COUNTY OF KENDALL, ILLINOIS
Pt ADMIN HR COMMITTEE
B County Office Building
s g County Board Rooms 209-210
ot Monday, May 15, 2017 ~ 5:30p.m.

MEETING AGENDA

Call to Order

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

Approval of Agenda

Approval of Minutes from April 25, 2017 Meeting
Department Head and Elected Official Reports
Public Comment

Committee Business
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o County Administrator and Deputy Administrator Job Descriptions
e Organizational Chart
o Board Room Reorganization

8. Executive Session
9. Items for Committee of the Whole
10. Action Items for County Board
11, Adjournment



COUNTY OF KENDALL, ILLINOIS
ADMIN HUMAN RESOURCES COMMITTEE OF THE WHOLE

Meeting Minutes
Tuesday, April 25, 2017
CALL TO ORDER
Admin HR Committee Chair Lynn Cullick called the meeting to order at 5:31p.m.
ROLL CALL
Attendee Name Status Arrived Left Meeting
Judy Gilmour Here
Matthew Prochaska Here
Lynn Cullick Here
Bob Davidson 5:43p.m.
John Purcell 5:32p.m. 8:03p.m.
Scott Gryder Present 8:23p.m.
Elizabeth Flowers Present
Audra Hendrix Present
Tony Giles Absent
Matt Kellogg Absent

VWith eight members present a quorum was established to conduct committee business.

Staff Present: Jill Ferko, Bob Jones, Jeff Wilkins, Andrez Beliran
Guests Present: Mike Neuenkirchen. Jim Pajauskas, Rich Ryan

APPROVAL OF AGENDA with an Executive Session added after the approval of minutes.

Motion: Member Hendrix
Second: Member Gryder
RESULT: Approved with a Unanimous Voice Vote

APPROVAL OF MINUTES from April 3, 2017

Motion: Member Hendrix
Second: Member Flowers
RESULT: Approved with a Unanimous Voice Vote

EXECUTIVE SESSION # 1 — Member Cullick made a motion to go into Executive Session for the
purpose of the appointment, employment, compensation, discipline, performance, or dismissal of
specific employees of the public body or legal counsel for the public body SILCS 120/2 (1), second by
Member Gilmour.
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Roll Call: Member Gilmour — yes, Member Prochaska — aye, Member Purcell — yes, Member Cullick
— yes, Member Gryder — aye, Member Hendrix — aye, Member Flowers — aye

With eight members present voting aye, the committee entered into Executive Session at 5:35p.m.
The committee reconvened in Open Session at 5:52p.m.

WINE SERGI UPDATE - Rich Ryan updated the Committee on a recap of exposure update
developments on Building Values, Autos, Payroll, Equipment, IT Computer, Claim Review
Summaries on all Property, Auto, General Liability, Workers Compensation, Law Enforcement and
Public Official coverages. Mr. Ryan also said they conducted a remarketing of the Kendalt County
program with various insurance companies with Public Entity experience, completed supplemental
applications for each carrier, specific to the Jail, health Department Programs, Highway Department,
Sheriff’s Office, Forest Preserve District and Veterans Assistance Commission. Wine Sergi also
completed a final review of cleim reserves prior to submitting to all catriers, presented proposal
summaries to the Admin HR Committee after review of all proposals received.

CBIZ UPDATE — Mr. Pajauskas said he will provide a recap of the County’s first quarter with United
Healthcare at the May meeting.

Jim Pajauskas reported that CBIZ is happy to allow employee Jody Crable to assist County employees
with benefit questions during the transition.

DEPARTMENT HEAD AND ELECTED OFFICIAL REPORTS — No report

COMMITTEE BUSINESS

® Resolution Authorizing Application for Financial Assistance from the Regional
Transportation Authority under Section 5310 of the Federal Transit Act — Andrez Beltran
reported that this will be the third time that Kendall County will be applying for RTA funds
through this federal grant. This grant is specifically earmarked for those with disabilities and
for senior citizens, Mr. Beltran stated that the local match money will be stretched further by
receipt of matching state funds.

Mike Neuenkirchen stated that they are looking to maximize existing grant opportunities that
will allow K.A.T. to provide more service without tapping local tax resources. Mr.
Neuenkirchen stated that ridership is up approximately twelve percent, and the addition of
ridership for the Association of Individual Development (A.LD.) program out of Aurora,
going to their Sugar Grove campus, has contributed to that increase. Mr. Neuenkirchen said
that eighty-two percent of their ridership is for medical appointments and employment travel.
They expect to receive these funds sometime in 2018.

Member Prochaska made a motion to forward to the County Board for approval, second by
Member Gryder. With all members present voting ave, the motion carried.

o Approve County Administrator Job Description — Member Gilmour made a motion to
forward the County Administrator Job Description for approval, second by Member Gryder.

Kendall County Admin HR Committee Meeting Minutes April 25,2017 Page 2



Discussion on the organizational chart and chain of command for this position, disciplinary
procedures, the employee handbook, education requirements/preferences and legal review by
the State’s Attorney’s Office.

Member Prochaska made a motion to amend the job description under III, E. Qualifications
to read “A minimum of Bachelor’s Degree and Master’s Degree from an accredited college
or university with major course work in public administration, business administration, public
finance, accounting or related field, or equivalent work experience is preferred”, second by
Member Purcell.

Roll Call for the Amendment to the County Administrator Job Description: Member Flowers
— aye, Member Davidson — yes, Member Prochaska — yes, Member Gryder — yes, Member
Gilmour — no, Member Cullick — yes, Member Purcell — yes, Member Hendrix —no. The

Amendment passed with Members Flowers, Davidson, Prochaska. Gryder, Cullick and
Purcell voting ave, and Members Gilmour and Hendrix voting nay.

Roll Call for Approval of Job Description including the new language: Member Hendrix —
yes, Member Purcell — aye, Member Cullick — yes, Member Gilmour — yes, Member Gryder
— yes, Member Davidson — yes, Member Prochaska — yes, Member Flowers — aye. The

motion to forward the County Administrator Job Description to the County Board for
approval passed with an 8-0 vote.

¢ HR Audit Discussion and Review — Jeff Wilkins provided a memorandum to the committee
regarding the HR functions and Board priorities. Mr. Wilkins stated that each position in the
Administration and Planning, Building and Zoning departments are unique essential functions
across a broad scope of work and are not routine day to day. Mr. Wilkins also stated that the
allows him limited opportunity to train personnel to back-up the essential functions for each
unique position.

Mr. Wilkins stated that he met with County Treasurer Jill Ferko to discuss transitioning the
benefit responsibilities of enrollment, changes, and billing for health, dental, vision, life,
HAS, FSA, COBRA and retirees to the Treasurer’s Office. Mr. Wilkins emphasized there is
still need to have someone in Administration to assume the other HR responsibilities of Risk
Management: workers comp claims, property claims, liability claims, property and inventory,
and resolving billing issues.

County Treasurer Jill Ferko stated that she feels it would be a positive transition to move
benefits to the Treasurer’s Office, and that along with herself, the Chief Deputy Treasurer,
and two Deputy Treasurer’s will be trained by CBIZ next week. Ms. Ferko stated that her
office already handles the supplemental life insurance, Legal Shield, IMRF and AFLAC
benefits, enrollment and maintenance. Ms. Ferko stressed the importance of cross-training
and back-up for every position in her office to ensure that business is continuous and
uninterrupted even in the event of employee change or transition.

Ms. Ferko was ninety-eight percent sure that she would not need to hire anyone to fulfill
these responsibilities this year, but Treasurer staff will track the hours that are spent on these
responsibilities, and Ms, Ferko will evaluate for next year’s budget. A member of Ms.
Ferko’s staff will attend the Admin HR meetings and provide reports as needed each month.
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Further discussion on the need for restructuring in the Administration Office and how to keep
the County functioning most efficiently, division of the office responsibilities, the knowledge
and skill set of office personnel to assume the HR responsibilities, transfer of Liquor
Licensing functions to the County Clerk’s Office, personnel job responsibility reassignment
within the department, the Board’s priorities for possibly creating a deputy County
Administrator position for Admin HR component and back-up for personnel issues.

The committee directed Mr, Wilkins to immediately have all calls and emails for the
former Human Resources Coordinator transferred to him for filtering and action.

e Employee Handbook Update — Item tabled to a future meeting.
EXECUTIVE SESSION # 2 — Member Cullick made a motion to go into Executive Session for the
purpose of the appointment, employment, compensation, discipline, performance, or dismissal of
specific employees of the public body or legal counsel for the public body SILCS 120/2 (1), second by
Member Gilmour.

Roll Call: Member Gilmour — yes, Member Prochaska — aye, Member Purcell — yes, Member Cullick
— yes, Member Gryder — aye, Member Hendrix — aye, Member Flowers — aye

With eight members present voting aye, the committee entered into Executive Session at 7:42p.m.
The committee reconvened in Open Session at 8:31p.m.

ITEMS FOR COMMITTEE OF THE WHOLE - None
ACTION ITEMS FOR COUNTY BOARD

» Approve Resolution Authorizing Application for Financial Assistance from the Regional
Transportation Authority under Section 5310 of the Federal Tyansit Act

» Approve County Administrator Job Description
PUBLIC COMMENT — None

ADJOURNMENT

Motion: Member Davidson
Second: Member Flowers
RESULT: Approved with a Unanimous Voice Vote

This meeting was adjourned at 8:36p.m.
Respectfully Submitted,

Valarie McClain

Recording Secretary
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Kendall County Job Description

TITLE: . County Administrator
DEPARTMENT: Administrative Services
REPORTS TO: Kendall County Board
FLSA STATUS: Exempt
APPROVED: May 2, 2017

Position Summary: _ _ _

The Counly Administrator manages and provides oversight of Kendall County department heads
and serves as the department head who Is primarily responsible for the management of all matters
pertaining to the Kendall County Adminietrative Services office. The County Admilnistrator acts as
the Kendall County Board's lialson regarding the coordination and management of pollcy
initlatives, operational issues and strategic plan within the dally operations of Kendall County
("County”). The Kendall County Board Chairpereon (“Chairperson”) and the Kendall County Board
(*County Board") provide administrative direction to the County Administrator. . -

Essentlal Duties and Responsibliities: _
A. Primary duty s to manage the Kendail County Administrative Services Office In accordance
“with'the County’s organizational policies, goals and budget parameters.

B. Atthe direction of the County Board, serves as “acting” department heed, on an interim basis,
for the applicable County department in the event the department head is unable to fulflll
hisfher essential job duties and, on an Interim basis, performs all of the essential job duties
set forth in the applicable department head's job description. '

C. Customarily end regularly directs the work of at least two or more full-time empioyees.

D. Customarlly and regularly performs management dutles in the Kendall County Administretive
‘Services Office including, but not limited to, the following:
« ‘Interviewing, selecting and training all employess In the Administrative Services Office;

Setting and adjusting employees’ hours of work; - _ o

Setting and adjusting employees' rates of pay (within pre-approved budget parameters);

Maintalning production and operatioris records for yse In supervision and control of the

Administrative Services Office; o .

e Conducting regular performance evaluations of all employees In the Administrative

Services Offics; o ' D

* Appraising employees' productivity and efficiency for the purpose of recommending
promotions or other changes In status; . N

o Handiing both Intarnel and external complaints and grievances related to the
Administrative Services Office; .

Disciplining employees; - _

Apportioning the work among employees assigned to Administrative Services Office;

Providing for the safsty and securtty of the employees and County property;

Makes all final decisions regarding the hiring, firing, advancement, promotion, job.

descriptions, and any other changes of status for all employees In the Adminisirative

Services Office.

E. Customarlly and reguiarly supervisss and supporte assigned County departinent heads by
performing management dutles including, but not limited to, the foliowing:
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Kendall Couniy Job Description

Interviewing and providing recommendation for final department head candidate(s) for
assigned County Departments, which recommendatisns are given particular weight by
the County Board;

Setting and adjusting department heads' rates of pay (within pre-approved budget
parameters); , ) ’ o
Conducting reguiar performance evaluations of assigned County department heads;
Appraising department heads’ productivity and efficiency;

Handling both internal and external complelnts and grievances related to assigned
County department heads;

Recommending discipline for assigned departmerit heads to County Board;’ :
Approving updates and revisions to. Job descriptions for employses under the supervision
of assigned County depariment heads. -

Primary duties include the performance of office or non-msinusi work directly related fo the
management or general business operations of Kendall County, which duties Include, but are
not limited to the following:

Preparation and submittal of the annual Countywide budget;

“Monttors and authorizes expenditires for assigned departments and programs;. - :
Oversees and adminlsters ail Insurance benefit programs offered by the County Including,

but not limited to the County’s Employee Health, Accident, Dentai, and Life Insurance
Programs; _ ' ' '
Oversees and administers the County’s risk management by performing duties Including,
but not limited risk management planning, risk management policy development and
administration, and safety and llabillty insurance activities; _
Oversees and administers the County’s liability and property insurance programs and
ensures that all County property and functions have adequate insurance coverage;
Supervises staff responsible for the administration of the County’s Revolving Loan Fund
and other sconomic davelopment activitles; - _

Supports the County's Emsrgency Management Systems In preparedness response and
recovery efforts; = _ _
Preserve the confidentiality and security of confidentiel informetion including Information
that may be protected under the Health Insurance Portability and Accountability Act of
18686 ("HIPAA") and Information relating to all functions of Administrative Services, the
Kendall County Board and Ilts committees; o

As assigned, monitor contracts and agreements for compliance; - .,
Supervises staff responsible for the efficient operation of the mailing facility of the Kendall
County Office Building; .

Supervises staff responsible for grant administration for Kendall Area Tranelt operatione.

Acts as the Chairperson's and the County Board's liaison regarding the doo'rdinat'lon and
manegement of policy inltlatives, operational lssues and strategic plan within the daily
operations of the CoLinty by performing dutles including, but not limited to the following:

Provide administrative support and research assistance to the County Board;

Attend meetings of the County Board, Committee-of-the-Whole, Human Regources and
Administrative Committee, Budget and Finance Committee, Economic Development
Committes, and other County Board committees, as needed, both during and after regular

-work hours; :

Supervise staff responslblé for -pfépara_tion of County Board commiites agendas and
minutes; ' . ' _ '
Work with all depariment heads end the Budget Committee to assure that the annual
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Kendzll County Job Daescription

budget Is properly and timely presented to the County Board for adoption;

« Coordinate with outside audHor to assure the annual audited financial statements are
presented fo the County Board; . _

e Coordinate the auditor selection process, as directed by the County Boand;

 Coordinate with outside financlal advisor(s) approved by the County Board regarding the
Issuance and refinancing of bonds;

¢ Overses and communicats the status of pertinent Issues and projects to the Chalrperson
and the County Board; .

* Coordinate research and acts as lsad for special projects as assigned by the Board
Chairperson and/or County Board; =~ =~ = = .

o Fumish the Chalrperson and the County Board with accurate and timely information that
Is necessary for the County Board to exercise its statutory powers and duties. Represent
the County Board on intergovernmental commissions, boards, commitiees and working
groups, as designated by the County Board. Serve as a primary contsict and direct lieison,

-on behalf of the County, for municipalities, townships, and other governmentai entities and
groups;

* Prepare and issue news releases to media.

Provides admlnlshatlvé su'pport to the Kendall County Liquor Commissioner in processing
license applications, renewals, and ordinance revisions.

Serves as a primary contact and representative for collective bargeining issues.

Complies with all applicable federal and state laws-and regulations regarding or relating to
assigned Job duties including, but not iimited to the llinols Open Meetings Act, the ilinols
Freadom of Information Act, HIPAA, and the llinols Local Records Act.

Complies with all applicable policies and procedures regarding or. relating to assigned job
duties.

Meintains availabliity outside work hours to respond fo smergencies.
Maintains regular attendance and punciuality.

Travel fo and from meetings, training, conferences, and other County office locations. to
perform job duties; '

Perfarms other duties, as required or assigned.

Qualifications:

To perform this job successfully, an Individual must be able to perform ‘all essential duties
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
abllity required for the posttion.

A. LANGUAGE SKILLS:

» Abllity to research, read, and interpret documents and simple Instructions;

* Ability to prepare dociiments, reports, and correspondence; _ , ,

* Abiiity to speak effectively with the public, employses, outside entities, vendors, and the
County’s department heads and elected officials in both a one-on-one and group settings;

» Requires good knowledge of the Eriglish language, spelling and grammar, '

* Strong oral and writien presentation skills; '
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B. MATHEMATICAL SKILLS:
e Ability to add, subtract, multiply and divide in all units of measure, using whole numbers,
common fractions, and decimals;
* Ability o compute rate, ratio, and percent and to draw and Interpret bar graphs;

C. REASONING ABILITY:
 Abllity to apply common sense undetstanding to carry out instructions furnished in written,
oral, or diagram form;
e Abllily to deal with problems Involving several concrets variables In standardized
sltuatlons:

D. OTHER SKILLS, KNOWL.EDGE AND ABILITIES:
While performing the duties of this job, the smployes Is frequently required to:
« Strong organization skills;
= Excellent prioritization skills and the ability to meet deadlines;
» The ablllly to display a posltive, cooperative, professional and team orientated attitude;
¢ The ability to listen, understand information and ideas, and work effectively with- County
personnel, department heads, local elected officials, and retirees;
= The abiitty to follsw guidance and work independently untli project completion;
e Proficient knowledge of MS Word, Excel, Outiook, PowerPolnt;
« Knowledge of office practices, principles of modern record keeping, set and malintaining
filing systems; :
¢ Requires skill in operating a psrsonal computer, facsimlle machine, copler;
e Comply with all county policles and procedures, and adhsre to sét standards;
s Must be a team player committed io working In a quality environment. -

E. EDUCATION AND EXPERIENCE:

e A minimum of a Bachelor's Degree and Master's-Degree from an accredited college or
university with major course work in public administration, business administration, public
finance, accounting, or related flelds, or equivalent work experience is reguired.

* A minimum of seven years of increasing responsible professional experience in public or
business administration, including at least four years in a managsment position, is
required.

F. CERTFICATES, LICENSES, REGISTRATIONS:
e Curmrent and valid Driver's License Is required;
» Any and all other certificates and regisirations as required for the specific duties
performed.

Physical Demands:
While performing the duties of this job, the employee must be able to:
» Frequently sit for houre at a desk or In meetings;
Occasionally Ilfit and/or move up to 40 pounds; frequently lift and/or move up to 10 pounds;
Use hands and fingers to finger, handle, typs, write, and fesl;
Reach, push and pull with one and/or both hands and arms;
Talk and hear in person and via usé of telephona '
Vision abilities Include ciose and distance vision, and ebllity to view computer monitors
‘and screens; '
o Occasionally walk o other County office locations;



Kendall County Job Description

V. Work Environment: _ _ )
‘The work environment characteristics described hers are representative of those an employes
encounters while performing the essentlal functions of this job. While performing the duties of
this job, the employes Ie subject to the following working condltions:
» Mostly inside environmental conditions except when outside traveling between various
buildings or locations to perform assigned job duties;
s The nolse level in the work environment is usually quiet to moderately quiet;
« Employee mey be exposed to stressful sltuations while working with staff, law
enforcement, department heads, elected officlals, vendors, and thie gensral public;
» Employee must be able to perform all assigned job duties during normal business hours
and outside of normal business hours.

By signing my name below, | hereby afflrm that | received a copy of this Job description.

Employee Mlm Acknowlesdgement & Signature Date

Signature of Supsrvisor Date
cc:  personnel flle, employes
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' hysl puou document to meet standards set by
Governmant Finance Officers Asaodatlon

le------{ Formatted: Indent: Left: 0.75%, No bnflels or numbering |

policles-and-procedures:
L. _Monitor speclal project expenditures and the progresses of the capital improvement plan
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¥#D.__8erves-Complete State-mandated irai n[ng and serve as a Freedom of Informatlon Act for any county ccntreets?
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G. Handle and malntaln confidentialfty of confidential matters fefmting to budgetary functions of
Services tha Ken |!' sotinty Board, and & Tother County _committees
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ll. Qualifications:
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abllity'fequiréd-fof the position. A
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s Strong oral ngggn@hon skllls
B. MATHEMATICAL SKILLS:
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Abill rate, ratio and ercent andtodraw an interpret bar graphs.
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Kendall County Job Description

. Il In ret an_extenslv of technlcal In: ons In_mathem | or
I = = 2= Bl & Z L= :

utilizing etatistical methods and T

C. RE I :

D. OTHER SKILLS, KNOWLEDGE AND ABILITIES:

Vhlle performing the duties of this iob, the emploves EJ”T-L ently required to:
Strong organization and multi-tasking skllis: £y ‘
Excellent proritization sklils and the ability thnoet -f"_w nes:
he ability to display a positiv .---.tﬂ‘ :
he abllity to liste ndersts ndl fomiatio
personnel and elected officials: gk
¢ The abllity to Independent| comleta 'JL' acts an Ilow -:u
+ _Proficlent knowledge of MS Word, Exc ]
govemmen

Al:and team orlentated aifitude:
gt work effectively with county
ey

nowjadga o D "-il‘

[ X team layer com: lo workin In nvlronmen
Em Io ee ma i rovide own tlon to travel m meetings
. Ty ; "

E. CERTFI ATE ES, REGISTRATIONS:
Curént and vali 2r's Lidanse Is requir
h Hicate strati

IV. _ Physical Demands:
Whil ing the duties of thi employea m to:

Freguently gt for | iods of ime k or in meetings;

»
*__Occaslonally walk to other offices in the County Office Building and other County

bulldings {e.q., Kendall County Courth
»__Occasionally lift and/or move up to 40 poynds:
= _Freguently lift andfor move up o 10 pounds;
s Stoop, knesl, or grouch; .
= Use hands to finger, handle or feel;
¢ Reach, push and pull with hands and anmns;
o Talk and hear in parson and via use of telephone;
e Specific vision abilities include close and distance vision, as well ag depth percaption;

Page 3of 6

Conamanbad [LI4]: Pleass confirm if this positicn requires
Bemriliamity with any other computer programs.

Commanted [AKKS]: 1 reorganized this 1o clarify it. Flease
make sure it la conslstent with your educational/experience
requirements.




Kendail County Job Description

o Travel independently to other n ce buildings and other | ions in_Kendall

County o perform assigned job duties.

encoun the enal fun is i ile performing the dyti

this h sublect to the followin i itions:
» M i ronmental condltion tside travslin: iQus
lidie ions to perform assign E
¢ _The nol rk environment | i moderatel iet:
s _Employee may be sful _sltuations whil rking with users, law
nforcement. department heads, el s 'vendors, and the general public;
=__Employee must be able {0 assigned lob'dutles durng n | business hours

and outside of normnal business hours,
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Pormatted: Indent: Left: 1%, Line spacing: Multiple 0.98 1, ]
No widow/orphan control

Commaatad [AKKE]: I reorganized this to clarify it. Flease
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L don't belleve it ecourate reflects the position. For example, the
tern “usar™ appears in the technology job descriptions to rafer to
X usern.” Who will this person actually interact with?

- [mmmﬂﬁlﬁumwhmmmm
{nmmu [18]: In this in the esvential job duties? =)

By signing my name below, | hereby affirm that I'rs

Employese Recslpt Acknowledgement & Signature

A,
Signature of Superviserji i
cc:  personnel flls, & p%
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TITLE: Human Resources Coordinator

DEPARTMENT: Administrative Services

SUPERVISED BY: County Adminletrator

FLSA STATUS: Non-Exem . %
APPROVED: N PIOCBeS, 5,
Position Summary:

Kendali County Job Description

Including, but not limited to, County insurance and bqnaﬂts personnel and administrative |

services, worker's compansation, frainingl and development, and Human Resources Information |
Systems.

Essentlal Dutles and Responsibliities:
A. Provide hssistancel
B.
c.
D.

ordinates and provides lassistance| In_all areas of the County's human resources functions |

In the areas of

Monltor revigions to state and federa' o
policy revisions for the County.

Attend County Board Mestings or Comm i‘:
workhourd,

Administer employee benefit. plans and progra 3 by performing dutles Including, but not '
limited to the following:

. Acts as a llaison and direct .contact on"-County's behalf with the County's

emp]nyee benefit plen providers;

. dures for., effective claim " filng, enrollments, eligibility |
Inatl reports rélated to all insurance transactions. Collct, update |

alnlai [

onae benefit fllas and enter and update all medical, dental,
Savlngs Accouiit (HSA), Flexible Spending Account (FSA) and
baslc ||fe‘|q§ T\ceaugn:lllw Inforrhation on carrier webstes;
. informs empioyees of bene
° Reply ] emﬁloyee Inquiri
benefits;

Conduct ‘Inférma&él:mslons and explain insurance coverage options to
employees; 7

Coordlnata annual cpen enrollment and the County’s health and wellness
prégrama;

Track refiree and COBRA participants, collect and process premiums, and

ch_anges.
Questions and complaints conceming employes

Maintain up to date records of employee benefit information, .
Resolves billing lasues;

Participates In benefit orisntation and enrollment for new employees;

Prapares communlcations regarding or relating to the County's employee benefit
programs;

Employee may be required o provide own transportation to travel to and from
meetings, tralning, conferences, etc.;

Monitors and maintains the County's Employee Benefits Intranet web page.

E. Coordinate employee recognition programs.

Page10of4
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and indapendent judgment reganding matters of significance. I don't

m&umﬂnhmﬂﬂlmlnyeednn’lmdw“

\ and indapendent fudgment regarding metters of

\ dniﬂmne.meponmunutummmmlnmw

cmnnnnllll[ﬂlll] As you can 808, most of his job
cescription aets forth duties that are more administrative in
nature rllmrmln managadal {s.g., “Assist with ™, "procass
. “Coortinate y'. To be exempt, this postion would
nesd a large amount of independence in setting policies and
procedures rather than simply minlsterial taesks inpllmnllnn
what tha County Administrator and County Board request.
Beesd on the mfonmation we have to date, Ihnmhmlanough
wvidence of this to qualify as FLSA sxempt.

There le an FLSA regulation that notes:

Human nesources managesrs who formulate, nterpret or
Implement employment paficlea and management consultants
whio etudy the cperations of a busineae and praposs changes
In erganization genarally mest the duties reqursments for the
adminisirative exemption. However, personnel clerka who
"screen” mpplicants to cbtsin dala regarding their minlmum
qualificetions and fitnass for amployment generally do not
maet the dulles requirements far the sdminiatrative

exsmption. Such parsonnsl clarks typically will rejact all
sppiicants who do not meet minimum stendands for the
partisular Job or for employment by the company. The
minimum standards are usually ast by the exempt humean
reBcuUrces manager or other company officlals, and the
daclslon o hire from the group of qualified appiicants who do
mest the mmimum standards Is simiterty made by the sxempt
human regources manager or other company officlals. Thue,
when the interviewing and acreaning functicns ana performed
by tha human resources manager or personnal manager who
makes the hiring declsion or makes recommendations for
hiring from tha pool of quatfled spplicants, such dutiss
constituts exsmpt work, evan though routine, baceusa this
work 18 dinectly and closaly melated to the empioyes's

E Commentad [AKICS}: You willof cous, ssd 1o penide s

these itema? Also, what do
i you mby"mnhﬂm"" 'ﬂm-nwymdmy which 1y
1] open to a lot of interpretation. 1 would mggewt that you

i rescnrces and risk menagement training? Or, will this position
I mmhmﬂ(u.mommmﬁw,

Iﬁmmm Again, asmistance to who? ]
onmum: 18 it "dapertment™ ar “offic™ Wa've seen it ]

mm ‘Thin is really broad, what deperiment?

Commaentad [111]: I it just atteadance? Or, will this person
| bave to prepare minntes, too?




Kendall County Job Description

F. Creates end meintains Human Resources flles (e.g., personne! flles, benefita files,
confidential files, Involces, jptd.)

G. Asalsts with pre-employment requisite processes (e.g., background checks, driver's licsnse
verffications for driving positions, verifications of employment, employment elligiblily
Information, etc.).

H. Prooess new liquor license applications and renewals to be submitted to the County Liquor
Commission for approval and maintain records regarding the same.

I. Adminlster the County's Workers Compensation and County Liability Insurance Programs by
performing duties Including, but not limited to the following:

Process claims by Initlating and tracking claims.

Respond to questions and complaints abodt &

Resolves billing Issues

Maintains up to date records of ben 'gla

Acts as a lialson and direct contact g Co

efits.

ms. and benefit Information.

oy

{s behalf with the County's benefit

plan providers. \

. Prepares communications regarding or relslingjto the County's workers

compene&tion and liabllity Insurance programs. %

J. Prepare and process personnel action reports regarding hiring, sﬂﬁ.@::qhangea. new hires,

terminations, and educational reimbursements. ; G

Update jand manage leave accruais and all tme keeping records.

Process Famlly Medical Leave Act (FMLA) and other leave of absence requests and ensure

compllance with all applicable state and federal stetutes and regulations and all applicable
County policies and procedures Sy, ™“i¥n, _
M. Manage Employes Assistance Pgogram, including, but not Imited to developing and
coordinating employes workahops‘éh‘q evalyatiigiulilization of the Employee Assistance
ngram. . ‘R‘B{ ?Yp‘ W

N. Develop and create varlous monthly and;
and personnel. .

O. Predarve the.confidentiality and.security of, confidential Information, Including Information
_that nray 'Birprggqhd under the Haalth Insurénce Portablitty and Accountabliity Act of 1996
¥(*HIPAA"} and information relating to personnel functions of Administrative Services, the

Kendall County Bdard,-and its committees.

P. Enéure the County Sﬁmpllea with all applicabie federal and state employment and labor laws

and regulations. »

Q. Comply With all applicable County policies and procedures.

R. Maintaln regiilar ettendancé and punctuallty.

8. Perform olhar‘dyﬂe_;s} aﬁfgmgned.

T e

rs

annual reports pertaining to Insurance, benefits,

1

Qualifications!: g

description thet, I believe based upon my prior HR wndit, sro

_______ Commented [112]: I'have added scveral duties to this job
pectbrmed by the HR position. However, please confirm,

_______ [mumu:mmcumoﬁeumm ]
departmenty?

Commentad [F24]: Plesse make suro that the format fr this job

satisfactorlly. The requirements listed below are representative of the knowledge, skill, and/or
abllity required for the position.

A. LANGUAGE SKILLS:

o Ability to research, read and Interpret documents and simple Instructions;

« Abillty to prepare documents, reports, and correspondence;

= Abllity to speak effectively with the public, employees, outside entlties, vendors, and the
County's depariment heads and elected officlals In both a one-on-one and group
settings;

Page 20f4

description is consistent with the format you have used fur all othe
Comnly job descriptions approved by the Board




c

. OTHER 8KILLS, KNOWLEDGE AND ABJLiﬂES:

Kendall County Job Description

+ Requires good knowledge of the English language, spelling and grammar;
+ Strong oral end written presentation skills;

MATHEMATICAL SKILLS:
e Abllity to add, subtract, multiply and divide In all units of measure, using whole numbers,
common fractions, and decimals;
» Abllity to compute rate, ratio, and percent and to draw and Interprat bar graphs;
« Ability to prepare statistical reports related to the County's human resources functions.

REASONING ABILITY:
« Abliity o apply common sense understanding
written, oral, or diagram form;
e Ablliy o deal with problems Involving sevérdl’concrete varlebles in standardized
situations:
o Abllity to solve problems relating to the empig ned job duties.

While performing the duties of this Job, the employea Is frequenﬂy
¢ Strong organization skills:
o Excelfent prioritization skills and the ability to meet deadllnes. :
¢ Knowledge of Human Ré"éuroes terminology and computer applications;
» Knowledge of state and? federal employment and labor laws, regulations, and
employment practices and‘pmced
The abillty to display a posit profeeslonal and team orlentated attitude;
The abliity to listen, understa dnforrn and ldeas, end work effectively with County
personnel, department heads, | elqmd oﬂLcﬁls* and retirees;
The abllity to follow guldance and\worﬁ indepandantly untll project completion;
Proficlent knowledge of 'MS Word, Emd Outlook, PowerPolnt;
Requires sklll in operating a personal T uom uter, facsimlle machine, copier, and typewriter;
Comply with all tounty policies and p! ures, and adhere to set standards;
Must be-a team player committad to worldng in a quality environment.

* @& & & @

. EDUCAﬂON AND EXPERIENCE:

. xparlencd\ylm Human Resources information Systems Jd required.

CERTFICATES, LICENSES, REGISTRATIONS:
* SHRM or PHR andfor CEBS ceriification preferred.

Physical Demands:
While performing the dutles of this Job, the employes must be able to:
« Frequently sit for long perods of ime at a desk or in mestings;
e Occasionally walk to other offices In the County Office Bullding and other County
bulidings {e.g., Kendall County Courthouse);
Occasionally It and/or move up to 40 pounds;
Frequently lift and/or move up to 10 pounds;
Stoop, kneel, or crouch;
Use hands and fingers to finger, handle, type, write, and feal;

Page 3of 4

_____ {Oammmt-l [115]: A bachelor's degree in any particular ficld
prefaved?

)

______ Cnnnll‘llll [116]; Do you want to require any prier experience

1n other human resources fiunctions, toc, or just beneflts and

. insurence stuff?
‘-‘. "‘[ MIIHIM [|11]= Any partiouler emomt/years of experience

Collmlﬂl:lll] Tve seen several refirences to "Humsn
Regourees Information Systems”. However, the Coutity really
doesn't have any specialized HR software, do they? You may want
{0 provide specifics regarding the type of softwere here you are
mhm'mbymdwu(u,___)ndbemofwm
technology systexns we carrenily use for County HR purposes.




Kandall County Job Description

Reach, push and pull with hands and amms;

Talk and hear in person and via use of telephone;
Speclfic vision abllities include close and diatance vislon, as well as depth perception;
Travel Independently to other County office jocations| to parform Job duties,

{ Commantad [1193: Any travel required cutside of the County? |

Il. Work Environment:
The work environment characteristics described here are representative of those an employse
encounters while performing the essantial functions of this Job. While performing the duties of
this Job, the employes Is subject to the following working conditlons:
+ Mostly inslde environmental ¢onditions except when outside traveling batween varlous
buildings or locations to perform assigned job duties;:
o The noise level In the werk environment Is usually guiet to moderately qulet;
o Employee may be exposed to stressful shuations while working with users, law
enforcament, depariment heads, elected officlals, vendors, and the general public;
+« Employee must be able to perform all gssigned job duties during normal business hours
and outside of normal business hours;

By signing my name beslow, | hereby affirm thatl.secelved a copy of this ng description.

_ . "
Employes Recelpt Acknowledgement & Signature %ﬂ% Date
g e
e ™ o
e B -

Bignaturs of Supsrviser

oo personne! fie, cmployee

Page 4 of 4



| Page 1: [1] Commented [12R1] Leslle Johnson 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., “Asslst with x”; “process reports”; "Coordinate y*. To be exempt, this position
would need a large amount of independence in setting policies 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 is 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 policies and management consultants who
study the operations of a business and propose changes In organization generally meet the duties requirements for the
administrative exemption. However, personnel clerks who "screen" applicants to obtain data regarding their minimum
qualifications and fitness for employment generally do not meet the dutles requirements for the administrative exemption.
Such personnal clerks typically will reject alt applicants who do not meet minimum standards for the particular job or for
employment by the company. The minimum standards are usually set by the exempt human resources manager or other
company officials, and the decislon to hire from the group of quallfled applicants who do meet the minimum standards is
similarly made by the exempt human resources manager or other company officlals. Thus, when the interviewing and
screaning 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 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

&ge 1: [2] Commented [ISR4] Leslle 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 encompass anything.




Kendall County Job Description

TITLE: Economic Development & Special Projects Coordinator
DEPARTMENT: Administrative Services

SUPERVISED BY: County Administrator

FLSA STATUS: Non-Exempt

APPROVED: 12/2/2014

DATE REVISED: inPProcess] o

Poaltlon Summary:
Responsible for the coordination of Kendall County's
programs and assisting the County Adminlistrator on sp

“County”) economic development
minisirative projects as assigned.

Essentlal Dutles and Responsiblilties:
A. Coordinate meetings and special projects with.i6cea omic development korporations,
known as the Kendall Economic Development Alliance (KEDA).

B.
C.

Coordinate Business Retention, Expanslon and Attractioifactiviies in conjunction with
KEDA partnars.
Update County’'s Economic Development webpage with events, relevant
demographic Information, economic indicators, and Web portals Tre erty saarch, and/or
other products listing avellable Industrial / office pmpertlas and bullding;space.

. Utillze soclal medla to prométe’ C’bunly economic develnpment and administrative programs.
Organize economic davelop'?nent #vents including; but not fimied to business fesource)
roundtables, economic forecasts ant builn leglsiative forums.

Implement and update County's,,Eeonomlc Dmlopmpﬂt Plan including Industrial market
analysie with other organizations 3,

- =1 Commanted [AKNA]t This Is unclesr. What 4 you mean by

@ m mo

. Coordinate County 'Economlc Dwglo mént . C ttee maaﬁngs by performing tasks,
including, bat not imited to providin monthly reporis; Identifying legislation regulations
related to ecoriomic develapment, pos: ng agendas. and drafting meeting minutes.

H. Process applications for real estate propert_v tax abatement program.

I Adminitéi; County's Revolving Loan Fundw.ﬁogram and prapars seml-annual reports {o the

Départment Cammerce & Ecoribmic Oppdriunity.

J. { Parllclpate In Fegibnal economic developient meetinge, Including meetings held by the
‘Metropolitan Eooh'o?ﬁlc Growth Alllance {MEGA), the Chicago Metro Metals Consortium
{ C), and the Maq;o Chlcage Exports (MCE).

K. Atterit, fradeshows, creats credte marketing materials such as brochures, handouts, information
cards, and maps, and Update existing marketing tools to etiract business and development
to Kendail'Gounty. -

L. [Track and report relevant legislation at the state level that will have an Impact on County

related ﬁmcﬂons;i‘\ o

’ muummmmmmmmmw
davelopment

" | fucilities planning staff? Flease clarify.

besides KEDA, they you mey want to ssy “such ™
muther than “knowa as "

Commeanted [L13]: Took out the word “sneual” What if
Comty deciden it wants to do one of these meetings more than onca
ayesr?

“with other argsmzations™” Alyo, 1 don't indecstand “including
industnial market analysis ™ Does this mean thay zre supposed to
implement end update the industrisl market analysie? How do you
implement an selyyis?

| Commanted [AKIKS]: This scoms a little troad, Is tiis individnal
related fimetions or just econemiic related iegisintion? |

]: PBZ siaff, cconomic planning staff,

N. Serve as Program Compliance Oversight Monitor (PCOM) for the County's Ksndall Area
Translf program. Prepare and submit quarterly PCOM reports to the lllinois Department of

0.

I
¢
/

! | Commentad [AKKS]: Axan alternate to who? Alsa, *us
/ alternate™ can lsad to some ambiguity ay to when that petson is

,| Commanted [LI7]: Docs the County Boerd need to take sny
specific action 1o sppoint employse as PCOM? I believn they did
for one employes but don"t knaw if they did for new hice.

supposed to “wiop in" and fill that finction I wonld ggest “Asmst
with” mstead/

P. Attend County Board end County Board committee meeﬂngs. as assigned, both during and
after regular business hours,

Q. [Complete State-mandated training and serve as a Freedom of Information Act Officer for
Adminlstration,

r

-] Commented [AKK10]: This language was modified to be

k mmu:mm Also, doss the County's Liquor ]
Ondinance allow this position to perform duties as “alernate™ for
proceasing liquor Hcenses?

consistent with the Adminlatrative Assistant {oh description
language. i you want the “prepanng and procassing” langmge,
make sure you put it in both job descriptions.




Kendall County Job Description

R. Handles confldential matters daily relating to all functions of Administrative Services, the
Kendsll County Board, and its committees, and maintains confidentiality of sald Information,

8. Complies with all applicable federal and state laws and regulations regarding or relating to
assigned Job duties including, but not limited to the lllincls Opan Meestings Act, the lilinols
Freedom of Information Act, and the Ilinols Local Records Act.

T. Complles with all applicable policles and procedures regarding or relating to assigned Job
duties.

U. Employee may be required to provide own transportation to travel to and fram meetings,
fralning, conferences.

V. Performs other duties as assigned.

Supervisory Responsiblilities.
This job has no supervisory responsibilities.

Qualifications:

To perform this job successfully, an In #dusl must be able to perform all essential duties
safisfactorlly. The requirements listed b bw‘a g rapreseniaﬂve of the knowledge, skill, and/or
abllity required for the position. Y

LANGUAGE SKILLS:
+ Abllity to research, read and interprat documenjs and simple Instructions;
« Abliity to prepare documents, reports, minutes, E'ﬁndas and correspondence;
¢ Abllity to speak effectively with the publlc employaes, quiside entities, vendors, and the
County's eﬂted ofﬂq_als in boih a one-on-one'and group; settings;
» Requires.good kntmladqe of the Engllsh languags, spe ling and grammar;
s Strong oral and writteh, .ptesentation ekills.

. MATHEMATICAL s“ku.l.s

-
+ Abllity to add, subtggd 'mulﬂply and divide in all units of measure, using whole numbers,
common fractions, and decimal&T¥. =
Ablllty to compute ratéu'aﬂo and pereent and to draw and Inferpret bar graphs.

. REASONING ABILITY:

s Abliity fo apply common sense: undetsiandlng to carry out Instructions furnished In
written, oral, or dlagram form;

e Abllity to deal with probiems involving several concrete varlables In standardized
sltuations.

. OTHER SKILLS, KNOWLEDGE AND ABILITIES:

While performing the dutles of this job, the employes Is frequently required to:
» Strong organization and multi-tasking skills;
e Excellent pricritization skilis and the abllity to meet deadlines;
= The abllity to display a positive, cocperative, professional and team orlentated attitude;
¢ The abliity to listen, understand Information and ideas, and work effectively with county
personnel, department heads, and elected officlals;
The abliity to follow guidance and work independsntly until project completion.
¢ Proficient knowledge of MS Word, Excel, Outiook, PowerPoint;



Kendall County Job Description

¢ Knowledge of office practices, princlples of modem record keeping, set and maintaining
flling systems;

* Requires skill In operating a personal computer, facsimile machine, copler, and typawriter;

e Comply with all county policles and procadures, and edhere to set standards;

e  Must be a team player committed to working In a quallty environment.

E. EDUCATION AND EXPERIENCE:
* A minimum of a Bachelor's Degree from an accredited college or university Is required,
prefer areas of study are public management, public pollcy, or real estate.
¢ 2 years of exparlenca In economic development p:;eferred
¢ Requires knowledge of state and federal tax In M rograms

F. CERTFICATES, LICENSES, REGISTRATIONS: 4E
¢ Current and valld Driver's License Is required; T

e Any and all other cartificates and registrations as requ] d for the specific duties

performed.

lil. Physlcal Demands: 8
Whlle performing the dutles of this job, the employee muet be able to:
» Frequently sit for long ps ada of time at dask orin- rneetlnge.

s Occaslonally walk to oth cee n the County Office Bullding and other County
bulldings {e.g., Kendall Coun se);

Occeaslonally It and/or move, |.‘ip to 40 pbunds.

Frequently lift and/or move up\t‘qlqo poﬁ" dE; lq-;_'

Stoop, kneel, or crouch;

Use hands and fingers to. finger, heﬁdle. type m #nd feel;

Reach, push and pull with hands ahd afms;

Talk and hear in person anhd via use of ﬁelephone.

..Spedﬂe vlg‘lon abllities Include ciose ahd distance vislon, as well as depth perception.

A% R

®e & & & & & &

IV. Werk Environment: iy
Théwo york environmentgﬁerecberlethe described here are representative of those an employes
encoumaere while perform]_gg the essentlal functions of this job. While performing the duties of
this job, the employee Is subject to the following working condtions:
. Mos‘ﬂy Ingide envlrﬁm?\emel conditions except when outside traveling between various
bulldlngs or leeeﬁone h perform assigned job duties;
e The mls?level In the Werk environment is usually qulet to modarately qulet;
e Employee mey,be “éxposed to stressful situations while working with users, law
enforcement, department heads, electad officials, vendors, and the general public;
¢ Employee must be able to perform all assigned job duties during normal business hours
and outslde of normal business hours.

By signing my name below, | hersby afflrm that | received a copy of this Job description.

Employee Recalpt Acknowledgement & Signature Date



Kendall County Job Description

Signature of Supervisor

personnel file, employee

Date



Kendali County Job Description

TITLE: Administrative Assistant

DEPARTMENT: Administrative Services

SUPERVISED BY: County Adminlatrator

FLSA BTATUS: NonmEgnurt

APPROVED: inP e { Commented [L31]: Needs to inchude spproved dae ]

Poaltlon Summary:
Provides aasistance In ali areas of adminisiretive-AdmIinistrative eervieesServices, Including but
not limlited to clerical, secretarial, office management funciions, and preject-prolect-based work
that effectively organizes, coordinates, and asslsts the Laginty Administrator In Implementing
functions, pmoeclures1 and responsibliities.

Ensentlal Duties and Rosponslbllltlai

and/or County Board members.
B.C. Answer Incoming telephane_calls for Admlnlswa’tlop and salls-to-th County Office

Bulldlng 's general Mnslon*and appropnately respond to public Inqulrl\ﬁ by mail or phone.
D. Provi eneral Information
G:E. __Complete state-State-man atqdlral ing.and serve g Freadom of Information Act
Officer for Administration, County, Boar:fl*and bertaln departmenta reporting to County

Administrator], - :
D.F. _Coordinate g ‘ anrd i ommitiee] mestings, including, bift ol
" limited to, typing and poaﬂng agondas. g -chiiping and distdbution distributingof

fifiad . i eemmunmaten&m%_ﬂgg_wm
da toplcs and update-updating county web

ounty Board committae meetings, as assiane

E.H!Electonlcally Mprd ani:l preparetype minutes for County Board's various cGommittee
meefings; store and cafogorlze recordings and minutes.

F.L. Pregiitg*mMalntain afidupdato llst of Countv Board's appolntments to outside bBoards,
oGommIsdhns and spagial dbistricts.

G, Type,-and send ang filg feralletters and comrespondence on behalf of thefor County
Admlnlstratnrand County Board members.

HK. Update vaﬂous Géunty Informational lists for public and organizational distribution.

meeting packets, nollfying the medla-re
board membars for sittendance and age

LL. Draft updates to jif County website_ pages Induding, but not limited to, the homepage,
" calendar and pages for Administration, County Board, employment, and volunteer
opporlunlﬂe&and—ethm

M. Reepensible-ferManage all Inter-office and outgolng mall functions for Ceounty
Aadmlnlslmﬂve Oeffice Bbullding.

KN, Manage and record petty cash register, process administration's accounts payable
clalms, track Involce payments and certaln contracts for budget purposes and review certaln
budget line items of Administration and County Board.

£:0. Order and manage adminlstrallen-Administration office supplles and Inventory.

MP._. P, Aseist with the-sollestien-collecting and precentationpresenting of-data, developing
reports, complating spacial projects, and essistinreviewing the budget-review-astivities.

Page1of §

AB,__ Provide administrative asslstanosﬁ the County Adrnlnlmtpr ith the general affairs of
“the depariment and special assigned projects, as asslgned by ﬁ&unﬂ Adminlstrator X

“!

Commented [L12]: I driving an esmential finction of the job?

Commantad [LI3R2]: What sbout sttendance? Is regular
itendance snd punctuality an casential fanction of this job? If you
dm'tmdﬂeﬂﬂljobdutyhm:tmbamwwmﬂﬂ
reguler attendance and punctuality sre essential functions for ADA
purposes

Y commented [L34]: Does this position secve only & admin

-umw

Servioes? I the Intter, then this will nosd to bo updated to reflect
that.

[ eomm—ntzd FAKNS]: Docs this mean there gre

departments
reporting to the County Administrator for which the Adminitrative
Asaistant wouldn’t serve ss FOLA Offioer? a0, Tsuggest you
| identify the specific offices

l

Gﬂnlll.lﬂ[l.'ll] In it just County Bosrd commitiee meetings?
Or, does she provide smsistance for Connty Boand meetings, too?

J




Kendall County Job Description

{ commented [AKIF]: Tuis is petty vogoe, can you cimify? )

_____ { Commentad [LI83: Tis is vague. Can you clarify this, o? |
1. mI mthalll o o raquiafion ardin
lating to assigned |ob dutles Including, but not liml e lllinois Open M
1he lllincis F m of Infon'natlon nd the I[IInoIs Local R Act.
RY, Assieis withPerior) other duties and recpord
Supervi Ri llitles:
his Job has n esponslbiil:
HLVY.  Qualifications:
To perform this job successfully, an individual must be able to pefforin, all essential duties
satisfactorlly. The requirements Isted below are representative of the iedge, sk, and/or
abllity required for the posltion.
LANGUAGE KIL|
to h. read a ‘ e and & g emmmen { Fermaied |
[ ] g ;--lo:::ro::u-lq;| -
L) ak effective Bk : outelde entities, vendors, and the
g'gléttad offic nbotha 5-fi-one an‘d group setfings:
» Requirss q&od: nowl éofthaE aligh language, spelling and grammar.
" 43
B. MATHEMATICAL SKILL ¢ ’ab- =
.s___Abllity to-add, sublrh Gl ulﬂ I J- dividérin all uplts of measure,_using whole numbers, +----- { Fornatied ]
common fractions, a --m y
s Abllity to computs rate -- and percent and fo draw and interpret bar araphs.
C. REASONIN ‘
Abllity. to appl ense un i carry out In j mished In ===~ Pamriiad )
i ordl m :
s _Abllity to deal with problems Involving severai concrete variables in standardized
D. OTHER SKILLS, KNOWLEDGE AND ABILITIES;
jle performing th i Is [ob, th | is frequently r
s n ization and m itl-taski lls;

ability to display g positi 2 j
2 Ths abllity to listen, understand Informgﬁon and |deas, and work eﬂ‘ectwely wlth counm
personnel and elected officials;

Page20of §

{ Commented [LI9}: Please confirm §f this position requiree
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rd keeping, setup and mainteinin

rinciples of modem

Elnlng,conferences . ﬂ.

E. D EXPERIENCE

EDUCATION

s Ditian-ol st et Ler &1 ‘experisnce as an_Executive Secrefariai or
ministrative Assistant I reguired. ol ™

Vi

Vi. Work Envirenment:

The work environment characteristics described here are representative of these an emplovee
ancounters while performing the essential functions of this Job. While performing the dufles of
this Job, the gmployee Is sublect to the following work!ng oangl;lgns

puilglngs of [ocatlons to ggm rm asslgned |obdutlg,

[ oise level In nment | [ oderatel :
s Empl 3 9 _ex d to stressful situations while i 3, Ig
ment de a n elected officlalg, v and the I ic:
s Employee must be able to perform all agsianed job dutles during ng[mg! business hours
and ouiside of normal buginess hours.

Page3of §

Farmatted: Highlight

Formatiad: Indent: Lef: 17, No bullets or numbering

[ Commentad [LI107: Pleass conficm if this is required or
preferred. If prefierred, you shonld aleg inciyde what is mininyum
required (e, Eigh School diploma or GED.

( Pormatbed: Font: 11 pt

Formatted: Font: 11 pt

{ ormatted: No bullets or numbering




Kendall County Job Description

___________________ o1 Pornmstud: Font: (Defsutt) Artal, 11 pt
{ Forinathed: Font: (Default) Arl, 11 pt
{ Formatied: Font: (Defeul) Arial, 11 pt
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ore; __---{ Pormathed: Fant: (Default) Arfal, 11 pt ]
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sord-kaanlng néa il - femiliarity with any other compirer programs

feeara«eapgsotip-and-melntalning

prefbrred. 1f prefirred, you should also include what is exinfomm:
required (+.g., Figh School diploma or GED.
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Commanted [AKKL3]: This list appesrs to be cut and pasted,
and I don't believe it accarxte reflacts the position. For exsmple, the
term “user™ appears in the technology job desoriptions 1o refar to
“computer users. " Who will this person actuslly interact with?

By signing my name bnlo;r‘}"-"h-.%”y ﬂ’;m'tﬂhﬂ I reéelved a copy of this job description.

) - iy
Employse Recelpt Acknowledgement & 3ignature Date

Signature of SUpOMs;'r Data
co:  personnel file, employsa
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