PERSONNEL COMMITTEE
7/19/2017
304 E Grand River, Conference Room 4A, Howell, Michigan 48843
8:00 AM

AGENDA
1.
2.
3.
4.
5.
6.
7.

CALL MEETING TO ORDER
1:10 pm, Jul 18, 2017
APPROVAL OF AGENDA
CALL TO THE PUBLIC
APPROVAL OF MINUTES
Meeting Minutes Dated: June 21, 2017
TABLED ITEMS FROM PREVIOUS MEETINGS
REPORTS
RESOLUTIONS FOR CONSIDERATION

08

Human Resources
RESOLUTION TO APPROVE THE PAY GRADE FOR THE NEWLY
CREATED JAIL EDUCATION TEACHER POSITION AT GRADE 6

09

County Clerk
RESOLUTION APPROVING THE FILLING OF THE ELECTION
ASSISTANT/VITAL RECORDS CLERK AT ABOVE HIRE RATE

10.

ADJOURNMENT

MEETING MINUTES
LIVINGSTON COUNTY

JUNE 21, 2017 – 8:00 A.M.
ADMINISTRATION BUILDING – CONFERENCE ROOM 4A
304 E. Grand River Avenue, Howell, MI 48843

PERSONNEL SUBCOMMITTEE MEETING
 COMM. GRIFFITH  COMM. LAWRENCE  COMM. GREEN  COMM. BEZOTTE
JENNIFER PALMBOS, KEN HINTON, KEVIN W ILKINSON, JENNIFER SLATER, JEFF BOYD, BETSY
HUNDLEY, CHAD CHEWNING, KELLI HAWORTH, STACY BONO

1.

CALL TO ORDER: Meeting called to order by: Comm. Griffith at 8:00 am.

2.

APPROVAL OF AGENDA:
APPROVE THE AGENDA
MOVED BY: LAWRENCE / SECONDED BY: BEZOTTE
ALL IN FAVOR - MOTION PASSED

3.

CALL TO THE PUBLIC: None

4.

APPROVAL OF MEETING MINUTES of April 19, 2017 and CLOSED MEETING MINUTES of
April 19. 2017
MOTION TO APPROVE THE MINUTES OF APRIL 19, 2017 AND CLOSED MEETING MINUTES OF APRIL 19, 2017
MOVED BY: LAWRENCE / SECONDED BY: BEZOTTE
ALL IN FAVOR – MOTION PASSED

5.

TABLED ITEMS FROM PREVIOUS MEETING: None.

6.

REPORTS:
 Jennifer Palmbos updated the Committee on the application program for candidates
seeking employment with Livingston County. We typically post approximately 100 jobs a
year and the program sends the job description out to various job boards. The old system
was out of date and beginning on having issues. We have received positive feedback from
various departments that are using the system.
 Jennifer Palmbos was requested to review our background system. We have determined
that we need to perform nationwide background checks. Three different companies
provided demonstrations and we chose to go with JD Palentine because they will integrate
with MUNIS.
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 Jennifer Palmbos contacted Legal Counsel and requested a written legal opinion on our
457 plans offered to our employees. We currently have two providers, but are receiving
sales calls from other providers and we are looking into our options.
 Jennifer Palmbos was approached by our 24 hour departments regarding a new time
keeping scheduling software. We looked at three different vendors and decided to go with
VCS for the Sheriff’s department and 911 Central Dispatch. We are looking at going to
Public Safety Committee in July.
 Jennifer Palmbos advised the committee that they are preparing an Employment
Engagement Survey. The survey will be pushed out to employees July 12, 2017 through
July 26, 2017. Results will be returned to Human Resources and we will share those with
you.
 Jennifer Palmbos let the committee know that we are holding our second annual
Employee Health Fair on July 13, 2017 in the court yard outside the building. We have
contacted various health and wellness vendors as well as food vendors.
7.

RESOLUTIONS FOR CONSIDERATION:

8.

HUMAN RESOURCES: Resolution Authorizing The Signing Of An Amendment To
Schedule A To Administrative Services Contract Regarding Prescription Drug
Administrator Fees With Blue Cross Blue Shield of Michigan.

MOTION TO APPROVE THE ABOVE RESOLUTION AND MOVE FORWARD TO FINANCE COMMITTEE
MOVED BY GREEN / SECONDED BY BEZOTTE
ALL IN FAVOR – MOTION PASSED

9.

HUMAN RESOURCES: Resolution Authorizing Livingston County Human resources To
Purchase Promotional Materials.

MOTION TO APPROVE THE ABOVE RESOLUTION
MOVED BY LAWRENCE / SECONDED BY GREEN
ALL IN FAVOR – MOTION PASSED

10.

DISCUSSION: RESIGNATION AGREEMENTS
 Two employees from different departments were terminated and have requested that we change
it to resignation. No money is involved. We leave this request up to each individual department.
Both departments agreed to let the employee’s status change from termination to resignation.
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MOTION TO APPROVE THE SIGNING OF THE RESIGNATION AGREEMENTS BY BOARD CHAIR
MOVED BY GREEN / SECONDED BY BEZOTTE
ALL IN FAVOR – MOTION PASSED

11.

ADJOURNMENT

MOTIONED BY LAWRENCE / SECONDED BY GREEN
TO ADJOURN AT 8:25 AM
ALL IN FAVOR – MOTION PASSED

Respectfully Submitted,
KELLI HAWORTH
ADMINISTRATIVE SPECIALIST

RESOLUTION

NO:

LIVINGSTON COUNTY

DATE:

RESOLUTION TO APPROVE THE PAY GRADE FOR THE NEWLY CREATED JAIL
EDUCATION TEACHER POSITION AT GRADE 6
WHEREAS, the Jail has a need for a teacher who is responsible for providing instruction to
inmates in the Livingston County Jail in subjects ranging from life skills to GED
completion; and
WHEREAS, the Jail Education Teacher position has been evaluated by Municipal Consulting
Services who is recommending this position be classified as a non-union, Grade
6; and
WHEREAS, this position will be funded by Jail Commissary funds.
THEREFORE BE IT RESOLVED that the Personnel Subcommittee hereby approves the pay
grade for the newly created Jail Education Teacher position at Grade 6, effective
with the approval of this resolution.
NOTE: This job analysis needs only Personnel Subcommittee approval and
does not need to move forward to any other committee. The resolution to create
the new position of Jail Education Teacher will need Board approval under
separate resolution.
#

#

#

TABLE A
LIVINGSTON COUNTY
POINT TOTALS FROM CLASSIFICATION ANALYSIS PROCESS OF JULY 14, 2017
Classification Reviewed:
Education Teacher

1

2

295 270

3

4

5

6

7

8

9

10

Recommended
Total Points:

Recommended
Grade:

220

0

270

80

80

275

40

60

1590

6

LIVINGSTON COUNTY
JOB DESCRIPTION
EDUCATION TEACHER
Supervised By: Assigned Lieutenant
Supervises: No supervisory responsibility
FLSA Status: Non-Exempt
Position Summary:
Under the supervision of an assigned Lieutenant, is responsible for providing instruction to
inmates in the Livingston County Jail. Provides instruction in subjects ranging from life skills to
GED completion. Develops instruction plans, maintains enrollment, attendance, academic and
completion records and interfaces with adult education programs and other sources to coordinate
teaching efforts and further educational attainment for the inmates.
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. Manages the jail education program. Maintains records of student enrollment, academic
activities, progress, and attendance. Assesses students at beginning of program, as well as
throughout, to determine academic skills, grade level, and progress.
2. Provides academic lessons to students according to their goals of earning a GED, earning
high school credits, or advancing their Adult Basic Education
3. Prepares students to pass the GED exams. Provides lessons and instruction on the four
GED exam subjects, including science, math, language arts, and social studies. Assesses
the students when appropriate with GED practice tests to determine if they are ready to
pass a particular GED exam. Administers GED exams when students are ready to pass
the exam(s).
4. Collaborates with an adult education program (currently LESA Adult Education) for
student enrollment and high school level resources. Communicates with the adult
education program director, and incorporate any necessary procedures into the jail
education program that reflects the adult education program criteria. Completes student
enrollment forms and official student assessments. Administers online high school
projects to inmate students.
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5. Administers GED testing as a Pearson VUE GED Testing Site according to Pearson
VUE’s policies and procedures. Assesses students to determine their GED readiness.
Maintains a functioning set of GED testing workstations (computers) and an
administration workstation (computer). Trains and uses GED exam proctors for all GED
exams.
6. Teaches life skills classes to inmates. Organizes and/or create lessons and activities on
life skills topics that provide lessons in personal development and improved effectiveness
for functioning in society. Provides positive and motivating lessons and activities on such
things as proper mindset, habits modification, nutrition and health, goal setting,
parenting, employment skills and other pertinent subjects.
7. Investigates new and emerging best practices in inmate instruction. Develops and
maintains relationships with other institutions and completes continuing education to stay
abreast of teaching advances and personal development skills.
8. 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 secondary education or a similar teaching degree and one year of
previous experience in classroom instruction.
 The County, at its discretion, may consider an alternative combination of formal
education and work experience.
 Michigan Vehicle Operator’s License.
 Ability to create and maintain a distraction-free, state-of-the-art computer-based testing
facility and administer a GED testing site.
 Thorough knowledge of the principles and practices of education and the ability to
develop instruction plans and each inmates in both one-on-one and group settings
 Skill in m maintaining records, assembling and analyzing data and preparing accurate
reports.
 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, representatives of other
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educational institutions, professional contacts, jail officials and the public.
 Skill in the use of office equipment and technology, including Microsoft Suite
applications and the ability to learn software applications and databases utilized in
testing, distance education and online instruction.
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 and classroom 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
employees required to lift or move objects that exceed this weight.
The typical work environment of this job is a business office or classroom setting where the
noise level is quiet to moderate. Work is performed in a jail facility.

RESOLUTION

NO:

LIVINGSTON COUNTY

DATE:

July 18, 2017

RESOLUTION APPROVING THE FILLING OF THE ELECTION ASSISTANT/VITAL

RECORDS CLERK AT ABOVE HIRE RATE – COUNTY CLERK
WHEREAS,

the Election Assistant/Vital Records Clerk position became vacant June 30, 2017;
and

WHEREAS,

the position was posted pursuant to required County procedure; and

WHEREAS,

applicants were interviewed by the County Clerk; and

WHEREAS,

based on the extensive experience qualifications, the County Clerk is requesting
to offer the position to the top candidate at a Grade 3, Step 3 ($17.02 per hour),
contingent upon acceptable background checks; and

WHEREAS,

funding for this position is approved and included in the 2017 operating budget.

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 Election Assistant/Vital
Records Clerk at a Grade 3, Step 3.

(Note: This determination of starting rate of pay only needs Personnel Subcommittee
Approval and does not need to move forward to any other committees).

LIVINGSTON COUNTY
JOB DESCRIPTION
ELECTION ASSISTANT/VITAL RECORDS CLERK
Supervised By:Elections Coordinator/Deputy Clerk
Supervises: No supervisory responsibility
FLSA Status: Non-Exempt

Position Summary:
Under the supervision of the Election Coordinator/Deputy Clerk is responsible for providing
assistance in the registration of voters and preparation and conduct of elections. Also performs a
wide variety of clerical and support duties for the Vital Records Division.

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.

Accepts, sorts, verifies, and keeps records of voter registrations for the County.
Submits voter registration to municipal clerks within and outside the County.

2.

Assists in programming ballots during election cycles.

3.

Accepts, verifies and notarizes candidate filings. Certifies petition signatures.

4.

Schedules training for election inspectors.

5.

Creates canvass booklets for the Board of Canvassers to review and certify.

6.

Serves as a receiving board member on election nights.

7.

Verifies and proofs applications and documentation for Concealed Pistol Permits,
marriage licenses, notary bonds, and records information as record for the County.

8.

Provide customer service relative to the Vital Records Division of the County Clerk's
Office. Provides counter assistance, answer telephone calls, and on-line requests in
issuing copies and processing vital records such as birth, and death certificates,
marriage licenses, concealed weapons permits, DBAs, and other records and explains
the procedures of the Clerk’s office. Accepts payments for all requests.
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9.

Verifies identification or relationship status as needed to process requests. Directs
callers to the appropriate office or individual as needed.

10.

Processes, issues and changes DBA (Doing Business As) requests and information.
Enters DBA information into record and files hard copies. Generates DBA reminder
notices.

11.

Closes cash register daily, counts receipts and deposits funds at Treasurer’s Office.
Maintains petty cash drawer.

12.

Enters invoices and requisitions into the County financial software.

13.

Orders office supplies for the department.

14.

Processes all mail for the Clerk’s office.

15.

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:


High school diploma or GEDand three years of progressively more responsible
experience in clerical and office administration



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



Certified as a Notary Public, Deputized Clerk, and Election Official.



Certified Cash Handler.



Michigan Vehicle Operator’s License.



Thorough knowledge of the principles and practices of election processes, procedures,
and activities, records management and office procedures.



Considerable knowledge of election terminology, Election Day processes and procedures,
voter registration procedures, vital record documents, processing vital records, DBAs,
and concealed pistol permits, balancing receipts, and maintaining detailed and accurate
records in both electronic and non-electronic formats.
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Strong working knowledge of office procedures, file setup and maintenance, math and
bookkeeping principles, and application and administrative support techniques.



Strong skills in proofreading, performing arithmetic calculations, and maintaining
accounts and records.



Skill in assembling and analyzing data and preparing comprehensive and accurate
reports.



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 and the ability to learn software applications and databases utilized by the
Clerk’s Office.



Skill in the use of document imaging software and equipment.



Skill in the use of specialized election equipment including but not limited ballot marking
devices, scanning equipment, and specialized election software.



Ability to attend meetings scheduled at times other than normal business hours.

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.
The typical work environment of this job is a business office setting where the noise level is
quiet and sometimes moderate.

