ADOPTED - JANUARY 25, 2022

AGENDA ITEM NO. 25
Introduced by the Law & Courts, County Services and Finance Committees of the:

INGHAM COUNTY BOARD OF COMMISSIONERS

RESOLUTION TO RECLASSIFY THE CENTRAL RECORDS OFFICE COORDINATOR TO CENTRAL RECORDS AND FREEDOM OF INFORMATION ACT COORDINATOR WITH A 

JOB DESCRIPTION AND WAGE SCALE CHANGE

RESOLUTION #22 – 034
WHEREAS, the Ingham County Sheriff’s Office has a Central Records Office Coordinator; and

WHEREAS, the Office Coordinator position has previously been heavy in management and delegation responsibilities; and 

WHEREAS, the increase of FOIA requests now demands the majority of the Office Coordinator’s time and attention; and

WHEREAS, the Ingham County Sheriff’s Office and Human Resources Department has updated the job description and its title to Central Records and Freedom of Information Act Coordinator to better depict the current job responsibilities; and

WHEREAS, the responsibilities from increase in FOIA requests is in addition to the current job responsibilities; and

WHEREAS, the Ingham County Human Resources Department supports a change in UAW wage scale from a G to an H for the described added responsibilities, an increase of approximately $3,400-$4,000/year; and 

WHEREAS, a memo from Human Resources supporting the reclassification is attached; and 

WHEREAS, the UAW has been notified and is agreeable to the proposed job description/classification changes; and

WHEREAS, the Ingham County Sheriff’s Office has contacted the budget office and has their support.

THEREFORE BE IT RESOLVED, that the Ingham County Board of Commissioners approves the reclassification of Central Records Office Coordinator to Central Records and Freedom of Information Act Coordinator as described above.

BE IT FURTHER RESOLVED, that the Ingham County Board of Commissioners directs the Controller/Administrator to make the necessary budget adjustments in the Ingham County Sheriff’s Office budget and position allocation list.

LAW & COURTS:  Yeas:  Slaughter, Polsdofer, Celentino, Trubac, Cahill, Schafer, Maiville

          Nays:  None     Absent:  None     Approved  01/13/2022
COUNTY SERVICES:  Yeas:  Sebolt, Grebner, Celentino, Peña, Maiville, Naeyaert

          Nays:  None     Absent:  Stivers     Approved  01/18/2022
FINANCE:  Yeas:  Grebner, Tennis, Crenshaw, Polsdofer, Peña, Schafer

          Nays:  None     Absent:  Stivers     Approved  01/19/2022

TO: 

Scott Wrigglesworth, Sheriff

FROM:
Joan Clous, Human Resources Specialist

DATE: 
December 16, 2021

RE:

Support for Reclassification:  Office Coordinator – Sheriff’s Office

Per your request, Human Resources has reviewed the classification titled Office Coordinator.  The position’s primary responsibility is to oversee the central records and FOIA requests.

After analysis, the position is appropriately compensated at UAW salary range H ($42,457.97 - $50,646.74).   The UAW has been notified.  They support the reclassification and salary placement.      

Please use this memo as acknowledgement of Human Resources’ participation and analysis of your proposed classification.  You are now ready to complete the final step in the process:  contact Budgeting, write a memo of explanation and prepare a resolution for Board approval.    
If I can be of further assistance, please email or call me 887-4374.  

