BOARD OF COMMISSIONERS

1 S. Main St., 9th Floor
Mount Clemens, Michigan 48043
586-469-5125 FAX 586-469-5993
macombcountymi.gov/boardofcommissioners

AD HOC COMMITTEE TO EVALUATE RECONFIRMATION OF PERSONNEL OPENINGS
' WEDNESDAY, MARCH 5, 2008

AGENDA

1. Call to Order
2. Adoption of Agenda
3. Public Participation

4. Presentation by Department Heads of Position Analysis Questionnaire
for Each Vacant Personnel Opening for Consideration

5. Evaluation and Recommendation to Personnel Committee Regarding (mailed)
Determination of Each Vacant Personnel Opening

6. New Business
7. Public Participation

8. Adjournment

MEMBERS: Camphous-Peterson-Chair, Slinde-Vice-Chair, D. Flynn, Rengert, Tocco and
Crouchman (ex-officio)
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Andrey Duzyj - District 1 Joan Flynn - District 6 Ed Szczepanski - District 11
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Phillip A. DiMaria - District 3 [avid Flynn - District 8 Don Brown - District §3 Ed Bruley - District 17 Sarah Roberts - District 24
Jon M. Switalski - District 4 Robert Mijac - District 9 Brian Brdak - District 14 Paul Gieleghem - District 19 Kathy D. Vosburg - District 25

Susan L. Doherty - District 5 Philis DeSaele - District 10 Keith Rengert - District 15 Kathy Tocce - District 20 Leon Drolet - District 26
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Macomb County
Position Analysis Questionnaire

Classification Title: Computer Maintenance

Department: Health

Division/Program Assignment: Family Health Services/Immunization

Describe how this position is funded: Immunization Program 221-60114

Classification Purpose:
In one or two sentences, describe the primary purpose of the classification or why the classification
exists in the organization.

In addition to her routine tasks of Immunization client registration, data processing Ms. Tringali
functions as the Southeast Health Centers Biologics Clerk. The Biologics Clerk's responsitilities are to
provide vaccine management (16,500 doses) for 14 private physicians Vaccine for Childrens program
(VFC), and the center. Her position requires familiarity with Crystal Report, Excel, Word, MCIR, and
Mitchell McCormack Software Pharmacy modules. These activities are anticipated to increase with the
upcoming CDC/Michigan New Centralized Vaccine Distribution program.

Organization Information: (Please attach a current organization chart)

Briefly describe the mission and role of the department or program area including services provided and
any other information that will enhance the understanding of how the classification functions within the
department,

The Family Health Services Division improves, promotes, and protects the public's health concerns
across the age continuum through services oriented toward prevention, early detection, evaluation and
referral, in collaboration with other public and private agencies. The Immunization Clinic Program
provides vaccines to children and adults and provides distribution and quality assurance for vaccines
provicded to VFC doctors.

Describe how the classification fits into the context of the department or program area.

Organization Relationships Position Title(s) # in Position
Immediate Supervisor of this FPublic Health Services Coordinator 1
Classification
Same Classification Within One at Southeast Health Center 1
Department or Program
Other Classifications Reporting | Typist/Clerk IV - 1, Typist/Clerk III - 2, 14

to this Immediate Supervisor Account/Clerk I/II - 3, Public Health Nurse I
- 3, Public Health Nurse II - 2, Public Health
Nurse III - 3

Classifications Directly N/A --
Supervised by this
Classification (if applicable)




If this classification is responsible for providing work direction (but not direct supervision) for one or
more classifications, list the name of the classifications involved and describe the nature of work
direction provided.

Ms. Tringali works along with support staff and provides direction regarding the Biologics Program
Protocols. Situations may require her reporting discrepancies to Office Supervisor who will decide on
action to be taken.

Problem Solving Challenges:
Describe the problems and challenges confronted by the classification. Please provide an example of a
typical and complex work situation.

When a VFC order is requested the Biologics Clerk has to reconcile the request with the last order. New
requirements will require even greater detail reviewing incoming orders. Discrepancies require
referring items to other office and or departmental personnel for follow up and or corrective action.

Functions and Responsibilities:

In order of their importance, describe the essential job functions and/or responsibilities of the
classification. Indicate the approximate percent of time dedicated to each function. If a function is less
than 5% of the allocated time, the activity is_not a key responsibility and does not need to be listed.
Also, indicate the frequency (daily, weekly, monthly) in which the function is performed.

These responsibilities may be described in one sentence including the function itself and the expected
outcome. For example, Transcribe, edit and word-process proposals and general correspondence for a
manager and ten counselors in a timely and accurate manner.

# Function/Responsibility % Time Frequency Statutorily Mandated
Client Registration and MCIR Activities 25% Daily A number of activities are
1 mandated for the immunization
program
Biologic M&M Pharmacy Module 10% Dally

2 | Maintenance

Crystal Report Design and 10% Daily
3 | Maintenance

w

Accounting and Money Report Duties 25% Daily

VFC Temperature and Document 10% Daily
5 Assessment

Biologic Preparation for VFC Providers 10% Daily

n

Immunization Refrigerator, 10% Daily
7 | Maintenance, and Ordering

Biologic Report and Refrigerator Count 2 Days Monthly
8 Report

n




Decision Making Authority and Responsibility:
Describe decisions that this position is able to take action on without specific instructions from the
immediate supervisor. Please provide one to two examples.

Provides instruction to VFC providers on the "How To's" to run reports, inventory control, temperature
log protocols, and ordering process to maintain their needed vaccine supply.

Informs supervisor of any vaccine pharmacy issues in office regarding inventory.
Maintains Southeast Health Center’s vaccine inventory, prepares reports for department and State.

Scope Information:
If this classification was eliminated what would be the impact on the Department’s operations.

Impact on Operations Measure of Impact

Inventory Control maintenance Decreased accountability for purchased doses and
doses provided by the State.

Lack of Quality Assurance Decreased Standards not within cur values or
State VFC requirements

Reduction of Revenue Impact on vaccine purchase and clinic operations

Key Customers:

Describe up to three of the most important contacts this position has with individuals employed by or
doing business with the County. Include the position and the nature of the contact with that individual
and the frequency (daily, weekly, monthly.) Contact may involve exchanging and obtaining inforrnation,
problem solving, coordinating events and projects, etc.

Position/Department Nature of Contact Frequency
Account Manager/Administration | Billing issues as needed
Physicians Offices Vaccine orders, program Daily

questions, data discrepencies,
VFC providers

Office Supervisor/FHS Director Clinic, VFC Reports, contract Monthly and as needed
compliance issues

Additionat Information:
Provide any additional information that describes the scope and complexity of the position and its
business necessity to the department.

This position is a vitat part of the Departments collaboration with the State Health Department in
providing vaccine to our community. It has impact on the health of individuals, revenue for the
departments Immunization Program, and relationships with the State Health Department and Medicaid
providers in the Community.




80/£0/€0 UOLIVHINOD . Z NINaY





















































































































































































