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COUNTY OF KENDALL, ILLINOIS
ADMIN HR COMMITTEE
County Office Building
County Board Rooms 209-210

< Tuesday, May 23, 2017 ~ 5:30p.m.

MEETING AGENDA

Call to Order

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

Approval of Agenda

Approval of Minutes from May 15, 2017 Meeting
CBIZ Update

Department Head and Elected Official Reports
Public Comment

Committee Business

Approve change of 2* meeting of the month from 4™ Tuesday to the
third Wednesday at 5:30p.m.

Discuss ADA statement for notices and agendas
County Administrator Job Description

Deputy Administrator Job Description
Organizational Chart

Board Room Reorganization

Executive Session

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



COUNTY OF KENDALL, ILLINOIS
ADMINISTRATION HUMAN RESOURCES COMMITTEE

Meeting Minutes
Monday, May 15, 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 Present

Matthew Prochaska Present

Lynn Cullick Present

Elizabeth Flowers Present 6:27p.m.

John Purcell 5:37p.m.

With four members present a8 quorum was established to conduct committee business.

Others Present: Jill Ferko, Scott Koeppel

APPROVAL OF AGENDA

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

APPROVAL OF MINUTES - April 25, 2017

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

DEPARTMENT HEAD AND ELECTED OFFICIAL REPORTS — Treasurer Jill Ferko updated
the committee on the transition of benefits from the Admin Office to the Treasurer’s Office, by saying
that she and three staff members had some benefit training with CBIZ last Friday, and have established
a problem log that all four can access when dealing with employees or reported issues.

Ms. Ferko said that Bob Jones has been working for two-weeks on filing three years’ worth of
documents that were never filed by the HR Coordinator, and that many documents were filed
incorrectly or placed in the wrong employee file.

Discussion by the committee on distribution of the Human Resource Coordinator position
responsibilities with the following being absorbed by the Treasurer’s Office: Benefits, FMLA,
ComPsych Guidance, COBRA, HRA Retirees, monthly HR Reports for Admin HR Committee
meetings, and the monitoring of the Affordable Care Act Measurement Program for Part-time and
Seasonal employees.
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Responsibilities that will remain in the Administration Office; Background Checks, Workers
Compensation, Property and Vehicle Inventory and Management, Employee Recognition events, and
the Employee Picnic.

Ms. Ferko asked about funding to provide her three staff members with stipends for absorbing most of
the HR position responsibilities on top of their current workload. Ms. Ferko stated that the amount of
time already required of all four staff in the transition warranted a stipend. Ms, Ferko will submit a
proposal with the requested amount to the Finance Committee for review in June.

COMMITTEE BUSINESS

»  Review of County Administrator and Deputy County Administrator Job Descriptions —
The committee began review of the County Administrator position and made several

changes including;
Section II
B. Change to read: ...on an interim basis, “is responsible for” instead of “performs”
D. Remove point 10
F. Remove 3" and 7* bullet points
G. Remove Bullet 3
H. Remove paragraph (responsibility absorbed by County Clerk)
J. Remove HIPAA section
Section ITI
A. 4™ point — include the wording “requires excellent demand of”
E. 2™ point — Wording should be “preferred” instead of “required”
»  Organizational Chart — Item tabled to the next meeting
»  Board Room Organization — Discussion on changes made to the Board room to allow
more interaction of Elected Officials and Department Heads in the meeting. The

committee also discussed the need for updating the furniture in the Board room, and
possible funding sources. The committee will revisit the issue at the May 23, 2017

meeting.

ITEMS FOR COMMITTEE OF THE WHOLE - None
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ACTION ITEMS FOR COUNTY BOARD - None
PUBLIC COMMENT - None
EXECUTIVE SESSION — Not needed

ADJOURNMENT

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

This meeting was adjourned at 8:04p.m.
Respectfully Submitted,

Valarie McClain
Recording Secretary
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Request for increase to Deputy Treasurer Salary line in the amount of $25,000.00

The salary of the HR position was set at $57,095.00. As of May1, 2017 approximately 75% of
those responsibilities came down to the Treasurer’s Office. With that being said we calculated a
monthly salary of $4,757.92 for the remaining 7 months at 75% and came up with $24,979.08.
This should justify our request of $25,000,00.

Since, Bob Jones has currently taken on the majority of the responsibility I would like to give
him a $650.00 per pay period stipend retro back to May 1*. The total amount will be $9,750.00
through this fiscal year.

The remaining $15,250.00 will be divided up as needed among Ronda Thomas, Stannette
Kraber, and others.



MONTHLY MEDICAL INSURANCE REPORT

April 30, 2017

Non- Annual Cost
lUinfion Unlon Apr18 May-18 Apr-17 May-17 PlanperEE  Qthers
HMG Employee | 35 14 56 58 49 50 $6,000.28 8
HMO Family 16 15 42 41 31 28 $22,272.80 7
PPO Employee 0 4 17 18 4 4 $12,087.00 0
IPPO Family 0 3 12 12 3 3 $30,216.72 1
H.S.A.- Emp 67 | 32 73 72 98 100 $10,180.32]* [ 13
H.S.A. - Fam 50 52 80 80 102 102 | $23.616.00|* 7
[Total Enrolied 168 120 280 281 287 288 36
[Total Eligible 206 137
[Dental EE 167 | 49
Dental Family 186 25
Total Enrolled 3583 74
S . ____——-

NOTES:

1) Premiums and headcount paid as of monthly report date

* 2) Includes Employer HSA contribution

3) Others Include ROE, KEN COM, Forest Preserve, COBRA, and Retirees



FY 17 MONTHLY MEDICAL INSURANCE INVOICES (BUDGETED: $5,108,257)" 38% of Budget

12/31/2018 13172047 22802017 3172017 ARW2017  ER120M7_ 6/30i2017  7/31/2017 873172017 9302017 10/31/2017 11830/2017 Totals
350000/ 388848/ 346172 347668] _ 346995] $1,767,
25384] 25884 27026 24392| 26197| $1
To2| 840/ 616 725 724/

443300] 1760 4376| [ 0 $449,925
] 83 sgl 83 83/ $31
166 162] 162 162] 170] $a12|

] I 3] $9] ] W sl

FY 16 MONTHLY MEDICAL INSURANCE INVOICES (BUDGETED: $5,063,813)" 93.8% of Budget

1zn1m15 32016 2282018 3172016 43042016 5312016 63072016 7/31/2016  &/31/2016 /3072016 10/31/2016 1173072016 Totals
_-ZEE_ 342567
zmz 23782 23921

nz 727

uﬂ u:| 4" 14'%' 1uf ’l

FY 16 MONTHLY MEDICAL INSURANCE INVOICES (BUDGETED: $4,747.400) 91.4% of Budgat

1273172014 173172016 212872015 V32016 4302016 63172015 6102016 73172015 8131/2016  9/30/2018 103172016 11/30/2016 Totals

[$ 32290415 323,368 [§ 321,771 $ 328,769 | 329,621 318,882 ] $ 322074 |§ 319,796 | § 3,846 |3 313,232 [ $ 323,042 3,863,148
2,179 2% 2| mesr| 2] 2372 2316| 22017| 2043 22089 22293 268,184
730 743 742 769 747 737 732 2% 730 736 729 — 8,829 ]
17,376 17000] 17000] 8000| 18,125] 17500 97760 97,000] 17,425] 18,500 17,780 208,500

$ 363,188

FY 14 MONTHLY MEDICAL INSURANCE INVOICES (BUDGETED: $4,680,373) $235.077 under FY

123172013 131/2014 21282014 33172014 4/30/2014  5/31/2014 _6/30/2014 73172014 8R112014 93012014 10312014 113072014 Totals

$333630[5 3377235 3338825 323496 [ 334,201 | 334376 ] s 327,061 326007 | § 324487 | § 330,947 | 324,542 | § 332,660 5 3,962,601
2904 2369 35e2] 23332 22979| 37e6|  23 2262 23,251 1] 23060 22886 279,577 |
637 826 786 | 78 743 743 760 750 745 760 Te0| 74308 16,687 |
16875 165876 16876 16760 15750 16500 16375 | 15876| 15260 | 15250 | 15260 | 13,875 |$ 187,500

$ 363811

Benefilz Pald as of 03/31/17



MONTHLY BENEFITS SUMMARY REPORT

April 30, 2017
|Rotireos/COBRA (1211118 - 11/30/17) | New HiresiTerminations (12/1/16 -11/30/17) BENEFITWALLET HSA FUNDING
|Retirees |Medicab-Dantal 9]  $21,547.45| Now Hires Resignations/Tenna Date Deposit
6] s$1,371.24 partment —— —— 12131118 439,300
24|  $32603 ini 1 1 lotsamz 1,750
8 $437.7 1 [o2r2an7 4375
2| s1538.02 1 2| 1 losminz 0
50|  $28.183.87 2 1 loarson7 0
losmin7 0
De/30/17 0
7IS1M7 0
UNEMPLOYMENT CHARGES 2017 3 1 foarinz 0
1st Quarter $6,471 1 2| 1 fosrsort7 0
2nd Quarter 1 10131117 0
3rd Quarter 1 1173017 0
4th Quarter 2 1
TOTAL $8,471 Public Defender Total 445,425
Sheriff 2| 3
State’s At 1 4
Tach 1
AC
[rotals 18] 14 3]




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 County 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 Administrative Services office. The County Administrator acts as
the Kendall County Board's liaison regarding the coordination and management of policy
initiatives, operational issues and strategic plan within the daily operations of Kendall County
(*County”). The Kendall County Board Chairperson (“Chairperson”) and the Kendall County Board
(*County Board") provide administrative direction to the County Administrator.

Essentlal Duties and Responsibilities:
A. Primary duty is to manage the Kendall 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 head, on an interim basis,
for the applicable County department in the event the department head is unable to fulfill
his/her 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 and regularly directs the work of at least two or more full-time employees.

D. Customarily and regularly performs management duties in the Kendall County Administrative
Services Office including, but not limited to, the following:
* Interviewing, selecting and training all employees in the Administrative Services Office;
« Setting and adjusting employees' hours of work;
» Setting and adjusting employees’ rates of pay (within pre-approved budget parameters);
¢ Maintaining production and operations records for use in supervision and control of the
Administrative Services Office;
e Conducting regular performance evaluations of all employees in the Administrative
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 employees;
Apportioning the work among employees assigned to Administrative Services Office;
Providing for the safety and security of the employses 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 Administrative
Services Office.

E. Customarily and regularly supervises and supports assigned County department heads by
performing management duties including, but not limited to, the following:



Kendall County Job Description

TITLE: County Administrator
DEPARTMENT: Administrative Services
REPORTS TO: Kendall County Board

FLSA STATUS: Exempt

APPROVED: HR-Admin recommendations

Position Summary:

The County 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 Administrative Services office. The County Administrator acts as
the Kendall County Board's liaison regarding the coordination and management of policy
initiatives, operational Issues and strategic plan within the daily operations of Kendall County
(*County”). The Kendall County Board Chairperson (“Chairperson”) and the Kendall County Board
("County Board") provide administrative direction to the County Administrator.

Essentlal Duties and Responsibllities:
A. Primary duty is to manage the Kendall 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 head, on an interim basis,
for the applicable County department in the event the department head is unable to fulfill
his’her essential job duties and, on an interim basis, peHerme responsible for all of the
essential job duties set forth in the applicable department head's job description.

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

D. Customarily and regularly performs management duties in the Kendall County Administrative
Services Office including, but not limited to, the following:

Interviewing, selecting and training all employees in the Administrative Services Office;

Setting and adjusting employees’ hours of work;

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

Maintaining production and operations records for use in supervision and control of the

Administrative Services Office;

¢ Conducting regular performance evaluations of all employees in the Administrative
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 employees:;

Apportioning the work among employees assigned to Administrative Services Office:

Makes all final decisions regarding the hiring, firing, advancement, promotion, job
descriptions, and any other changes of status for all employees In the Administrative
Services Office.

E. Customarily and regularly supervises and supports assigned County department heads by
performing management duties including, but not limited to, the following:



Kendall County Job Description

» Interviewing, selecting, and training department heads

» Setting and adjusting department heads' rates of pay (within pre-approved budget
parameters);
Conducting regular performance evaluations of assigned County department heads:
Appraising department heads’ productivity and efficiency;
Handling both internal and external complaints and grievances related to assigned
County department heads;

» Recemmending-discipline for assigned department heads to-Ceunty-Boeard;

* Approving updates and revigions to job descriptions for employees under the supervision
of assigned County department heads.

. Primary duties include the performance of office or non-manual work directly related to 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;

e Monitors and authorizes expenditures for assigned departments

and programs;

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 liability 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;

s Supervises staff responsible for the administration of the County's Revolving Loan Fund

and other economic development activities;
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o Preserve the confidentiality and security of confidential information including information
that may be protected under the Health Insurance Portability and Accountability Act of
1996 ("HIPAA®) and information relating to all functions of Administrative Services, the
Kendall County Board and its committees;
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;

o Supervises staff responsible for grant administration for Kendall Area Transit operations.

. Acts as the Chairperson’s and the County Board's liaison regarding the coordination and
management of policy initiatives, operational issues and strategic plan within the daily
operations of the County by performing duties including, but not limited to the following:

* Provide administrative support and research assistance to the County Board;

e Aitend meetings of the County Board, Committee-of-the-Whole, Human Resources 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 responsible for preparation of County Board commitise agendas and
minutes;



Kendall County Job Description

e  Work with all department heads and the Budget Committee to assure that the annual
budget is properly and timely presented to the County Board for adoption;

« Coordinate with outside auditor to assure the annual audited financial statements are
presented to the County Board;

Coordinate the auditor selection process, as directed by the County Board;
Coordinate with outside financial advisor(s) approved by the County Board regarding the
issuance and refinancing of bonds;

¢ Oversee and communicate the status of pertinent issues and projects to the Chairperson
and the County Board;

» Coordinate research and acts as lead for special projects as assigned by the Board
Chairperson and/or County Board;

» Furnigh the Chairperson 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, committees and working
groups, as designated by the County Board. Serve as a primary contact and direct liaison,
on behalf of the County, for municipalities, townships, and other governmental entities and
groups,

e Prepare and issue news releases to media.

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

Complies with all applicable federal and state laws and regulations regarding or relating to
assigned job duties including, but not limited to the llinois Open Mestings Act, the lliinois
Freedom of Information Act, HIRAA; and the Illinois Local Records Act.

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

Maintains availability outside work hours to respond to emergencies.

Maintains regutar attendance and punctuality.

N. Travel to and from meetings, training, conferences, and other County office locations to

0.

perform job duties;

Performs 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
ability required for the position.

A.

LANGUAGE SKILLS:

¢ Ability to research, read, and interpret documents and simple instructions:

o Ability to prepare documents, reports, and correspondence;

» Ability to speak effectively with the public, employees, outside entities, vendors, and the
County’s department heads and slected officials in both a one-on-one and group settings;

* Requires geed-excellent-knowledge of the English language, spelling and grammar;



Kendall County Job Description

« Strong oral and written presentation skills;

B. MATHEMATICAL SKILLS:
» Ability to add, subtract, multiply and divide in all units of measure, using whole numbers,
common fractions, and decimals;
o Ability to compute rate, ratio, and percent and to draw and Interpret bar graphs;

C. REASONING ABILITY:
* Ability to apply common sense understanding to carry out instructions furnished in written,
oral, or diagram form;
e Ability to deal with problems involving several concrete variables in standardized
situations;

D. OTHER SKILLS, KNOWLEDGE AND ABILITIES:
While performing the duties of this job, the employee is frequently required to:
« Strong organization skills;
« Excellent prioritization skills and the ability to meet deadlines;
« The ability to display a positive, cooperative, professional and team orientated attitude;
s The ability to listen, understand information and ideas, and work effectively with County
personnel, department heads, local elected officials, and retirees;
The ability to follow guidance and work independently until project completion;
Proficient knowledge of MS Word, Excel, Outlook, PowerPoint;
Knowledge of office practices, principles of modem record keeping, set and maintaining
filing systems;
» Requires skill in operating a personal computer, facsimile machine, copier;
Comply with all county policies and procedures, and adhere to set standards;
o Must be a team player committed to working in a quality environment.

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 administration, business administration, public
finance, accounting, or related fields, or equivalent work experience is required preferred.
» A minimum of seven years of increasing responsible professional experience in public or
business administration, including at least four years in a management position, is

reguired preferred.

F. CERTFICATES, LICENSES, REGISTRATIONS:
e Current and valid Driver's License is required;
* Any and all other certificates and registrations 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 hours at a desk or in meetings;
Occasionally lift and/or move up to 40 pounds; frequently lift and/or move up to 10 pounds;
Use hands and fingers to finger, handls, type, write, and feel;
Reach, push and pull with one and/or both hands and arms;
Talk and hear in person and via use of telephone;
Vision abilities include close and distance vision, and ability to view computer monitors
and screens;



Kendall County Job Description

« Occasionally walk to other County office locations;

V. Work Environment:
The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. While performing the duties of
this job, the employee e subject to the following working conditions:
e Mostly inside environmental conditions except when outside traveling between various
buildings or locations to perform assigned job duties;
The noise level in the work environment is usually quiet to moderately quiet;
Employee may be exposed to stressful situations while working with staff, law
enforcement, department heads, elected officials, vendors, and the general 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 affirm that [ recelved a copy of this job description.

Employee Receipt Acknowledgement & Signature Date

Signature of Supervisor Date
cc:  personnel file, employee



Kendall County Job Description

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

Setting and adjusting department heads’ rates of pay (within pre-approved budget
parameters);

Conducting regular performance evaluations of assigned County department heads;
Appraising department heads’ productivity and efficiency;

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

Recommending discipline for assigned department heads to County Board;

Approving updates and revisions to job descriptions for employees under the supervision
of assigned County department heads.

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

Preparation and submittal of the annual Countywide budget;

Monitors and authorizes expenditures for assigned departments and programs;
Oversees and administers all insurance benefit programs offered by the County including,
but not limited to the County's Employee Health, Accident, Dental, 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 liability 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 economic development acfivities;

Supports the County's Emergency Management Systems in preparedness response and
recovery efforts;

Preserve the confidentiality and security of confidential information including information
that may be protected under the Health Insurance Portability and Accountability Act of
1886 ("HIPAA") and information relating to all functions of Administrative Services, the
Kendall County Board and its committees;

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 Transit operations.

. Acts as the Chairperson’s and the County Board's liaison regarding the coordination and
management of policy initiatives, operational issues and strategic plan within the daily
operations of the County by performing duties 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 Resources 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 responsible for preparation of County Board committee agendas and
minutes,

Work with all department heads and the Budget Committee to assure that the annual



Kendall County Job Description

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

o Coordinate with outside auditor to assure the annual audited financial statements are
presented to the County Board;
Coordinate the auditor selection process, as directed by the County Board;
Coordinate with outside financial advisor(s) approved by the County Board regarding the
issuance and refinancing of bonds;

e Oversee and communicate the status of pertinent issues and projects to the Chairperson
and the County Board,

o Coordinate research and acts as lead for special projects as assigned by the Board
Chairperson and/or County Board;

¢ Fumnish the Chairperson 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, committees and working
groups, as designated by the County Board. Serve as a primary contact and direct liaison,
on behalf of the County, for municipalities, townships, and other governmental entities and
groups;

e Prepare and issue news releases to media.

Provides administrative support to the Kendall County Liquor Commisgsioner in processing
license applications, renewals, and ordinance revisions.

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

Complies with ali applicable federal and state laws and regulations regarding or refating to
assigned job duties including, but not limited to the lllincis Open Meetings Act, the lllinois
Freedom of Information Act, HIPAA, and the lllinois Local Records Act.

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

L. Maintains availability outside work hours to respond to emergencies.

0.

. Maintains regular attendance and punctuality.

N. Travel to and from meetings, training, conferences, and other County office locations to

perform job duties;

Performs 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
ability required for the position.

A.

LANGUAGE SKILLS:

» Ability to research, read, and interpret documents and simple instructions;

» Ability to prepare documents, reports, and correspondence;

» Ability to speak effectively with the public, employees, 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 English language, spelling and grammar;

Strong oral and written presentation skills;



Kendall County Job Description

B. MATHEMATICAL SKILLS:
» Ability to add, subtract, multiply and divide in all units of measure, using whole numbers,
common fractions, and decimals;
» Ability to compute rate, ratio, and percent and to draw and interpret bar graphs;

C. REASONING ABILITY:
e Ability to apply common sense understanding to carry out instructions furnished in written,
oral, or diagram form;
e Ability to deal with problems involving several concrete variables in standardized
situations;,

D. OTHER SKILLS, KNOWLEDGE AND ABILITIES:
While performing the duties of this job, the employes is frequently required to:
« Strong organization skills;
¢ Excellent prioritization skills and the ability to meet deadlines;
» The ability to display a positive, cooperative, professional and team orientated attitude:
e The ability to listen, understand information and ideas, and work effectively with County
personnel, department heads, local elected officials, and retirees;
The ability to follow guidance and work independently until project completion;
Proficient knowledge of MS Word, Excel, Outlook, PowerPoint;
Knowledge of office practices, principles of modem record keeping, set and maintaining
filing systems;
» Requires skill in operating a personal computer, facsimile machine, copier;
Comply with all county policies and procedures, and adhere to set standards;
e Must be a team player committed to working in a quality environment.

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 administration, business administration, public
finance, accounting, or related fislds, or equivalent work experience is required.

» A minimum of seven years of increasing responsible professional experience in public or
business administration, including at least four years in 2 management position, is
required.

F. CERTFICATES, LICENSES, REGISTRATIONS:
¢ Current and valid Driver's License is required;
* Any and all other certificates and registrations as required for the specific duties
performed.

Physical Demands:
While performing the duties of this job, the employee must be able to;
o Frequently sit for hours at a desk or in meetings;
Occasionally lift and/or move up to 40 pounds; frequently lift and/or move up to 10 pounds;
Use hands and fingers to finger, handle, type, write, and feel;
Reach, push and pull with one and/or both hands and arms;
Talk and hear in person and via use of telephone;
Vision abilities Include close and distance vision, and ability to view computer monitors
and screens;
o Occasionally walk to other County office locations;



Kendall County Job Description

V. Work Environment:
The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. While performing the duties of
this job, the employee is subject to the following working conditions:
» Mostly inside environmental conditions except when outside traveling between various
buildings or locations to perform assigned job duties;
» The noise level in the work environment is usually quiet to moderately quiet;
¢ Employee may be exposed to stressful situations while working with staff, law
enforcement, department heads, elected officials, vendors, and the general 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 affirm that | recelved a copy of this job description.

Employee Reéelpt Acknowledgement & Signature Date

Signature of Supervisor Date
cc:  personnel flle, employee



Fiscal and Budget
a. County Budget
b. Administrative Services Departments
c. A/P & A/R Technology, KAT
d. Bond Issues
Strategic & Policy Planning — Administrative Services Directors
Human Resources
Federai/state employment, labor laws, regulations
Hiring/Background Checks
Performance Reviews liaison — Administrative Services Directors
Employee Training liaison — Administrative Services Directors
e. Succession Planning
Risk Management/insurance
a. Property/Casualty Insurance
b. Vehicle/Property Inventory
c. Background checks for motor vehicles
d. Workman's Compensation
Project Management

anpw



Kendall County Job Description

TITLE: Bucdget and Research [Coordinator
DEPARTMENT: Administrative Services
SUPERVISED BY: County Adminlstrator

FLSA STATUS: Exempt
APPROVED: in Process|

Positlon Summary:

The posltion Is responsible for coordinating the County's annual budget process—as-well-as—,

measuring the County's financial parformance In_relation fo annual and leRg—termiong-term

benchmarke, as—well-ae—developing, complling and .gnalyzing Information, and evaluating
program and funding requests.

Euantlll Dutlu lnd Ruponslblllllu

1. _Plan and coordinate all phasequfbt!le budgeﬂn procass,includlng preparation-ef-ing+
~ the annual budget document and § arngrave gnue and expendlture foracasts.
2, Act as a_resourca to County deparintents régs fn budaet issues; Assist and advise

03

departments In formulating budgetary doals éhd determining budgetary obiectives.

Develop, maintain, and updats the ‘ahort- and long-term forecast models for
puUd0et po) ;‘: uo ent dd :‘s

4. Prep rell I anguane ds eets €0 -A\-“),"“;l :8, reports, charts, g :-

"etud gtary inforuation for dublic hearings and other County meetings.

7. Asggist and ad “‘.cu N6 gagds n placten cials In Identlfying alternative
=Lt 'I R GANTIEN G | d atal "L":: gi 10 alelinge I.IBStS.
8. Perform financial afalysis of policles, and asslst in implementing approved budget-

B. Attend budget hearings, capital Improvement planning mslons. gnd County Board
meetings, as assigned, both during and after work hours-ersd-g nd-pre g
Information-as-needed.

Page10of4

Commented [11]: Luireese also performs financlal duties fr
other public bodies Iike Forest Preserve. Not sure if she doew for
KeniCom, too, Doos sho have & separate job description for the

dutien she performs S ofher public bodies?
Commented [AKK2): You will, of cowrse, need to providean ]
updated spprovel date.

{ rormatted ]

+------{ Pormatbed: Indent: Left: 1.13", No bullets or rumbering |




Kendall County Job Description

H.C Ovalsee lhe physlcal prnduction of _thg__budget document to meet standards set by
Govemment Flnanca Ofﬁcers Asaoclaﬁon )

.._.7..,,_...___ =

and-procedures.
F. Monltor special project expendlitures and the progresses of the capital Improvement plan
and associated debt issuance)

Sﬂ*ﬂmnmm&lmgﬂm%mas a Freedom of Information Act
(FOIA) Ofilcarrproparier—andpreesssing-chroguasia for Administrative Sservices.

LH, Serves as the COunms ligison _and Hnteractg wllﬁ e County's ﬂnanclal advisors and

underwriters durlng e bond Issuance procees

allas BFEFE uj:l.: BRSO R R S RS e e e

CreateAnImaI Coniml awountlng and moly ports \ .
Handle and mg taln oonﬂdentlallt of confidentlal matters relati

deggments, andoﬁiggg 1
Work effecﬂve[ w | gd officials. "% s
e B | d Al | 8 g Mi- Ej i 5 "'

K.

Qualifications:
To perform this job -successfully, an Indlvlqua_l must be able to perform all essential dutles
satisfactorily;.The requirements listed below are. representaﬁve of the knowledge, skill, and/or

ablll ‘ty requlred for the posltlon. R -]
" ;( “3'_:.;.
A. Linguage Skifls: o
s Abllitv ip research’rea aad, and Interpret documents and simple instructions.
s Ability to prepa fnen ndence.
»__Abillty o speak Cively with_the public, employees, outside entltles, vendors, and the
County's ‘elécted dificlals an eads In _both a one-on:
seflings. "o
Requires good | f the Engli age, spelling, and grammar.

«__Strong oral presentation skills.

B. Mathematical Skills:
o__Abllity to add, subtragt, multiply and divide in all unlis of measure, uging whole numbers,

common fractions, and declmals.

Abllity to compu;g rate, ratJo, gnd percent and to draw and Interpra; bar graphs.

public o:ganlzatlon and ‘- ubl gpgllg!.
Page 2 of 4

Commeanted [AKIY]: Does this poaition act ss scoount manager
fbr anty eounty eontrects?




Kendall County Job Description

»_Ability to interpret an extenslve variety of technical instructions In mathematical or
dlagrammatlc form and deal with gvggl abstract and concrete venables
Abllity - : ana .

ufilizing taﬂstlcal malhodg ang a Qg 1 gn ter ana!yg 5.

. R hin Hity:
Ability to apply common sense understandlng to carry out instructions furnished in

written r g
Abllity to deal with roblems Involvin veral bles In_standardlz
situations,

AD. _Other Skills, Knowledge and Abillitles: g
s The—person—should—have—eStrong organiza N

Of as 8 35
. Knowledga of gmmmﬁn;_budgeﬂng. foracasﬂng. ﬁnanelal aeebuntlng systems and
procedures, preferably kE Questica Budget Software.
s  Proficient knowledge of MS Wgrd! Excel, Outiook, Powar-Point s required.

L] SR e BN A=A e —EAE -:‘-:::::.
Fge ; ; s-r'-
A—Wed-Standarde-and Bect-Practiss-Guldelinec:

Education and Experience:
minimum of a Bachelor‘s degree_in nting, Fl lated field, along wi
three rl inance or budgeting: Is required.

* A Mastel‘s_egs_e Mmuﬂmwﬂﬂdipmm —h—Aaeeuntne-

T
s Previous govemmanial budgeting experienca Is preferreda-plue.

Page 3 of 4

Formatted: Indent: Left: 1", Line spacing: Multiple 0.98 Il,
No widow/orphen control

J

Commarbied [AKIKA]: I recrgacizad thin % clarifiy it. Flemss
miwmitho-iluntwlllmwm




v.

Kendall County Job Description

Physical Demands:
While performing the dutfes of this ob, the employes must be able to:

Work Environment:

Frequently sit for long periods of time at a desk or In mestings;
sionall Ik ces In ice Bulldin Coun
Idings (e.q., Kendall ourthouse); .
ularly use com nd other al i ipment to igned Job
duties:;
Occaslonally lift and/or move up to 40 pounds;
Frequently lift and/or move up fo 10 pounds;
s__Stoop, kneel, or crouch;
Use hands to finger, handie or fes|;
Reach, push and pull with hands and ams;
Talk and hear In person and via use of telephone;_gnd,

s__Travel independently to_other Countv office bulldinds and to other locations throughout

the Chicago renlon..m_muu.m‘a
¢ vision abllities Inc 056 ";-y’ istance vislon, as well as de ion.

L3

The work envionment characteristics descrlbhd hore are reprasentaﬂve of those an employea
encounters while performing the essentlal functions ¢ of,thls Job. While performing the duties of
this Job, the employee Is sub]ect o the following worklng conditions:

The nolse lével in the work environment Is usually qulet h moderately qulet.

Employeé may be exposed to stréssful situations while working with lisers, law
enforcement, department heads, elected officials, vendors, and the general public|
+__Employee maybe requlred fo provide his or her own transportation to travel o and from

mestings, tralning® ecmferenues.

mpl st bé able assigned Jo es during normal business hours -

and outsl n rrndl»_ Iness h6 _"‘ needed.

.,
-« 1

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

Employee Recelpt Ackncﬁloflgement & Signature Date
Signature of Supervisor Date
ce:  personnel file, employes

Paged of 4

T don't believe it accurte reflects the pasition. For ommple, the
term “uses™ appeas in the technology job descriptions to refer to
“oomputer usecs.” Who will this person actually intecact with?

rnnmm-l [AKICS]; Thils Hst eppeers to be cut sod pasted, and

“*{ Commented [183: 1s this ia the swential job dutios?




Kandall County Job Description

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

SUPERVISED BY: County Administrator

FLSA STATUS: Non-Exempt

APPROVED: 127212014

DATE REVISED: In Pro

Position Summary:

Responsible for the coordination of Kendall the—seuptye—County's ("County”) economic
development programs and assisting the County Ad‘mlnlsu'ator on special administrative

projects as assigned.

Essentlal Dutles and Responsibliities:
A

&G M Mo

. Update Couniv's Economlc Development webpage with

. Coordinate County Economic stel

.

Coordinate meetings and speclal projects with local edornomic development korporations,
known as the Kendall Economic Development Alllance (KEDA

Coordinate Business Retention, Expanslon, and Atiraction ‘aciivities in conjunction with
KEDA partners,

i, events, relevant
demographic Information, ecenomic indicators, and web portale for perany search, and/or
other products listing avallahle Inuuatrlal { office propérties and bullding space.

. Utllize soclal meia to prom Gounty goonomic development and administrative programs.
. Organize ansual-aconomic e%lopment events including, _but nof (imited to business

Fesourcel roundtables, economic forecasts, aﬂd .business legislative forums,

implement and updata. county‘s ’Ecqnuml Developme lan Including industrial merkst
analysis with other organizations.) "

------- Commentad [LI3]: Took out the word “snnuat™ What if

e TR T
including, but not limited to providing monthly reports-and, Identifving leglsiation regulations
relatad to emnomln dmlopmenh—ﬁw, posting agendas, and drafting meeting
m E_utaa.

H. Pfocess appl[gaﬁons for real estate property'lax abatement program,

_Admlnlsber County's | Ravolvlng Loan Fund program and prepareing seml-annual reports to

gho_ Department of G ommerce & Economic Opportunity.

rﬂdpal:a In reglo al economic development meetings, Including meetings held by the
etrdpoiltan Economic Growth Alllance (MEGA), the Chicago Metro Metals Consortium

(CMMC), aihd the Metrd:Chicago Exports (MCE).

Attend tadeahows. create. marketing materlals such as brochures, handouts, Information

cards, and maps, and . update existing marketing tools o attract business and development

to Kendall Courity. &-..

L. [Track and report reievant legislatlon at the state level that will have an impact on County

related functions,

.......................................................................................

County.

N. Serve as Program Compliance Oversight Monitor (FCOM) for the County's Kendall Area

Transit program. Prepare and submit quarterly PCOM reports to the lllinois Department of
ransportation,

rve as alternate for processing and malntaining all new liquer licenses for unincorporated

.................................................................................... 3

porllons of the 00unty as well as renewal license appllcaﬂons

-1 Commented [AXKS]: PBZ staff; sconottic placwig staf¥,

-{ Commented [AKIA]: This is unclear. What dn you mesm by

.»| Commeanted [AKKE]: As mn alternate to who? Also, “m

{ commested [LI9RB]: Also, doss the County’s Liquor

..--—{@mmmmﬂsmmmmmﬁmmm
dutm,

-1 Commanted [AKK2]: Corporstions is phural yet you only list

one organizstion. Do fhe comontions join topethér to make up the
KEDA? If »o, you should rephrase this accordingly. If there are
corporations besides KEDA, they you may want to say “such as™
ruther than “known as.”

County decides 1t wants io do one of these mestings mors fhan once
| i year?

*“with other organizations™? Also, I don't mderstend “inchuding
industrial market analysis.” Does this mean they are supposad to
mplmmndnpdmmhﬂnmalmﬂmmlym?ﬂwdom
implement an analysis?

Commanbed [AKKS]: This seemns a little broad. I fils individual
responsible fir tracking all leglalation that cold et County
Telpted fimetiony orjust economic development related legislation?

fhilitios planning steff? Please clarify.
Commented [LI7]: Does the County Board need to take any

specific action to appaint employee s PCOM? Ibelieve they did
for one smployee but doa"t know if they did for oew hire.

alternate™ can lead to some ambiguity as to when thet person is
mMH"Mm"mdﬁﬂMfannﬁm Twould suggest “ Assist
" matead/

—

Ordinance allow this position to pecform duties an “atternpie” for
us T 2




lll. ___Supsrviscry Responsibllities.

HHV

Kendall County Job Description

COm lles w1th aII I eral and state Iaws and rs ul | ns r In or relatin to
assigned job duties Includln lim e lllinois Open Mestings A 1l
Freedom of Information Act, and the llinols Local Records Act.
T. mpli all applicable policies and procedur: ing or relafing to assigned
duties.
Q—U SEEEE SRt R T e sa e
supepdser.

This [ob has no supervisol liti

IV. _Qualifications: g,
T To perform thie job successfully, an individual must be abh b perform all essential duties
satisfectorlly. The requirements listed below are representative &f the knowledge, skill, and/or
abliity required for the posltion. "i%
A ngua killg:
. Abilitvto research, read
AbIII are do um

el

| e
d In (] m nd simple instré bns.
orts minutes a endas and cor

wrltten, oral, of dial

L‘—I—mm =
»__Ability o deal with problom# irivolving several concrete variables In standardized

sltuations. ~

Any and all other certificates and regist 5 ired for the speclfic duties rmed.
A-E Other 8kills, Knowledge and Abllities: :

:ha-perssn-sheuld-#me-smugﬂm_g_organlzaﬂon and multl- tasklng skllls-and-be—able
IIentpﬂorrﬂzaﬂon skllls an the sbl ;y to meet deadlines,

e The abllity to Ilsten. understand Inforrnaﬂon and Ideas, and work eﬁeeﬂvely wlth county
personnel, deparimant heads, and elected officials.

* Requlrec-{The ability to follow guldance and work independently until projact completion,

s__Proficient knowledge of MS Word, Exosl, Outiook, Power-Polni.

Commanted [AKI10]: This lsnguage wes modified to be
consistent with the Admimistrative Assistant job description
langusge. If yoo want the “praparing and proosing” Lngusge,
ks gure you put it in both job descriptions

Commeurted [AKK113: I included this here becamse this is
whmubduunﬂmﬂunmdn'ﬂdmm Experience™
saction. However, I don’t 466 anything in the essential job duties that
suggesty this is troly necossery. You need a Tegltimate business
reason for requiring a driver’s liconss.

i m[ﬂm:mmmmmummm]

oxtifioation to notarize doos? Or, does Admin's secretary do that?

Commentsd [LIA3]: What about public speaking skills? 1
wﬂdmﬁhmvﬂnhmmdvemuﬂndm
good poblic speaking skills, correst?




Kendall County Job Description

B.F. _ Educstion and Experience:
" Aminimum of a Bachelor's Degree fro eccredlted collsge or university Is required,
prefer areas of study are public meneg t, public pelicy, or real estate.

s 2 years of experlence In eeonomlc,deﬁelopment preferred.
-—VeHd—HHnele—Dﬂver—e—l:menser 't-&."i

Requires knowledga of state and federa{‘tax Inoenﬂve programs. L

Physical Demands: ¥
While performing the duties of this fob, the employee muet be able fo:
« Frequently sit for long perlods ofimeata deek‘ur in meetings;
»__Occaslonally walk to other offices In the County @g Bullding and other County
lidin ourthouse). R
Oeeeslenally Ir&anq‘dr move up tc 40 pdunds. A
Frequently lift and/or move up to 10 pounds;
Stoop, kneel or erouch,-

Redch, push, and puli zlth ‘harids ‘gnd ams;
»__Talk and hear In p and via- ugeWef telephone;
pacific vision ab nclude cdoseand distance vislon, a

Travel Independenﬂy to*l;eetlons ﬂ'lroughoutﬁem_al_gg_umﬂ_d ihe Chleego reglon_tg

fan

1-.,,

Work Environment:

The work environment characteristics described here are representstive of those an employee
encounters while performing the essential functions of this Job. While performing the duties of
this job, the employee is subject to the following working conditions:

{ Commented [AKIC14]: moved all of this intn other sestions. |

Commested [AXI1E]: This belongs m the “Other Siills,
Knowledge and Abilities” section unless you are redquiring fhrmal
experience or education regading these progmmy,

* lnelde-Mostly inside environmental conditions, except when gutside traveling between  «------{ Sermstied: ndents Let: 0.75%, Hanging: 0.257 }

various bulldin ng in Kendall County and the Chicago reglon rm
asslgned job dutles.
s The noise level In-the work environment Is usually qulet to moderately qulet.
. Employee may be exposed to stressful situations while working with users, law
enforcement, department heads, elected officials, vendors. and the general public,

____________

Commented [AKK16]: This Hst appears to be cut and pested,
and I don't believe it accurate reflects the position For example, the
form “uvesr” appears in the technology job descriptions to refer to
“computer users ™ Who will this person actnally inberect with?

"{ Formutted: Font: (Defautt) Aal, 11 pt ]




Kendall County Job Description

By signing my name below, | hereby affirm that | recslved a copy of this job description.

Employu Recelpt Acknowledgement & Signature Date

Signature of Supervisor Date
cc:  personnel file, employee




Kendall County Job Description

TITLE: Adminietrative Asslstant

DEPARTMENT: Administrative Services

SUPERVISED BY: County Adminlstrator

FLSA STATUS: Nen Exem

APPROVED: INProcess
Position Summary:

Provides assistance In afl areas of admmﬁﬂmum“ﬁeaﬁm. Including but
not fimited to clerlcal, secretaral, office management fun , and prejest-project-baged work
that effectively organizes, coordinates, and assists the ¢ Administrator In implementing
functions, procedures, and responsibililes.

Easential Dutlos and Rnsponslblllllu‘,;
he administrative

AB. ] Provlde adminigirative asslslanceto the County Admini
the department and speolal assigned projects, as assloned

andfor County Board members.
B-C.___Answer incoming telephone calls for Administration and aalls—te—tha yunty Office

Building’s general extension, and apy appropdately respond to public inquirés by mall or phone.

MMM@MW&
&E. _Complete stete-State-mandated lrainfng and serve as Freedom of Information Act

Officer for Administration, County Board,and berteln departments reporting to County

Administrator

Administrato k.
DiF. COOMInahM&Eﬂﬁ%mﬂbﬂ@,@mmMmﬂﬂﬂ -ingiuding, buf ot~
limited to, typing-and posting agend mgpllaﬂen—mmland dietibution-distributingef ™ N

meeting packets, notifying tha media , eommunisations-communicating with
board members for attendance and agemja toplcs. and update-updating county web
cal erfdur"

E-HM: Elecuonlcally lqcord and g parstype minutes for County Board's various cCommities
meetlngs. store and categorize recordings and minutes.

F-. PrepEtptmMalntain aig-4pdate st of County Board's appointments to outside bBoards,
gGommhaions and special dDlstricts.

Gnl.__Type 438 send and formal-letters and correspondence on bahalf of thefer County
Adminlstrator- and Board members.

MK, Update varitus County Informational llets for public and organizational distribution.

kL., Draft updates to_cBrialii County website pages Including, but not limited to. the homepage,
calendar and pages for Administration, County Board, employment, and volunteer
opportunities-and-ethers.

M. | Manage all Inter-office and outgoing mail functions for Ceounty
Aadministrative Qeffice Bbullding.

N, Manage and record petty cash register, process administration's accounts payable
claims, track involce payments and certaln contracts for budget purposes and review cartain
budget line ltams of Administration and County Board.

0. Order and manage admirlstration-Administration office supplies and Inventory.

ME, Asslst with the-eeliection-collecting and nting ef-data, developing
reports, completing special projacts, and assistinreviewing the budget-review-activitiss.

Page 1 of 4

{ Commentad [LY1]: Needs o include spproved date J

.. | purposes,

don't include this job duty heve, it may be difffoult leter to argue that
rognlar sttendance and punctuality are essential fimctions for ADA

[ Commantad {134]: Does this position serve oaly as adiin

asinsiant to County Administrator? O, does she perfirm
administrative doties for ALL staff working in Admimstrative
Services? Ifthe latter, them this will need to be updated to reflect
that

[ Commented [AKKS]: Does this mean fhere are depirtments

reporting to the Commty Administrator for which the Admiristrative
Amsistant wouldn't sarve as FOLA Officer? If 5o, I suggest you

1

Commented [LI6]; Is it just County Board eommities meetngs? ]
Or, does she provide amistance for Connty Board meetings, too?




Kendall County Job Description

NQ. [Organize assigned department flles land process records disposal applications tothe - { Commantad [AKKT]: Tris is protty vagus, can you clarify?

Local Records Commission.
B._Geerdlnathg—gmispedal depertment functions,
o fu o

K

g <! - aQuve 205 e
IlCoun B and Iisoo m|ttessa amtalns n denﬂall gaid Infol on.

T._Complies with all applicable federal and gtat s rales, and requlations regardin
I relating fo assioned job duties Including, but not limlted to the llinols Cpen Mestings Act
the lllinois Freed m flnfonnaﬁ nAx:t andih IIIIn0|s Lo IRacords

I = 5 = =

Ry, - other dulles assigned-by-Superviser.

& This Job nwggi no srgulggm [gugglzl:\slhl||ﬂ§§ xﬁ@

HLY.  Quallfications:
To perform this job successfully, an Indlvid al must bé{qble to perform all eszential duties
safisfactorily. The requirements isted below a rbpréﬁantaﬂve of the knowledge, skiil, and/or
abllity required for the position. 5

A,_Language Skjlls:

' i iy en
County's efected officials In both a one-Hn-orie and group settin
Requlreg: 6d knowledge of the Endlish ianguage, spelling and gremmar,

B. Mathgmatlcnl smgg,
ity to ag ict ol

AD. Skills, Knowledge and Abliltles:
° J:he-paﬁsen-stwuld-have-emngﬁj_'o_g_organluﬁon and mum-tasklng skllla—andbe-able

® E n rIorI kIIIs n ablII eadﬂn

&__The abillty to displ gitive, cooperat slonz N ofientate ude.

s« The ablllty to listen, understand Informatlon and Ideas and work effectively with county
personnel and elected cfficials.

» Requires-{The abllity to independently complete projects and follow guldance.

. roficient knowledge of MS Word, Excel, Outiook, Power-Point,

Page20of 4

_________________________ )

<o === Commented [L8): This s vegue. Can you clarify s, too? )
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Kendall County Job Description

»__Knowladge of office practices. principles of modem record keeping, setup and maintalning

tems.

£
G:E.__ Education and Experlence: _ e &
» A minimum of an Assoclate’s Degrée from an accredited college or university_ls
required. _ A .. -] Commented [LI10]: Fasae somfip 111l o sl o5
¢ A minimum of at least fFive (§) vears_of experience as ahjExecutive Secretaral or pueded. If profurred, you st inclnds what s minrm
Administrative Assistant s required. B e s (T
Y. Physical Demands: % p

Whils performing the dutles of this lob the employee must be able to:
»__Frequently sit for long perfog's éfﬂ[ﬂ‘e_gt desk or In mestings;
lonall 2 ffoes inthe £ fice Buildi

Aunty OITice

gs (e.g. v.Gourtholigg) ..,
* Occasionally lift and/or move up $0.40 pounds;’, . .
*  Frequently Ifft and/or move up to 10 pétinds; Rigie
*__Stoop, kneel, or crouch; R
» LUse hands tg finger. handle or feel: * - .
» _Readh; push and pull with hands and arms;

2ATalk and hear in person and via use of thigphone;
!‘;:_4' Specific vision abillties Include close and distance vision, ag well as depth perception;

'a;

v Travel Independently to.other County office bulldings and_other locations_In Kendall
Tl ur_)y to perfoﬁ?gsigned lob duties.

VL Work Envifoninent:
The work environment charactgrlstfcs described here are representative of those an employse
encounters while performing the essentlal functions of this job. While performing the duties of

this job, the employee Is:sublect to the following working condltions:

« Mostly ilnside environmental conditions_except when outslde traveling between various
buildingsflocation in Kendall County to perform assianed job duties.

¢ The nolse leval in the work environment Is usually qulet to moderately quiet.
o Employee may be axposed to stressful situations while woridng with uisers, law

enforcement, department heads, elected officlals, vendors, and the general public] ... m [AKKAL]: mnm.g:m pbe?&mmh
¢__Employee may be required to provide own transportetion to travel to and from meetings, """“"‘““"‘l'"‘“l ta the poaition, For wample,
fraining, conferences, etc. mm-wﬂ@:mm- ,ﬂ;mm.ﬁ“
s Emploves must be able to perform all 3ssigned Job duties during normal business hours

and i f normal iness hours.

By signing my name below, | hereby affirm that | recelved a copy of this job description.
Page 3 of 4



Kendall County Job Description

Employes Recelpt Acknowledgement & Signature Date

Signature of Supervisor Dats
cc:  personnel flle, employes

Page 4 of 4



Hl.___Essentlal Duties and Responasibllities;

Kendall County Job Description

TITLE: Human Resources Coordinator

DEPARTMENT: Administrative Sarvices

SUPERVISED BY: County Administrator

FLSA STATUS: -Exempt p—

APPROVED: nP '
i Position Summary: ) -

[ ICoordinates and provides hssistance In_all_aress of th ty's_human

functions Including, but not limited to, County insurance and benefits, personnel and'\

adminlistrative services, Including: b rited—{o-heas BUerage

Iraining and development, an

-I:!_m_- .B.ey_.l.

A._Provide jesistance in_the areas of personnel, Ins ;

mm———— i and independent judgmen: regarding mattees of

orker's compensation,

{ Commanted [AKK1]J: Under this joh description, this posiicn |
| doesn’t rppenr to mtinfy the requiraments to be sxempt If you
/ Imdﬁilpod_ﬂmbbemnundeh i

significance, the powition is not exempt wnder the sdminitrative
“,, | exemption.

Commented [I2R1]: As you can see, moet of his job
description sets forth duties that are mare adminisirative in
neture rathar than managedsi (e.g., "Assist with X", "process

reports®; “Coordinate y*. To ba exempt, this position would
nesd & large amount of Independencs In setiing policles and
procedures rether than simply ministerisl tasks implementing
what tha County Adminlsirater and County Board request.
Basad on the Information we have to data, thers Is not encugh
evidance of this to qualify as FLEA eampt.

m ve Servi rtment,

B. Monitor revisions to state and federal employment . regulations end pr&‘Zae comesponding
polioy revisions for the County,

There le an FLSA regulation that notee.
Human reeources managers who formulete, interprat or
Implement employment policles and management consultants
who study the operationa of a buslness and propose changes
igi! | in organzation ganerally meet tha duties requirements for the
18 | adminiatrative exemption. However, personnsf clerks who

¢ | "soreen® mpplicants to obtain data regarding thel minimum
qualifications and fliness for amployment generally do not
megt the dulles requinements for the administrative
exemption Such personnel clerks typically will rejact all
appiicants whao do not mest minimum atandards for the
particular job or for employment by the company. The
minkmum standards are ueually set by the exempt human
resources manager or other campany officiale, and tha

i -

+—Manage pmedﬂryb_p_ for effective clam filing, enrolments, efigibllity
determinations, and-reports related to all Insurance transactions.

+——Collect, update and maintain employee bensfit files and enter and update all

medical, dental, COBRA, Health Savings Acoount (HSA), Flexible Spending
Acoount (FSA) and baslc life Insurance eligibllity Information on carrier websites.

® Informs empl s of benefit changes.
=—~Reply to employes [nquirles,-ard questions and complalnts concemning employea
benefits.

—_—

s——Conduct Informational sesslons and explain Insurance coverage optlons for-to
employees.

s Coordinate annual open envoliment_and the County's; health and weliness
Page1of §

decision to hire from the group of qualifisd applicants wha do
mest the minimum standarde is similarly made by the exsmpt
humén rescurces manager or other company officials. Thus,

when the intervewing and ecresning functions ars
Cammented [AKIG]: You will, of coumme, need to provide an
updated spproval date.

Pormatied: Indent: Left: 07, Numbered + Level: 1 + ]

Numbering Style; L, II, I, ... + Start at: 1 + Alignment: Left
'é + Aligned at: 0.5" + Indent at: 1" 5

Commanted [AKKS]: Also, you should distinguish flie contexts
4 in which fhis person coordinates and the context in which this pecson
W provides assistance.
iT

{ Formatted: Indent: Left: 0.5", No buliets or numbering
Commanted [AKKA]: Asistance to who? Employees, the
1 84 Administrator, thind-party insurens, the Publio?
12 Commemted [ISRAJ: Als, what type of sssistance?
1} Adminivtrative assistance? Ovemsceing thess itecs?  Alyo, what do
i

you mean by “genersl affxirs™ This is & very vagus doty, which is
opan toa lot of interpretation. I would suggest that you

Commentad [17]: What type of training? Is it Hmited o hnman
resources and risk management training? Or, will thia position
s ::‘)videﬁmn;inohm(e.a‘ﬁmmmm

o

{{ Commestad [AKIKS]: Agaia, asistaace to who? B
| Commentad [193: I # “deparment” or "offioa™ We’num?]

zzasaEssaiEas

‘both ways,

Commanted [AKK10]: This is reslly brosd, what department?

Commanted [111]: I it just sttondnce? Or, will s pérson
have to prepne minutes, too?




Kendail County Job Description

. Tr. tiree COBRA _partic| col and S8 jums,
update eligibillty status,

. Malntain up to datg records of employes benefit Information.

. Resolves billing Issues.

S PGS rHE-OH S-S THISIHE L Sty .

£ 7 T = )
-H. Procsss ﬁ@w{ﬂlquar Q@q@a apsllczlions end ranewsals e submi to the Coun

Liguor Commls'éigg“ . for gpgmval and maintaln records regarding the same.
E ..r .

4 . . By

L AdministerManage theGonntve and County Llabilty [nsurance
; grams by-pe jin 4 8g { LK to the following:

he followling

o U5 Res lieations Shd compleints about benefts.

. Maintaifs up to date records of benefit claims and banefit information.
® Acts ag g liaison and direct contact on County's behalf with the County's benefit

plan providers.

. Prepares communications regarding or relating to the County's workers
compensation and llabllity insurance programs.

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

Page 2 of §



Kendall County Job Description

Up'dalsa knd manege [eave accruals and all ime keeping records.

BkL. _Process Family Medical L eave Agt {FMLA) and other leave of absence requests and
ensure compllance with all licable state and federal ststu and
regulations and all applicable County policlss and procedures.| N
M. __Manage Employee Asslstance Program, Including, but not limited to _dmp_ng and
coordinating employae workshops and evaluating utiization_of mpl

Perogram.

Quallﬂclﬂonl]' . . - A
To perform this job sucbessﬁ:lly. an Individual must be able to perform all essential duties
satisfactorlly. The redT:Iremenls fisted below are representative of the knowladge, skill, and/or

abllity required for tha position.
A. Language SI(III|

[ ilj repar men| orts an espon

. ili speak tively with the publle, emplo uiside entities, vendors, an
department head elected jals in both & one-on- and gr: ettin

+__Requires good knowledge of the English lanquage, spelling and grammar.
s__Strong oral and written presentation gkills.

Page 3of §

mmn For il Comnty officss oc jux j

Formatted: List Paragraph, Left, No bullets or numbering, I
Tab stops: Not at -1"

-[Onlnmmhd [AKIC14]: s it comrect that thls job has 0o T
Supécvipory responsibilities?

[Onmmmhl [115]: Please meke yure that the fhrmat for thin job

description is consivtent with the format you have used for all other
Conmty job descriptions spproved by the Bogrd,




Kendall County Job Description

B. Mathematical Skills:

= Ability to add, subiract, myltiply and divide in all ynits of measure, using whole numbers,
common fractions, and decimals.
Abllity t ati d perce g = ar qraphs.

AD. Other Skllis, Knowledge and Abllities:
[ ] n T8

rinl's‘ and wo

County personnel, dapartment heads, iocal elected officlale, and retl
* Regquires-tThe abllity to follow guidance and work independently until project completion.
» Proficlent knowledge of MS Word, Excel, Outiook, Power-Paint.

.

n

G.E. Education and Experience:

e A minimum of 8 Bachelor's Degres Is required.
s

B.F. cates, LI 8, &R tratlon
s SHRM or PHR and/for CEBS cartification preferred.
Physical Demands:

While performing the dutles of this job, the employea must be abls to:
+—Frequently sit for long perlods of ime at 2 desk or in mestings;

e O lonally walk er_offl In_th n
ulldin endall Co 56).
= Occasionally It and/or move up to 40 pounds;

Page 4 of §

Bulldin d oth n

e

{ Comunentad [118]: Any particulsr amonat'yeans of experience ]
, | rengired for this?

{ Commanted [119]: I've ween several refkrences to "Humtian
Resources

[wnmmmmhmymm ]

--{ Commented [117): Do you went to require eny prioe experioace

in-other human rescurces famctions, too, or just benefits and
innnmce yhrff?

Infxmation Systoms”. However, fhe County really
doten't bave any specialized HR software, do they? You may want
to provide specifics regarding the type of software here you are
referring to by including (e.g., ) md the name of whatever
technology nystems we curmently use for County HR purposss.




Kendall County Job Description

Stoop, kneel, or crouch;
Use hands to finger, handle or feal;

hear In person and via use

oﬂ‘nerCcnty
Work Environment:

Reach, push and pull with hands and arme;

Frequently [Ift and/or move up to 10 pounds:

The work environment characterietics described here are representative of those an employee
encounters while performing the essentlal functions of this Job. While performing the dutles of
this Job, the employee Is subject to the following working conditions;

s Moslly insidelrside environmental conditions_except when outside traveling betwesn

varlou ildings or | ions to perfi

ssigned i

duties.

* The nolse level In the work envlronm}p d__lg”usually qulst to moderately qulet.
* Employee may be exposed fo etfessful situations while working with users, iaw

enforcement, department heads, slected officlals, venders, and the general public,

+_Employee may be required to provide filg
mestings, tralning, conferences, etc. €

L
"Q_}-"" } 1

“‘-%;’ -
e
A T

transportation to travel to and from

5 %
By signing my name below, | hor:\l":yuﬂ'lrm that | recelved a copy of this Job description.

N
%
%,

Employes Recelpt Acknowledgement & Signature

Date

Signature of Supervisor

cc:  personnel flle, employes

Page 5 of 5

Date

{ Commented [120): Any travel required outride of the Coumty? )

Cammented [AKK21]: This Aet eppears to be cut aod pested,
and 1 don"t believe it acourate reflects the posriton. For example, the
tenm “use™ appenrs in the teohnology job dscripstions to refer to
“eomputer users ™ Who will this peeson aotumlly mteract with?




| Page L: [1] Commented [I12R1] Leslie Johnson 2/16/2017 8:53:00 AM |
As you can see, most of his job description sets forth dutles 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 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 qualify as FLSA axempt.

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 mest the duties requirements for the administrative exemption.
Such parsonnel clerks typically will reject all appilcants who do net meet minimum standards for the particular fob or for
@mployment by the company. The minimum standards are usually set by the exempt human resources manager or othar
company officials, and the decislon to hire from the group of qualified applicants who do meet the minimum standards Is
similarly mede by the exempt human resources manager or other company officials. 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 qualified applicants, such duties constitute exempt work, even though
routine, because this work is directly and closely related to the employee's exampt functions.

29 CFR 541.203

| Page 1: [2] Commented [I5R4] 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 enything,




