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MENOMINEE COUNTY BOARD OF COMMISSIONERS

Menominee County Courthouse Brian R. Bousley— Countv Administrator
839 10" Avenue Sherry DuPont — Administrative Assistant
Menominee, MI 49858 Telephone. (906) 863-7779 or 863-9648

Fax: (906) 863-8839

MENOMINEE COUNTY
PERSONNEL COMMITTEE

-A QUORUM OF THE BOARD MAYBE PRESENT-

DATE: August 21, 2014
TIME: 9:00 AM
PLACE: Menominee County Admimstration Office
******AGENDA*****
1. call Meeting to Order
2. Pledge of Allegiance
3. RollCall
4. Approval of Agenda
5. Approval of Previous Minutes
6. Public Comment (limited to 5 minutes on agenda items only)
7. Business

a. Equalization Department DMG Study
b. Personnel Manual Updates
8. Public Comment
9. Commissioner Comment (limited to 5 minutes)
10. Adjournment

Charlie Meintz — Chairperson Larry Schei — Vice Chuirperson
Doug Krienke Jumes Furlong Chris Plutchak Bernie Lang  Gerald Piche Jon Hafeman John Nelson
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Personnel Committee
April 17, 2014
Minutes

The Personnel Committee of the Menominee County Board met on April 17, 2014 at 10:30 AM at
the County Courthouse, Administrator’s Office.

Call Meeting to order: Com. Plutchak called the meeting to order at 10:30 AM

Pledge of Allegiance: The Pledge of Allegiance was recited.

Roll Call: Coms. Plutchak, Piche, & Furlong are present; Com. Krienke is absent.
Agenda: Com. Furlong approved the agenda and Com. Piche supported. Motion carried 3/0

Previous Minutes: Previous minutes 3/3/2014; Moved by Com. Furlong supported by Com. Piche to
approve the minutes from 3/3/2014. Motion carried 3/0.

Public Comment: None

Business:

A: Register of Deeds ~ Deputy Register of Deeds position, From P.T. to F.T.: Bousley:
Since he’s been here, we’ve been through at least 6 people in that office and we’re on our second
temp already. We decided to go with temps because of the hiring freeze there’s been some barking
from the union. They said unless we get a complaint, it’s ok...now their starting to claim a little bit,
no grievance as of yet, but to put some continuity and consistency in that office, moving from part
time to full time is what I would recommend. Also, that will be an opportunity for other employees in
the county for a lateral move from other departments as well. As of right now we have one temp. and
one full timer in there and at times they get overloaded. Kleiman: We went to a part time position
years back for a financial reason. | explained to the board if it didn’t work, | would come back to the
board and ask for it to go back to full time. With only having the two people in that office, it’s so
hard with vacation/sick leave or other issues to cover that office. For stability of the office for better
coverage, | would like the board to reinstate that to a full time position. Plutchak: Basically we have
a part time person in there that can just slide into the full time position. Kleiman: No, we currently
have a temp through manpower in there. Bousley: that was the biggest gripe that the union had,
because there is not a union person in that union seat. So we would have to post that position
internally (within the union). The rumblings around, there would be a few people interested in that
spot. Furlong: | don’t have a problem moving it to a full time position, but we have a hiring freeze
on. If we move it to a full time position and no one applies for that job internally, now we hire the
temp for a fulltime position, that person goes on the MERS defined benefit. Bousley/Kleiman: No,
the only thing that we could do because of the hiring freeze is hire within the county. If nobody posts
for it, then we have to leave it the way it is. If the union grieves, then they do. Plutchak: It will not go
out to the public, only internally. Piche: | had the same concern that James had. Kleiman: There’s a
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third position in that office that is a temporary position that is funded solely by funds received for
documents that are filed. It’s called the Automation position. 1t’s something the state set up about ten
years ago. That position is vacant at this time. 1’d like to fill that temporary position. It does not fall
under MERS or the union. I’d like to hire for both at the same time. That position is only about 25
hrs. per week. It’s called a temporary position because at any time the state can change the funding
for that position and we’d have to let that person go. The reason behind it is to get our land records
on line. That position has been open since December. Furlong: | would make a motion to make the
part time position to full time and to hire for the temporary position...move it to the full board, Com.
Piche seconds. Vote 3/0

B: Equalization Department ~ Cartographer/Tax Bill Coordinator position description
update 4/2014. — Bousley: Peggy has been asking for a certified person in that position. Basically all
we did with the Cartographer/Tax Bill position is, on page two under “Minimum training and
experience required to perform essential job functions,” We removed “with vocational/technical
training in Assessment or a related field with one year of related experience or any combination of
education and experience that provides equivalent knowledge, skills and abilities” and added
“currently hold State of Michigan Assessing Officer License”. Plutchak: Peggy, I’m assuming you
were involved in all this. Schroud: The reason I’m asking for an updated certification is because
some of the duties on the job description cannot be completed by someone other than a certified
person. It would make it more accurate if there was a certified person in there. Furlong: We already
have a person in that office, what is her job title? Bousley: same title Furlong: If we’re changing the
job title, what happens to her? You can’t just change the job title in mid-stream without giving her an
opportunity to go and get her certification. Bousley: Those are changes that are being discussed and
can be put in place, if that person leaves that spot. Furlong: | don’t have a problem with the change in
job description, have someone that holds a Ml license, my concern is the person already in that
office, and what’ll we do with her? We can’t change the job description and say you don’t fit the job
description, now you’re fired. Bousley: this would something that would be proposed coming up. If
that job ever vacated. We’re already looking to go to the staff appraiser, so this job would more than
likely be eliminated anyhow, but we still want to keep it on the books in case we need it down the
road. Piche: basically this all goes back to the discussion we had last time. Plutchak: Peggy and Brian
worked this out together, if they think that this is the best thing, our administrator he’s supposed to be
directing us, he gives us advice, if he feels this is the best way to run the operations, that’s the way |
think we should be heading. Furlong: Has there been a change in the law or change in the
requirements for this job through the state. Schroud: It’s up to the individual unit (Board of County
Commissioners) to determine what level they want of their personnel in the Equalization Dept. and
I’m asking, as the Equalization Director, for this. That was directly from the Assessment certification
division, which it is up to the individual unit to make that determination. Furlong: How long has the
office not had a certified Ml level 2, how long has that person been in the office and hasn’t had an
assessing license? Schroud: Eight and one half years. Furlong: Where’s the push to have this now? Is
there some change in procedure or is this something we want to do because it feels good. Schroud:
No the state has become more strict in their requirements. They’re making people jump through
hoops to get certifications, it’s taking longer. They revised their requirements a few years ago. When
Annette started here, she said she would get her certification, but nothing was in writing on the job
description. | think it should have been. When | started, | got my certification within three years. She
did not pursue that and has not pursued education. It’s just helpful to assist the public, lawyers, or
title companies if you have more education. It’s getting harder and harder to be an assessor and
harder and harder to get people who are qualified to perform these positions. A couple of years ago,
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they revised their requirements because they were having issues with people who have been
assessors that could not perform. They instituted that 14 point review, which Menominee County had
to participate in. The Equalization Dept. is a little different than the assessors and the local units
because we do different reporting in our office. We assimilate all the numbers from the assessors and
we preform different duties. Furlong: If these requirements came out a couple of years ago, why are
we having this conversation now? Why didn’t we have this conversation a few years ago? Schroud: |
went to Brian a couple of years ago when the issue came up and it didn’t go any further, as far as |
could tell. Bousley: Because nothing was required from the state at that time. Furlong: Nothing is
really required from the state now, it just should be...kinda sorta... Plutchak: I think what Peggy is
trying to get at here, she’d like to make sure someone is in that office, should something happen,
because it’s not something that we can replace somebody quick with, because of the training. With
this being the job description, the second or third person in that office will have or be obtaining this
training. My understanding is that there are not a lot of individuals with this requirement out there,
and it takes a long time to get. With this being the job description, we have an individual that is
already employed that can perform the task, say the other individual is not around. Furlong: What
type of certificate of MI assessing officer license are we holding? Schroud: The state did away with
level one and combined level 1 and 2 and call it the MCAO (Michigan Certified Assessing Officer) I
am the (MAAQ) Michigan Advanced Assessing Officer. Furlong: Shouldn’t the job description state
the level of license needed? If you have the combined level 1 & 2 then they can be an assessor.
Schroud: Up to a certain level of state equalized value. Each grade has a certain level that they can
assess up to. Furlong: then we‘re looking at a minimum level? Schroud: Yes, MCAO. You have a
certified assessing number. Piche: Peggy is telling us that things are missing in her office, she wants
to get everything up to speed so when she retires, she wants to have someone ready. Schroud: It’s not
necessarily to have someone ready...it’s so you have someone there that’s familiar with how the
office is run and how the various reports are filed and the computer system. | don’t have that right
now. | would have preferred this be done back in 2005, but it wasn’t. Furlong: | don’t have a problem
changing the job description, but it can’t effect the employee that is in there right now. It has to be
done when it’s vacated by the current employee. Piche: | don’t want to create more problems...1
want to continue to progress. When we met with the heads and the union we were a long way on the
road to getting this resolved. Bousley: The union won’t have a problem with this one. This is stuff
that we can do within the contract, as management. Move to the county board for approval with the
words added “effective upon vacancy of the current position”.

Public Comment: None

Commissioner Comment: Piche: | think we should keep going on this. Peggy has a lot of concerns
with her department. Marc also does. I think we have to get something going so it doesn’t get slid
away and forgotten about again. We have to continue to find ways to get this resolved. Plutchak:
Thanks everyone for coming.

Adjournment: Moved by Com. Furlong supported by Com. Piche to adjourn at 11:00 AM



Dear Personnel Committee Commissioners;

I am forwarding you some emails that were transmitted to members of the Finance Committee. | am
somewhat confused about which cornmittee | was to submit a request ta in order {o upgrade Kandace
Curran’s position. 5o, | am submitting the request to the Personnel Committee, also.

{ feel that the education and certification that Kandace ohtained before transferring into the
Equalization Department warrants merit. 1 am not sure that the DMG Study results reflect the
importance of State Certification within the department. | am requesting that the Personnel Committee
ask the company who evaluated the position description why this position was graded lower than what |
requested. The position in the Administrative office is a Grade 11 and requires no education or
certification. With the County relying on the Equalization Department to assist with obtaining 70% of
the County’s budget through property taxes, | feel that this position is extremely important.

Any assistance you can provide to me with this matter is greatly appreciated.

Thank you.

Peggy Schrowd

Menominee County Equalization Director
839 10th Avenue

Menominee M| 49858

(906) 863-2683

Fax (906) 863-2839
pschroud@menomineeco.com




MGT of America

Bay City Office
2343 Delta Road
Bay City, MI 48706 5 2
" (989) 316-2220 OF AMERICA, INC,

f: {389) 316-2443
www . matofamerica.com

June 6, 2014

Mr. Brian Bousley

County Administrator
Menominee County

839 | 0t Avenue
Menominee, Michigan 49858

Subject: CLASSIFICATION REQUEST - UNDEFINED JOB TITLE IN THE
EQUALIZATION DEPARTMENT

Dear Mr. Bousley:

MGT of America, Inc. (MGT) has completed its analysis of the single position in the County Equalization
Department that the County requested we evaluate. This letter serves as the summary of our findings
and recommendations. We evaluated the Undefined job Title position as defined in the
Comprehensive Position Questionnaire provided to MGT in May 2014.

Our methodology included reviewing the documentation on proposed job duties, minimum
qualifications, and required job knowledge, skills and abilities provided by the employee in the position
questionnaire. We compared the essential duties, minimum qualifications (training and experience), and
the physical and mental abilities required to perform the job to two other positions: the Staff
Appraiser position identified and classified in the County’s last major job classification study, and the
Deputy Equalization Director, a position found in the County’s current classification structure. We
also reviewed the job evaluation point totals of these two jobs in the Archer Matrix Point Facter Job
Evaluation System. Given the newly created position’s additional training and certifications {new job
requires certification as an MCAQO) compared to the Staff Appraiser position (originally placed in Pay
Grade 9), the new job should score slightly higher than the Staff Appraiser classification. However, the
duties and responsibilities do not closely match to the Deputy Equalization Director job description
(currently placed at a Pay Grade |2}. In our professional opinion, the new proposed job would score
comparably to positions in Pay Grade 10 based upon all of the job elements identified in the
documentation provided by the County.

The findings and classification recommendation for this position is:
DEPARTMENT: EQUALIZATION DEPARTMENT
POSITION: UNDEFINED TITLE — Potential New Title “Staff Appraiser” or “Senior Appraiser”

MGT analyzed the new position, UNDEFINED TITLE, in the Equalization Department and determined
the proper pay grade placement. The duties, responsibilities, minimum qualifications, and physical and
mental requirements assigned to this position have resulted in a recommended Pay Grade 10 based
upon our objective comparative analysis. The information received from the County did not specify a



Mr. Brian Bousley, County Administrator
June &, 2014
Page 2

ttle for the position, but two potential titles are shown above. These titles exist in one or more other
Michigan counties of similar size.

CLASSIFICATION RECOMMENDATION:

Title Pay Grade

Staff Appraiser or Senior Appraiser 10

Please let me know if you have any questions or concerns about this recommendation. You can contact
me at (214) 770-7153. Thank you again for letting MGT assist you in maintaining your pay plan.

Sincerely,

%ﬁlfw&@wﬁ:
L (

J. Mark Carpenter,
Senior Associate
MGT of America, Inc.
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INTRODUCTION TO THE
COMPREHENSIVE POSITION QUESTIONNAIRE (CPQ)

This questionnaire is called the "Comprehensive Position Questionnaire”
(CPQ). The pumpose of the CPQ is to identify the compensable factors
associated with the work of your position. The factors canteined in the CPQ are
universal in scope. They address the important compensation factors thet exist
in any type of position. In completing the CPQ, you should respond to every
section that pertains to your position.

Your responses will not be used to evaluate your job performance.
Rather, your responses will be used to develop a classification or job deseription
and/or to determine the relative ranking of your position to other positions in the

organization.,

After you complete the CPQ, your immediate supervisor will review
your responses for completenees and accuracy, using the Supervisor's Review
section at the end of the CPQ,

The ‘accuracy of job analysis, job evaluation, end classification/job
description preparation will be dependent upan the accuracy of the information
you provide when you complete this questionnaire. Errors in job analysis, job
evaluation, and classification description preparation could result from
inaccurate or incomplete information.

© The Archer Company, 2010

All vights reserved. No part of this publication may
be reproduced, stored in a retrieval system, or
transmitted, fo any form or by any means, electronic,
mechanical, photocopying, recording, or otherwise,
without the prior written permission of the Archer
Company.

Frinted in the United States of America



Comprehensive Position Duestionnaire Page 1

GENERAL INSTRUCTIONS:

1. Before begimning, plesse review the eotire questionmaire.  Esch queation should be angwered completely and sccurately. Ifa
question does not spply to your position, please indicate by writing “N/A.”

2. To complete the questionnaire, please write legibly in ink, or if' you prefer, type your responscs.

3. If you wish to make additional corments regarding your position, plesse use the space available in the Additional Information
seotinn on page 13 of this questicnnaire, Ifynumsdmespmc,ymmayaﬂmhlddiﬁnnalpm.

IDENTIFICATION INFORMATION:

Depattment: L7 ez lion

PLEASE CHECK (B) THE APPROPRIATE BOX FOR THE STATEMENTS BELOW:

Repaler fall-time employee 0 Temporary full-time employee
D Regular part-time employse D Temporary part-time employns
1 typically work the following shift:
K Day I Night

The full-time standard work week for my position is:
40 bours

0 37 Y% hours

35 honrs

f




Comprehensive Poaition Questiommaire Page2

POSITION RESPONSIBILITIES AND TASKS
1. Posttion Purpage:

Summarizs it ooe or two sentenoes the esgentis] purpose of your position.

e apd tebinicn/
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It is important to carefiilly read the following directions.

2. Listing of Essential Position 2

Inthespmpmvidedmpaged»,p]caselistﬂmESSENTIALtasksandduﬁesinvolwdlnﬂleperﬁrmamufyuurcmnﬂob.
Anessentialtnski!oned:atisd:'rectlyru]atedmdlepulpouof:hcposiﬁonandgﬂmmﬂynmotbedulngamdmuomennueise.
Deseribe each task in 8 olesr, concise statement. REGIN EACH STATEMENT WITH AN ACTION VERB (For exampilc:
drives, conducts, repaks, filea, types, answers, summarizes, prepares), Avoid ambiguous words like: handles, pacticipates, deals
with, You may contme and attach additional sheets, if nocessary. Where possible, plezse group tasks sccording to major
fimcliohs.

In the first colunm, list all of the essential tasks you perform i your job, beginning with the most eritical duties, Ornge your
esseatial tasks are listed, carcfully review each one and mark eash column based on the following gnidelines:

s Freguwency: How ofizn do you performn the tadk? Mark the column:

D=Daily W=Weekly M=Muuthly =Quatterly  S=Semi-annuallyA=Annuaily
*  MostImpergant: Plaos a check mark (B) in this columm for the FIVE tesks you congider the most importsnt,
¢  Peroentape of Time: 1t is imporiant to estimate the percenitage of time and the total should equal 100 percant,

piel and Sepsory Desmands: It is nscessary to identify the significamt physical, environments] and sensory
sk yom identify a3 essemtial to your job. Such requirements a8 unusual or prolonged physicel exertion,
special mamual dexterity, hand and eye coordination, vimal or audio perception, fast respanse or rekction, and deliberate
manipulations shonld be congidered.

For each essential position task, mark the columns Physical, Environmeantal, and Sensory with the gppropriate code according to
the definitions on the fllowing page, List ail that apply to that task or function,. PLE4SE NOTE: I describing the physical,
environmenial, and sensory requirements of yaur work, comsider the NORMAL or TYPICAL wotk environments and demends;
not those that are highly urmsual or atypical.

& The Archer Company, 2010



Comprehensive Position Questionnaire . P

Physical Reguirements:
CODE  REQUIREMENT

1

Sedeptary to light worly, Some reaching, handling, fngering, and/or feeling of objects and materials,

i i in 3 ight work, May involve some manipulation of lightweight ftems (5-10 pounds).
\In:v mvolva exl:udad pemds ot‘nme ata Eeybou’d or workstation,

Very modemte phygical effort. Light work with some combination of stuoping, kneeling, crowching, and crawiing.
May invalve some manipulating of 11-2{ pourd it=ms,

fort, Some combination of climbing and balancing, stooping, kneeling,
mmchmg, md mwhzu Mny mwlve some nanipulating of t1-20 pound items,

. i work, Some combination of climbing and balaucing,
slnopmg, lmulmg, mmhmg. md mwlmg May mlwmnmnm of 21-50 pound jtems,

i ding work, Some combination of climbing and belancing, stoping,
lneelmg, crow!:mg, nnd mw].ing. Mmpnhung of 21-50 pound Htems,

phyzical effort wi smphesis on nhi ind halgneing Samecombmntmnnfsmopmg kﬂﬂm
ermnhng,undmwhng. Mnmpﬂmngofﬂ-sopnundm.hkymmmnymvolwhemxm(upmwo
pounds},

Yery heavy physical effort. Some combination of climbing and balancing,, stooping, kocoling, crouching, and
ceawling. Manipulating of itets up to 100 pounds. Occasionally heavier items (100 pounds or over).

:f Seme combination of climbing snd balancing, stooping, kneeling, arouching, and
crawhng, Mmpmmns ot‘xbem;m excess of 100 poumds.

Environmental Requiremenis: Sensory Requirements

CODE REQUIREMENT CODE REQUIREMENT CODE  REGUIREMENT
0  Noeavironmental rigks 8 Hieotric Currents 1 Color - perveive/discriminate
1 ‘Temperature/Weather Extremes 9 Explosives 2 Scamd - perceive/discrininate
2 Strong Odor 10 Vielasce 3 Tase-perceive/discriminate
3 Taxiz/Poisonous Agents 11 Bright/Dim Light 4 Qdor - perceive/discriminate
4 Smoke/Dust/Pollen 12 Noise Exttemes 5 Depth- perceive/discriminate
5 Wetness/Fumidity 13 Vibretions 6  Texiurs- perceive/discriminate
6  AcimalwWildlife 14  Muchinery 7 Yisual - perceive/disoriminate
7  Disease/Blood/Bodily Fhuids 15 Traffic Hazards 8  Onl Commpnpications - ability
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Comprehensive Position Questionnaire

Page 5

2 rm &1 3
a, List below the type(s) of Data/Informetion you RECEIVE and/or REVIEW,

{Examples: vehicle muaimtenance reports, production reports, billing invoices, personal checks, patient records, ingurance
forms, attendance meords, drafls of letters, tirae sheets, flow chart disgrams, architectwal drawings, clectrical diagrams,
disgnostic reports, meter readings, etc.) Beside each item you list, briefly describe the purpose or reason for which you
receive . Then briefly state what you do with it and/or the data/information contsined fn it after yon recelve it,
(Examples; transcribe, type, copy, record, edif, analyzs, cvaluats, file, calcnlate, maks recommendations, make decisions, etc.,
from the data/information it contains,)

s P ——— -'.:_:t"vwzt“%wr e
”* “ﬁﬁ"‘ﬁ.ﬁ" % ; r-Rere T ,-'.--r-"';---,-'
_‘_ Rggiar pte _p@‘[‘_i‘*.u..._s_x ou T 'a‘m..;:@&x Pt Lf.,f rulidaiy il 1~ i "l
! LY LY
; i .ls“-,.a,,du:! Wi lli- “ L Are. sn b
() ) i f (¥ ."‘ w 6& L 24 Ll :I w
B AL éc 5 1"....— wale ik et % ".- -
e b = - 27 il
2 . o, 9 o
W A G d LSS eSSl 1 (e AN UL L ACCiaec g 2 Ch '4-1 fL A

Hepare yonous

Azl

(Examples: billing statements, production reports, vehicle maintenance reports, petient resords, fiow charts/diagrams,
newspeper copy, laboratory reports, statistical analyses, payroll checks, performance appraisals, diagnostio reports, snmual
roports, purchase orders, ete.) Beside exch itemm you lst, briefly describe the purpose for which yon prepsre i, Thea
briefly state what you do with it after you prepare it. (Examples: mske copy, mail, trensmit, file, collate, publish, meke
pregeniation, discuss it with supervisor, ste.)
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Comprehensive Position Questionnaire
C. Liut below the type(s) of Duts/Information to whizh you REFER.

Page 6

(Examples: computer program mannels, policy meunals, accounting principles, architectural drawings, vehicle maintensnce
manuals, medical books, elestrical diagrams, zoring maps, law books, social service programs, handbooks, ete.) Beslde each
iremn you list, briefly describe the purpose for which yon refer to it. (Exatples: mepair vehicles,
classes, conduct appraisals, organize work, efe,)

write reports, teach

{AyoeK Sketeh V5 fon

4. Human Interaction/Communication;

& List those peaple or groups with whom you must communicate in the performance of your work, List the individuals
you supervise in Section C. (Bxamples: customexs, patiants, clients, students, trainees, immediate supervisors, counselors,
subordiniates, supervisors in ather departments, consultants, sales represematives, otc,) Beside each Person oy group you
lsi, state the purpose for which you interact and/or communfcste. (Examples: give dirsotions, advise, aounsel,
discipline, examine, peychoanalyze, receive advice, receive Grestions, ndminisger medicine, negotiate, influence, interview,
instruct, prosent, assist, supervise, soll, accept payments, cfc.) -

b. Check (5) below those supervisory responstbilities which are a part of yenr position:

| Tax Layers An. . _ ons : y

| Lawi/ers CSis Wy :

Sheriffs ofice. Help éﬁem}denﬁH ) ershy 55
: o s e neE S, £Lv.
Lo s Lr ] /

Ve £ noy) ssis ;

[ tusteucting [ Altoceting pecsonnasl

(] Assigning wark [ Acting on employee problems

& Reviewing work [ selecting new employess (Reconmend? L] Approve? (1)
i Planming work of athers | Transferring/promoting {Recommend? [] Approve? [ 1)
B Mzintzining standards [ Disciplining (Recommend? (] Approve? [])
Coordinating activities L pischacging Recommend? I Approve? [J)
D Evaluating performance Salery incredses (Recommend? . Approve? D)

¢. Listbelow the names of employees you directly supervise. Beside each Individual you list, stute his/her tile, whether

he/the I full-time or part-time, and, if spplicable, the xumber of people he/she directly supervises,

© The Archiar Corppany, 2010



Camprehensive Position _le!ﬁmﬂaim Page 7
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d. List any il;dh'idmlu you coordinate or supervise that are not employees, such as volunteers, stadents, ete.

/A

5. chinery, E Tools, 8§ d Materials {sed:

8. Miachinery/Equipment

List below the {ype(s) of machinery and/or equipment that yon ute or service in the performanes of your work
(E_xm:pka: perscnal computer, computer termninal, printer, typewriter, trector, dump track, air conditioner, dialysis machine,
drill press, offeet press, sic) Heside each machine or plece of equipment yow list, describe the parpese for which you
use or service it- Thex briefly specify what you do with it. (Examples: operate it, repair it, maintain it, eto.)

falters for folo uJin7

f
‘_;J ? by L vdate tatin &2 fo in Sales en,
elenbinne. = r s re: | Disseominate informdty,.
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Comprehensive Position Questionnaire Pags 8

b. Computer Software

Listed below are soms comumon reasons for using sofiware. Next to each reason that applies to your work, list the
type(s) of computer software you use. (Examples: Word, Exeel, C++, Microsoft Access, eic.) Beside each type of
seftware program you Hst, briefly describe the specific purpose(s) for which you wse it. (Exanples: prepare letters and
memoranda, design spreadsheets, design databases, enter data into accounting system, cte.)

Do sy cmputzopen | /) intain tax ¥ c bt/
Desktop publishing a&‘mﬁ
Enter date in sxisting spreadsheet g“" e { ' F :ﬁaﬂf—
Design / format spreadsheets ér‘ ;€n'§ Ser< Cdacaint)

Eater data in existing datsbasc 85/4 enfer sules dabtn & gen 'Sﬁf:&és
Design / devalop new databases <A [Hreeghowt 2 — . e
Develop/mzintain webaits ' base i ~ !
Other e ] £ yfug’\'
c. Tools

List below the type(s) of tools that you use in the performance of your work. {Examples: mechanic's tools, dmfting
instruments, arfists instruments, surgiopl instruments, dimgnostic instrumeats, sports persphemalia, pick-ax, shovel,
carpsnter’s tools, etc.) Bestde each type of tool yon list, briefly describe the purpose for which you use it.

d. Supplies and/or Materials (Suppliez and materials that ave used)

List below the types of suppHes and/or materinis that you use [n the performauce of your work. (Examples; secretarial
supplics, clerical supplies, artist's supplies, medical sopplies, teating materials, replacement paris, etc.) Beside each type of
supply or material you list, briefly describe the propose for which you ase ii.

© The Archer Company, 2010



Comprehansive Position Questionnaire Page §

6. Yerbal/Language Requirements:

. Check (@) below the technical or professional lzngusge that you must use in the performance of your work. Also
imddicate the specialty assocfated with the language you check. Please be specific about your speclalty:

Modical (specislty, ) Accounting (specialty,_Engleh )
ing (opec : 1

Engizeering (specialty Mechanics (specialty

Legel {specialty__ £n gl, SA. 1 Electrical (specialty )
Counseling (specialty Hutan resources (specialty: )
Music (specinlty ) Marketing (specialty )
Other, . ) Foreign {specify )

b. Qther language requirements:

7. Mathematical Reguivements:
a. Check () those statements below wilch most accurately describe the level of mathematics that you must use in the
performance of your work:

B{] Add/subtract P Descriptive statistios [ statistical inference
Maultiply/divide [X] College algebra ¥ Statistical thoory
Decimals/pereentages (M College geometry || Linear programming
High school algebra [_| College trigonometry (] Quadratic programming
High school geometry ] Integral calculus [ Dynamic programming

[T High school trigonometry [ Difterential calculus Oother_

b. Far ench item checked, give an example of how you use it in the performance of your work.

8. Situational Reasoning Requirgments:

a. Give up to three (3) examples of the types of decisions required in your work which are Hkely to have the most impact
on the wark of your unit, department, and/or erganization.

[he Dosition rrg - r

deed fanguage mmw” 2y
f stument &) tn R corte
rardeqd oA £4 (D e CharlefCi VY EShg rick 7

Jorcel(s) nwwwmber.

z.‘sr’:m

ﬁ{ to coax’ what=it¥is that aaa.[/cms
suBJem‘:&

Taxes and assessments al'e offeun
S0 M individual needds & hauve abt/c
oA se potentially Can-@l:cimﬁ mod'es



Page 10
b. If your work lx not performed correctly, what types of errers or problems are lilely to resnlt which will serfously
impaet the work of your unit, department, snd/or organization?

A 4 y = ve 26l » , = = V‘ 3 o —

22 I infremadaon Srom g deed or other leaal dodar ent /s
. . 7 1 d

PVl IOt carterd (X OIS AWCEL "' '! be ECENSE A P o

TTmel . ianmé, = ,-' a (N Tho_ inpns ’_4 N Pl /
Andfer (mterest Aes . ".L‘T—a,ssgﬁs o T by Ot Jm-‘

d L : asi . hogll = ¥
¢. How are such erxors or problems ununnﬁltl;lnwed? Ths Cﬁ ,' ecw;ny Ye‘”.rg Stuwdia (Uxieurs) & 5

Fuualtzotion / cctor 8heck (LIPS - SOVYHEIM e s, 1 Xnmpere

> 4
_Coctret. i , 4

h (Ll deharizvircm t,  ASSe Nors
YioteleX o " 1 i

AL 14" ' ‘_l 4
SRS 1 o ey 8 S R
AaS bren enterea (o], e £

oo
- ¢
-

L : iz Yol on. LDaeclor ar
L&/ I IJ'.‘]‘.,-' i LGl AESP2.SEN =
;“zab‘on » N2 TIveE t—w IOMQS&SSQ_V‘S
) pmw‘d 4 almost 70%0 of Menormcnee_

a. Check below the amount of previous work experfence a person would have to have to perform the dutles and
responsibilities of your current job. Beside the item checked, state what kind of previons work experience would be
required. Please answer In terms of previons experience and not how long you have held your carrent job.

‘Type of Previous Experience Reguired for the Work

0- 30 days

1p to 6 months
up to 1 year

1p to 2 yeurs
minimurn 3 years
mtinimum § years
mitianmn 7 years
minimum 9 years
10 or sore yoars

b. Listbelaw the last three Jobs you have held prior to aceepting your current position. Beside each previons Job Usted,

state your employer and length of employment.
. " - PR m 5 ;r,r.p .-rH ._..L_ ST P _ PSSR
WL T T Lol o eyl JE“%

=i .. SR AT T ,ﬁw = v g Vi A oLy 3 2
g ii‘.ame#;m&:ﬁwﬁéiu S e Lo s M

c How long have yon held your current position? Years ~  Months ]\j / / f

© The Archar Campany, 2007



Comprehensive Position Questionnaire Page 11
10. ucati uired:

8. Check (%) the statement(s) below which most accurately describes the amonnt of classroom education that is required
to perform the tasks and responsibilities of your current position. Beside the item checked, deseribe the type of

tralning required.
Major Field of Conceniration or Training

High Schoo] diploma/GED Required
Vocational/technical diploma

W College Courscwork
Associate's degree
Bachelor's degree i
Master’s degree ;
Doctoral degree
Other e

b. List below the educxtional degrees, diplomas, certificates, etc. that yon currently hold. Show the school or college
which awarded them. Pleage be specific.

e ‘fzg R e T R

‘ N al) 1
X :unt}ﬂ erid Gt TS

LE

¢. List helow any professional, paraprofessional, or technical certificates or Heenses, ete, that you currently held, Beside
each certification listed, state whether it 1t required for the position you now held. -

bl 5 a3 ] Al

: : . ;-.- RE. i - (L T =t i
Valid Mi cb‘? andrivee's License. Yes Ne | ||
j Yes No

Yen No [ |
Yes No [ |

11. Enviropmental Requirements:

For each of the euvironmentsal requivements you indicated on page 4 (Essential Tasks), explain the type and severity of
the injury that could result. Then Indiceie the likelthood of such an injury occwring assuming standard safety
precantions are taken aud proper procedares are followed (examples: unlikely, slight tikelihnod, moderate likelikood,

likely, vmyli_kely,mlyhkelﬂ

r

- o o S
T 5,
piLled BT

! on uneven dronnd..

¥ Aninal bites Somewbats




Page 12
5. If you make mistakes in yoor work, could others be hurt phyuically? How badly? Explain,

-

‘»'l.‘fl"" el A SLANCES el

12 &3 LLEP IJ)W ‘L(Ln' .;0 : A def’“ / zu i/
eteful rhete ic! aﬂm»fs_pate,a al ar a dar/vehile

ACNL .,

£, Deseribe any degree of mental stress that you experience in the performance of your work. (Consider work that
requires constant attention, work done under tight desdlines, and so on.) Please give examples.

Pssition can be- mentall

__jﬂ;_ﬁ;" ports o )QSS(’SSG r;_@%@wfh
aﬁcor*almﬁ ‘o Annual Caleador wi Sfm‘:ua&nf ”‘?‘“’“‘%
12. Planning / Scheduling Requirements:

8. Check (8} below the planning/scheduling time frames that are typically required in the performance of your werk.

[ Ono day ] Two to three montha {71 One to two years
[ One week A Four to six montha [ Tiwee to five years
EOnsmcnﬂl [ Seven to twelve months ] Over five years

b. For each time frame checked, give exxmples of the type of plasning/scieduling required.

13. Fingncial Responsibilities:

. Indicate below the approximate deller amonnt over which your position has budget approval, expenditure approval,
or authority over during the course of owe year:

Dixect Indirect
Salaries & Wages: - ] e Jp e
Materials & Supplies:  § ’!, g f 5:,].‘
Equipment; | i
Outside Services: $ ;
Other: 5 =
Total; 5

b. Cheek the boxes below that deseribe your role in the budget process for your department or division:

2 The Archer Coanpany, 2007



Comprehensive Position Questionnaire Page 13

[J Develop and defend budget for the:[JOrganization [ Department [CiDivision
B Mske recommendations to supervieor about the budget request for the: [P epartment [ TDivision

¢. Other Financisl Responsibilities:
[J Directly responsible for monitoring snd oversezing expenditures for: [_JOrganization [JDepartment [ JDivision
ﬂ Assist with monitoring expenditures and alertisg msnager when a certain threshold is resched.
D Handle cash or other forms of money / paymeants: § per.

ADDITIONAL INFORMATION

Are there any other items of importance in your work that have not been addressed? M so, please kst snd/or explain.
(Please attach additlonal sheets if necessary.)

If thiz questionnaire covers multiple emplayees, please jiave all employees represented sign the guestiomnaire.

Employee Signatare Date



Page [4

SUPERVISOR’S REVIEW

Plemcmmawthamxployeelqtmuommrenmﬁtﬂymmwheiheryuuthmkﬂuruponscsmdmﬁmﬁunpm&dednccumely

describe the position. DO X 4 Al
any edditions ormephomyouwouldmnhmﬂumplnyne‘ampombo]w

I have reviewed the content of the questionnaire and agree that the responses are reflective of the position
except as noted above.

Sup%or's Signature % D:mtor 3 Signature
Supervisor's Email Depmmem Director's Email

3/2/1+ W T// A

© The Archer Comymy, 2007



PROPOSED EQUALIZATION POSITION

SUMMARY

Assist in performing administrative and technical work in reviewing assessments and equalizing praperty
values throughout the County; to advise local assessors regarding property appraisal; and to perform
related work as required,

SUPERVISION RECEIVED
Work is performed under the general direction of the County Equalization Director
SUPERVISION EXERCISED
Supervision is exercised over support employees,
RESPONSIBILITIES AND ESSENTIAL DUTIES AND FUNCTIONS

An employee in this position may be called upon to do any or all of the following essential dutjes:

(These examples do not include all of the duties which the employee may be expected to perform.)

1. Act for the Equalization Director in his/her absence.

2. Participate in the maintenance of assessment records and in the equalization of property values
throughout the County.

3. Compile sampling data, reports and various statistics regarding property valuations.

4, Appraise industrial and commercial property.

5. Make field appraisals of real and taxable personal property and review the appraisals made by
others.

6. Review local tax and assessment rolls and provide consultant services to other departments
regarding real and personal property appraisals.

7. Review the work of subordinate employees engaged in the recording, and filing of data relative
to property assessment.

8. Canfer with local officials, County officials and other interested persons regarding the
equalization of County Assessments.

9. Answer questions about the County equalization process.

10. Obtain information from the State Tax Commission regarding property assessment, rules and
regulations and their Interpretations of such regulations.

11. Review data processing reports regarding County Equalization.

12. Assist in the development of programs related to assessing and equalization.

13. Perform related work as required.



ESSENTIAL FUNCTIONS, QUALIFICATIONS AND KNOWLEDGE SKILLS AND ABILITIES FOR
EMPLOYMENT

All of the following functions, qualifications, knowledge, skills, abilities and duties are essential. An
employee, upon appointment, should have the equivalent of the following:

1

2,

s w

o~

10
11.
12
13,

14,

Reasonable knowledge of the principles, practices and procedures regarding the appraisal of
real and personal property.

Reasonable knowledge of local anc State law and rules and regulations governing the
assessment of real and personal property and the equalization of such assessments.
Considerable knowledge of the gecgraphic and economic structure to the County.

Ability to exercise sound judgment in the determination of property values.

Abllity to prepare relatively complex reports and analysis of assessment data collected.
Ability to work effectively with the general public and with other County officials and
employees.

Possession of a valid Michigan Motor Vehicle Operator’s License.

Ability to walk, crawl, climb and maneuver where physical mobility is required to complete
duties 4 and 5.

Ahility to work effectively with numbers to complete duties 2, 3,6 and 7.

Ability to communicate effectively to complete duties 8 and 9.

Ability to see well to complete duties 3 through 5.

Ability to hear well to complete duties 8 and 9.

Reasonable advanced training in business or public administration, including courses in real
estate, public finance or related fie:ds.

Certified as Michigan Certified Assessing Officer (MCAOQ) by the State of Michigan or the
completion of MCAO certification ciasses within three years or as soon as employee can
complete coursework,



Equalization Staff Appraiser 1703

Menominee County, Michigan
Position Description

Title: Staff Appraiser
Department: Equalization
Date: June 2014

Purpose of Position

Assist in performing administrative and technical work in reviewing assessments and
equalizing property values throughout the County; to advise local assessors regarding
property appraisal; and to perform related work as required. Work is performed under the
general direction of the County Equalization Director. Supervision is exercised over
support employees.

Essential Duties and Responsibilities

The following duties are normal for this position. These are not to be construed as
exclusive or all-inclusive. Other duties may be required and assigned.

Act for the Equalization Director in his/her absence.
Participate in the maintenance of assessment records and in the equalization of
property values throughout the County.
Compile sampling data, reports and various statistics regarding property valuations.
Appraise industrial and commercial property.
Make field appraisals of real and taxable personal property and review the appraisals
made by others.

+ Review local tax and assessment rolls and provide consultant services to other
departments regarding real and personal property appraisals.

» Confer with local officials, County officials and other interested persons regarding the
equalization of County Assessments.

» Answer questions about the County equalization process.

s Obtain information from the State Tax Commission regarding property assessment,
rules and regulations and their interpretations of such regulations.
Review data processing reports regarding County Equalization.
Assist in the development of programs related to assessing and equalization.
Performs other related functions as assigned or required.

Minimum Training and Experience Required to Perform Essential Job
Functions

Reasonable advanced training in business or public administration, including courses in
real estate, public finance or related fields. Certified as Michigan Certified Assessing
Officer (MCAOQ) by the State of Michigan or the completion of MCAO certification classes
within three years. Position requires possession of a valid Michigan Drivers' license.



Equalization Staff Appraiser 1703

Physical and Mental Abilities Required to Perform Essential Job Functions
Language Ability and Interpersonal Communication

+ Reasonable knowledge of the principles, practices and procedures regarding the
appraisal of real and personal property.

* Reasonable knowledge of local and State law and rules and regulations governing
the assessment of real and personal property and the equalization of such
assessments.

Considerable knowledge of the geographic and economic structure to the County.
Ability to exercise sound judgment in the determination of property values.

Ability to prepare relatively complex reports and analysis of assessment data
collected.

» Ability to work effectively with the general public and with other County officials and
employees.

e Ability to communicate effectively with the general public and with other County
officials and employees.

Mathematical Ability

* Requires the ability to perform addition, subtraction, multiplication and division;
calculate percentages and decimals; may require the ability to perform mathematical
operations with fractions, geometry, algebra and statistics.

Physical Requirements

* Requires the ability to operate, calibrate, tune and synchronize, and perform complex
rapid adjustment on equipment, machinery and tools such as a computer and other
office machines and/or related materials used in performing essential functions.

» Ability to walk, crawl, climb and maneuver where physical mobility is required

» Ability to coordinate eyes, hands, feet and limbs in performing skilled movements
such as rapid keyboard use. Ability to see well.

s Tasks involve the ability to exert light physical effort in sedentary to light work, but
which may involve some lifting, carrying, pushing and pulling of objects weighing five
fo ten pounds.

* Requires the ability to recognize and identify similarities or differences between
characteristics of colors, shapes and sounds associated with job-related objects,
materials and tasks. Ability to hear well.

Environmental Adaptability

* Ability to work under safe and comfortable conditions where at times, exposure to
environmental factors may cause discomfort and pose a limited risk of injury.



Equalization Staff Appraiser 1703

Menominee County, Michigan is an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, the County will provide reasonable accommodations to
qualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer.

Employee's Signature Supervisor's Signature

Date Date



Posted job notices and advertisements shall contain the job title, job summary, minimum qualifications, wage rate,
application deadline, and the iogo: "An equal opportunity empioyer M/F". Department heads will be responsible for
composing the notices and advertisements. All notices and advertisements will be screened by the County
Administrator, prior to publication, to assure compliance to equal employment guidelines and regulations. The
application deadline will be established by the department head in conjunction with the County Administrator.

C.

Promotion of a Present County Employee. For a vacancy. a County Administrator or Elected

Official may promote a present County employee who meets all of the following considerations:

I. The employee has regular status in classification in the same department.

2. The employee meets the minimum qualifications for the vacancy.

3. The employee applies for the vacant position through the recruitment process.

Applications.

1. Each applicant shall be required to fill out the County application form. These completed
application forms will be considered active for six (6) months only, unless renewed by the
applicant.

2. Current County employees wishing to be considered for an opening must also be fill

out an application,
3. All applications shall be retained for a period of at least three (3) years.

Emplovee Selection and Processing.
1. The County Administrator or Elected Official shall be responsible for screening and

interviewing candidates for the position.

2. No new employee shall start work until they have signed a Drug-Free Workplace Policy
statement.

3. No new employee shall start work until they complete an empioyment physical
examination which may include x-rays, tests for alcohol and controlled substances,
and any other indicated tests and examinations which are determined to be job
related. This shall be paid for by the County and shall be taken from a County
appointed physician. No new employee covered under this section shall commence
work for the County until the results of the empioyment physical examination are
received and are determined satisfactory by the County Administrator.

4, When the results of the employment physical are determined satisfactory, the official
starting date shall be set for the employee. The County Administrator or Elected
Offictal shall notify the Personnel Committee, in writing, as to the candidate selected
for the position.

S The new employee shall be requested to fill out the appropriate paperwork (including
benefit enrollment forms) and will review the programs and policies of the County

4



request for new positions will follow the same process. The Board of Commissioners may, at its discretion, initiate
the reclassification process.

B. Establishment and Classification of New Positions. New positions shali be established only by the
Board of Commissioners on the recommendation of the Personnel Committee. A Department Head wanting a new
position established and classified shall make such a request to the Personnel Committee, through the County
Administrator. A DMG Position Questionnaire must be completed by the Department Head and forwarded to DMG
for a job description and classification, if approved by the Board

C. Reclassification Determination of Existing Positions. A Department Head wishing to recommend the
reclassification of a position within their department shall make such a request to the Personnel Committee through
the County Administrator, only ifthere has been a substantial addition or deletion of requirements to the position.
The same position questionnaire as mentioned in B. must be completed by the Department Head. This process, if
approved by the Board, will begin during the budget construction process for the next fiscal year. Implementation
action will begin at the start of the next fiscal year, if funded.

SECTION 9

COMPENSATION

A. All County wages and salaries shall be set by the Board of Commissioners. All employees covered
by these policies will be classified and placed on the approved Wage Schedule for each year. This wage rate shall
not include longevity, shift differential, or other bonuses.

B. Starting Wage Rates. The starting wage rates for an employee in a given classification will normally
be the base rate of the wage range, except:

i. When the employee enters the new classification by way of promotion from another County
classification with a lower maximum wage rate, the employee shall be started at the lowest
rate in the new classification which is at least three percent (3%} higher than the employee's
current rate of pay.

2 When the employee brings recent directly comparable work qualifications to the
classification, the Department Head may petition the Board of Commissioners to start the
employee at a rate up to the two (2) year level, provided this rate will be within the
Department's budget and the Department Head notifies the County Board of the starting rate.

3. Menominee County utilizes a six (6) year wage progression range.

C. Longevity Bonus. As of'this contract those empicyees who have not received longevity will reczive
it effective on their 3" anniversary date. Employees currently receiving longevity pay will continue receiving it on
December 1% of cach year, one hundred doliars ($100) plus twenty-five dollars ($25) for each additional year above
three (3) years, up to a maximum of six hundred and fifty dollars (5650).




SECTION 10

RETIREMENT PLAN

A. MERS. The County participates in a retirement program administered by the Michigan Municipal
Employees Retirement System (MERS) as provided by Act 135, of the Public Acts of 1945, as amended.

B. Plan. [ndividual Employees who were previously covered under individual contracts will continue
under those plans, all others or any new hires after January 1, 2005 shall follow the same plan as the Courthouse
bargaining unit.

C. MERS Regulations. The above benefits are subject to amendments of Act 135, of the Public Acts of
1945 and the MERS regulations. Additional information explaining the retirement system is available through the
County Administrator.

SECTION 11
LIFE INS E
The Employer will provide life insurance for all regular fulltime employees who are eligible for life
insurance pursuant to the policy terms, a group life insurance policy in the amount of Ten Thousand Dollars
($10,000).
SECTION 12

HOSPITALIZATION AND MEDICAL INSURANCE

A. Health Insurance. The Employer agrees to provide a health insurance program for employees and
his/her dependents. Coverage provided will be substantially equal to the coverage including premium co-pay as
negotiated with the Courthouse bargaining unit.

B. Retirement Insurance. Upon retirement from the County's
in the group hospital insurance program subject to the same being appro+
carrier. In the event that an employee shall remain a member ofthe grov; (Wil 31
full cost of the insurance premium charged by the group carrier for saidl benehi. 'The premivm will be paid to i
Employer, who shall forward the same to the group carrier.

e may elect to remain
s biospi

sgrvice, the Emplo

SECTION 13

TRAVEL ALLOWANCE

The following schedule of mileage allowance shall apply to employees required to drive their own vehiclein
the course of their employment.



Personne!l Committee Meeting
Personnel Manual Updates

1.

Page 4 D. Applications.
Number 2. Current County Employees wishing to be considered for an opening must also be fill

out an application. {remove be from the sentence)

Page 4 E. Employee Selection and Processing.
Number 5. The new employees shall be regquested required to fill out the appropriate

paperwork (including benefit enrollment forms} and will review the programs and policies of the
County...... {change requested to required)

Page 7. Compensation.
Letter C. Longevity Bonus.,

Updated language:
C. Longevity Bonus. After completing three (3] years of service each full-time employee shall

receive annually as of December 1 of each year longevity pay of one hundred dollars {$100.00)
plus fifty dollars ($50.00) for each additional year completed over and above three (3} years up

to a maximum of one thousand dollars (51,000.00).

Page 8. Hospitalization and Medical Insurance

Letter B. Retirement Insurance. Upon retirement from the County’s service, the Employee may
elect to remain in the group hospital insurance program subject to the same being approved by
the Employer’'s group hospitalization carrier. In the event that an employee shall remain a
member of the group carrier for said benefit. The premium will be paid to the Employer, who
shail forwaid the same to the group carrier.

Discussion



