govemmental entities and

., .
Ia.- When appropriatel, and as .- [ﬂmmm%mmwmm

I. Provides ad e Kendall County Liquor Commissloner In
/pmﬁﬁslngJ C s, and ordinance revisions.

..-‘. 7 x -~
J. 'S’erves aﬂflmary beads gresentative for collective bargaining Issues.

K. Colhplies with éll;j%p?noa saderal and state laws and regulations regarding or

relatify. to assignad Job duties including, but not limited to the llinois Open
ngs’“Act, the II}[ans Freedom of Infoermation Act, HIPAA, and the lllincls Local

Records Act.

L. Complies wli‘h{éu*'éppncable policies and procedures regarding or relating to
assigned job duties.

M. Maintalns 24/7 availability to respond to emergencies, exercises and other related
activities.

N. Malntains regular attendance and punciuaiity.

0. Performs any other dutles, as required or assigned.
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Kuatifications:

To perform this job successfully, an individual must be able to perform aii essentlai
duties satisfactorily. The requirements listed below are representative of the knowledge,
skill, and/or abllity required for the position.

A. Language Sklils:
» Abillty to research, read, and interpret documents and simple Instructions.
* Abifity to prepare documents, reports, minutes, agendas, and correspondence.
» Abliity to speak effectively with the public, employees, outside entlties, vendors,
and the County’s department heads and elegted officials in both a one-on-one

and group settings.
» Requires good knowledge of the English h@me. spelling, and grammar.
= Strong oral presentation skills, @ N,
- b ;}‘

A
[ divide In all u'mﬁr:‘ measure, using whole

B. Mathematical Skills:
= Abllity to add, subtract, muitip
numbers, common fractions, &
raw an ~latarpret bar graphs.

-q_f_.

carry out Instructions fumnished

C. Reasoning Abliity: ;
o Ability to apply commoh‘
in written, oral, or dlagra?ﬁ' fbnn

¢ Ability to d e variables in standardized
D. Other8k
[ ]
o EiEhliant abity to meet deadiines
# The ability to di ooperative, professional and team orientated
\_ ‘atttude, ™.
‘I‘t_l@ ability to 1f§tan d information and ideas, and work effectively with
unat}; person ctad officials, and lecal economic development
. Knowledge of pr[nclples and practices of local government structure and

servloea
s The ablllty to Indénandently work to project completion and follow guldance.
» Proficient knowlgdge of MS Word, Excel, Outiook, PowerPoint.

E. Education and Experience;

» A minimum of a Bachelor's Degree and Master's Degree from an accredited
college or university with major course work in public administraticn, business
administration, public finance, accounting, or related flalds is required.

» A minimum of seven years of Increasingly responsible professional experience in
public or business administration, including at least four years In a management
posiiion, Is required.

mwlmwmmm-ﬂﬁwh
hﬁpﬂm 1 conelstent. _]
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F. Certificates, Licenses, and Registrations:

« \Vaiid Driver's License. | | Commentas T T, S
e Any and all other certificates and reglatraﬂons as required for the specific duties himcl e o m.lhﬂhu:t;-mhhc:zﬂljﬁﬁuﬂ
performed. iogposts i s traly nocemary. Yiw nced a Joghtmase irningas

roaspn fic roquiring o dfriver’s license,

V. Physical Demands:
While performing the duties of this job, the employse must be able to:

» Fraquently sit for long periods of time at a desk or In meetings; = { Commented [121]: wmumummm

» Occaslonally walk to other offices in the CoungOffice Building and other Gounty ~ Leeuee? 1, sy Toag dhtende dving/cing i wt vehicle?

bulldings (e.g., Kendall County 00urthouse)
Occaslonally lift and/or move up to 40 poieEs
Use hands to finger, handle, or fesl; 0
Reach, push, and pull with hands angd-ams; -
Bend over at the walst and rea hands and aigEs;
Talk and hear in person and vlq.__ 3 'of telaphone; ‘
Specific vision abllities include and distance vislongs
Travel Independently to other Cdunty offj@é bulidings ang):
perform job duties. g

perception; and
er locations, fo

Y. Work Environment:

The work environment characte ed I'f Ere representative of those an
employee encoul while p easential* functions of this job. While
performing the duties of this job, f subj to the following working
conditions: !

ns, exoept when outslde traveling between
assigned job duties.

i is usually quiet to moderately quiet.
LFEMD A situations while working with jusers, law
o anforcemenL deparunent haads. élected officlals, vendors, and the general

o Mostly ingi &anvlronmental con
varlous bul or X

fpubtic] Commented [AKICZ3]1 This Histagpears to bo cut ud pesed,
S iy + . | and 1don’t beliove it sccomte reflocts the position. For esmpie, the

form “user™ appears in the teckmology job descriptions o refkr to

“oumpurier Ledrs.” Who will this peron sctuntly interact with?
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By signing my name below, | hereby affirm that | recelved a copy of this job description.

Employse Recelpt Acknowledgement & Signature Date

Blgnature of Supervisor

cc: personnel flls, employes
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TITLE: Human Resources Coordinator
DEPARTMENT: Administrative Services
SUPERVISED BY:  County Adminlsirator

FL8SA STATUS: Sn-Exen

APPROVED:

e e e e e AR S L ey, S

B._Monitor revisions to state &

policy revislons for the Count$} " .
By
2 Attend County Board Mee jetifas, If reg
after wo ”' B, _'_:___::;T__t ___________ X
D. Administer émpiovee bengi Reperforming duties including, but not
limited to the foliwing: 1.°
& 1. .. 3 'I“-! .
o i ;-.‘t.ui dlirect \Gntact on County's behalf with ounty's
i it plan Promders.
x . =i
anagag@inrocs uauha for effective claim fiing, enroliments, eligibility
related to all Insurance fransactions.

and Thaintain employee benefit fles and enter and update all
i, COBRA, Health Savings Account (HSA), Flexible Spending
gnd basic life insurance eligibliity information on carrer websltes.

ges of benefit change

Gplo

nform: :.
+—Reply to employee inquiries,-ane questions and compleints concermning employes
benefits. f

+——=Conduct informational sesslons and explain Insurance coverage options forto
employees.

. Coordinate annual open enrofiment_and the County’s; health and wellness
Page 1of 5

There s an FLGA reguistion that notes:

[ “screen” applicants to obtalh dits regarding thair minkmum

wuhlwhdlh,ﬂmhnulmh
wvidence of this to qualify as FLSA sempt.

Human resources managers who formulate, irterpmt or
employment policies and managemant conavltants
whe atudy the cperations of a business and proposs chisnges
In arganization ganerally mest the dutiss reglirements for the
sdministrative sxemption, However, personnel clarks who

qualificaions and fitness for employment gumrllly do not
meet the duties requiraments for the administrative
examptian. Such pereonnel clerks typically wil refect al
apphiesnts who do not mest minimum standards for the
particular [ob or for smploymant by the company. The
minlmum standards are usually set by the' exempt human
TesouTced maneger or othar company officlals, and the
dacisfon to hlmfmm the group of qualified applicants who do
meet the minimum standards ls similarty made by the exempt
humen resourcea manager or other company officials, Thus,
when tha Inferviewing and screening fimctions are

Commanted [AKKE]: You will, of comse, need 0 povide 2n
mpdated approval date.

Commentad [ANKS]: you should distinguish the conidy
hwualnmmﬁ::';nd 0 caniert In which thia sorsan

Commented [19]: Is it *‘dopartment” or “office™ Wi'vesesn it
both ways.

Conimanted [AKIK10]: This is rally brosd, what depirtment?
Commanted [H11]: kitjultdndllm &.wﬂlhm
have to prepare minutes, 007
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. Maintain up o dete records of employee benefit Information.
. esolves bllling issues.

Monltors and maintaing the Cou V'III"_

E. Coordlnate employse recognition pro&s

Creates and maintaing Hyman Res i 3 2 s, benefits files
ceonfidentlal fles, inyoices _

appllcgﬂons and reﬁ'mls to be submitted to the County

| and mafiitain records regarding the same.

Lompenaation and County Liabliity insyrance
wttiot limited to the following:

ng-nitiating; and tracking claims.

e 0 _
s Respond to'g 1-- s #\d complaints about benefits

iy
). lves III .Issues

Mamiams dtera rds of beneflt claims and benefit Information.

. Acts | n and ct conta County' half with the County’ nefit
pian providerg,
[ Prepares munications regarding or relating to th ountv's workers

gcompensation and liabllity Insurance programs.

J._Prepare and process personnel action reports regarding hiring, status changes, new hires,
terminations, and educational relmbursements.

Page2of 3

Commented [112]: [have added several dution o tix job
description that, 1 believs based 1tpon my prior EIR sudit, ere
pextbrmed by the HE. posifion. Howover, plesse confirm.
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feguiations and ajl ggﬂ@ﬂg _cg my policlas and grooedu;gg { Commented [AKKL3]: For all County offices of jost
depatimenig?
&M, _Manage Employes Assistance Program, Including, but not imited to_developing and '
coordinating employee workshops and evaluating utiligation_of the Emploves Assistance
Perogram. :

N,_Devalop and creats various monthly and, prerts pertaining to Insurance, benefits,

0. Presarvee Ensures—the Handle—an g SOcur] of confidential
nformetion, Including Information i g the _Health |
N 5
BNG ACCOUNTEDIIY ACL OF E

IS O ACMINISTAVE HarvICes

*--.-----[m: List Faragraph, Left, No bullets or numibering,
Tab stops: Not st -1"

]

_____ [wmjannmummum ]
_ wpetvisory veaponsibiliies?
Qualfications: N, A e ormemanted [1L: Pcipemak st th b chla o ]
lly, an individual must be able to perform all essentlal duties description is consistent yu
ditainents listed below are representative of the knowledge, skill, and/or \ Coumty job descriptions apyove by io Board

ability required for the position,

A. Language Skills

s Reguires good knowledge of the Engljgh lanquage, g_e_lllng and grammar )
¢ __Sirong oral and written presentation skills.

Page 3of §
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Mgthemg;[cll SklII!

l'; problems relating \_‘I"

A.D, mh_a_; Skllll. Knowlodgo llld Abilitles:
Exoellen protil tion skll and the g

owledge of Human Rescurces tes
Knowledge of state and

i nd
llilk"-i'i 3 < = i M EBVE j 1él 8 [ (8 td EALLITRAG)
The abllity to listen, und i
elala and retirees.

County personnel, departm
* Requlires-{The ability to follow § d work Inde‘qandenﬂy untll project completion.

¢ Proficient knowledge of MS Wo

s, and employment

ively witl'leeuniy

. Amlnlm n’lﬂ ‘
s eguired

E «-+ wi

cates, Li Estratl
s SHRM or PHR end/or CEBS certification preferred.

IV. Physical Demands:;
While performing the dutles of this Job, the empioyee must be able to:
«—Frequently sit for long perlods of ime at a desk or In meetings:

¢ Occasionally It and/or move up io 40 pounds;
Page 4 of 5

[w T16T: A bachelor’s degree in sy pecicals id ]

Commnented [117]: Dopuw-lwuqmny experiance
hmmmmmu;umum
nsuance stuft?

mmﬂtl]lmmm”dm ]
Tougired fhr this?

Conmmantad [119]: I've soon sovers] refrences to "Human
Ruosvinces Infopmation Sywtems”. However, the Coutty rally
docan't have any speciatized HR softwate, do they? You sy went
ﬂmwumwﬁmm;’wm
mbyhd.ﬂml [T )lndmnmd‘m
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» Frequently lift and/or move up to 10 pounds;
¢ Stoop, kneal, or crouch;

* s to fi h r feel:

¢ Reach, push and pull with hands and arms:
»_Talk and hear in person and via use of hlephone
- =y d 5 &

[ ]

fston, s well ag depth perception:

Travel Indepandenﬂy h other nty ofﬂoe omﬂondmm_dm _.---{Gﬁrlilulnllﬁlﬂ]: Any rgvel reiuired amtilde ofibo County? )

V. Work Environment:
The work environment characteristics described here are repressntative of those an employee
encounters while performing the essentfal functions of Yjob. While parforming the dutles of
this Job, the employee Is subject to the following working‘penditions:

G ! .oderatelyqulet.
Employee may be exposed fo 48Tl situations working with lsers, law

unforcament, daparbment heads, e[edad oﬂldah, vendors, and the general publie] .-
=_Employse may be required to providéiiiz or o nnspom@n to travel to and from

Fa

8

Employes Recelpt Aeknowlo*&n:mont & Signature Date

Signature of Supervisor Date

cc:  personnel fils, employee
PageSof 5

wmulmnumuh?umm
ood I don’t balieve it socorate the position, For example,
mw:ppmhhmhuhbhdpw:hnhh
“computsr usem.” whwillﬂ:upnmmhmvdﬂﬂ




| Page 1i [1] Commented fI2R1] LeslieJohnsoi - - 2/16/2017 8:53:00 AM_|
As you can see, most of his job description sets forth duties that are more administrative in nature rather
than managerial (e.g., *Assist with x”; “process reports”; “Coordinate y*. To be exempt, this position
would need a large amount of independence in setting policles and procedures rather than simply
ministerial tasks implementing what the County Administrator and County Board request. Based on the
information we have to date, there Iz not enough evidence of this to quallfy as FLSA exempt.

There Is an FLSA regulation that notes:

Human resources managers who formulate, Interpret or Implement employment policles and management consultants who
study the operations of a business and propose changes In organization generally meet the duties requirements for the
administrative exemplion. Howaver, personnel clarks who "screen” applicants to obtain data regarding their minimum
qualifications and fitness for employment generally do not meet the dutles requirements for the administrative sxemption.
Such personnel clerks typically will reject all applicants who do not meet minimum standards for the particular job or for
employmant by the company. The minimum standards are usually set by the exempt human resources manager or other
company officlals, and the decision to hire from the group of quallfied applicants who do meet the minimum standards is
simliarly made by the exempt human resources manager or other company officlals. Thus, when the Interviewing and
screening functions are performed by the human resources manager or personnel manager who mzakes the hiring decislon
or makes recommendations for hiring from the pool of qualified applicants, such duties constitute exempt work, even though
routine, because this work is directly and closely related to the employee’s exempt functions.

29 CFR 541.203

|Lg| 11 [2] Commented [I5R4] - Leslie Johnson 2/16/2017 10: 07:00 AM |
Also, what type of assistance? Administrative assistance? Overseemgtlmeltems? Also, what do you mean by

“general affairs”? This is a very vague duty, which is open to a lot of interpretation. I would suggest that you better
define this duty. As written, this duty could be repetitive of al! items below it or it could encompass anything.




Page 1: [1] Commented[i2R1] - . Leslle Johnson . 2/16/2017 8:53:00 AM |
As you can see, most of hig Job description sets forth duties that are more administrative In nature rather
than managerial (e.g., “Assist with x", “process reports”; “Coordinate y*. To be exempt, this position

would need a large amount of Independence In setting policles and procedures rather than simply
ministerial tasks implementing what the County Administrator and County Board request. Baged on the
information we have to date, there Is not enough evidence of this to qualify as FLSA exempt.

There is an FLSA regulation that notes:

Human resources managers who formulsts, interpret or implement empfoyment policies and management consultants who
study the operations of a business and propose changes in organization generally meet the dutles requirements for the
administrative exemption. However, personnel clerks who "scresn™ applicants to obtain data regarding their minimum
qualifications and fitness for employment generally do not meet the duties requirements for the administrative exemption.
Such personnel clerks typlcally will reject all applicants who do not meet minimum standards for the particular job or for
employment by the company. The minlmum standards are usually set by the exempt human resources manager or other
company officlals, and the decision to hire from the group of qualified applicants who do meet the minimum standards s
simllariy made by the exempt human resources manager or other company officlals. Thus, when the Interviewing and
screening functions are performed by the human resources manager or personnel manager who makes the hiring decision
or makes recommendations for hiring from the pool of qualffied applicants, such duties constitute exempt work, even though
routine, because this work Is directly and closely related to the employee's exempt functions.

29 CFR 541.203

| Page 1: [2] Commented [I5R4] . 'Leslie Johnson _ - 2/16/2017.10:07:00 AM |
Also, what type of assistance? Administrative assistance? Overseeing these items? Also, what do you mean by
“general affairs™? This is a very vague duty, which is open to a lot of interpretation. I would suggest that you better
define this duty. As written, this duty could be repetitive of all items below it or it could encormpass anything.
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TITLE: Human Resources Coordinator

DEPARTMENT: Administrative Services

SUPERVISED BY: Counly Administrator

FLSA STATUS: ofn-Exempt B T
APPROVED: n Pro I‘
Position Summary:

[Coordinatés and provdes assistance In ull areas of the County's human resources functions
including, but not limited to, County insurance and be

gfits, personnel and administrative |
sarvices, worker's compensation, jraining and develo d Human Resources Information
Systems.

Essential Dutiss and Rnponslblllﬂu
A. Provide Imlsun

- I L L L A,

B. Monitor revisions to state and federal

policy revisions for the County. - -
C. Attend County Board M mltta:*;quﬂnga. If requested, poth during and after
workhourd, e 3,

D. Administer employes benefit plajs drforming duties induding, but not

- '
-

| significance, the position 1 not exsmpt miider fhe administrative

mmlhmmm most of his job

Mnhhnhr.ﬂ(hmly!nndm
Based on the information we have to date, thers s Rot snough
mm‘mhhqullryaFLMmpt.
There Is an FLSA reguiation thet notes:
Humin rescurces manages whe formulate, nterpret or
Implement smployment policies and management consultants
who stucly the opersiions of a business and propose changes |
| n ongantzation genanally meet the dutles requiramaents for the
adminisirative sxemption, However, perscanel slerks who
"screen” applicants to eblaln deta regarding their minkmum
cualfications and fitness for armmmlm gamlydo not
maeat the dutlea requirements for the
sxamption. Such psmmtyplullyudl reject all
applicants who do not mest minimum standards for the
particular job or for amployment by the company. The
minimum standurds are ususly set by the sxempt human
resources maneger or other company officials, and the
decision to hirs from the group of quaiiiad applicants who do
mest the minimum etandarda s simiarly made by the sxempt

"82ounty's behalf with the County's

imited to the folloWir:. "y
. A%‘sas o ligi on and ¢
empigieg benef
' res” give caim fling, enroliments, eligibility
] : 54 to all Insurance transactions. Collect, update
‘ ployae benéﬂt filea and enter and update all medical, dental,
Angs Account {(HSA), Flexible Spending Account (FSA) and
II;:Ith Information on carrier wabsites.

hurman resources manager or other company officials. Thus,
when the interviewing and screening functions are perfarmed

constitute axempt work, even thoagh ra:'ns. because this
work is directly and elossly releted to the employes's lu(_m

; Commentiad [llﬂﬂ]' ‘You will, of course, nced to provide an

Conduct informational sessions and explain Insurence coverage options to
employees.

Coordinate annual open enroliment and the County's healkth and wellness
programs.

Track retiree and COBRA participants, collect and process premiums, and
update aligibliity status.

Maintain up to date records of employee benefit information.
Page 1 of B

these items? Also, what do
"genaral affiiv™} m:ammw.whichh
mm;lmofhwm 1wonld mggest that yon

Commentead [AIKS]: Aln.mmddllﬂmhﬂnm
in which fbis person coontinates and the context In which this persen
provides ssistance.

Commeanted (1731 What type of training? Is it limited to buman
resources and tisk mensgement training??: Or, witl this position
mmhmﬂ(mmmmm

P

ANV R FRERETT

-H’nn——""“"“

is
i
i

g_
g

[ eemmzzion [1871 Is it “departioent™ or “office™ We'veseen it
. N both waye,

Cosamaented [AKI10]: Ttis s roally troad, whet department?

mun:unhnwmm Ox, will this parson
have fo prepare minutes, lbo? -
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. Resoives bllling Issues.
. Farticipates in bensiit orientation and enroliment for new employess.

. Prepares communications regarding or relating fo the County’s employee benefit
programs.

. Monitors and maintains the County's Employse Benefits Intranet wab page.
. Coordinata employee recognition programs,

. Creates and mainfains Human Resources fl )M perscnnel flles, benefits files,
confidential files, Invoices, fetd.)

varifications for driving positions, vgf ons of empi
informatien, etc.).

: LN
, Process new liquor licanse applications &xg] o be subm]ﬂgﬂ‘tp the County Liquor
Commisslon for approval ar!ﬂ'malnlaln : g the same. ¥

. Assists with pre-employment requisite p Bes (e.g., w checks, driver's license

. Administer the County’'s Wi ‘ unly Liabiiity Insurance Programs by
performing duties Including, bu ot Mo

Acts as'a lisison Sehdirect contact on County's behalf with the County's benefit
“wot planp A

o  Prepares comifmunications regarding or relating to the County's workers
ébmpansutl 'and llabllity Insurance programs.

. Prepare and pmosfes-pmnnal action reports regarding hiring, status changes, new hires,
terminations, and educational reimbursements,
. Update |and manage leave accruals and all ime keeping records.

. Prooess Family Medical Leave Act (FMLA) and other Iea\m of absence requests and ensure
compllanca with all applicable state and federal statutss and reguiations and all applicable

County policies and procedures, .

. Manage Employee Assistance Program, Including, but not limited to developing and
coordinating employee workshops and evaluating utiiization of the Employes Assistance

Page2of §

_____ Comanbad F112]: 1heve sddod soveral dutios to this job'
dewcription thet, I t—dwmmypn'ﬂkndh.n .

pecimed by the HR position. However, pieags oontin,

'[W[Am_'l mnncomwoﬂeuwhl
departmenis? :
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Program.

. Develop and create varioua monthly and/or annual reports pertaining to insurance, benefits,
and personnel.

. Presarve the confidentiality and security of confidential information, Including information
that may be protected under the Health insurance Portabllity and Accountabliity Act of 1996
("HIPAA") and Information relating to personnel functions of Administrative Services, the
Kendall County Board, and its committess.

Ensurs the County complies with ail applicable federal gnd state employment and labor laws
and regulations. '

Q. Comply with all applicable County policies and pi:
R.

Maintain regular attendance and punctual

A%
8. Perform other duties, as assigned. (¢ 4
— <P ‘
KQualifications; ' olf g
To perform this Job success Individual e able to parform ail essential duties

safisfactorlly. The requirements tive of the knowiedge, skill, and/or

abllity required for the posftion. 1_ b

A. Language Skiifls: ~ -{- Y
» Abliity to res , mﬁlb instructions,
o Ablltyto

Abllity to s

ulﬂply\%n*d divide in al! units of measure, using whole numbers,
pecimals.

0, and percent and to draw and interpret bar graphs.

Iraporis related to the County's human rescurces functions.

. Reasoning Abllity: G

¢ Abliity to apply comimion sense understanding to carry out instructions fumnished In written,
oral, or dlagram form.
Abliity to deal with problems Involving several concrete variables In standardized saltuations.
Ability to selve problems relating to the employee’s assigned job duties.

. Other 8kiiis, Knowledge and Abliitles:
» Strong organtzation skills.
o Excellent prioritization skills and the abllity o meet deadiines,
» Knowledge of Human Resources terminology and computer applications,

Page 3 of §

Commantad [1143; Fleeso make sure that the format for thix job
deseription in conalstent with the format you bave-tssd for olf other
Connty job descxiptions spproved by the Board.
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Knowledge of state and federal employment and labor laws, regulations, and employment
practices and procedures.

The abllity to display a positive, cooperative, professional and team orientated attitude.

The abliity to listen, understand Information and ideas, and work effectively with County
personnel, department heads, local electad cfficlals, and refirees.

The abliity to follow guldance and work Independently until project completion,

Proficlent knowledge of MS Word, Excel, Outiook, PowerPoint.

Education and Experlencs:

+ Aminimum of a Bachelor's Degred Is required. - [
efit and insurance information fa

Conmanted [115]: A bachelors degros in st paticuler ficld
podsered’?

]

s A minimum of five years of experience coordinatipfi B
ulred-

'mwau:: Dnyunwmwnquhwmm

in other Inenau. roeources finctions, too, or just benefity snd
insmrenoe stuff?

Corlificates, Licenses, & Registrations -

'-\menun

[1177: Any perticuler smoumt/yests of expecience

¢ SHRM or PHR and/or CEBS certifical g

l.)

Physical Demands:
While performing the duties of this ]ob the emp

Lf!tbe able to:
or-in meetings;

&-n-nlul[lll]l Two sotn sevéral roferences to "Human
Resources Information Systems®.

In the ~Caunty Office Bullding and other County
I use). Y

Occaslonally wak o
bulldings (e.g., Kendall Cot
Occaslonally Iift and/or moveiip

Stoop, knesf, or chauch;

Use han ﬂngar, hahdle or fasly y
Reach, pu and pull hands argta
Talk and :

d,_.x_lause
: ‘clu 'elog_e

..... { Commanted (1193 Any travel required outside ofthe County? )

7 -gescribad here are representative of those an employee
the esa | functions of this Job. While performing the duties of
sject to the followlrlg working conditions:

ghe work environment Is usually qulet o moderately quiat.
Employse may be exposed to siressful situations whils working with psers, law

enforcement, department heads, electad officials, vendors, and the generalpublic] .-
Emplcyee may be required to provide his or her cwn transportation to travel to and from
mestings, training, conferances, etc.

Connasrtud [AKK20]: mmmhhmnﬂpﬁﬂ.
nndd I don't believe it scourste reflscis the position. For example, the
torm “user™ appears In the technology job degcriptions to reflr to
“contipuiey’ usary.” Who will this perscn sctoelly Interact with? i

Employee must be able to perform all assigned Job duties during normal business hours
and outside of normal business hours.
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By signing my name below, | hereby affirm that | recalved a copy of this Job description.

Employse Recsipt Acknowledgement & Signature 4 , Date

Bignature of Supariser
gc:  personnel file, employse
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