FTE Ask Executive Summary

A.

Position Description & Dept: 1-Criminal Deputy Position
(Attach Job Description)

Pay Scale and Pay Range:

What is the TOTAL cost to Morrow County?

Wages & Benefits Requested new position: Criminal Deputy

The pay range for a Criminal Deputy: $4,092 to $5,354 per month plus benefits.

The Criminal Deputy pay scale is requested to be 5% more than the patrol deputy position based
on the nature of the work, training and experience. Below is what the pay scale would look like.
Note this is a substantial difference (decrease) in pay verses the past Detective Position.

Criminal Deputy: 1 2 3 4 5 (9]
INTERMEDIATEl 54,215 $4,425 $4,647 54,879 $5,123 $5,379

ADVANCED A. 54,321 $4,537 $4,764 $5,002 $5,252 $5,514

Equipment, such as vehicles, computers, cell phones, desk, uniforms, etc.

Criminal Deputy: Position would require a new outfitted patrol vehicle, not the same as an
outfitted Patrol vehicle. $26,500 initial cost. Vehicle doesn’t have an in-car computer. Deputy
uniforms, equipment and firearms estimate $6,000.00 initial cost.

$32,500 total estimate cost to outfit a criminal Deputy.

Total

FTE History for the last three (3) years. (Example: FY 16/17 5.25 FTE)
1. 17-18--- 35 FTE (SRO)

2. 16-17--- 34 FTE (SRO)

3. 15-16--- 31 FTE (Dispatch, Admin Asst. Traffic Deputy)

Personnel Services History for the last three (3) years.
(Example: FY 16/17 $264,707; FY 15/16 $244,544; FY14/15 $235,602)

Budget Actual
1.17-18  $2,936,400.00
2.16-17  $2,795,740.00 $2,699,299.00
3.15-16 $2,443,928.00 $2,414,872.00
4.14-15  $2,238,432.00 $2,271,026.00

Where will the position be located physically? Is there space for them?
This position will be working out of the Heppner and Irrigon Offices providing public safety and
security county wide...




What is the benefit to Morrow County? And the citizens of Morrow County?

This position will be providing public safety and security county wide. This is a benefit to all
Morrow County and all persons who visit, travel in, work in or live in Morrow County. Itis
important to provide law enforcement services 24 hrs. a day, 7 days a week for Morrow County.
Morrow County is a large county with a lot of road miles. It is important to have deputies
working the north and south end of the county for public safety and security, not to mention
officer safety.

Adding this Criminal Deputy position would give more time for case investigation, follow up and
interviews. The Criminal Deputy would be investigating major crimes, sex crimes, property
crimes and assisting with code enforcement follow up. These cases are time consuming, involve
multiple contacts, in-depth investigations and court testimony. Not an incident that is
completed in one shift and many times takes weeks of investigation. By not having a Criminal
Deputy to assist the Criminal Sgt. we often have to pull a patrol deputy to help complete these
investigations. Not to mention the Ops Lt and Undersheriff assist with these cases and
personnel is spread thin.

County coverage is affected by Sick leave, vacation, training, court, transports and if any
employee is injured or out for a period of time. | have provided schedules in a few different
formats attempting to show the coverage and operational need for these three positions. We
are transparent as possible with the information we can legally release. | have to keep in mind
public safety and officer safety when releasing information, schedules or procedures.



FTE Ask Executive Summary

A.

Position Description & Dept. 2-Patrol Deputy Positions
(Attach Job Description)

Pay Scale and Pay Range

What is the TOTAL cost to Morrow County?

Wages & Benefits: This information depends on where the person hired is placed on the
attached pay scale. Example a person with less experience will be lower on the pay scale and a
person with more training and experience, one would expect, would be higher on the pay scale.
The pay range for a Patrol Deputy is: $3,613.00 to $5,099.00 per month plus benefits.

Equipment, such as vehicles, computers, cell phones, desk, uniforms, etc.

2-Patrol Deputies. Positions would require new outfitted patrol vehicles. Estimated cost of
$32,00.00 each initial cost. Vehicles are replaced every three years, vehicle equipment is reused
and replaced as needed, in car computers are replaced on a six year cycle (no increase to
current budget for computer) deputy uniforms, equipment and firearms estimate $6000.00
initial cost.

$74,000.00 total estimate cost to outfit two patrol deputies including vehicles

Total

FTE History for the last three (3) years. (Example: FY 16/17 5.25 FTE)
1. 17-18--- 35 FTE (SRO)

2. 16-17--- 34 FTE (SRQ)

3. 15-16--- 31 FTE (Dispatch, Admin Asst. Traffic Deputy)

Personnel Services History for the last three (3) years.
(Example: FY 16/17 $264,707; FY 15/16 $244,544; FY14/15 $235,602)
1.17-18  $2,936,400.00

2.16-17 $2,795,740.00 $2,699,299.00
3.15-16 $2,443,928.00 $2,414,872.00
4.14-15  $2,238,432.00 $2,271,026.00

Where will the position be located physically? Is there space for them?

Yes, all three positions will be working out of the Heppner and Irrigon Offices providing public
safety and security, county wide.

What is the benefit to Morrow County? And the citizens of Morrow County?

This is a benefit to all Morrow County and all persons who visit, travel in, work in or live in
Morrow County. Itis important to provide law enforcement services 24 hrs. a day, 7 days a
week for Morrow County. Morrow County is a large county with a lot of road miles. It is



important to have deputies working the north and south end of the county for public safety and
security, not to mention officer safety.

County coverage is affected by Sick leave, vacation, training, court, transports and if any
employee is injured or out for a period of time. | have provided schedules in a few different
formats attempting to show the coverage and operational need for these three positions. We
are transparent as possible with the information we can legally release. | have to keep in mind
public safety and officer safety when releasing information, schedules or procedures.



Criminal Division | MONTH/YEAR: July-Dec 2017
Employee I ‘ | ‘ Totals
Opened Cases 46
Closed Cases 29
Unfounded 8
Sex Crimes 62
Property Crimes 14
Assualtive Crimes 7
Felony Crimes 45
Misdemeanor Crimes 10
Arrests 5
Search Warrants 0
Major Crimes Callouts 3
Death Investigations 8
Deputy Assists 85
Deputy Backup Only 31
Training Hours 228

JEvidence Hours 143
Court Security Hours 0
Civilian Presentations/Classes 2
Backgrounds 4
DHS Visists 16
Backup 0]
Patrol Calls 148
Patrol Shifts 21
Total Hours Worked 2,307

lirrigon Patrol 114.5

IHeppner Patrol 119

llone Patrol 22.5

|Lexington Patrol 0

IOHV Park Patrol 0

Open Cases Closed Cases Remaining |
Beginning Balances:
This Month:
Totals: 46 29 9




Criminal Division

MONTH/YEAR:

2018

IEmponee ‘ | | Totals

Opened Cases 13
Closed Cases 9
Unfounded 2
Sex Crimes 5
|Property Crimes 0
Assualtive Crimes 1
Felony Crimes 6
Misdemeanor Crimes 9
Arrests 6
Search Warrants 1
Major Crimes Callouts 0
Death Investigations 1
Deputy Assists 18
Deputy Backup Only 7
Training Hours 2
Evidence Hours 21
Court Security Hours 47.5
Civilian Presentations/Classes 1
{Backgrounds 1
|DHS visists 6
Backup 3
Patrol Calls 32
Patrol Shifts 1
Total Hours Worked 374.5
Irrigon Patrol 21.5
Heppner Patrol 1
IIone Patrol 3
ILexington Patrol 1
OHV Park Patrol 0
Open Cases Closed Cases Remaining
Beginning Balances:
This Month:
Totals: 13 9 4
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. Sheriff Matlack
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. Lt. Harper
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. Sgt. Pearcy

Sgt. Snyder

Deputy Crowell
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REQUESTING

. Sheriff Matlack
. Undersheriff Bowles

. LT. Harper

Sgt. Rayburn

. Sgt. Pearcy

. Sgt. Snyder

. Deputy Crowell
. Deputy Braun

. Deputy Carter

Deputy Jundt
Deputy Neubert
Deputy Siex
Deputy Madrigal
Deputy Cooney
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Deputy Bose
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OPERATIONS
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. Patrol (Out)

. Patrol (Out)

. Patrol (Academy)

10. Dispatcher

*Since 2002, MCSO has Added*

4- Parole/ Probation
2-SRO’s

1-Traffic

1-Patrol Sgt.
1-Dispacher

1- Administrative Lt.

4. Court Sec.
5. Court Sec.

Currently MCSO has 35.1 fulltime employees and 5 part time/ seasonal employees.
We need to add 1-Criminal Deputy, 2-Patrol Deputies. If this recommendation is granted the total

would be 38.1 fulltime employees and 5 part time/ seasonal employees.

South Patrol Wed-Sat

2pm-12am

Day
5am-3pm

Swing
2pm-12am

Night
7pm-5am

Day
5am-3pm

Swing
2pm-12am

Night
7pm-5am

MON-THUR

Heppner
8am-6pm

Sgt.
10am-8pm

THUR-SUN
Heppner
4dpm-2am

Sgt.
10am-8pm

Traffic
Various

North Patrol Wed-Sat
6pm-4am



The City of Heppner pays for two deputy positions and two vehicles every three years. $173,550.25
vehicles run from $26,500.00-$30,000.00

The City of Irrigon pays for one deputy position and one vehicle every three years. $76,000.00 vehicles
run from $26,500.00-$30,000.00

P&P receives 1.2 million for two years to cover the cost of running P&P. 4 positions
911 Funds are from the State OEM {Oregon Emergency Management) $262,300.00
Dispatch fees from county agencies total $78,125.00

Emergency Management receives Hanford and CGS grants yearly for $13,600.00

Emergency Management receives EMPG2017 for $38,525.00 predicted to be over $60,000.00 for
EMPG2018

Plus grants to cover the cost of Manuals and response plans. Two for $10,000.00 each over the last year.

State Marine Board $34,320.00 plus they purchase the boats. $60,000.00-$70,000.00

Forest Patrol Grant $3,137.00

ATV Grant $32,000.00
CCS $10,000.00
DU $7,500.00
Seatbelt $7,500.00
Court Security $32,000.00
Speed Grant $2,895.00

OT Reimbursements  $30,000.00
Plus misc. equipment grants as discovered.

MCSO Revenue nearly $700,000.00

911 $262,800.00
P&P $1.2 Million for two years
EM $60,000.00

Est. yearly revenues $1,622,800.00

Not including fines generated throughout the year.

P&P covered by the state and $100,000.00 of the SRQO’s is covered by the schools.



Human Resources

P.O. Box 788 » Heppner OR 97836 Karen Wolff
(541) 676-5620 Human Resources Director
kwolff@co.morrow.or.us

NOTICE OF DECISION

TO: Darrell Green, County Administrator

FROM: Karen Wolff, Human Resources Director

DATE: March 26, 2018

RE: 2018 Reclassification Summary — Veteran’s Office

At your request, the Veteran’s Service Officer position has been included in the 2018 Reclassification
process for the 2018-2019 Fiscal Year.

Veteran’s Service Officer
The Veteran’s Service Officer position is represented by AFSCME and is currently on Pay Range 6 of the
Gencral Employee Wage Scale.

The Job Description for this position has been updated, adding supervisory responsibilities for one employee,
Office Assistant (Veteran’s). A copy of the updated Job Description is attached to this memo.

The JobMeas© evaluation system placed the Veteran’s Service Officer on Pay Range 10 of the General
Employee Wage Scale. A copy of the JobMeas™ evaluation is attached to this memo.

Other positions on Pay Range 10 include: Legal Secretary (DA).

Based on the JobMeas© evaluation I recommended to the Board of County Commissioners on March 28,
2018 to place the Veteran’s Service Officer position on Pay Range 10 of the General Employee wage scale
effective July 1, 2018.

The current Veteran’s Service Officer is on Step E of Pay Range 6. The Veteran’s Service Officer will be
placed on Step E of Pay Range 10 effective July 1, 2018.

If you are not satisfied with this decision, you may pursue a Request For Review, as outlined in the Morrow
County Personnel Policies, Section 6.4.

Attached to this memo is the JobMeas™ formula and the current Job Description. If you have any questions
on the summary information, please contact me and we will set a time to review everything.

If everything appears to be in order and there are no further questions, please provide this information to your
employee. Once everything has been reviewed with them, ask them to sign the Job Description and return
the original to me.



Proposed use of Oregon Department of Veterans Affairs Additional Funds FY 2017-2018

Morrow County Veterans Services goals are aligned with State and Federal objectives:

e Offer quality and timely service to Veterans and Veteran families.
e Increased services to Veterans and Veterans families.
e |ncrease the number of Veterans (and their families) served.

To provide timely service to veterans and their families and expand the program, my recommendation is
to hire part time support staff to assist in updating office procedures and allow more time for the
Veterans Service Officer to plan and participate in outreach activities or training.

By sharing veterans benefit information, and strengthening relationships with the VA and community
partners, the outcome should be reflected in more veterans enrolling in VA Health Care, applying for
benefits, (including benefits for dependents) resulting in additional federal dollars paid to the veteran
(or dependent).

An additional trained staff member would allow office coverage when the Veterans Service Officer is out
of the office, and will provide more time for the Veterans Service Officer to perform core operational
functions with minimal distractions.

Outreach activities such as Veterans Stand Down, Town Hall meetings in cooperation with Walla Walla
VAMC, and smaller local Town Hall meetings to include community partners.

Note:

Morrow County is in the process of exploring opportunities to build a new facility on the North end of
the county or purchase and remodel an existing building to alleviate a shortage of office space. Once this
takes place, Morrow County anticipates hiring a permanent part time Administrative Support Staff for
the Veterans Services Department. During this transition time The Veterans Service Department will
utilize part time temporary staff to achieve it’s goals.

We appreciate the support of Oregon Department of Veterans Affairs and look forward to continuing to
improve our operations and offer timely services to our veterans.

Linda Skendzel, CVSO

Morrow County Veterans Services



Mental Physical Social Envit. Acent. Total Job  Skill
ec ended Titl LD PC PS Eff HR SC PE WC AC IM  Value  Grade

Need a technical refresher? L Click on the red triangle?

Veteran Setvice Officer A3 5 A2 2 A2 5 B1 2 B1 6 1142 6
VSO - draft superv. A3 5 A2 2 A2 5 B1 2 D1 6 1431 10
Office Assistant (Veteran's) B2 4 A3 3 A2 2 A2 2 B1 2 99 3




JOB DESCRIPTION

Date Prepared: September 25, 1998
Revised April 2009
Revised March 2018

Position Title: Veterans Service Officer
Department: Veteran's
Supervisor: County Judge

Position Overview: Under the limited supervision of the County Judge, the Veterans
Service Officer provides services to veterans and their dependants, including:
compensation, pension, aid and attendance for disabled pensioners, death benefits,
dependants and widows benefits, medical insurance, loans, education, etc.

Resources Influenced

Annual Operating Budget:

Total Employees in chain-of-command: 0
Reporting Positions:

Working Environment: The work is accomplished in the Family Service Center in
Heppner and the Courthouse Annex in Irrigon. There are some travel requirements and
deadlines to meet.

Qualifications:

1. Education - Graduation from high school or equivalent. Ability to become
certified within four years of employment, which includes 28 hours of continuing
education units (CEUs) in approved veterans training plus a minimum of 6 CEUs
each year after initial certification.

2. Equipment used - Typewriter, calculator, telephone, copy machine, FAX
machine, Personal Computer.

3. Knowledge of basic office practices.

4. Ability to learn and apply all applicable federal and state rules, policies and
procedures.

5. Ability to learn of and deliver the benefits and services available to veterans and
their dependants.

6. Ability to become informed about all changes in practices and new benefits
available and applicable to clientele.

7. Ability to effectively use oral and written communication in the performance of
duties and responsibilities.

8. Ability to understand and comply with county policies and procedures.

Veteran’s Service Officer 2018 Page 1|3



Essential Job Functions

Physical:

Ability to lift 40 pounds (box of paper).

Ability to sit for extended periods of time.

Regular and predictable attendance.

Ability to enter data into Assessment & Tax software.
Ability to retrieve data from Assessment & Tax software.
Ability to view Partition Plats, deeds and maps.

OO A=

Mental:

Ability to read, write and comprehend English.

Ability to perform basic math functions.

Ability to communicate effectively with co-workers and public.

Ability to explain sometimes complex calculations in a manner that is
understandable to the general public.

R CONNES

Job Duty Outline:

Compensation and Pension Claims

1. Meet with clients and evaluate their needs
2. Complete appropriate forms, including:
A. Power of Attorney
B. Application for compensation or pension
C. Release of Information
3. Seek out and obtain copies of other relevant documents, such as:
A. Discharge papers
B. Marriage certificates
C. Divorce decree
D. Birth certificates
Appeals
1. Assist veterans with appeals of Veterans Administration decisions
2. File appropriate documents within specified time frames
3. Help veteran identify and collect appropriate supporting documentation
Survivor Benefits
1. Determine type of benefits widow, children or dependent parents are
eligible for, including:
A. Flag, headstone or marker
B. Burial in national cemetery or plot allowance
C. Nursing home or home care benefits
D. Insurance
E. Property tax exemption
2. Correspond with and/or meet with widow
S5 Complete necessary documentation
Eligibility Verification and Medical Reimbursements
1. Determine eligibility for pension benefits for veterans with disabilities that

213



are not service connected

2. Assist veterans with annual Eligibility Verification Reports
8 Prepare and maintain reports of medical expenses and reimbursements.
V. Medical Benefits and Nursing Home Care
1. Assist veterans with claims for medical benefits
2. Make appointments, check on prescriptions, coordinate evaluation of
service connected conditions and provide other assistance as necessary
8: Apply for funding for nursing home care or other special needs
VI.  Miscellaneous other duties and responsibilities
L Prepare all required documentation, including
A. Monthly and quarterly reports.
B. Correspondence
C. All other forms and applications

2. Respond to personal and telephone inquiries
3. Assist with home loans

4. Assist with other benefits

5. Other duties as necessary or assigned.

VIl. Manage, supervise and coordinate Veteran's Department employees.

1. Coordinate with Morrow County Human Resources to develop and
maintain Job Description, create and advertise Job Postings, interview
and select successful candidates.

2. Train and supervise employees.

Coordinate department schedules for efficiency in providing services. If
necessary, perform duties of subordinates.

3. Review and approve timecards, maintain Personnel files.

313



Veterans Service Officer
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I. MENTAL REQUIREMENTS
JOBMEAS

hia lactor measures the total capablllly required lo learn and perform the job compe-

anlly. Problem Solving Challenges

sarning Development relers to the level of knowledga or facls, dala, principles,
leas, and other Information which must be acquired, usually lhrough a combins-
on of formal edugalion programs, work experience, andfor on-the-jab training. it
ncompasses (he diversity, complexity, and deplh of understanding in such areas
s professional flelds ot siudy, technical specialities, practical work syslems, and
pplled work methods.

'roblem Challenge refers lo the application of knawledge to work siluallons as
neasured by the amount of Independent reaeaning and judgment which musl be
sed to make decislons, generate Ideas or produce rasults,

1. Work situalions are routine
and regularly recurring,
requiring atlention and
concentration, but limited
discration, cansidaration,
and planning to ad-
equately respond and
oarry oul work activities,

2.Work siluations require
conslderation and Interpre-
tatlon of circumatances or
informalion to choose the
masl eflactive responees.
Solutions may be some-
what technical yel are
relatively stralghtforward
and well-delined once
prablems are underslood,
Responsas come from the
realm of prior learning and
experlences.

3. Work situations are of suffi-

clent scope and variety that
gignilicant Iinterpretalion
and evaluation is required to
successlully recognize and
dallne problems. Highly
lechnical judgments and/
or constructive thinking in-
volved. Alternative solutions
musl be considered and
short-term aclion plans
musl be developed and
sequenced,

4.

Work silualions are broadly
delined, complex and di-
verse, occasionally un-
precedentad. Prablams
have many dimensions to
consider involving creative
thinking limited in scope lo
relaled flelds of specializa-
tlon. Consequences must
be evaluated, often through
formal analylical methods,
and stralegies developed for
action,

| DE ¥

4 {’a’

6

L} 9

A, Suftiglent to understand simple written and oral communlecations.

Baslc underatanding of simple work processes, methods or equip-
ment. Learning development less than that required for complelion of high
echool curticuium,

7N
\=J

6.Work siluatlons are vaguely
delined and often unigue in
characler, Prablems are
very complex and may be
abstracl, conceptual, and
long-term in nature. There is
a conlinual requirement lor
innovative thought and
synthesls, perhaps at the
theoretical level.

10 1} e ) I4 I

Technical, with focus on solving one aspect at a time.
Recurring, interpreting variations.

High School diploma or equivalent.

Sutticlent to read and write nontechnical information and Instruc-
tion, perform basic arithmetic caloulations, understand commonly
used procedures and methods, or operate aguipment thal requires
some tralning. Learning developmenl equivalent lo completion of high
school curriculum,

5

No prior experience required.

Speclalized vocational or technical knowledge providing a command
of certain technloal, administrative, andjor operative practices and
techniques. Learning development Involves the equivalent of some
lechnlical or vacational training beyond high school often resulting in
a certification,

Speclalized vocational or technical knowledge providing a command of
certain technlcal, administrative, and/or operative practices and
technig Learning d p t involves the completion of & formal
technical/vocallonal curriculum often resulting in a degree.

Knowledge In a recognized professional fleld or technological discipline
sufticient 1o command varlous principles, facts, and practical applications.
Learning development (s oblained by the completion of a college curriculum re-
sulting In a bachelors degree in a specialized lield; or masiers degree in a narraw
specialily; advanced mathematics, very advanced language development, proli-
cienl understanding of practical sysiems,

Advanced, In-depth understanding In a widely recognized lield of study.
Addltlonal command of principles, tacts, and practices nssoclated with
multiple specialized teida. L Ing < is obiained by compietion of &

degree program or equivalon] through i g; very advanced
mathematics and language development, advanced understanding of practical sysiems,

. Comptete command and mastery of a very broad prolesalonal or scientitic

discipline sufficlent to contribute to the body of knowledge. Additional ad-
vanced understanding of the principles, facts, and practices assoclsted with




Veterans Service Officer
March 2018

II. PHYSICAL REQUIREMENTS

JOBMEAS'
This faclor relers lo the caordinalive and manipulative skills as well as the level of Physlcal Effort
xertion required to perform wark. A = e S i i v
>hysioal Skill is measured by determining the varlety and complexity of limb and
yody mavements, the requiremant for diverse sequentlal and simultaneous physi- 1. Minimal physical exertion |s re- 2. Job requires light physical eflort 3. Job requires considerable and 4. Job requires very heavy

:al aclions, and the need for speed, preclalon, or timing. quired. Most job time spent sliling as a part of regular work routing, usually suslained physical effort, physical eflorl, equivelent to

Physlcel Effort measures the amounl, type, and continuity of efiorl which must be
axpended during the course of work aclivities,

with occasional walking. Occa-
sional {ifting, gulding, andfor
carrying of light-welght materials
or equipment,

such as frequenl slanding and
walking; frequent lifling, gulding,
and/or carrying of light-weight ma-
lerlals or equipment; occaslonal

periods of sustained eltort,

DE,

A. Baasic level of learned physicel skill Is required, No special coordinalion beyond
that used for normal mobility and handling ol everyday objects and malerials is
needed lo perform the job salisfactorily,

B. Some learned physical skill |s required. Cerlain coordinated linger, limb, or
body movements mus! be performed in the course ol regular work routines.
These can usually be learned and compelency developed on Lhe job over a
relatively short period of Ume, .

C. Considerable learned physical skill is required, Job requires coordinaled
physleal activities, usually leerned through formal and detailed training
combined with considerable practice, Speed, precislon, andfor liming are
important and difficull \o achieve. Body movement sequances lend lo be
Involved and somewhal diverse, Skilled physical lrade.

. |
Ordinary: ambulatory

|

Ordinary ambulatory

D. Jaob requires a very high degree ol physical skill. Complex and diverse
sequences of physical action are parformed as a significan! and essantial
part of the job. Body movements musl aften be rellox-like in responsa to
subtie stimull thal must be accurately perceived or changing environmenial
conditions which must be accurately tracked, Excepll speed, liming,
and/or precision are critical,

as in conlinuous movement ovel
rough \erran or throughout pre-
carious man-made siruclures,
operation af physically demanding
machinery, elc. Occasional haavy
exerlion.

cantinuous labor involving
the use of heavy lools, ma-
larials, and/ar aquipment.
Job may be characierized by
highly demanding, full body
exertion and stranuous liting,
carrying, pushing, pulling, etc,



IIL H‘UMAN RELATIONS REQUIREMENTS

This faclor measures the importance and ditficulty of the human relations Interac-
lions neaded to perform the job.

Level of Human Relatlons
relations ablliies which are

refers to tha depth of communicalion skilis and human
necessary lo achleve work resulls, |l refers la elements

such as the level of effecliveness In dealing with others through normal contacls,
the need lo affect behavioral change In others, to communigate and lranslate tech.
nical or "insider" concepls 1o others, and lo solve problems,

The Scope of Contacts relers to the braadth and diversity of indlviduals and groups

with whom the worker must deal on mallars of substance and relevance 1o the work
baing perlormed.

Rk LR T PN RS

A. Job requires ordinary conversalional skills and courlesy to exchange rouline
Informalion, pravide rouline asststance, and/or help maintain harmeny amang
work associales,

m

Job requires patience In communication and wall-developed verbal skills to
prasent and exchange lachnical or complex information with individuals
or small, Informal groups. Skills In establishing harmanious relalionships,
galning rust and cooperatian, and reviewing and guiding the work of gthers
are important,

it e e W o e

Veterans Service Officer
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JOBMEAS

Sco_pe of Contacts

1. The imporlant job conlacls are 2,

with peers in immediate work
group and immediate supervisor.
QOccaslonal conlact with individuals
outslde the organlzation may
occur,

=)

;

Interpersonal contacts extend to
peers in othar work groups or lo
clients/oustomars who speak the
language, sither within or autside
the organizalion, Interactions with
higher levels ol authority beyond
Immadialo supervisor must be
conducled on an intermiltent
basis,

P o R

3. Interactions must occur within a
diverse sel ol individuals and
groups In representing a variety
ol roles and authority levels In.
leractlons are on malters ol
substance and imporlance,
usually both Inside and outside
the organization,

3 “

! i
Customer service, provide assistance

2]

Highly developad verbal skills ara required lo communicale technical con-
cepls and Ideas In Individual, group, and large audience situations, Skill
In esleblishing and malnlaining cooperalion, understanding, trust, and
cradibllity Is critical, Skill at | the behavior of others is Important and
may be difficult to achieve.

D. Cooperalion and undersianding from others are very imporiant and difficull
lo achieve, Careful siratlegy is led to inapl intain relationships,
bulld trust and confidence, and affect behavior on others., Convincing
others and parsuading them to decision or action In Indivigual, group, or
large audience lormats is easenlial,

Peer group, talk the s
Blend of inside and outside the organization

ame terms

. Contlnuous interaction with a

highly diverse sel of indlvidu-
als, groups, and audlences
from lhroughout the organiza-
lion and from numerous out-
side sources (customers,
governing boards, vendors,
regulatory agencies, media,
the general public, elc,) are
critical 1o job performance,



This factor measures the nead to perform under less than oplimal warking circumstances.

~Performance Environment rafers to those special job demands which contribute
10 difflculty In completing work assignments, Consideration Is given lo work pres-
sure (caused by tight deadlines, quotas, heavy and uncontrallable work flaw, the
need o make immediale Judgments with Insufficient dala, the need lo continually
be aware of changing events and slluations, Including technolagy the need for con-
slant altention lo detall, etc.), disturbances in work llow (Interruptions and distrac-
lions and the need to shilt allention to unrelated detalls), and Irregular work hours
(caused by call-in, changing work schadules, excess iravel, elc.)

Physloal Warking Conditions relers to the work localion factors which may causa
the job to be disagreeable or dangerous, such as nolse and lemparature axiremes,
- health and safely hazards, and general discomforl,

IV. WORK ENVIRONMENT

-

. Generally goad working condi-
fions. Lillle or no exposure o
exlremes in nolse, ltemperalure,
elc. Little or no exposure lo
salely or health hazards,

2

Veterans Service Ofticer
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Somewhat disagreeable condl-
lions, Work may be performed in
crampad or awkward positions.
Occaslonal exposure to salely
hazards, dlsease, or contamina-
{lon resulta in chance for loal-lime
accldents. Occaslonal exposure
lo noises, lemperature extremes,
elc,

3. Frequent exposure lo moderately
hazardous conditions regulling (n
significant threal to heallh and
sately. Undesirable assignments.

IIZ)E‘,'- L 1_-“_”_‘@' Ty __ e | T R
kS Office Environment
A. Changes In anvironmenis, work pressure, disturbances of work flow, and
Irregularities in work schedule are Infrequent.
A
4
(,_,; Changes on an intermittent basis, need to update skills
B. Work pressure, disturbances af work llow, and/or Irregularilies in work ™ (CPE requirement)
schedule are expected and accur on an Intermittent basis. Changes in
the parformance environmaent require occaslonal upgrading of skills.
B
=
@
E
(<4
2 th
E i
E C. Weork pressure, disturbances of work flow, andfor Irregularilles in
g work schedules are lrequenl and require significant adaptalion. The
rformance environment rapidly evolves, requiring continual upgrad-
P ng of multiple yet related skills. da
ya
1}
D. Work pressure, disturbances of work flow, and/or irregularities In wark
schedules are almost constant and pul a continuous straln on the job
incumbent's ability to adapl. The periormance environment evolves In a
way which requires extensive adaptation and upgrading of skills. i
J |

I
i
|

4,

JOBMEAS

Extensive and continuous
exposure to hazardous con-
ditions. Dangerous work
siluations. High llkellhood of
sarious Injury or iliness il
proper precaulions are not
taken. Highly undesirable
assignmenls,



Level of Accountabili

This tactor measures the total magnitude of Job responsibifity.

The Level of Accountabllity refers to the degree of responsibility or accountabllity
for the work resulls of self and others. Il considers the positioning of the job in the
organization, the level of professional development, and the depth and diversity of
responsibllity.

The Scope of Impact refers to the degree to which the |ob results atfect the work of
others or.thelr ability to perform and the final product or service provided by the orga-
nization.

I. INFORMATIONAL, anclilary, or incidental services for use by others who have
broader contribution to the linal products or services defined In the rating level.

P.  PARTICIPATORY, contributory influence; a key contributor to the praduct or ser-
vice provided at each lavel.

D. DIRECT, primary, determining, or controlling influence aver the nature of the
ond result or service provided at each level.

A. Responsibie for carrying out detalled work orders, for performing under
direct and frequent supervision, and for learning job-related Information
and techniquea. Apprentice or unskilled work.

Responsible for producing journey-level work output on an Independent basis
subject to supervisory direction and review. Journey level work in semi-
skilled (7) technical, or professional (3) area.

o

Responsible for performing work requiring advanced job sklills and for
responding to work situations with minimum guidance or direction. May
be responsible for training and gulding others and/or reviewing their
work. Working supervisor,leadperson work, or senlor Isval contributor, in
semi-skilled (7), technical, or professional (3) area.

D. Responsible for the supervision of output in terms of scheduling, progress,
and results; for safety, job tralning, and morale of others; and records. May
perform some output. Generally first-line supervisory work.

Responsible for Initiating, directing, controlling, or performing activitles that
fully impact a department or a portlon of a major function; for operations,
materials, staff performance, methods, and Ics. G lly first-
line management work; supervising through Intermediale supervisors or staff
professionals in a single function.

F. Responsible for Initlating, dirscting and controlling activitles that Impact
a major tunctional area; integrating the activities of sub-functions whers
responsibllities are dissimliar yet related, and sometimes contflicting; for
planning, stat{ deveiopment, per | and Iabor relations, and fiscal
economics. Advanced management work supervising through middle
managament and suparvision, usually of several closely related functions,

o

Responsible for initlating, directing, controlling and monitoring activities
that Impact more than one major, functional area, often dissimliar In
nature; for major decisions which atfect short and long range planning
and overall operations. Top management of relalad yet diverse functions; top
execulive ot organization of limited range.

Responsible for major d that imp ent and on-golng over
all operations for integrating the activities of all major tunctions; for
inltiating, directing, and monitoring all organization goals, programs,
and pollicles. Top tive and ownershi

V. ACCOUNTABILITY

|
|

1. Work results impact the
immediate work section
with little effect beyond.
Responsible for results or
services that facilitate the
work of others in a specific
work group.

Industry Standard;

Veterans Service Officer
March 2018

2. Work results impact the ac-

curacy, reliabilily and ac-
ceptability of further resulls
beyond the immediate work
section. Work results are
noticeable and represent a
portion of, or support the
product or service racelved
by the customer or general
public.

Industry Standard:

3. Work results, decisions, and

approvals impact the overall
deslgn of internal systems,
pragrams, and/or research;
the status of others; and/or
critical aspects of the tinal
product or service in terms
of quantity or quality.

Industry Standard:

First Line Supervisor

Scope/Magnitude: Organizational Impact

'a,
!

Activities, decisions, and ap-
provals have wide range im-
pact on areas and operations
throughout the organization.
Work results in products or
services of such scope where
other contributions are subor-
dinate. Work function has a
signiflcant influence on the
mission of the organization.

Industry Standard:

JOBMEAS™

5. Activities and/or decislons

are critically essential to the
mission of the organization
and affect most or all others
in the organization’s abllity
to respond to the demands
of the marketplace and the
general public, and the vi-
ability of the organization in
the long run.

Industry Standard;



Human Resources

P.O. Box 788 * Heppner OR 97836 Karen Wolff
(541) 676-5620 Human Resources Director
kwolff@co.morrow.or.us

NOTICE OF DECISION

TO: Bobbi Childers, County Clerk

FROM: Karen Wolff, Human Resources Director

DATE: March 26, 2018

RE: 2018 Reclassification Summary — Chief Deputy Clerk

At your request, the Chief Deputy Clerk position has been included in the 2018 Reclassification process for
the 2018-2019 Fiscal Year.

Chief Deputy Clerk
The Chief Deputy Clerk position is represented by AFSCME and is currently on Pay Range 7 of the General
Employee Wage Scale.

The Job Description for this position has been updated and split in to two separate Job Descriptions: Chief
Deputy Clerk/Elections and Chief Deputy Clerk/Records. A copy of the two new Job Descriptions are
attached to this memo.

You stated to me that your plan is to reinstate the Deputy Clerk position at the time that there is tunover in
your office, which would allow for an entry level position. This position has not been fully vetted, reviewed
and updated. You stated this will be completed at the time of turnover.

The Chief Deputy Clerk position has not been through the JobMeas™ evaluation system yet. The
JobMcas™ placed the Chief Deputy Clerk/Elections and Chief Deputy Clerk/Records on Pay Range 8 of the
General Employee Wage Scale. A copy of the JobMeas™ evaluation is attached to this memo.

Other positions on Pay Range include: Planning Department Office Manager; Office Support Specialist (JV);
Appraiser Trainee; and Court Clerk I (JC).

Based on the JobMeas© evaluation I recommended to the Board of County Commissioners on March 28,
2018 to place the Chief Deputy Clerk position be split in to two (2) separate Job Descriptions and be placed
on Pay Range 8 of the General Employee wage scale effective July 1, 2018.

The current Chief Deputy Clerks are on Step F of Pay Range 7.

The Chief Deputy Clerk/Elections will be placed on Step F of Pay Range 8 effective July 1, 2018.
The Chief Deputy Clerk/Records will be placed on Step F of Pay Range 8 effective July 1, 2018.

Pawe 1|2



If you are not satisfied with this decision, you may pursue a Request For Review, as outlined in the Morrow
County Personnel Policies, Section 6.4.

Attached to this memo is the JobMeas™ formula and the new Job Descriptions. If you have any questions
on the summary information, please contact me and we will set a time to review everything.

If everything appears to be in order and there are no further questions, please provide this information to each
of your employees. Once everything has been reviewed with them, ask them to sign the Job Description and
return the original to me.
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PO Box 338-:- Heppner, Oregon 97836 County Clerk
(541) 676-5604 FAX (541) 676-9876 Bobbi A. Childers Ext. 5601

October 9, 2017

Karen Wolff
Morrow County Personnel Director

MEMO: Morrow County Clerks’ Office/Staff Reclassification —
Updated Job Descriptions

RE: Morrow County Chief Deputy Clerk/Elections
RE: Morrow County Chief Deputy Clerk/Records

Personnel Director,

I am submitting new job classifications for my office. We are currently using job descriptions
from 1995.in the Clerks’ office. I would like to update the current job descriptions, so that they can be
current and concise with ever changing laws, rules and technological changes that are part of this office.

The job descriptions attached are in line with current trends in modernization of voter registration
processes, vote by mail, election security and processing new and changing election legislation every
year. Along with our Records department we are currently following best practices for eRecording, by
following Uniform Electronic Transactions Act (UETA) and being committed to serve the public as we
transition to electronic records.

The knowledge of paper records and microfilm practices must be kept along with the incorporation of
scanning and storage systems of all records (including election material) permanently. The records of
the county are one of the most important functions for Morrow County, preserving real property records
in perpetuity is a challenging responsibility, we currently use the latest technologies. Complete image
and indexing systems are meaningless if you don’t have trained employees to interpret the laws, along
with the knowledge of preserving multilayered records due to old and new processes coming together.
These jobs deal with records management and the expectation of honest and fair records and election
processes.

Sincerely, W
Bobbi Childers,
Morrow County Clerk

cc: Kim Cutsforth, Administrator



Larren]

JOB DESCRIPTION

Date Prepared: January 22, 1995
Position Title: Chief Deputy Clerk
Department: Clerks Office
Supervisor: County Clerk

Position Overview: Under the direct supervision of the County Clerk, the Chief Deputy
Clerk assists with the administration of the election process, filing records and
documents, microfiiming documents, accepting and recording fees, and managing the
office in the Clerk's absence.

Resources Influenced:

Annual Operating Budget:

Total Employees in your chain-of-command:
Reporting Positions:

Working Environment: The work is accomplished in the Clerk's Office at the County
Courthouse in Heppner.

Qualifications:

1. Equipment Used - Mainframe computer, word processor, microfilm camera, jacket
loader, microfilm processor, microfilm duplicator, typewriter, calculator, copy
machine, postage meter and fax machine.

2. The ability to acquire and use a practical knowledge of the Oregon Revised
Statutes regarding:

A. Recording

B. Elections

C. Board of Equalization

D. Juvenile Court

E. Marriage

F. County Court Proceedings

3. Ability to effectively use oral and written communication in the performance of
duties and responsibilities.

4. Ability to learn and implement county procedures, regulations and requirements
with respect to procurement, budget, safety, operations and organization.

5. Ability to copy documents with microfilm equipment.

Clerk- Chief Deputy.doc 1



Essential Job Functions

Physical:
1. Ability to lift 40 pounds (box of paper)
2. Ability to sit for extended periods of time.

Mental:
1. Ability to read, write and comprehend English.
2. Ability to perform basic math functions.

Job Duty Outline:

Record and preserve documents received by the Clerk's Office.

A. Record all documents submitted to the Clerk's Office.

B. Collect the appropriate filing fees for documents submitted to the Clerk's Office.
C. Administer the requirements and regulations for each type of document filed.
D. Enter document information into the "day book."

E. Index each document with the computer.

F. Make and distribute three copies of each document.

Microfilm documents in accordance with Microfilm Standard Rules.
A. Take actual picture of document.

B. Develop film.

C. Insert film into jacket.

D. Make duplicate copies of each jacket.

E. Return recorded document to appropriate individual.

F. Clean and maintain microfilm equipment.

G. Order microfilm supplies.

Assist the County Clerk with the election process.
A. Send notices to special districts and the newspaper.
B. Receive and process candidate and measure filings.
1. Prepare ballots.
a. Prepare ballots for the printer
b. Proof ballot for to make sure each position and measure is included.
c. Check for correct term of office and spelling.
C. Implement the absentee ballot process.
1. Mail absentee ballots.
2. Maintain file on absentee ballot requests.
D. Implement procedures for the elections held at the polls.
1. Prepare material for polling locations.
2. Train members of the Election Board for their responsibilities at the polls.
3. Prepare and print poll books.
4. Prepare and print special district lists.
E. Implement procedures for elections by mail.
1. Print labels for mailed ballots.
F. Record results of the election.

Clerk- Chief Deputy.doc



1. Key results into computer.
2. Key patrticipation report into the computer.
3. Develop a cost summary report for the election.
a. Mail summary to the Secretary of State.
b. Bill each participating special district for the election.

IV. Manage and implement the receipt, disbursement and recording of funds moving

VL

through the Clerk's Office.
A. Balance the receipt book; daily.
B. Issue checks to victims for Juvenile Restitution.
C. Balance checkbook with the juvenile records.
D. Prepare accounts payable for the County Accountant.
1. Confirm proper line item number.
2. Complete purchase order, if necessary.
E. Prepare monthly billing for government agencies who charge recording.
F. Reimburse for overpayment in recording
G. Mail a check to Domestic Violence from marriage license fees.

Type, distribute and microfilm County Court minutes.
A. Type minutes recorded by County Clerk.

B. Distribute copy to designated county offices.

C. Microfilm minutes.

D. File microfilmed minutes in vault.

Department Organization

A. Communicate with other department employees to effectively and efficiently
coordinate work programs.

B. Communicate with employees from other departments and agencies in order to
coordinate and implement the work program.

C. Communicate with members of the general public in order to coordinate work
programs and provide appropriate information about county activities.

Clerk- Chief Deputy.doc



JOB DESCRIPTION

Date Prepared: October 5, 2017

Position Title: Chief Deputy Clerk - Elections

Department: County Clerk’s Office

Supervisor: County Clerk

Position Overview: Directly assists the County Clerk in all aspects of elections held in Morrow County. Day to day operations

of the Oregon Centralized Voter Registration program (OCVR). Maintains election supply inventory, election archives, and retention.
Included duties: Board of Property Tax Appeals & Land evaluation process (BOPTA). Review and process United States Passport
Applications. Issuance, processing and archiving of Marriage Licenses. Deputy Death registrar which involves issuance of death
certificates within the Oregon Vital Events Records System (OVERS). Courthouse/countywide phone operator, research, notarial
duties, proofreading, public relations, creating and storing digital records. Provides back-up support to other personnel as workload
levels dictate. Even though this office is a public record office, confidentiality is required as we hold many different documents. This
office works with other county agencies, city, state and federal offices. This position is cross-trained in the Chief Deputy Clerk-
Recording position and performs those duties as well, due to the size of the office. This position is deputized to act on behalf of
the County Clerk in their absence.

Supervisory Responsibilities: Supervised by the County Clerk. This position is involved with the orientation, training and
supervising of the election board committee members as well as guidance to the special districts, the city records clerk, and other
departmental personnel. Supervisory responsibilities of employees is not a day to day assigned responsibility to this position except
during elections, however supervisory responsibilities would be required of a newly hired employee in a Deputy Clerk position

Working Environment:  Work is generally performed indoors in the Clerk’s office at the County Courthouse. Heavy computer use
on a continual basis. Extended hours are a requirement during the election cycles. May be exposed to angry or hostile individuals
and disruptive people. Frequent interruptions may interfere with work targets. Occasionally, work is done at the County Clerk’s
satellite office in Irrigon. May sometimes involve picking up ballots across county and working with outside agencies for this duty.

Job Impact: Errors in workflow can result in inaccurate information regarding elections which in turn could result in the
invalidation of elections, embarrassment and/or significant civil liability to the county.

Qualifications:

e Education, Experience and Training —
o High School Education or equivalent
o Two years of relevant work related experience which demonstrates the knowledge, skills and abilities to perform
the clerical duties as well as detailed oriented data entry. Prior experience in an Election department is preferred
e Knowledge of complex automated office equipment and systems computer hardware/software and the ability to effectively
and efficiently use computers, scanners, and configure digital files to create complex reports required by law, Capability to
learn and understand the following:
o The voter registration program which includes Online Voter Registration, National Change of Address/DMV
updates (NCOA), Oregon Motor Voter program (OMV), and all other specialized programs utilized within the office.
Implement and execute all forms of Voter Registration which may come from the above programs as well as voter
registrations in any paper form. All Secretary of State Election manuals including the Vote By Mail Manual
o Election processes and procedures, programming election systems, setting up and running an election
o Complex laws, federal/state and all local laws relating to elections. Rules, regulations, and policies regarding
county procedures and requirements. Interpret and use the Oregon Revised Statutes (ORS) 246-260, the Oregon
Administrative Rules (OAR) 165 and BOPTA Oregon Revised Statutes (ORS) 309 as well as the retention laws for all
records kept in this office
e Establish and continue to further effective working relationships with other staff, general public, and public officials from all
diverse groups and backgrounds as well as all other agencies this office has a relationship within the county and all shared
counties districts, to include:



o Local recorders of cities/town and their elected officials, focal post offices
o Special district committee directors/members, within county and the shared county special districts
o Secretary of State staff
Excellent writing and analytical skills, as well as the ability to communicate effectively verbally
Accurately perform basic math skills, learn and understand the mandatory percentages and numbers/formulas relating to
various types of elections and candidates
Ability to learn and implement county procedures, regulations and requirements with respect to procurement, budget,
safety, operations and organization
Attend trainings related to all facets of the office of the County Clerk
Possession of a Valid Driver’s license and acceptable driving record

Essential Job Functions

Physical:

Mental:

Ability to move materials weighing up to 15 Ibs, handling cases of envelopes, forms, boxes of paper, etc., weighing up
to 50 Ibs. Handling of large deed books. Sit for extended periods of time, stand, kneel, bend, stoop, reach and
manipulate objects. Hand/eye coordination needed for the use of answering and transferring calls/sending messages
on a multi-line phone. Use of a ladder.

Operate a county automobile independently (hazardous weather may arise during November elections)

Requires 10-20 hour days & late night to early morning work hours during elections.

Enter and retrieve data to/from the Oregon Centralization Voter Registration software and the Oregon Vital Events
Records System. Manipulate complex data to meet requests of the general public and other entities

Regular and predictable attendance

Adhere to Federal, State and local laws regarding the duties within the County Clerk’s office

Ability to read, write and comprehend English, comprehend and understand written and oral instructions, and perform
basic math functions

Communicate effectively with co-workers and the general public in a courteous and professional manner

Ability to explain the Election process to the general public in a manner that is understandable

Maintain confidentiality (this is required in the Office of the County Clerk)

Work within the ADA compliance requirements

Job Duty Outline:

A

Elections

Assist the County Clerk in the preparation and the conduct of elections throughout the year in accordance with the Oregon
Vote by Mail Manual and ORS 246-260

Inspect, check for conformity and process the candidate filings, measure filings, petitions and campaign finance forms.
Monitor filing dates and deadlines, collect appropriate fees and issue receipts

Preparation of and distribution of Notices of Appointment, Oath of Office, Certificates of Nominations, Certificates of
Election and the Abstracts. Deliver election results to the media and public as requested

Issuing of official ballots to the eligible voters and reissues/replacements as needed. Scanning of the ballot signature
envelopes during each election and signature check. Keep accurate count of the ballots received, rejected, unaccepted,
undeliverable, challenged, the costs for each election, registration count, observer Rules forms, challenge ballot log, voter
lists requests and all other election tracking processes. Monitor the Election Archiving and Retention process, the Absentee
voters and required forms. Prepares ballot drop boxes as needed and coordinates with local post offices for election ballot
delivery, proof reading of election material, maintains election envelope inventory and other supplies necessary for each
election. Foliow ballot security measures.

Generate required correspondence to voters and watch for responses (includes VNC’s, VCC's, Unsigned Signature Ballot
Envelope postcards, update/more info needed letters and other types of letters}, to districts, local election officials, as well
as Secretary of State election staff



Serves as a liaison between City, Special District and the Secretary of State’s office in ensuring the accurate administration
of 2-4 elections annually.

Handle all aspects of the Election Board Committee which include: assist in training, scheduling, obtain completed forms
and required documentation for employment, deliver oaths, prepare time sheets

Provide assistance to candidates, local officials, and the general public by furnishing information for election manuals,
forms and reports as requested as well as responding to questions and requests for information regarding the election
process (candidates, districts, procedures & laws). Assures ethical practice and confidentiality is kept

Aid with the development of policies and procedures that works to improve the quality of services delivered to the citizens
of Morrow County

Update election precinct maps, registration records. Notify electors when annexations, formations, dissolutions and any
county redistricting and postal address changes are implemented

Handles the day to day operations of the Oregon Centralization Voter Registration program

Keep up to date in compliance with the election statutes, rules and regulations and any pending or new legislation that
might benefit or adversely affect the operations of the efection office, retention Laws

Attends In and Out of County trainings, meetings, conferences as well as continuing education in Elections, Voter
Registration & Vote by Mail

B. Voter Registration (Oregon Centralization Voter Registration)

Works the Voter Registration data and related data bases within the OCVR and Election Management Systems which
includes:

o Examine the voter registration cards for required information and completeness, process all new voter
registrations and updates to current registered voter’s daily, either online through the Batch Voter Registration, in
the mail or in person, scanning and indexing of the voter registration records, organization of the voter registration
cards and keeps adequate inventory for the ordering of voter registration supplies, generate voter correspondence
to include: voter notification cards, voter confirmation cards, update letters, absentee ballot request form letters,
and numerous other types of correspondence

o Keeps the Address Library updated (which also requires a working relationship with the surrounding city/town
offices, the U.S. Postal offices and other county departments to insure accuracy of information.

Continuing education on all statutory and procedural changes and updates that directly affect the registered voters of
Morrow County. Become proficient in Vote by Mail and use of Oregon Centralized Voter Registration

C. Passport Acceptance Agent

Receive, review and process United States Passport applications

Assist all customers with questions and concerns of passport requirements and procedures

Remain up to date in compliance with passport laws as well as maintaining the required confidentiality
Use of digital camera for passport photos

Obtain passport acceptance agent certificate within 2 months of hire

Participate in and successfully complete annual mandatory training for passport acceptance agents
Collects application fees and issue receipts

Manages the inventory for required forms and supplies

D. Deputy Death Registrar and Issuance of Marriage License

Death Certificates duties to include:
o Receive and evaluate for completion and accuracy, sign and issue death certificates, amend death certificates
when necessary, and maintain the death certificate log
o Requirement to preserve confidentiality
Attendance at trainings and webinars, and annual audit meetings with the Office of the State of Oregon Health
Authority-Public Health Division
Communicate with Medical Examiner when needed, and staff at the State Vital Records office
Preserve working relationship with Funeral Directors, within county, outside of the county or state
Maintaining the commission certificate of the Deputy Death Registrar
Perform all duties as outlined in law and rule ORS 432.035 and OAR 333-011-0205
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o Ability to iearn, navigate through and work in the Oregon Vital Events Record System (OVERS) program, which
includes entering data for the death certificates and retrieval of information regarding those certificates
o Collect applicable fees and issue receipts

Marriage License Program duties to include:
o lssues licenses to applicants, inspect for errors (both when issued to applicants and when returned from officiant)
and certify to the State of Oregon vital records office. Retrieve more information from officiant when necessary.
Issue certified copies to customers upon request, collect applicable fees and issue receipts.
o Manage the marriage license log, and scan completed original into the marriage data base as a permanent record
o Attend trainings and webinars , as well as the annual Assessment of Office Practices with the State of Oregon
Health Authority-Public Health Division

E. BOPTA (Board of Property Tax Appeals)

Assists with the coordination of the Board of Property Tax Appeals Program which includes:
o Accept, review for completion and accuracy and process appeal petitions, prepare and distribute petition packages
for the appeal hearings scheduled for all parties attending, post hearing notices
o Process final paperwork upon end of hearing and send correspondence to proper parties
o Attend and successfully complete training as well as attend any meetings or hearings in the absence of County
Clerk

F. General Clerical Support Duties

Answers multi line telephones for the office and the main switchboard for the entire county, directs calls to the appropriate
departments. May include assisting the public in destress and directing them to the proper department (ex: law
enforcement, fire department, numerous court offices, victim advocate, medical facility, etc.)

Assists customers in person at counter, by email and by phone or fax. Provide fast, efficient and friendly customer service,
make copies as requested or needed, collect applicable fees and issue receipts

Maintains office supply inventory, county oaths and vehicle titles, map inventory used by the County Clerk’s office, vault
index logs

Daily unlocking and locking of the doors to the County Courthouse

Research and locate all documents for the general public, other county departments, and title companies, etc.
Demonstrate the operation of public use equipment within the County Clerk'’s office

Review the annual district budgets for required completed pages, date and file

Follow all safety rules and procedures and compliance with the Morrow County Personnel Policies

Work continually to upgrade the level of service provided to the public in accordance with the County Clerk’s office policy
Use of microfilm machine, mainframe computer, personal computer, 10 key calculator, copy machine, fax machine, postage
machine, multi-line telephone system, large format printer, scanners and digital cameras

Knowledge of legal land documents

Monitor retention time regarding all records held in the office of the County Clerk

G. Extra Trainings

First Aid and CPR
Fire Extinguisher

H. Recording

All duties listed in the Chief Deputy Clerk-Recording Job Description are performed by this position also, due to
mandatory requirement of Cross Training in both positions (see attached job description of Chief Deputy Clerk-
Recording which is a permanent extension of the this job description)



JOB DESCRIPTION

Date Prepared: October 5, 2017

Position Title: Chief Deputy Clerk-Recording
Department: County Clerk’s Office
Supervisor: County Clerk

Position Overview: Directly assists the County Clerk in all aspects of the Records and Recordings held in Morrow
County. Serve as the first impression for the County Clerk’s office. Perform all duties in the recording of documents and
the maintenance of Morrow County’s official public records. Included duties: Passports, death certificates, marriages
licenses (issuance and archiving), Board of Property Tax Appeals (BOPTA), courthouse and countywide phone operator,
research, notary, proofreading, public relations, creating and storing digital records. Provide back-up support to other
personnel as workload levels dictate. This position is deputized to act on behalf of the County Clerk in their absence. We
hold records that are available to the public, however, we also hold documents such as DD214 (military document), birth
and death records, mental records, adoption records and old juvenile records that are not public records and are
confidential. This position is cross-trained in the Chief Deputy Clerk-Election position, and performs those
responsibilities as necessary, due to the size of the office.

Supervisory Responsibilities: Works under the supervision of the County Clerk. Supervision of employees is not a day
to day responsibility assigned to this position except during elections. However, supervisory responsibilities would be
required of a newly hired employee in a Deputy Clerk Position. Involved in the training and orientation of other
departmental personnel, cross training election personnel and supervising the election committees.

Working Environment: Work is generally performed indoors in the Clerk’s office at the County Courthouse. Heavy
computer use on a continual basis. Extended hours are a requirement during the election cycles. May be exposed to
angry, hostile, and/or disruptive individuals. Frequent interruptions may interfere with work targets. Occasionally, work
is done at the County Clerk’s satellite office in Irrigon. Involves working with outside agency’s to pick up and/or drop off
ballots.

Job Impact: Correct recording is necessary for probate, marriage, mortgages, liens and other land records, rejecting or
not recording a document can result in litigation in a court of law.

Qualifications: Knowledge of Oregon Revised Statutes (ORS 205.130) (ORS 205.246), rules, regulations and
information contained therein for deeds, mortgages, and liens. Data entry procedures, methods, and equipment. Ability to
perform responsible technical work involving the use of independent judgment, correctly interpret and apply Oregon State
Law and Morrow County policies and procedures. Communicate effectively with use of excellent writing and analytical
skills. Establish and sustain cooperative working relationships with other County departments, State and Federal agencies,
title companies, and the general public in the course of work. Act calmly and effectively in emergency and stressful
situations. Move from one project to the other and back again if needed with ease. Work with the County Surveyor on
fees that are set up to disperse funds to other department accounts inside the county and outside of the county. Be able to
create reports and send to customers, balance funds with the County Treasurer, turn over funds, code and work within
budget accountability. Ability to learn and implement county procedures, regulations and requirements with respect to
procurement, budget, safety, operations and organization.

Essential Job Functions
Physical

e Ability to sit for extended periods of time, stand, kneel, bend, stoop, reach and manipulate objects. Use of ladder.
Hand/eye coordination needed for the use of answering and transferring calls/sending messages on a multi-line
phone. Able to move materials weighing up to 15 pounds, handling cases of envelopes, forms, boxes of paper,
etc. weighing up to 50 pounds. Handling of large deed books.



Mental

Operation of a County automobile (must have a valid driver’s license). Required to drive and retrieve ballots from
ballot boxes across county occasionally during inclement weather and on hazardous roads.

Position requires 10-20 hour days & late night to early morning work hours during elections.

Perform work in all of the recording programs.

Regular and predictable attendance.

Adhere to Federal, State, and local laws regarding to the duties within the County Clerk’s office.

To conduct business in a professional manner and give high quality customer service to anyone who comes into
the Clerk’s office or the Courthouse.

Read, write and comprehend English.

Perform basic math functions.

Explain the recording processes to the general public and county partners in a manner that is understandable.
Communicate effectively with co-workers and the public.

Confidentiality.

Work within the ADA compliance requirements.

Resolve problems that arise.

Job Duty Qutline: Other duties may be assigned.

A.

Recording

Record and e-record various documents (deeds, mortgages, liens, foreclosures, etc.) into County Clerk’s records
with high standard of efficiency to serve Morrow County citizens. Understand complex indexing methods as with
real and personal property.

Review documents for accuracy and statutorily required information. Must know all of the rules for each
individual document type that is recorded and the verbiage for re-recoding of documents. The ability to reject
inappropriate documents presented for recording.

Assign document numbers scan and index into the recording program data base.

Documents are time sensitive and returned promptly. Mail recorded documents back to appropriate parties.
Accuracy is an important step in this process.

Record and index all County Court documents in the archiving program. Includes and not limited to County
Court minutes, resolutions, orders, ordinances, proclamations, agreements, contracts, county budgets, public
hearing minutes and other departments as needed in the county.

Research and locate documents for the public and/or guide the public in locating and researching records. Make
copies as requested or e-mail document to the individual. Take money and turnover funds to the Treasurer.
Creating and storing digital records (permanent records), which in turn, creates history for the county.

Work closely with realtors, title companies, attorneys at law, recording partners, and banks.

Cross train other office personnel in recording.

Comprehension of legal descriptions by township, range, and section.

Understanding document retention laws.

Knowledge of property rights, Requirements of surveys, subdivisions, and partition plats.

Passport Acceptance Agent

Receive, review and process United States Passport applications.

Assist all customers with questions and concerns of passport requirement and procedures.

Remain up to date in compliance with passport laws as well as maintaining the required confidentiality.
Use of Digital camera for passport photos.

Obtain passport acceptance agent certificate within 2 months of hire.

Participate in and successfully complete annual mandatory training for passport acceptance agents.
Collect application fees and issue receipts.

Manages the inventory for the required forms and supplies.



C. Deputy Death Registrar and Issuance of Marriage License

Death Certificates duties to include:

o Receive and check for completion and accuracy, sign and issue death certificates, amend death certificates
when necessary, maintain the death certificate log.

o Requirement to preserve Confidentiality.

Attendance at trainings and webinars, and annual audit meetings with the Office of the State of Oregon
Health Authority-Public Health Division.

Communicate with Medical Examiner when needed, and staff at the State Vital Records office.
Preserve working relationship with Funeral Directors, within county, outside of the county or state.
Maintaining the commission certificate of the Deputy Death Registrar.

Perform all duties as outlined in law and rule — ORS 432.035 and OAR 333-011-0205.

Aptitude to learn, navigate through and work in the Oregon Vital Events Record System (OVERS)
program, which includes entering data for the death certificates and retrieval of information regarding
those certificates.

o Collect applicable fees and issue receipts.

Marriage License duties to include:

o Issues licenses to applicants, inspect for errors (both when issued to applicants and when returned from
officiant) and certify to the State of Oregon vital records office. Retrieve more information from officiant
when necessary. Issue certified copies to customers upon request, collect applicable fees and issue
receipts.

o Manage Marriage license log and scan completed original into the marriage data base as a permanent
record.

o Attend training and webinars, as well as the annual Assessment of Office Practices with the State of
Oregon Health Authority-Public Health Division.

(0]
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D. Board of Property Tax Appeal (BOPTA)

Assists with the coordination of the Board of Property Tax Appeals Program which includes:
o Accept, review for completion and accuracy and process appeal petitions, prepare and distribute petition
packages for the appeal hearings scheduled for all parties attending, post hearing notices.
o Process final paperwork upon end of hearing and send correspondence to proper parties.
o Attend and successfully complete training as well as attend any meetings or hearings in the absence of
County Clerk.

E. General Clerical Support Duties

Answer multi line telephones for the office and the main switchboard for the entire county, directs calls to the
appropriate departments. May include assisting the public in distress and directing them to the proper department
(ex: law enforcement, fire department, numerous court offices, victims advocate, medical facility, etc.).

Assists customers in person at counter, by email and by phone or fax. Provide fast, efficient and friendly
customer service, make copies as requested or needed, collect applicable fees and issue receipts.

Control office supply inventory, county oaths and vehicle titles, map inventory used by the County Clerk’s office,
vault index logs

Daily unlocking and locking of the doors to the County Courthouse.

Research and locate all documents for the general public, other county departments, and title companies, etc.
Demonstrate the operation of public use equipment within the County Clerk’s office.

Review the annual district budgets for required completed pages, date and file.

Follow all safety rules and procedures and compliance with the Morrow County Personnel Policies.

Continue to upgrade the level of service provided to the public in accordance with the County Clerk’s office
policy.

Use of microfilm machine, mainframe computer, personal computer, 10-key calculator, copy machine, fax
machine, postage machine, multi-line telephone system, large format printer and scanners and digital cameras.
Knowledge of legal land documents.

Monitor retention time regarding all records held in the office of the County Clerk.



F. Extra Trainings

¢ First Aid and CPR
o Fire Extinguisher

G. Elections
e All duties listed in the Chief Deputy Clerk Elections job description are performed by this position also, due to
mandatory requirement of cross training in both positions (see attached job description of Chief Deputy Clerk
Elections as a permanent part of this job description).

Education and Experience Required

¢  Graduation from high school AND

e Two years of relevant work related experience which demonstrates the knowledge, skills and abilities to perform
clerical and data entry. Knowledge of land title/real estate terminology, practices and methodology, and
knowledge of the Oregon Revised Statutes.



Mental Physical Social Envir. Acent. Total Job Skill
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Need a technical refresher? L Click on the red triangle?
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I. MENTAL REQUIREMENTS
JOBMEAS™

hla factor measurea the total capabliity required to learn and perform the job compe-
ntly.

sarning Development refars lo the level of knowladge or faots, dala, principles,
eas, and other information which must be acquired, usually through & combina-
on of formal education programs, work experience, and/or on-the-job tralning. It
ncompasses the diversily, complexity, and depth of undersianding in such areas
» professional fieids of study, technical speciallties, practical work systems, and
pplied work methode.

roblem Challenge refera to the application of knowledge to work situallons as
easured by the amount of Indepandent reasoning and Judgment which must be
sed to make decislons, generate deas or produce resulls.

Problem Solving Challenges

1. Work situations are routine
and ragularly recurring,
requiring attention and
concentration, but limited
discretion, consideration,
and planning to ad-
equately respond and
carry out work activities.

2.Work situations require
considetation and interpre-
tation of circumstances or
Information to choose the
most etfective responses,
Solutlons may be some-
what technlcal yet are
relatively stralghtforward
and well-defined once
problems are understood,
Responses come from the
reaim of prior learning and
experiences.

3, Work situations are of suffi- |4,
clent scope and variety that
significant interpretation
and evaluatlon is required lo
successfully recognize and
deline problems. Highly
technlcal judgments and/
or constructive thinking In-
volved. Alternative solutions
must be consldered and
shori-term action plans
must be developed and
saquenced.

Work sltuations are broadly
defined, complex and di-
verse, occasionally un-
precedented. Problems
have many dimensions to
consider involving creative
thinking lImited In scope to
related flelds of speciallza-
tion. Consequences must
be evaluated, often through
formal analytical methods,
and strategles developed for
action.

5. Work siluations are vaguely

defined and often unique in
character. Problams are
vary complex and may be
abstract, conceptual, and
long-term in nature, There is
a continual requirement lor
innovative thought and
synthesis, perhaps al the
theoretical level.

(1) 5

6 |7 8 9 10 1" 12

A. Sufficlent to understand simple written and oral communications.
Basic underatanding of simple work processes, methods or equip-
ment. Learning development less than that required for completion of high
school currioulum.

Sutficlent to read and write nonteohnical Infermation and instruc-
tion, perform baslo arithmetic caloulations, understand commonly
used procedures and mathods, or operate equipment that requires
some training, Learning-development equivalent lo completion of high
schaol curriculum.

Technical, with a focus on solving one aspect at a

time,somewhat routine, chooses response from precedent.

o

Specialized vocational or technical knowledge providing a command
of certain technical, administrative, and/or onmﬁn practices and
techniques, Learning development Involves the equivaient of some
technical or vocational tralning beyond high school often resulting In
a certification.

2 years experience

I

Specialized vocational or tachnical knowledge providing a commend of
cartain technical, administrative, and/ perative 1 and
techniques, Learning development invoives the completion of a formal
technical/vocational curriculum often resulting in a degres.

m

D2

Knowledge In a recognized prof al fleld or technologlical discipline
sufficient to command various principles, tacts, and practical applicstions.
Learning | is obtained by the compietion of a college curriculum re-
sulting In a bachelors degree In & specialized fleld; or masters degree In a narrow
:rodallly: sdvanced mathematics, very advanced language development, profi-
ant understanding of practical systems.

F. Advanced, In-depth understanding in & wld;Ly recognized fleld of study.
Additionsl command of principles, tacts, and practices sssocisted with
multiple 8| flelds, Learning development in oblained by completion of a

degree program of equivalent through g: very
mathematics and language development, advanced understanding of praclical syslems.

Fe

Fa

G. Complete command and mastery of a very broad professional or sclentific
discipline sufficlent to contribule to the body of knowledge. Additional ad-
vanced understanding of the principles, facts, and practices associated with
other speclalized tields. Learning development oblained by completion of Ph.D.,
M.D. or J.D, requiremants or equivalent,

G1

G

G3
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II. PHYSICAL REQUIREMENTS
JOBMEAS™
s faotor refers to the coordinalive and manipulative skills as well as the level of Physlcal Effort
ortion required to perform work.
hyaloal Skill s measured by determining the varlely and complexity of limb and .
»dy movements, the requirement for diverse segquential and simultaneous physi- 1. Minimal physical exertion Is re- 2. Job requires light physical effort 3. Job requires considerable and 4, Job requires very heavy
| actlons, and the need for speed, precision, or timing. quired. Most job time spent sitting as & part of regular work routine, usually sustained physical effort, physical effort, equivalent to
with occaslonal walking. Occa- such as frequent standing and as In continuous movement over continuous labor invalving
hysloal Effort measures the amount, type, and continuity of effort which must be sional lifting, guiding, and/or walking; frequent lifting, guiding, rough lerrain or throughout pre- the use of heavy tools, ma-
tpended during the course of work activities. carrying of light-weight materials and/or carrying of light-weight ma- carious man-made structures; terials, and/or equipment.
or equipment. terlals or equipment; occasional operalion of physically demanding Job may be characlerized by
periods of sustained effort. machinery, etc. Occasional heavy highly demanding, full body
exertion. exertion and strenyous lifting,
carrying, pushing, pulling, etc.
T (2) a 4 5 6 7 8 9 10 1t 12
At .
Ordinary ambulatory
A. Basiclavel of lsarnad physical ekill is required. No coordination beyond
that used for normal mobiiity and handiing of objecie and materials is
needed to perform the job satisfactorily. o
L~
)
]
& . .
Some or timing (Keyboarding)
81
B. Some learnad physical sklll Is required. Cartain coordinated finger, limb, or
body maovemants must be rmed In the course of regular work routines.
These can usually be learned and competency developed on the job over &
relatively short period of ime. i 82
B3
ci
C. Considerable lsarned phyalcal skill is required. Job requires coordinated
physical activities, usually learned through formal and detalled training
combined with considerable practice. Spead, precision, and/or timing are
important and difficult to achisve, Body movement saquances tend lo be ce
involved and somewhat diverse. Skilled physical trade, ¥
ca
D1
D. Job requires a very high degree of physical skill, Complex and diverse
saquences of physical action are performed as a significant and essantlal
part of the job. Body movements must often be retlex-llke In response to
subtie stimull that must be amraletr percelvad or changing environmental b2
conditions which must be accuralely tracked. Exceptional spesd, liming,
and/or precialon are critical.
D3




I1I. HUMAN RELATIONS REQUIREMENTS

his factor measures the importance and difficulty of the human relations interac-

ons neaeded to perform the job.

eval of Human Relations refers to the depth of communication skills and human
3lations ablliities which are nacessary to achieve work results, It refers to elements
uoh as the lavei of effectiveness In dealing with others through normal contacts,
1@ need to atfect behavioral ghange in others, to communioate and translate tach-
ical or “Insider" concepts to others, and to solve problems.

he Scope of Contacts refars to the breadth and diversity of Individuals and groups
ith whom the worker muat deal on matters of substance and reievance 1o the work

eing performad.
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JOBMEAS™

Scope of Contacts

1. The Important job contacts are
with peers in immediate work
group and Immediate supervisor,
Occasional contact with individuals
oulside the organization may
occur.

2. Interpersonal contacts extend to
peers in other work groups or to
clisnts/customers who speak the
language, either within or outside
the organization. Interactions with
higher laveis of authority beyond
immediate supervisor must be
conducted on an intermittent
basis,

3. Interactions must occur within a
diverse set of individuals and
groups in representing a variety
of roles and authority lavels. in-
teractlons are on mallers of
substance and Importance,
usually both inside and outside
the organization,

4. Contlnuous interaction with a
highly diverae aet of individu-
als, groups, and audiences
from throughout the organiza-
tlon and from numerous out-
slde sources (customers,
governing boards, vendors,
regulalory agencies, media,
the general public, eic.) are
critical 1o Job performance,

a
m

=S S—
¥

tion, provide routine
work assoclates.

A, Job requires ordinary conversational skills and courtesy to exchange routine
Informal asslstance, and/or help mainiain harmony among

B

g

(7) 8 9

10 1 12

Diverse peer goups and other levels

outside the organization, not “in the know"

Customer service, provide assistance

are important.

Job requires patience in communication and well-developed verbal skilis to
present and exchange technical or complex Information with individuals
or small, Informal groups. Skiils in establishing harmonious relationships,
galning trust and cooperation, and reviewing and guiding the work of others

R = __.(_3)__ :

cradibllity Is oritical, Skill at
may be difficult to achleve.

C. Highly developed verbal skills ara required to communicate technical con-
capts and Ideas In individual, group, and large audience situations, Skill

In establishing and rntimalrttnq cooperation, undersianding, trust, and
the behavior of others ia Important and

4 @
w

to achleve, Careful strategy Is need

Cooperation end understanding from omefn are wmI Important and difficult

in relationships,

bulld trust and confidence, and aﬂmﬂ haruwlnr on others., Canvincing
others and persuading them to decislon or action in lndivltluat group, or
large audience formats s essantial.




This facior measures the nead to psriorm under less than optimal working circumstances.

Performanoe Environment refers to those special job demands which contribute
tb difficulty in completing work assignments. Consideration Is given o work pres-
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IV. WORK ENVIRONMENT

JOBMEAS™

Physical Working Conditions

sure (caused by tight deadlines, quotas, heavy and uncontrollable work flow, the 1. Generally good working condi- 2. Somewhat disagreeable condl- 3, Fraquent exposure o moderately 4. Extensive and continuous
naed to make Immediate judgmaenis with Insutficlent data, the need to continually tions. Little or no exposure to tions. Work may be performed In hazardous condilions resulting in exposure {0 hazardous con-
be aware of changing eventa and situations, in¢luding technology Lhe need for con- extremes In noise, temperature, cramped or awkward posliions. significant threat to health and ditions., Dangerous work
stant attention to detall, etc.), disturbances in work flow (interruptions &nd distrac- etc. Littie or no exposure to Occasional exposure to safely safety. Undasirable assignments. sltuationa. High likelihood of
tions and the need to shift attention to unrelated detalls), and Irregular work hours safety or health hazards. hazards, disease, or contamina- serious Injury or liiness it
(caused by oall-in, changing work schedules, exceas travel, elc.) tion resuits In chanca for losi-time proper precautions are not
accidents, Occaslonal exposure taken. Highly undesirable
Physloal Working Conditions refers to the work locatlon factors which may cause to nolses, ilemperature extremes, assignments.
the job to be disagreeable or dangerous, such as nolse and temparalure extremes, etc.
heaith and safety hazards, and ganeral discomforl.
S~ =
foE 4> 1 (2) 3 4 5 6 _ 7 | 8 9 10 1" 12
& Pool area. Some noise from others.
A. Changes In environments, work pressure, disturbances of work flow, and
irregularities In work schadule are Infrequent.
A2
L~
(o
]
Interruptions may interfere with work targets.
B. Work pressure, disturbances of work flow, and/or Irregularities In work
schedule are expected and occur on an Intarmittent basis. Changes In
the performance environment require occaslonal upgrading of skills,
B2
] B3
i
g
c1
H C. Work pressure, disturbances of work flow, and/or Irregularities In
5 work schedules are frequent and require significant adaptation. The
E erformance environmant rapidly evolves, requiring continual upgrad-
Y ng of muitipie yet related skilis, c2
ca
D1
D. Work pressure, disturbances of work flow, andfor irregularities in work
schadules are almost constant and put a conlinuous strain on the job
Incumbent’s abliity to adapt. The perlormance environment evolves in a
way which requires extensive adaptation and upgrading of skills, D2
D3




The

This tactor measures the total magnitude of job responsibliity.

The Lavel of Accountabllity refars to the degree of responsibility or accountabliity
for the work resulls of sell and olhers. It considers the positioning of the job In the
mgmhﬁlgﬂln. the level of professional development, and the depth and diversity of
responsibility.

Soope of iImpaoct rafers to the degree to which the Job rasuits atiect the work of
:Il;:al or thelr abllity to perform and the final product or service provided by the orga-
on.

I, INFORMATIONAL, ancillary, or Incidental services for use by olhers who have
broadar contribulion to the tinal products or services defined In the rating level.

P. PARTICIPATORY, oom:lbmary Influence; a key contributor to the product or ser-

vice provided at each level,

DIRECT, primary, deletmining, or comrolllng Influence aver the nature of the

end resutt or service provided at each level.

Responsible for carrying out detalled work orders, for performing under
direct and frequent aupm!llon, and for mmlng job-related Information
and techniques. Apprentice or unekl

B. Responsible for producing journey-level work output on an independent basis
subject to supervisory direotion and review. Journay level work in semi-

skilled (7) technical, or professional (3) area.

Responsible for performing work requiring advanced job skllls and for
mpondlng to work altustions with minimum guidance or direction. May
wrulblo for training and gulding others and/or reviewing their
'orking supervisor,leadperson work, or senior level contributor, In
urnl—lklllad (1). technical, or professional {3) area,

V. ACCOUNTABILITY
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1. Work results impact the
Immediate work section
with little effect beyond.
Reaponsible for resulte or
sarvices that facilitate the
waork of others in a specific

work group.
Industry Standard;

e

- b

Scope/MagnItude' Organlzatlonal Impact

2. Work results Impact the ac-

NG DA

'
o

curacy, reliability and ac-
ceptabillity of further results
beyond the immediate work
section. Work results are
noticeable and represent a
portion of, or support the
product or service recelved
by the customer or general
public,

Industry Standard:

3. Work results, decisions, and

approvals impact the overall
design of internal systems,
programs, and/or research;
the status of others; and/or
critical agpects of the final
product or service in terms
of quantity or quality.

Industry Standard:

'4.

|
i
|
|

r

Activities, decisions, and ap-
provals have wide range im-
pact on areas and operationa
throughout the organization.
Work results In products or
services of such scope where
other contribullons are subor-
dinate. Work funclion has a
significant influence on the
mission of the organization.

Industry Standard:

JOBMEAS™

6. Acllvities and/or decislons

are critically essentlal to the
migsion of the organization
and affect most or all others
in the organization’s abllity
to respond 1o the demands
of the marketplace and the
general public, and the vi-
abllity of the organization in
the long run.

Industry Standard:

Supporting impact 10 other teams, contributor outside team,

support services, independently serves internal & external customers

|

Entry & intermediate service level.

|

i

D. R bie for the supervision of output in terms of scheduling, progress,
and resuits; for safety, job training, and morele of nﬂml, and records. May

perform some output. Generally first-line supervisory work

Responsible for Initiating, directing, controliing, or performing activities that
fully impact a department or a portion of a major function; for o 8,
materials, stati performance, methods, and economlica. Gensrally first-
line management work; through Intermediate s or glalf
professionals In a single function,

F.

Responsible for Initiating, directing and controlling activities that Im, wg&c
a major funotional ares; integrating the activities of sub-functions re
responsibillties are dissimilar yet related, and sometimes conflicting; for
planning, mﬂ development, personnel and labor relations, and fiscal
mics. A menl work supervising through middle
management and supervision, uuullty of several closely related functions.

2]

Responaible for Initiating, directing, controlling and monitoring activities
that Impact more than one major, functional area, often diasimilar in
nature; for major deocislons which atfect short and long range planning
and overall operations. To ment of related yet diverse functions; lop
executive of organization of limited range.

H. Responsible for major decisions that Impact current and on-going over

all operations for integrating the activities of all major functions; for
Inltiating, directing, and monitoring all organization goals, programs,
and policies. Top executive and ownership.

G2

G3

HI

H2

Ha
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I. MENTAL REQUIREMENTS
JOBMEAS™

This factor measures the total capabllity required 1o learn and perform the Job compe-

tently. Problem Solving Challenges

Learning Development refers to the level of knowledge or facls, data, principles, 1. Work situations are routine 2.Work situations require 3. Work situations are of suffi-  14. Work situations are broadly | 5. Work situations are vaguely

ideas, and other Information which must be acquired, usualiy through a combina-
tlon of tormal education programs, work experlence, and/or on-ihe-job tralning. it
encompassas the diversity, complexity, and depth of understanding in such areas
as prolessiongl lialds of study, technical speclalities, practical work systems, and
applisd work methode.

Problem Challenge refers to the application of knowledge to work situallons as
measured by the amount of independent reasoning and judgment which must be
used to make decisions, generate ideas or produce resulls.

and regularly recurring,
requiring allention and
concentration, but limited
discretlon, consideration,
and planning to ad-
equately respond and
carry out work activities.

conslderation and interpre-
tation of circumstances or
information to choose the
mosl effective responses.
Solutions may bes some-
what technical yet are
relatively stralghtforward
and well-deflned once
problems are understood,
Responses come from the
realm of prlor learning and
experiences.

clent scope and variety that
significant intarpretation
and evaluation is required to
successfully recognize and
deflne problems. Highly
technical judgments and/
or censtructive thinking in-
volved. Allernative solutions
must be consldered and
shori-term action plans
must be developed and
sequenced.

detined, complex and di-
verse, occasionally un-
precedented. Problams
have many dimensions to
consider involving creative
thinking limited in scope o
related fields of specializa-
tion. Consequences must
be evaluated, otten through
tormal analytical methods,
and stralegies developed for
action.

defined and ofien unique in
character. Problems are
very complex and may be
abstract, conceptual, and
long-term In nature. There is
a conlinual requirement for
innovative thought and
synthesls, perhaps at the
theoretical level.

|DEG>| 2 s |{+) 5 5 |7 8 3 [ 10 T 12 {1 14 15

A. Sutficlent to understand simple written and oral communications. Te Chnical, W|th a fOCUS on SOIVing one aSDG Ct at a
Baslc understanding of simple work processes, methads or equlp- A2

ment. Learning development less than that required tor completion ot high

school currigulum. s time,somewhat routine, chooses response from precedent.
81
B. Sufficlent to read and write nc hnical Information and Instruc-
tion, perform baslc arithmetic calculations, understand commonly B2

used procedures and methods, or operate equipment that requires
some tralning. Learning development equivalent to completion of high
school currlcutum, a3

@ | |
C. Spoclalllzed vocatlonal or technlcal knowledge providing a command
of certaln technical, administrative, and/or operative practices and c2 H
techniques. Learning development involves the equivalent of some 2 years exDenence
technical or vocational training beyond high schoo! often resuiting in

Learming veveiopmernt

dlsclpllne sufficlent to contribute to the body of knowledge. Additional ad-
vanced understanding of the principles, facts, and practices assoclated with
other specialized fields. Learning development obtained by completion of Ph.D.,
M.D, or J.0. requirements or equivalant,

a certificatlon. c3
o1 i
D. Specialized vocatlonal or technical knowledge providing a command of |
certain technical, administrative, and/or operative practices and o2 !
techniques. Learning development involves the complation of a formal 1
technical/vocational curriculum often resulting in a degree. H J
D3 |
: e e T l'_ f e ————
E. Knowledge In 2 recognized professional fleld or technological discipline El ! E
sufficlent to command varlous principles, facts, and practical applications. ]
Learning development Is oblained by the completion of a college curriculum re- £z !
sulting in a bachelors degree in a specialized field; or masters degres in a narrow |
specialily; advanced mathematlcs, very advanced language development, profi- -
cient understanding of practical systems. & ' |
[r _,
F. Ad d, In- dnpm derstanding In a widely recognized fleld of study. | i
AddItional d of p. ples, facts, and practl Inted with i 1 J
muitiple speciall fl-ldo. Ing P is ablai by comp ofa | Fe
degrae lont through extenaive g; vary ad d i :
mnlhemallesard hnmemm d understanding of practical systems. &
P
|
G. © I d and y of a very broad professlenal or sclentific I 2
|




This factor refers to the coordinative and manipulative skills as well as 1he level ot
exertion required to perform work.

Physical Skill Is measured by determining the varlety and complexity of limb and
body movements, the requirement for diverse sequential and simultaneous physl-
cal actions, and the need for speed, precision, or timing.

Physlical Effort measures the amouni, type, and continuity of effort which must be
expended during the course of work actlvities.

II. PHYSICAL REQUIREMENTS

Chief Deputy Clerk/Elections
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JOBMEAS™

Physical Effort

1. Minimal physlcal exertion is re-
quired. Most job time spent sitting
with occaslonal walking. Occa-
sional lifting, guiding, and/or
carrying of light-weight materials
or equipment.

2. Job requires light physical effort
as a part of regular work routine,
such as frequent standing and
walking; frequent lifting, gulding,
and/or carrying of light-weight ma-
terials or equipment; occasional
petiods of susiained effort.

3. Job requires considerable and
usually sustained physical effort,
as in continuous movement over
rough terrain or throughout pre-
carious man-made structures;
operation of physically demanding
machinery, etc. Occasional heavy
exertlon

4. Job requires very heavy
physical effort, equivalent to
continuous labor involving
the use of heavy tools, ma-
terials, and/or eguipmenl.
Job may be characterized by
highly demanding, full body
exertion and strenyous lifting,
carrying, pushing, pulling, etc.

1G)

{OE > 1 2 ) 3 ; : .
=
Al .
Ordinary ambulatory
A. Baslclevel of learned physical skill is required, No special coordination beyond
that usad for normal mobility and handling of everyday objects and materials is
needad to perform the Job satisfactorily. s

|
|
|

Some WOF timing (Keyboarding)

i 10 1 12

condltions which must be accurately tracked. Exceptlonal speed, liming,
and/or precision are critical.

D3

B1
B. Some learned physica! sklll Is required. Csrtain coordinated finger, limb, or ]
body movernents must be performed In the course of regular work routines.
These can usually be learned and competency developed on the job over a
relatively short perlod of time, . B2
o
=
(7]
- 83
‘®
3
£
o i
g’ cl !
e C. Conslderable lsarned physical skill is requlred. Job requires coordinated
H physical actlvities, usually learned through formal and detailed training
O combined with considerable praclice. Speed, precision, andfor timing are
-l important and ditficult to achleve. Body movement sequences tend to be c2
Involved and somewhat diverse. Skilled physical trade.
c3
D1
D. Job requires a very high degree of physical skiil. Complex and diverse
saquences ol physical action are performed as a significant and essantial
part of the job. Body movements must often be retlex-like in response to
subtle stimull that must be accurately perceived or changing environmental 02




Level of Human Relations Skill
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IIL HUMAN RELATIONS REQUIREMENTS

This factor measures the importance and dlfficulty of the human relations interac-
tions needed to perform the job.

Level of Human Relations refers to the depth of communlcation skills and human
relations abllities which are necessary to achleve work results. It refers to elements
such as the level of etfectiveness in deallng with others through normal contacts,
the need to affect behavloral change In others, to communlcate and translate tech-
nical or "Inslder” concepts to others, and to solve problems.

The Scope ot Contacts refers to the breadth and diversity of Individuals and groups
with whom the worker must deal on malters of substance and relevance to the work
belng performed.

Scope of Contacts

1. The important |ob contacts are
wlth peers in Immediale work
group and Immediate supervisor.
Occaslonal contact with individuals
ouiside the organization may
occur.

2,

Interpersonal contacts extend to
peers in other work groups or to
cllents/customers who speak the
languags, either within or outside
the organlzatlon. Interactions with
higher levels of authority beyond
immediate supervisor must be
conducted on an intermlitent
basis.

3. Interactions must occur within a
diverse sat of individuals and
groups in representing a varlety
of roles and authority lavels. In-
teractions are on matters of
substiance and importance,
usually both Inside and outside
the organization.

JOBMEAS™

4, Contlnuous interaction with a
highly diverse set of individu-
als, groups, and audisnces
from throughout the organiza-
tion and from numerous oul-
side sources {customers,
governing boards, vendors,
regulatory agencies, media,
the general public, etc.) are
critical to job performance.

£
"

- lDE'f-_" { 2 3 $ 5 @ m 8 N 0 i1 12
|
’ o Diverse peer goups and other levels
A. iJc;b req::lres ordil:llary ct;)lnversa:k::al skl||sd?ndhcr|3unes_yttq e;change routine
xo‘)r:('gia‘;giaplre? e routine assistance, and/or help maintsin harmony among PR OUtSide the organization, not "in the know"

large audience formats Is essantial.

N ’
|
i
| R . .
A Customer service, provide assistance
|
|
! I = R roocaes
‘ |
Bjt
B. Job requires patience in communication and well-developed verbal skills to
present and exchange tachnical or complex information with individuals
or small, informal groups. Skills In establishing harmonious relationships,
gaining trust and peration, and reviewing and guiding the work of others BF
are important.
i
|
B8
|
Gt
C. Highly developed verbal skills are required to communicate technical con- !
cepts and ideas In Indlvidual, group, and large audience situations. Skill
in establishing and maintaining cooperation, understanding, trust, and |
cradibility Ie critical. Skill at influencing the behavior of others is important and o
may be difficult to achieve. ‘
i
13
|
\
q‘
I
D. Cooperatlon and understanding from others are very important and difficult | ‘I
to achieve. Careful strategy Is nseded to inspire and maintain relationships, |
butld trust and confidence, and affect behavior on others., Convincing .
others and persuading them to declsion or actlon in indlvidual, group, or




This factor measures the need to perform under less than optimal working clrcumstances.

Performance Environment refers to those spaclal job demands which contribute
{0 difficulty In completing work assignments. Conslderation Is given to work pres-
sure (caused by tight deadlines, quotas, heavy and uncontrollable work flow, the
need to make Immediate judgments with insufflclent data, the need to continually
ba aware of changing avents and sltuations, including technology the need for con-
stant attentton to detall, etc.), disturbances in work flow (Interruptlons and distrac-
tions and the need 1o shift attention to unrelated detalls), and irregular work hours
(caused by call-in, changing work schedules, excess travel, etc.)

Physlcal Warking Condltlone refers to the work location factors which may cause
the |ob to be disagreeable or dangerous, such as noise and temperature extrames,
health and safety hazards, and general discomfort.

IV. WORK ENVIRONMENT

Physical Working Conditions

Chief Deputy Clerk/Elections
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JOBMEAS™

1. Generally good working condi-
tions. Little or no exposure lo
extremes in noise, tamperalure,
etc. Littie or no exposure to
safety or health hazards.

2. Somewhal disagreeable condi-
tions. Work may be performed in
cramped or awkward positions.
Occaslonal exposure to safety
hazards, disease, or contamina-
tion results in chance for lost-time
accidents. Occasional exposure
to noises, temperature extremes,
etc.

3. Frequent exposure lo moderately
hazardous conditions rasulting in
significant threat to health and
safety. Undesirable assignments.

4. Extensive and continuous

exposure to hazardous con-
ditions. Dangerous work
situations. High likellhood of
serlous Injury or illness if
proper precautions are not
takan. Highly undesirable
assignments.

B. Work pressure, disturbances of work flow, and/or irregularities In work
schedule are expected and occur on an Intermittent basis. Changes In
the performance environment require occaslonal upgrading of skilis,

VY
DE ;* 1 (?} 3 a 5 8
e
5 Pool area. Some noise from others.
A. Changes in environments, work prassure, disturbances of work flow, and
irragularities In work schedule are infrequent.
A2
L
( A3
—y

Interruptions may interfere with work targets.

10 1 12

Performance Environment

03

B2

B3

c1
C. Work pressure, disturbances of work flow, and/or irregularities in
work schedules are frequent and require significant adaptation. The
performance environment rapldly evolves, requiring continual upgrad-

ing of multiple yet related skills, co

ca

D1
D. Work pressure, disturbances of work flow, and/or irregularitias in work
sched are al [ and put a continuous strain on the job
incumbent’s abllity to adapt. The performance environment evolves in a

way which requlires extensive adaptation and upgrading of skllls. D2

© Iacobson. Beuts & Company
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V. ACCOUNTABILITY
JOBMEAS™

This factor measuras the total magnitude ot Job responsibility.

The Level of Accountabllity refers to the degres of responsibllity or accountability
for the wark results of selt and others. It conslders the pasitioning of the job In the
-organization, the ievel ot professlonal development, and the depth and diversity of
responsibllity.

The Scope of Impact refers to the degree to which the Job results aftect the work of
others or.thelr abllity to perform and the final product or service provided by the orga-
nization.

. INFORMATIONAL, anclilary, or incldental services for use by others who have
broader contribution to the final products or services deflned In the rating level.

P. PARTICIPATORY, contribulory influence; a key contributor to the product or ser-
vice provided at each level,

I 1. Work results Impact the
| Immediate work section
with little effect beyond.
Responsible for results or
services that facllitate the
+ work of others in a specitic
I work group.

Industry Standard:

Scope/MagnItude Orgamzatlonal Impact

2. Work results Impact the ac-
curacy, reliability and ac-
captability of further resulls
beyond the immediate work
section. Work results are
noticeable and represent a
portion oi, or support the

by the customer or general
public.

3. Work results, decisions, and
approvals impact the overall
design of Internal systems,
programs, and/or research;
the status of others; and/or
critical aspects of the tinal
product or service in terms
of quantity or quallty.

Industry Standard:

4 Activities, decisians, and ap-

provals have wide range Im-
pact on arsas and operations
throughout the organization.
Work results In products or
services of such scope where
other contributions are subor-
dinate. Work function has a
signlficant influence on the
mission of the organization.

5, Activities and/or decislons
are critically essential to the
mission of the organization
and affect most or all others
in the organizatlon’s ability
to respond 1o the demands
of the marketplace and the
general public, and the vi-
ability of the organization in
the long run.

industry Standard:

Industry Standard: Industry Standard:

D. DIRECT, primary, determining, or controlling influence over the nature of the
end resull or service provided at each level.

1
{
l .
| product or service raceived
|
E

! IRIERY s SRRSO - B

!
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L
1 7 &

A. Responsible for carrying out detailed work orders, for performing under i Supporting impact 1o other teams, contributor outside team,
diract and frequent supervision, and for learning Job-related Information
and techniques. Apprentice or unskllled work.

1o support services, independently serves internal & external customers

| |

Responsible for producing Journey-level work output on an independent basis ]
subject to supervisory direction and review. Journey level work in semi- |
skilled (7) technical, or professional (3) area. 1|
|
L]

ud Entry & intermediate service level.

(g

Responsible for performing work requiring advanced [ob skilis and for
responding to work sltuations with minimum guidance or direction. May |.
be rasponaible for training and gulding others and/or reviewing thelr }
work. Working supervisor,leadperson work, or senior level cantributor, in !
semi-skilied (1), tachnical, or professional (3) area. L I

-
~

D. Responsible for the supervision of output In terms of scheduling, progress,
and results; for safety, Job training, and moraie of others; and records. May o2
perform some output. Generally first-line supervisory work.

E. Responsible for Inltlating, directing, controlling, or performing activities that
fully Impact a department or a portion of a major tunction; for operations,
materlals, staff perfoarmance, methods, and sconomlics. Generally first-
line management work; supervising through Intermediate supervisors or staff Y
professionals in a single function, o

—

Level of Accountabili

F. R Ible for Initi directing and controlling activitles that Impact 't
a mn]or functionsal area; lnlegrntlng the activities of sub-tunctions where
reaponsibllities are dissimllar yet related, and sometimes conflicting; for F2
plnnnlng. staff development, personnel and labor relatlons, and fiscal

Ad d mar nt work supervising through middle o
management and supervision, usually of several closely related functions.

1

|

|

|

|

&l !
G. Responsible for initiating, diracting, controlling and monitoring activities |
that Impact more than one major, functional araa, often dissimilar In o '[
!

|

:

!

|

i

nature; for major declslons which affect short and long range planning
and ovarall operations. Top managemant of related yet diverse functions; top
exocutive of organization of limited range. G3

HI
H. Responaible for major declsions that Impact current and on-going over
all operations for integrating the activitles of all major functions; tor
inltiating, directing, and monitoring all organization goals, programs,
and policles. Top executlva and ownership.

H2

J H3
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