
     

PERSONNEL COMMITTEE
10/21/2015

304 E Grand River, Conference Room 4A, Howell, Michigan 48843
8:00 AM

 

AGENDA
 

1.   CALL MEETING TO ORDER
2.   APPROVAL OF AGENDA
3.   CALL TO THE PUBLIC
4.

 
APPROVAL OF MINUTES
          Meeting Minutes Dated:  September 16, 2015

5.

 

TABLED ITEMS FROM PREVIOUS MEETINGS
          RESOLUTION TO ACCEPT THE CLASSIFICATION AND 
COMPENSATION STUDY APPEAL RESULTS AS RECOMMENDED BY 
MUNICIPAL CONSULTING SERVICES, LLC.

6.   REPORTS
7.   RESOLUTIONS FOR CONSIDERATION

08
 

Human Resources 
RESOLUTION APPROVING THE FILLING OF THE SENIOR APPRAISER 
AT ABOVE HIRE RATE – EQUALIZATION 

09

 

Human Resources 
RESOLUTION TO APPROVE THE JOB RECLASSIFICATION OF THE 
OPERATIONS MANAGER AT 911 CENTRAL DISPATCH FROM GRADE 9 
TO GRADE 11 (Central Dispatch)

10

 

Human Resources 
RESOLUTION TO ACCEPT THE CLASSIFICATION AND COMPENSATION 
STUDY APPEAL RESULTS AS RECOMMENDED BY MUNICIPAL 
CONSULTING SERVICES, LLC.

11.   ADJOURNMENT
 
 



MEETING MINUTES 
LIVINGSTON COUNTY

SEPTEMBER 16, 2015 – 9:00 AM OR IMMEDIATELY FOLLOWING FINANCE

ADMINISTRATION BUILDING – CONFERENCE ROOM 4A
304 E. Grand River Avenue, Howell, MI 48843

PERSONNEL SUBCOMMITTEE MEETING
 COMM. VANHOUTEN    COMM. GRIFFITH COMM. LAWRENCE  COMM. GREEN

OTHERS:
MARGARET DUNLEAVY, KEN HINTON, RICH MALEWICZ, DIANNE MCCORMICK, JEFF LEVEQUE, JOHN 

EVANS, BILL VAILLIENCOURT, CINDY CATANACH, JENNIFER PALMBOS, KELLI HAWORTH

1. CALL TO ORDER:  Meeting called to order by: Comm. VanHouten at 9:40 am.

2. APPROVAL OF AGENDA:   

MOTION TO APPROVE THE AGENDA

MOVED BY:  LAWRENCE  /   SECONDED BY:  GRIFFITH

ALL IN FAVOR - MOTION PASSED

3. CALL TO THE PUBLIC:  None

4. APPROVAL OF MEETING MINUTES of August 19, 2015:   

MOTION TO APPROVE THE MINUTES OF AUGUST 19, 2015

MOVED BY:  GREEN  /   SECONDED BY:  GRIFFITH

ALL IN FAVOR – MOTION PASSED

5. REPORTS:  None

6. HUMAN RESOURCES:  Resolution To Reclassify The CCAB Manager/Community 
Corrections Specialist, Grade 9 To A Jail Population Monitor/Community Corrections 
Specialist, Grade 7

MOTION TO APPROVE THE ABOVE RESOLUTION 

MOVED BY LAWRENCE / SECONDED BY GREEN

ALL IN FAVOR – MOTION PASSED
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7. HUMAN RESOURCES:  Resolution To Accept The Classification And Compensation Study 
Appeal Results As Recommended By Municipal Consulting Services, LLC

MOTION TO TABLE MOTION SO THAT A REQUEST TO REVIEW THE APPEAL FOR PROSECUTOR’S 

POSITION WITH MUNICIPAL CONSULTING SERVICES, LLC AND TABLE BALANCE OF APPEAL 

POSITIONS

MOVED BY GRIFFITH  / SECONDED BY LAWRENCE

ALL IN FAVOR – MOTION TABLED

8. DISCUSSION:  REPORTING RELATIONSHIP FOR THE EMERGENCY MANAGER.

 KEN HINTON WAS APPROACHED BY A COMMISSIONER IN REGARDS TO THE REPORTING RELATIONSHIP 
OF THE EMERGENCY MANAGER AND WHETHER THE POSITION SHOULD REPORT TO COUNTY 
ADMINISTRATOR DIRECTLY.  DISCUSSION TOOK PLACE REGARDING THE REPORTING RELATIONSHIPS 
AND IT WAS DETERMINED TO KEEP THE REPORTING RELATIONSHIP AS IS WITH THE EMERGENCY 
MANAGER POSITION REPORTING TO THE EMERGENCY MANAGER COORDINATOR, JEFF BOYD.

9. ADJOURNMENT

MOTIONED BY LAWRENCE  / SECONDED BY GREEN

TO ADJOURN AT 10:59 AM

ALL IN FAVOR – MOTION PASSED

Respectfully Submitted,    

KELLI HAWORTH
ADMINISTRATIVE SPECIALIST



RESOLUTION NO:

LIVINGSTON COUNTY DATE:

RESOLUTION APPROVING THE FILLING OF THE SENIOR APPRAISER AT 
ABOVE HIRE RATE – EQUALIZATION 

WHEREAS, the Senior Appraiser position has been vacant for one (1) year and has been 
budgeted as full-time for fiscal years 2015 and 2016; and

WHEREAS, the position vacancy was posted both internally and externally for 12 months; and

WHEREAS, during that 12 month period, four (4) applicants met the minimum requirements 
for the position and two (2) applicants were interviewed; and

WHEREAS, based on market conditions and the required experience and qualifications, it is 
recommended to offer the Senior Appraiser position to the top candidate at a 
Grade 8, Step 6 ($58,198), contingent upon acceptable background and reference 
checks; and

WHEREAS, funding for this position is approved and included in the 2015 and 2016 operating 
budgets.

THEREFORE BE IT RESOLVED that based upon the preceding considerations, the 

Livingston County Personnel Committee, pursuant to the Classification and 

Administrative Guidelines, authorizes and approves the hiring of the Senior 

Appraiser at Grade 8, Step 6.

# # #

MOVED:       

SECONDED:    

CARRIED:    



RESOLUTION NO:

LIVINGSTON COUNTY DATE:

RESOLUTION TO APPROVE THE JOB RECLASSIFICATION OF THE 
OPERATIONS MANAGER AT 911 CENTRAL DISPATCH FROM GRADE 9 TO 
GRADE 11 (Central Dispatch)     Personnel Subcommittee 10/21/15

WHEREAS, the duties of the position of Operations Manager have changed substantially since 
the 2014 Non-Union Wage Study; and

WHEREAS, the position has been assigned additional supervisory responsibilities and is 
expected to perform a broader range of administrative duties in support of the 
Deputy Director. The position is also expected to maintain a higher level of 
technological knowledge and capability and is more complex than was initially 
anticipated; and

WHEREAS, this position has been evaluated by Municipal Consulting Services, LLC, who is 
recommending this position be reclassified from a Grade 9 to a Grade 11.  This 
resolution has been recommended for approval by the Personnel Committee; and

WHEREAS, funding for this position is provided by vacancy savings in the department.

THEREFORE BE IT RESOLVED that the Livingston County Board of Commissioners

hereby approves the reclassification of the Operations Manager from a Gr. 9 to 

Gr. 11, effective with the approval of this resolution.    

# # #

MOVED:   
SECONDED:    
CARRIED:      



Municipal Consulting Services LLC 

 

5269 Daniel Drive n Brighton, MI, 48114 n  Phone: 734.904.4632  n  FAX: 206.350.0305  

 

 

October 9, 2015 

 

 

Ms. Jennifer Palmbos 

Director of Human Resources/Labor Relations  

Livingston County 

304 East Grand River Avenue, Suite 205 

Howell, MI 48843 
 

Dear Ms. Palmbos, 

 

This letter is in regard to your request for our firm to conduct a reclassification analysis for the 

position of Operations Manager - 911 in the Livingston County organization.  In completing the 

classification analysis for this position I have performed the following tasks: 

 

 Reviewed job-related information including the job evaluation information developed 

and submitted by the Operations Manager – 911. 

 

 Discussed the position with the Director of EMS and Central Dispatch – including 

discussion of changes to the job since the original grade evaluation was performed.  

 

 Reviewed information regarding Livingston County’s classification and compensation 

system including job evaluation totals and the grade structure. 

 

 Point-factored the classification utilizing the accumulated understanding of the position, 

the pay structure and the job evaluation (point factor) plan.  

 

 Developed a recommended pay grade level for the classification.  

 

The results of the classification analysis for the position are included in the attached Table A.  

The position was evaluated based on ten compensable job factors. These are the same factors and 

values that were utilized to develop Livingston County’s new pay grade structure. 

 

 

BACKGROUND FOR THE POSITION OF OPERATIONS MANAGER – 911 

 

The position of Operations Manager – 911was included in the original classification and 

compensation study submitted to the County in January, 2015. Since that time, an incumbent has 

been terminated and replaced. Consistent with this change, the position has been assigned 

additional supervisory responsibilities and is expected to perform a broader range of 

administrative duties in support of the Deputy Director.  The position is also expected to 

maintain a higher level of technological knowledge and capability. 
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The responsibilities of senior management positions in both EMS and 911 are somewhat greater 

in Livingston County due to the multiple responsibilities of the Director in managing both of 

these operations as well as the administrative aspects of the Medical Examiner’s Office.  In turn, 

the deputy directors and operations managers in these two departments must assume a greater 

level of administrative responsibility for their respective operations. This situation has impacted 

the duties of the Operations Manager – 911 as the department has evolved organizationally; 

resulting in a more complex position than was initially anticipated. This is evident in the appeal 

materials that have been reviewed.   

 

 

POINT FACTOR ANALYSIS AND RESULTS 

 

As noted above, I have evaluated the position using the ten point factors which comprise the 

County’s job evaluation plan. The results of this evaluation are summarized in the attached Table 

A. In summary, the analysis has resulted in a point total of 2,230 for the Operations Manager – 

911. This would place the new position in grade 11 of the County’s pay grade structure. 

 
 

 * * * * *  

 

We have appreciated the opportunity to assist Livingston County in this important classification 

request.  Please feel free to contact me at 734.904.4632 if you have questions or wish to discuss 

the findings and conclusions.  

 

    Very truly yours, 
  

 

 
 Mark W. Nottley, Principal 

       Municipal Consulting Services LLC 
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LIVINGSTON COUNTY
JOB DESCRIPTION

OPERATIONS MANAGER - 911

Supervised By: Deputy Director - 911
Supervises: Subordinate departmental employees as assigned
FLSA Status: Exempt 

Position Summary:

Under the supervision of the Deputy Director - 911 is responsible for overseeing the day-to-day 
operations of the 911 central dispatch/emergency management center and assisting the Deputy 
Director in the various aspects of departmental administration.  Performs a full range of 
administrative leadership tasks in support of 911 operations and upgrade and interacts with a 
wide spectrum of agencies, jurisdictions and service providers. 

Essential Job Functions:
An employee in this position may be called upon to do any or all of the following essential functions.  These 
examples do not include all of the duties, which the employee may be expected to perform.  To perform this job 
successfully, an individual must be able to perform each essential function satisfactorily.

1. Assigns or delegates responsibility for assignment of work, directs personnel, evaluates 
performance of all employees and assures necessary training and professional 
development. Takes disciplinary action according to established procedures.

2. Develops, implements, and administers operating policies and procedures and monitors 
compliance.

3. Reviews and/or develops various reports regarding department operations, monitors
compliance with applicable standards, and develops and/or approves appropriate training 
programs.

4. Serves as the department liaison regarding the planning and installation of emergency 
communication systems and their maintenance and administration. Assists the Director 
and Deputy Director - 911 in negotiating and monitoring service and repair contracts.

5. Coordinates with the 911 Director/Deputy Director in developing, modifying, and 
implementing policies and procedures that govern 911 deliveries of service and 
operations of the dispatch center in a broad range of areas and concerns. 

6. Investigates sensitive or complex internal complaints against personnel. Assists in all 
aspects of personnel management.
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7. Assures adequate staffing for all shifts and the effectiveness of scheduling and manpower 
usage systems.

8. Participates in community organizations to promote the department’s image and 
programs. 

9. Responsible for organizing, scheduling, training, and supervising dispatch participation in 
emergency exercises and drills with various disciplines and jurisdictions. 

10. Assists in the development of emergency preparedness plans and related operations.

11. Acts as the Master Street Addressing Guide (MSAG) coordinator for the 911 Public 
Safety Answering Point (PSAP).

12. Serves as the County’s Computer Aided Dispatch (CAD) and 911 phone system 
administrator, the Local Agency Security Officer (LASO), and point of contact for the 
State of Michigan’s Law Enforcement Information Network (LEIN).

13. Coordinates with the Director and Deputy Director - 911 in the development and 
oversight of the department budget. Plays a key role in budget development. 

14. In conjunction with the Director and Deputy Director – 911, administers provisions of the 
labor agreement and serves as a member of the management collective bargaining team.

15. Acts on behalf of the Director and Deputy Director - 911 and is authorized in the event of 
absence or vacancy to ensure continued execution of the Director’s responsibilities.

16. Represents 911 Central Dispatch at various meetings and committee sessions. 

17. Performs other duties as directed. 

Required Knowledge, Skills, Abilities and Minimum Qualifications:
The requirements listed below are representative of the knowledge, skills, abilities and minimum qualifications 
necessary to perform the essential functions of the position.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the job.

Requirements include the following:

 Bachelor’s Degree in public safety or related field and five years of progressively more 
responsible experience in dispatch operations including prior supervisory responsibility. 

 The County, at its discretion, may consider an alternative combination of formal 
education and work experience. 

 Michigan Professional Emergency Manager (PEM) certification and Emergency Number 
Professional (ENP) preferred within three years of hire. 
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 Michigan Vehicle Operator’s License. 

 Thorough knowledge of the professional public management techniques involved in 
personnel administration and resource management and the ability to identify and 
implement new best practices.

 Thorough knowledge of the principles and practices of emergency dispatch and 
managing the daily activities of an emergency dispatch call center.

 Considerable knowledge of applicable telecommunication systems, handling complex or 
sensitive situations, reviewing and analyzing operational reports, developing operating 
policies and procedures, maintaining accurate and detailed records, and applicable local, 
state, and federal laws, rules and regulations.

 Skill in assembling and analyzing data, preparing comprehensive and accurate reports,
and formulating policy and service recommendations.

 Skill in effectively communicating ideas and concepts orally and in writing.

 Ability to establish effective working relationships and use good judgment, initiative and 
resourcefulness when dealing with County employees, contractors to the County, 
representatives of other governmental units, professional contacts, elected officials, and 
the public.

 Ability to assess situations, solve problems, work effectively under stress, within 
deadlines, and in emergency situations.

 Skill in the use of office equipment and technology, including Microsoft Suite 
applications, database entry and maintenance, GIS/mapping, and the ability to master the 
Master Street Addressing Guide (MSAG) and Computer Aided Dispatch (CAD)
databases.

Physical Demands and Work Environment:
The physical demands and work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of the job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to communicate in 
person and by telephone, read regular and small print, view and produce written and electronic 
documents, and enter data on a computer keyboard with repetitive keystrokes.  The employee 
must be mobile in an office setting, stand, sit, stoop and kneel, use hands to finger, handle, or 
feel and reach with hands and arms.  The employee must lift or push/pull objects of up to 15 lbs. 
without assistance.  Accommodation will be made, as needed, for office employees required to 
lift or move objects that exceed this weight. 
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The typical work environment of this job is a business office setting where the noise level is 
quiet and sometimes moderate.  



RESOLUTION NO:

LIVINGSTON COUNTY DATE:

RESOLUTION TO ACCEPT THE CLASSIFICATION AND COMPENSATION STUDY 
APPEAL RESULTS AS RECOMMENDED BY MUNICIPAL CONSULTING SERVICES, LLC.

WHEREAS, Resolution #2015-02-041 approved and implemented the results of the classification and 
compensation study for non-union positions performed by Municipal Consulting 
Services, LLC., updated County policies related to non-union compensations, and 
established a six (6) month waiting period for appeals to the study; and 

WHEREAS, following the tolling of the waiting period, departments submitted appeals for nine(9) 
classifications.  Municipal Consulting Services, LLC. has reviewed those appeals and has 
recommended responses to those appeals, those responses are attached to this resolution; 
and 

WHEREAS, the nine (9) positions were evaluated by Municipal Consulting Services, LLC. consistent 
with the County’s Compensation/Classification Administrative Guidelines, as well as 
fundamental principles of wage and salary administration and internal and external pay 
factors; and 

WHEREAS, Human Resources recommends the Personnel Committee accept Municipal Consulting 
Services, LLC. appeal responses; and

WHEREAS, pursuant to the County’s Compensation/Classification Administrative Guidelines, the 
Personnel Committee’s decision is final.  

THEREFORE BE IT RESOLVED that the Personnel Committee hereby accepts the attached responses 

to appeals to the Classification and Compensation Study as recommended by Municipal 

Consulting Services, LLC.

# # #

MOVED:

SECONDED:

CARRIED:



Municipal Consulting Services LLC 

 

5269 Daniel Drive n Brighton, MI, 48114 n  Phone: 734.904.4632  n  FAX: 206.350.0305  

 

       

August 29, 2015 

 

 

Ms. Jennifer Palmbos 

Director of Human Resources/Labor Relations  

Livingston County 

304 East Grand River Avenue, Suite 205 

Howell, MI 48843 
 

Dear Ms. Palmbos, 

 

This letter is in regard to the request for a classification appeal for the position of Accounting 

Assistant - Finance. This classification was placed in grade 4 of the new pay grade structure 

created during the classification and compensation study completed in January, 2015.  

 

As you know, the grade structure was created using a job evaluation plan that contains ten 

unique factors. Each job included in the study for Livingston County was evaluated based on 

each of these factors, and placed in a particular grade. Since all positions were evaluated in this 

manner, the resulting pay grade structure essentially ranks each position in relation to all others.  

 

The review of this appeal and all other appeals focuses on inadvertent errors that may have been 

made by our firm in the job evaluation process which would have resulted in undervaluing a 

particular position. Related to this, the documentation submitted for the position of Accounting 

Assistant - Finance has been reviewed to determine if any errors were made, and in turn, if any 

changes in point values and grade placement are warranted. The results of this review for the 

position of Accounting Assistant - Finance are summarized below.  

 

BASIS FOR THE APPEAL AND DECISION 

 

An appeal was submitted by the Deputy County Administrator – Financial Officer including a 

refactoring sheet. A case was made that the position was much more complex than initially 

graded and six of the ten factors should be increased in value.  

 

The position was initially graded based on the duties at the time of the study including primary 

responsibility for accounts payable – a responsibility that was well understood.  Based on these 

duties, I do not consider the appeal to be valid.  

 

This is an important function that requires learning and experience. However, it is a classification 

that is supportive in nature and generally routine in responsibilities and decision making. The 

repointing that was submitted presumes a significantly higher level of latitude in the job – a level 

with which I do not agree. Consequently, I do not recommend any changes to point values or 

grade level with the current scope of duties.  
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The incumbent was initially green-circled and has significant growth opportunity within grade 4 

as related to compensation. In this regard, there will be yearly increases in compensation to 

reward continued experience in the position.  

 

   Very truly yours, 
  

 
 

  Mark W. Nottley, Principal    

 Municipal Consulting Services LLC 



Municipal Consulting Services LLC 

 

5269 Daniel Drive n Brighton, MI, 48114 n  Phone: 734.904.4632  n  FAX: 206.350.0305  

 

      September 29, 2015 

 

 

Ms. Jennifer Palmbos 

Director of Human Resources/Labor Relations  

Livingston County 

304 East Grand River Avenue, Suite 205 

Howell, MI 48843 
 

Dear Ms. Palmbos, 

 

It was a pleasure to meet with you, Ken and Rod to review the nine appeals to the classification 

and compensation study’s grade placement. As you will recall, at our meeting, each appeal was 

thoroughly reviewed and discussed including point values assigned, market data where 

applicable, and narrative and documentation submitted by the employee and/or department head. 

The results of this review were as follows: 

 

· The appeal results that I recommended were upheld for eight of the positions including 

the Accounting Assistant - Finance, Payroll Clerk, Senior Payroll Clerk, Appraiser, 

Senior Appraiser, Deputy Equalization Director, Chief Deputy County Clerk and Public 

Health Nursing Supervisor. 

 

· Of these eight positions, only one moved to a higher grade than that initially 

recommended: the Public Health Nursing Supervisor. 

 

· The ninth position, the Administrative Aide - Warrant Clerk, received similar scrutiny. 

After reviewing the submitted materials and my conclusions, it was decided by the group 

that the position should be reevaluated to determine if several factors should be given 

greater weight.  

 

The results of this evaluation are presented below.  

 

OVERVIEW OF THE EVALUATION AND POSITION 

 

The grade structure used by Livingston County was created using a job evaluation plan that 

contains ten unique factors. Each job included in the study for Livingston County was evaluated 

based on each of these factors, and placed in a particular grade. Since all positions were 

evaluated in this manner, the resulting pay grade structure essentially ranks each position in 

relation to all others.  

 

The review of this appeal for the position of Administrative Aide - Warrant Clerk has focused on 

inadvertent errors that may have been made by our firm in the job evaluation process which 

would have resulted in undervaluing the position. This classification was placed in grade 3 of the 

new pay grade structure created during the classification and compensation study completed in 

January, 2015.  
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BACKGROUND AND FINAL EVALUATION 

 

An appeal was submitted by the Prosecuting Attorney providing a detailed explanation of some 

more complex duties performed by the Administrative Aide - Warrant Clerk as well as 

suggestions on revised point values.  In reviewing the position I studied the appeal, assigned 

point values and the job description. In the initial review and findings I concluded the following: 

 

· Factor 3 should be increased from 140 to 160 to reflect greater internal and external 

relations. However, this remains an administrative and clerical position that should not be 

valued significantly higher than other Administrative Aide positions in other departments 

that also exhibit interactions in the conduct of their duties. 

 

· Factor 6 should be increased from 50 to 60 to account for the potential for errors 

impacting others. Again, this remains an administrative position with checks and 

balances at higher levels, consequently this level of adjustment is, in my opinion, 

appropriate.     

 

Our meeting discussion focused on particular duties of the position that could be given additional 

consideration. Chief among these are the responsibility for interpreting legal guidelines for 

habitual offenders and the independence and knowledge that is required to perform these duties. 

Additional discussion focused on LEIN TAC duties as well as processing of misdemeanor and 

felony complaints in her role as warrant officer.  

 

Based on our discussion of these duties and additional review and research on my part, I have 

concluded that several additional factors should be increased in value. These include: 

 

· Factor 2: The judgment and discretion that is exhibited by the employee in interpreting 

legal guidelines for habitual offenders warrants increasing this value to 210; an increase 

of 30 points.  

 

· Factor 8: Though LEIN TAC responsibilities should not be considered a basis for 

supervisory points (as suggested), the responsibility for department-wide training and 

state reporting more generally increase the position’s value to the organization. These 

duties should increase point value for this factor to 225; an increase of 25 points. 

 

· Factor 5: Job complexity more generally should also be increased in recognition of the 

two changes noted above – to 210 for this factor; an increase of 30 points.  

 

Summarily, it is recommended that the five point factors noted above be increased for a total of 

115 combined points. This would result in a new point value of 1,202 which would place the 

position in Grade 4. This is my recommended grade for the position of Administrative Aide - 

Warrant Clerk.  

 

Please consider this to be the final review for this position, superseding all prior correspondence. 

I can be reached at 734.904.4632 if you care to further discuss these findings.   
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   Very truly yours, 
  

 
 

  Mark W. Nottley, Principal    

 Municipal Consulting Services LLC 
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      August 29, 2015 

 

 

Ms. Jennifer Palmbos 

Director of Human Resources/Labor Relations  

Livingston County 

304 East Grand River Avenue, Suite 205 

Howell, MI 48843 
 

Dear Ms. Palmbos, 

 

This letter is in regard to the request for a classification appeal for the position of Administrative 

Aide - Warrant Clerk. This classification was placed in grade 3 of the new pay grade structure 

created during the classification and compensation study completed in January, 2015.  

 

As you know, the grade structure was created using a job evaluation plan that contains ten 

unique factors. Each job included in the study for Livingston County was evaluated based on 

each of these factors, and placed in a particular grade. Since all positions were evaluated in this 

manner, the resulting pay grade structure essentially ranks each position in relation to all others.  

 

The review of this appeal and all other appeals focuses on inadvertent errors that may have been 

made by our firm in the job evaluation process which would have resulted in undervaluing a 

particular position. Related to this, the documentation submitted for the position of 

Administrative Aide - Warrant Clerk has been reviewed to determine if any errors were made, 

and in turn, if any changes in point values and/or grade placement are warranted. The results of 

this analysis for the position of Administrative Aide - Warrant Clerk are summarized below.  

 

BASIS FOR THE APPEAL AND DECISION 

 

An appeal was submitted by the Prosecuting Attorney providing a detailed explanation of some 

more complex duties performed by the Administrative Aide - Warrant Clerk as well as 

suggestions on revised point values.  In reviewing the position I have studied the appeal, prior 

point values and the job description. Based on my review, I have concluded the following: 

 

 In most regards the original point values that were assigned were accurate. There are two 

factors that should be adjusted higher based on the information provided, including: 

 

- Factor 2 should be increased to 160 to reflect greater judgment and independence of 

action. However, this remains an administrative and clerical position that should not 

be valued significantly higher than other grade 3 jobs in other departments that also 

exhibit judgment in the conduct of their duties. 

 

- Factor 6 should be increased from 50 to 60 to account for the potential for errors 

impacting others. Again, this remains an administrative position with checks and 

balances at higher levels, consequently this level of adjustment is, in my opinion, 

appropriate.     
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The appeal also compares the Administrative Aide - Warrant Clerk to the Administrative 

Specialist classification as a means of illustrating relative job value.  It must be noted that there 

are a number of Administrative Specialist classifications at the County, some of which are more 

complex in job duties and job latitude than others. This issue was discussed during the study 

when it was decided to combine the Administrative Assistant and Administrative Specialist 

classifications. It was also understood that the classification would be graded on the highest level 

of complexity experienced by any of the incumbents. Essentially, department directors differ in 

the level of delegation concerning this position and the grade 5 classification recognized the 

highest level of responsibility in the organization. Based on my point factoring, this is a higher 

level of job complexity than that held by the Administrative Aide - Warrant Clerk. 

 

Lastly, it is suggested that the position be awarded points for supervision associated with LEIN 

TAC responsibility encompassing the whole department. This is by virtue of the incumbent’s 

responsibility for training and providing the operator test to users. I do not agree that supervisory 

points should be awarded for this responsibility. The supervisory factor at a leader level is 

intended for those administrative employees such as office managers that share and direct the full 

scope of operational duties, not a particular responsibility provided to employees at all levels of 

the department. This is the manner in which the factor has been applied to all other positions 

point-factored during the study.   

 

Summarily, it is recommended that the two point values noted above be increased for a total of 

30 combined points. This would result in a new point value of 1,117 which would retain the 

position in Grade 3.  

 

   Very truly yours, 
  

 
 

  Mark W. Nottley, Principal    

 Municipal Consulting Services LLC 
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      August 29, 2015 
 
 
Ms. Jennifer Palmbos 
Director of Human Resources/Labor Relations  
Livingston County 
304 East Grand River Avenue, Suite 205 
Howell, MI 48843 
 

Dear Ms. Palmbos, 
 
This letter is in regard to the request for a classification appeal for the positions of Appraiser, 
Senior Appraiser and Deputy Equalization Director.  These classifications was placed in grades 
6, 8 and 12 respectively, in the new pay grade structure created during the classification and 
compensation study completed in January, 2015.  
 
As you know, the grade structure was created using a job evaluation plan that contains ten 
unique factors. Each job included in the study for Livingston County was evaluated based on 
each of these factors, and placed in a particular grade. Since all positions were evaluated in this 
manner, the resulting pay grade structure essentially ranks each position in relation to all others.  
 
The review of this appeal and all other appeals focuses on inadvertent errors that may have been 
made by our firm in the job evaluation process which would have resulted in undervaluing a 
particular position. Related to this, the documentation submitted for the positions of Appraiser, 
Senior Appraiser and Deputy Equalization Director has been reviewed to determine if any errors 
were made, and in turn, if any changes in point values and grade placement are warranted. The 
results of this analysis for the positions of Appraiser, Senior Appraiser and Deputy Equalization 
Director are summarized below.  
 

BASIS FOR THE APPEAL AND DECISION 

 
An appeal was submitted by the Equalization Director. The narrative  details the amount of 
workload borne by each position, the certifications and level of expertise required as well as an 
expression of general dissatisfaction with the market survey and grade placements.  
 
In regard to an appeal, workload is not a valid factor for consideration. Additionally, a 
comparison to the market data is also not valid since this appeal process focuses on job 
evaluation, not market analysis. However, to be responsive to the appeal, I’ve addressed the 

primary concerns below for each of the three positions.  
 

APPRAISER 

 
As noted in the appeal, Livingston County’s Appraiser position requires the Michigan Certified 

Assessing Officer (MCAO) tax assessor certification, which is the entry level certification in 
Michigan. The evaluation considered the educational requirements for the job and awarded job 
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evaluation points accordingly. Similarly, other point values were carefully evaluated and decided 
upon. In my opinion, all are properly valued.  
  
In regard to the survey results, the survey group was selected by the compensation committee as 
part of the study. Ten of the market comparables responded with valid market data for this 
position; which is solid market feedback. The ranges for the Livingston County pay system are 
built to provide a minimum of 15% growth above market midpoint. Consequently, no job was 
undervalued in the survey and pay range construction process.  
 
Summarily, in my opinion the Appraiser classification should remain in grade 6. 
 

SENIOR APPRAISER  

 
The Senior Appraiser position is currently vacant. The County reports problems in recruiting for 
this position. Other employers may be encountering these problems as well. Whether this is a 
short-term phenomenon or a longer-term trend remains to be seen. But for our study, eleven 
market comparables reported positions with Michigan Advanced Assessing Officer certification 
and commensurate wage data from the market group selected by the compensation committee.  
 
The pay range that we have developed for the Senior Appraiser had a maximum of $61,856 at 
the release of the study. If the County is experiencing recruitment issues, one option may be to 
hire near the maximum. For purposes of this appeal, there is no evidence provided to warrant a 
change in point factor values.  Summarily, in my opinion the Senior Appraiser classification 
should remain in grade 8. 
 
Should recruitment continue to be an issue, the County may wish to revisit the market at a future 
point-in-time. This should not be done in haste, as this may simply be a short-term phenomenon 
resulting from the changeover in certifications.  
 

DEPUTY EQUALIZATION DIRECTOR 

 
As noted in the appeal, the job description contains the duties of the Deputy Equalization 
Director. This is the criteria on which the position was evaluated. The position was not 
undervalued and the part-time/full-time impacts noted in the appeal were not ignored.  
 
The appeal points to the grade placement of other positions as the rationale for a higher grade. 
No other detail is provided, and lacking any additional rationale for change, in my opinion, the 
original point values and grade 12 placement should stand.  
 
   Very truly yours, 
  

 
 
  Mark W. Nottley, Principal    
 Municipal Consulting Services LLC 
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      August 29, 2015 

 

 

Ms. Jennifer Palmbos 

Director of Human Resources/Labor Relations  

Livingston County 

304 East Grand River Avenue, Suite 205 

Howell, MI 48843 
 

Dear Ms. Palmbos, 

 

This letter is in regard to the request for a classification appeal for the position of Chief Deputy 

County Clerk. This classification was placed in grade 10 of the new pay grade structure created 

during the classification and compensation study completed in January, 2015.  

 

As you know, the grade structure was created using a job evaluation plan that contains ten 

unique factors. Each job included in the study for Livingston County was evaluated based on 

each of these factors, and placed in a particular grade. Since all positions were evaluated in this 

manner, the resulting pay grade structure essentially ranks each position in relation to all others.  

 

The review of this appeal and all other appeals focuses on inadvertent errors that may have been 

made by our firm in the job evaluation process which would have resulted in undervaluing a 

particular position. Related to this, the documentation submitted for the position of Chief Deputy 

County Clerk has been reviewed to determine if any errors were made, and in turn, if any 

changes in point values and grade placement are warranted. The results of this analysis for the 

position of Chief Deputy County Clerk are summarized below.  

 

BASIS FOR THE APPEAL AND DECISION 

 

An appeal was submitted by the County Clerk including a refactoring sheet. A case was made 

that the position was much more complex than initially graded and seven of the ten factors 

should be increased in value.  

 

The position was initially graded based on the duties at the time of the study including primary 

responsibility for not only court responsibility, but also serving as the second-in-command for 

the entire Clerk’s Office operation.  

 

In regard to the point values submitted, the County Clerk suggests a higher point value for 

education (i.e. Bachelor’s Degree) than that used in the original point factor (Associate’s 

Degree). If the County were to concur with this change, the point value would increase from 313 

to 360, an increase of 47 points for a total of 2,129 which would retain the position in grade 10. 

 

In regard to the other suggested changes, I do not agree. The position was pointed-factored 

accurately in regard to supervision, technology and all other noted factors. The significant 

experience of the incumbent is also noted in the appeal but this is not a basis for higher grade 

placement.  
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Summarily, the Chief Deputy County Clerk is a very important job and should be recognized as 

such.  However, based on what has been submitted I do not see a reason for changes to point 

values or grade level. A grade 10 placement is still recommended.   

 

   Very truly yours, 
  

 
 

  Mark W. Nottley, Principal    

 Municipal Consulting Services LLC 
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      August 29, 2015 

 

 

Ms. Jennifer Palmbos 

Director of Human Resources/Labor Relations  

Livingston County 

304 East Grand River Avenue, Suite 205 

Howell, MI 48843 
 

Dear Ms. Palmbos, 

 

This letter is in regard to the request for a classification appeal for the position of Payroll Clerk. 

This classification was placed in grade 4 of the new pay grade structure created during the 

classification and compensation study completed in January, 2015.  

 

As you know, the grade structure was created using a job evaluation plan that contains ten 

unique factors. Each job included in the study for Livingston County was evaluated based on 

each of these factors, and placed in a particular grade. Since all positions were evaluated in this 

manner, the resulting pay grade structure essentially ranks each position in relation to all others.  

 

The review of this appeal and all other appeals focuses on inadvertent errors that may have been 

made by our firm in the job evaluation process which would have resulted in undervaluing a 

particular position. Related to this, the documentation submitted for the position of Payroll Clerk 

has been reviewed to determine if any errors were made, and in turn, if any changes in point 

values and grade placement are warranted. The results of this analysis for the position of Payroll 

Clerk are summarized below.  

 

BASIS FOR THE APPEAL AND DECISION 

 

An appeal was submitted by the Director of Human Resources/Labor Relations detailing the 

amount of workload borne by the position and comparing job complexity to the Administrative 

Specialist position in Human Resources. Essentially, the case is made that the Payroll Clerk is a 

more complex job than the Administrative Specialist which is slotted in grade 5. Secondly, that 

the market data indicates a higher wage level. 

 

In reviewing the position I have reviewed the prior point values as well as the market data. Based 

on my review, I do not recommend any change in point value or grade placement. Specifically: 

 

 The comparison to the Administrative Specialist classification is only partially valid. 

There are a number of Administrative Specialist classifications at the County, a number 

of which are more complex in job duties and job latitude than the incumbent in Human 

Resources. This issue was discussed during the study when it was decided to combine the 

Administrative Assistant and Administrative Specialist classifications. It was also 

understood that the classification would be graded on the highest level of complexity 

experienced by any of the incumbents. Essentially, department directors differ in the level 

of delegation concerning this position and the grade 5 classification recognized the 
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highest level of responsibility in the organization. Based on my point factoring, this is a 

higher level of job complexity than that held by the Payroll Clerk. 

 

 A comparison to the market data is not valid since this appeal process focuses on job 

evaluation, not market analysis. However, if it were, a case could still be made that the 

market data does not necessarily support a higher grade. Livingston County has a Senior 

Payroll Clerk while a number of the market comparables do not. The market data that 

was documented for the Payroll Clerk contained some jobs listed as payroll coordinators 

or other jobs that did not benefit from having a senior payroll clerk. In this sense, some 

jobs were likely more complex than the Livingston County position.  

 

This is an important function that requires learning and experience. However, in my opinion it 

was accurately graded in grade 4. I do not recommend any changes to point values with the 

current scope of duties.  

 

   Very truly yours, 
  

 
 

  Mark W. Nottley, Principal    

 Municipal Consulting Services LLC 
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      August 29, 2015 

 

 

Ms. Jennifer Palmbos 

Director of Human Resources/Labor Relations  

Livingston County 

304 East Grand River Avenue, Suite 205 

Howell, MI 48843 
 

Dear Ms. Palmbos, 

 

This letter is in regard to the request for a classification appeal for the position of Public Health 

Nursing Supervisor. This classification was placed in grade 10 of the new pay grade structure 

created during the classification and compensation study completed in January, 2015.  

 

As you know, the grade structure was created using a job evaluation plan that contains ten 

unique factors. Each job included in the study for Livingston County was evaluated based on 

each of these factors, and placed in a particular grade. Since all positions were evaluated in this 

manner, the resulting pay grade structure essentially ranks each position in relation to all others.  

 

The review of this appeal and all other appeals focuses on inadvertent errors that may have been 

made by our firm in the job evaluation process which would have resulted in undervaluing a 

particular position. Related to this, the documentation submitted for the position of Public Health 

Nursing Supervisor k has been reviewed to determine if any errors were made, and in turn, if any 

changes in point values and/or grade placement are warranted. The results of this analysis for the 

position of Public Health Nurse Supervisor are summarized below.  

 

BASIS FOR THE APPEAL AND DECISION 

 

An appeal was submitted by the Director/Health Officer providing a detailed explanation of the 

duties and responsibilities of the Public Health Nursing Supervisor. The position, as described in 

the appeal, has a much greater level of supervisory and organizational responsibility than was 

initially articulated in the job description and point factoring. This discrepancy was pointed out 

in January, 2015; consequently the appeal was anticipated. 

 

In regard to the analysis, I have re-factored the position based on the review of the submitted 

information including a revised job description, organizational chart and explanation of 

supervisory role and responsibilities. My results are as follows:  

 

SUGGESTED POINTS  

 

 Factor 1:        337     

 Factor 2:      420     

 Factor 3:                280       

 Factor 4:                  90     
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 Factor 5:     420      

 Factor 6:     130     

 Factor 7:     100      

 Factor 8     400      

 Factor 9:       60      

 Factor 10:       40       

POINT TOTAL:             2277    

 

The point total of 2,277 would move the position of Public Health Nursing Supervisor to grade 

11 in Livingston County’s pay grade structure. This is my recommended grade level.  

 

   Very truly yours, 
  

 
 

  Mark W. Nottley, Principal    

 Municipal Consulting Services LLC 
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      August 29, 2015 

 

 

Ms. Jennifer Palmbos 

Director of Human Resources/Labor Relations  

Livingston County 

304 East Grand River Avenue, Suite 205 

Howell, MI 48843 
 

Dear Ms. Palmbos, 

 

This letter is in regard to the request for a classification appeal for the position of Senior Payroll 

Clerk. This classification was placed in grade 6 of the new pay grade structure created during the 

classification and compensation study completed in January, 2015.  

 

As you know, the grade structure was created using a job evaluation plan that contains ten 

unique factors. Each job included in the study for Livingston County was evaluated based on 

each of these factors, and placed in a particular grade. Since all positions were evaluated in this 

manner, the resulting pay grade structure essentially ranks each position in relation to all others.  

 

The review of this appeal and all other appeals focuses on inadvertent errors that may have been 

made by our firm in the job evaluation process which would have resulted in undervaluing a 

particular position. Related to this, the documentation submitted for the position of Senior 

Payroll Clerk has been reviewed to determine if any errors were made, and in turn, if any 

changes in point values and grade placement are warranted. The results of this analysis for the 

position of Senior Payroll Clerk are summarized below.  

 

BASIS FOR THE APPEAL AND DECISION 

 

An appeal was submitted by the Director of Human Resources/Labor Relations that essentially 

contrasted the Senior Payroll Clerk to the HR Coordinator and Benefits Specialist – two 

positions that were placed in grade 9 based on the point factor evaluation. The argument is made 

that the position has the same level of complexity as the aforementioned positions. Further, that 

the job has a high level of technological requirement.  

 

In regard to the latter, the technological requirements of the job were considered in the original 

evaluation and the point value is relatively high. In regard to the former, the two jobs cited have 

higher educational requirements and greater job complexity. In any evaluation, there is a 

tendency to compare people as opposed to positions. Our analysis considers only the positions 

and has concluded that these are very different and more complex positions.    

 

The Senior Payroll Clerk is a very important job but it is more financial and technical in nature 

and has been graded accordingly. Based on what has been submitted I do not see a basis for 

changes to point values or grade level. A grade 6 placement is still recommended.   

 

 



Ms. Jennifer Palmbos 

Page 2 

5269 Daniel Drive n Brighton, MI, 48114 n  Phone: 734.904.4632  n  FAX: 206.350.0305  

  

   Very truly yours, 
  

 
 

  Mark W. Nottley, Principal    

 Municipal Consulting Services LLC 


