BOARD OF COMMISSIONERS

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

AD HOC COMMITTEE TO EVALUATE RECONFIRMATION
OF PERSONNEL OPENINGS

THURSDAY, SEPTEMBER 4, 2008

AGENDA
1. Call to Order
2. Pledge of Allegiance
3. Adoption of Agenda
4, Public Participation
5. Evaluation and Recommendation to Personnel Committee Regarding (mailed)

Determination of Vacant Personnel Openings
6. New Business
7. Public Participation

8. Adjournment

MEMBERS: Duzyj-Chair, DeSaele, Lund, Mijac, Szczepanski and Crouchman (ex-officio)

MACOMB COUNTY BO ARD OF COMMISSIONERS William A. Crouchman Dana Camphous-Peterson Leonard Haggerty

District 23 District 18 District 21
Chairman Vice-Chair Sergeant-At-Arms
Andrey Duzyj - District 1 Joan Flynn - District 6 Ed Szczepanski - District 11
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RESOLUTION NO.

FULL BOARD MEETING DATE:

AGENDA ITEM:

MACOMB COUNTY, MICHIGAN

RESOLUTION TO Evaluate and recommend to the Personnel Committee regarding

the determination of each vacant personnel opening, either to reconfirm

or to eliminate the position

INTRODUCED BY: Commissioner Dana Camphous-Peterson, Chair

Ad Hoc Committee to Evaluate Reconfirmation of Personnel Openings

CLASSIFICATION DEPARTMENT
One Custodian I/1I (Gerome Pierce II) Facilities & Operations
Reason for Position being Vacant: Resignation
Date Position to be Vacant: 07-24-08
One Environmentalist II/II {Andrew Maki) Health
Reason for Position being Vacant: Resignation
Date Position to be Vacant: 08-22-08
One Account Clerk Il (Diane Shomo) Martha T. Berry
Reason for Position being Vacant: Resignation
Date Position to be Vacant: 08-01-08
One Computer Maintenance Clerk (Terra Glefke) Sheriff Department
Reason for Position being Vacant: Resignation
Date Position to be Vacant: 08-22-08

COMMITTEE/MEETING DATE

Ad Hoc Committee to Evaluate

Reconfirmation of Personnel

Openings 09-04-08




FACILITIES & OPERATIONS DEPARTMENT

10 N. Main S1., 13th Floor
Mount Clemens, Michigan 48043 E’@gn
586-469-5244 FAX 586-469-7770 C N D VE
NS 07 A
HUMAN RESOURCES

Lynn M. Amott-Bryks

Director
_ To: Eric A. Herppich, Acting Director
Diane G. Connell Human Resources Department
Operations Supervisor
Larry K. Oakes Subject: Request to Hire
Mechanical Systems Supervisor Custodian |
Date: July 29, 2008

Due to the extreme amount of work being performed by Custodial Personnel
in County-owned facilities, we are requesting authorization to replace
Gerome Pierce ll.  Please note that Mr. Pierce resigned from County .
employment on July 24, 2008.

If you have any questions, please contact the undersigned.

Respectiully,

Mrnoﬁ-Bwks, Director .~
Facitities and Operations Department

LMAB:dgc

Attachment
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Macomb County ECEHVED

Position Analysis Questionnaire NG 0 7 W% | )

HUMAN RESUL e

Employee Name: Gerome Pierce II

Classification Title and Department: Custodian I/II, Facilities & Operations Dept.

Division/Program Assignment:

Describe how this position is funded: 100 % % %
County Grant Other

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

exists in the organization.

Responsible for cleaning and servicing all areas and surrounding premises of assigned County-owned
facilities. Performs the following duties: dusts, sweeps, vacuums, mops, scrubs and waxes floors, cleans
and sanitizes restrooms, empties trash containers, washes walls and windows, dusts and cleans
furniture, May move furniture, file cabinets and other office equipment, shovels snow.

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 Department of Facilities & Operations is structured to coordinate professional services in planning,
construction, maintenance and operations of all County-owned buildings and grounds.

The Department is composed of facilities operations, mechanical maintenance, building maintenance and
security. The entire operation is ccordinated through an administrative section.

The operations and mechanical maintenance division is responsible for the proper operations and
maintenance of the mechanical equipment in all County Facilities.

The building maintenance division provides the personnel, material and equipment to plan and direct the
technical services of maintenance, custodial services, building management and County skilled trades
forces for the existing County-owned facilities.

Revised 3/10/08 1




Facilities & Operations has 133 employees and maintains approximately 1,800,000 square feet of

buildings.

Top three (3} accomplishments:

1 - Opening of the Juvenile Justice Center and most recently the
occupancy of the 2nd floor.

2 - Commenced construction of the 42nd District Court - Division II

located in the City of New Baltimore.

3 = Completion of the Medical Examiner’s Facility

BIGGEST GOAL FOR THIS YEAR:

1 - Commence renovations of the Hall Road Warehouse Facility.

2 - Commence renovations to the old section of the Juvenile Justice

Center in accordance with the revised scope.

BIGGEST CHALLENGE:

Continuing to maintain aging high use buildings during hard economic times in which funds are limited

and at the same time continue to better serve the residents of Macomb County.

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 Custodian Foreman 3
Ciassification

Same Classification Within Custodian 40
Department or Program

Other Classifications Reporting | Housekeepers 25
to this Immediate Supervisor

Classifications Directly 0 0

Supervised by this
Classification (if applicable)
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If this classffication is responsible for providing work direction (but not direct supervision) for one or
maore classifications, list the name of the classifications involved and describe the nature of work
direction provided,

The Custodian is not responsible for providing work direction.

Problem Solving Challenges:
Describe the problems and challenges conffronted by the classification. Please provide an examp/e of a
typical and complex work situation.

Providing a clean work environment for County employees and the public. Custodians are assigned to
various County facilities whose duties require them to begin their daily tasks before the start of the
normal work day.

Revised 3/10/0G8 3




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 aflocated time, the activity /s 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
Cleans and sanitizes restrooms 25% Daily

1
Dusts, sweep, vacuums and mops 25% Daily

2 | floors
Cleans and maintains ceilings, 15% Daily

3 | ceiling fixtures and air vents

Removes debris from sidewalk 10% Daily
4

Seals, waxes and buffs floors 5% Daily
5

Washes walls and windows 5% Daily
6

Moves and sets up furniture 5% Daily
7

Cleans and maintains custodial 5% Daily
8 | closets

Cleans snow from sidewalk and 5% Yearly

9 | spreads salt as necessary
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Quantifiable Workload Data:
Provide statistical information of the workload over a three (3) year period (attach additional information

if necessary)

Custodian workloads have increased due to the opening of the Medical Examiner's Facility, Public Works
and 42™ District Court in New Baltimore as well as Hall Road Warehouse (soon to be fully operational)
thereby increasing square footage by approximately 226,000sq. ft.

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.

The Custodian is able to perform day-to-day duties such as cleaning and sanitizing restrooms, dusting,
sweeping, vacuuming and removing trash,

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

Impact on Operations Measure of Impact
Inability to fulfill housekeeping and custodian
obligations.
Revised 3/10/08 5




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 oblaining information,
problem solving, coordinating events and projects, etc.

Position/Department Nature of Contact Frequency

No Contacts

Additional Information:
Provide any additional information that describes the scope and complexity of the position and its

business necessity to the department.

Revised 3/10/08 6
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HEALTH DEPARTMENT
Mount Clemens Health Centerr:

; \r;.
43525 Elizabeth Road ARy e
Mount Clemens, Michigan 48043 ‘ -
586-469-5235 FAX 586-469-5885 24

macombcounty mi.gov/publichealth

Thomas J. Kalkofen
Director/Health Officer

Kevin P. Lokar, M.D.
Medical Dircctor AUgUSt 11 ’ 2008

TO: ERIC HERPPICH, ACTING DIRECTOR
HUMAN RESOURCES DEPARTMENT

FROM: THOMAS J. KALKOFEN, MPH
DIRECTOR/HEALTH OFFICER

SUBJECT: JUSTIFICATION FOR FILLING
ENVIRONMENTALIST I

The Macomb County Health Department requests approval to fill the above captioned
position. This vacancy is created by the resignation of Mr. Andrew Maki on August 22,
2008.

The employee in this classification, under the supervision of an assigned supervisor,
conducts routine and specialized environmental health inspections, surveillance, sample
collections and field tests; issues permits, licenses and certifications; completes and
maintains records, reports and notices. It is essential this position be reconfirmed and
posted as soon as possible.

If there are questions please contact my office at 9-5512.
mg

cc:  G. White
M. Green
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Classification Title: Environmentalist II

Department: Health

Division/Program Assignment: Environmental Health

Describe how this position is funded: State and County Funds

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

Employees in this classification, under the supervision of an assigned supervisor, conducts specialized
environmental health inspections, surveillance, sample collections, and fieid testing; issues permits,
licenses, and certifications; completes and maintains official departmental records, reports and notices;
provides technical, consultative, and educational services to individuals, agencies and the public;
performs related duties as assigned.

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 mission of the Environmental Health Division is to "Improve the quality of life for those who tive,
work or play in Macomb County by:

-the administration and enforcement of environmental public health laws

-the promotion of sound environmental health practices

-while maintaining an openess to emerging environmental health issues."

This is accomplished by providing inspection, surveillance, investigation, consultation, field sampling,
and compliance enforcement activities in any or all of the following program areas: food service
sanitation, water supply, sewage disposal, water quality, vector control, public swimming pools, shelter
management, and hazardous substance control.


























































