APPROVED - MAY 8, 2018

AGENDA ITEM NO. 8

Introduced by the County Services and Finance Committees of the:

INGHAM COUNTY BOARD OF COMMISSIONERS

RESOLUTION TO UPDATE JOB DESCRIPTION OF THE 

MIS ADMINISTRATIVE CLERK POSITION

RESOLUTION # 18 - 199
WHEREAS, the MIS Administrative Clerk position in the Department of Innovation and Technology (IT) was recently vacated the position description has not been updated since 2009; and

WHEREAS, the current job description references duties no longer part of Department operations and is missing many currently necessary duties; and

WHEREAS, the department has a critical need for efficient and accurate administrative support; and

WHEREAS, through re-evaluation of duties and responsibilities, it was determined that the position of MIS Administrative Clerk in the IT Department should be updated and retitled as Executive Assistant; and

WHEREAS, the estimated annual increase for the conversion of the position of $3,321 would come from the 

IT Data Processing Fund #63695800-704000.

THEREFORE BE IT RESOLVED, that upon approval of this resolution, the following job description change shall be implemented effective immediately:
· Position number 958012 / MIS Administrative Clerk job description is changed to IT Department Executive Assistant resulting in a pay grade change from UAW level F ($36,476 to $43,469) to UAW level G ($38,573 - $45,990).

BE IT FURTHER RESOLVED, that the Controller/Administrator’s Office is authorized to make any necessary budget adjustments and Position Allocation List adjustments consistent with this Resolution.

COUNTY SERVICES:  Yeas:  Nolan, Grebner, Celentino, Maiville, Naeyaert

          Nays:  Sebolt, Hope     Absent:  None     Approved  05/01/2018

FINANCE:  Yeas:  Grebner, Crenshaw,  Koenig, Schafer

          Nays:  None     Absent:  Anthony, Tennis, Louney    Approved  05/02/2018
