BOARD OF COMMISSIONERS

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

PERSONNEL COMMITTEE

MONDAY, JUNE 15, 2009

AGENDA
1. Call to Order
2. Pledge of Allegiance
3. Adoption of Agenda, AS AMENDED, TO INCLUDE #10
4, Approval of Minutes dated 4-27 and 5-15-09 (previously distributed)
5. Public Participation
0. Recognition of Recent Retirees (mailed)
7. Approve Reconfirmation of Vacancies (mailed)
8. Recommend a Classification Title Change from Assistant Director (mailed)
to Reference & Research Center Manager
9. Executive Session to Discuss Labor Negotiations
10. Ratification of Three-Year Labor Agreement with the Technical, Professional (attached)
and Officeworkers Association of Michigan (TPOAM) Representing Certain
Employees in Family Court-Juvenile Division and Juvenile Justice Center
11.  New Business
12.  Public Participation
13.  Adjournment
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istrict 19 District istric
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Andrey Duzyj - District | Sue Rocca - District 7 James L. Carabelli - District 12
Marvin E. Sauger - District 2 David Flynn - District 8 Don Brown - District 13 Ed Bruley - District {7 William A. Crouchman - District 23
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HUMAN RESOURCES DEPARTMENT

10 N. Main St., 4th Floor
Mount Clemens, Michigan 48043
586-469-5280 Fax 586-469-6974

macombcountymi.gov

Labor Relations: TO: Commissioner Robert Mijac, Chairperson
Ene o Herppich Personnel Committee and Committee Members
Personnel Services: ) ‘
Douglas J. Fouty ~ FROM: Douglas Fouty, Program Dwecﬁfer ek/sétﬂ. ces
469-6126 Human Resources $ Rk )

DATE: June 4, 2009

RE: Recognition of Recent Retirees

The following employees have applied for retirement and have been invited

to attend the June 15, 2009, Personnel Committee Meeting:

Name: Jean Job
Department: Friend of the Court
Retirement Date: May 29, 2009

Years of Service:

County Commissioner:

Name:
Department:
Retirement Date:
Years of Service:

23 years; 4.1 months
Ed Bruley

Theresa Marcotte
Friend of the Court
May 29, 2009

17 years; 1.3 months

County Commissioner: Kathy Vosburg
Name: Paul Cassidy
Department: 42" District Court II

Retirement Date:
Years of Service:

County Commissioner:

May 31, 2009
28 years; 9.7 months
Brian Brdak

Name: Edward Ereaux
Department: Sheriff
Retirement Date: July 1, 2009

Years of Service:

County Commissioner:

29 years; 9.7 months
Ed Bruley
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Toni Moceri - District 4
Susan L. Doherty - District 5



Commissioner Robert Mijac, Chairperson
Personnel Committee and Committee Members

Name:
Department:
Retirement Date:
Years of Service:

County Commissioner:

Name:
Department:
Retirement Date:
Years of Service:

County Commissioner:

Name:
Department:
Retirement Date:
Years of Service:

County Commissioner:

Name:
Department:
Retirement Date:
Years of Service:

County Commissioner:

Name:
Department:
Retirement Date:
Years of Service:

County Commissioner:

Karen Owens

Community Mental Health
June 16, 2009

15 years; 3.6 months

Ed Bruley

Pamela Kujat

Health

June 26, 2009

14 years; 0.1 months
Brian Brdak

Ellen Frink

Circuit Court

May 29, 2009

36 years; 4.2 months
Paul Gieleghem

Cecilia Tare

Community Mental Health
May 29, 2009

23 years; 2.2 months
Kathy Vosburg

Stanislaw Lisica
Library

May 29, 2009

25 years; 8.8 months
Brian Brdak
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RESOLUTION NO.

FULL BOARD MEETING DATE:
AGENDA ITEM:

MACOMB COUNTY, MICHIGAN

RESOLUTION TO Approve the reconfirmation of the following vacancies

INTRODUCED BY: Commissioner Robert Mijac, Chairperson

Personnel Committee

CLASSIFICATION DEPARTMENT
One Secretary (Lisa Gusmano) Community Mental Health
Reason for Vacancy: Retirement
Date Position Vacant: 07-31-08
Justification: 90% Other Funding; 10% County
Exit Interview Completed: Yes*
One Account Clerk, Senior (Kathy Kobylarz) Friend of the Court
Reason for Vacancy: Retirement
Date Position Vacant: 02-20-09
Justification: 66% Other Funding; 34% County
Exit Interview Completed: Yes*
One Assistant Prosecuting Attorney I (Angela Bray) Prosecuting Attorney
Reason for Vacancy: Resignation
Date Position Vacant: 11-05-08
Justification: 100% County
Exit Interview Completed: Pending

COMMITTEE/MEETING DATE

Personnel 06-15-09




Resolution to Reconfirm Personnel Vacancies
Personnel 06-15-09

Page 2

CLASSIFICATION DEPARTMENT

One Assistant Prosecuting Attorney II (Matthew Sabaugh) Prosecuting Attorney
Reason for Vacancy: Resignation
Date Position Vacant: 12-05-08
Justification: 100% County
Exit Interview Completed: Yes

One Assistant Prosecuting Attorney IV (Denise Hart) Prosecuting Attorney
Reason for Vacancy: Resignation
Date Position Vacant: 01-30-09
Justification: 100% County
Exit Interview Completed: Yes*

One Assistant Prosecuting Attorney IV (Kimberly Mitseff) Prosecuting Attorney
Reason for Vacancy: Resignation
Date Position Vacant: 01-30-09
Justification: 25% Grant Funding; 75% County
Exit Interview Completed: Pending

One Resource Advocate (Betty Puffer) Senior Citizens Services
Reason for Vacancy: Retirement
Date Position Vacant: 03-31-09
Justification: 10% Grant Funding; 90% County

Exit Interview Completed: Yes*



Resolution to Reconfirm Personnel Vacancies
Personnel 06-15-09
Page 3

The following vacant 24/7 positions have been processed for posting pursuant to action of the Board of
Commissioners on November 18, 2002. No action of the Board is required.

CLASSIFICATION DEPARTMENT
One Corrections Sergeant (Edward Ereaux) Sheriff

Reason for Vacancy: Retirement

Date Position to be Vacant: 07-01-09

Exit Interview Completed: Pending

*Did not authorize the release of the exit interview information.
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COMMUNITY MENTAL;

22550 Hall Road
Clinton Township, MI 48036
586-469-5275 FAX 586-469-7674

MAY 18 2009 j
HUMAN RESOURCES

May 19, 2009
TO: Dough Fouty, Rrqgram Director, Personnel Services
Macomb Cout esources Department
FROM: Robert R eputy Director
Communit; al Health Services
RE: Request to Post and Fill
Vacant Budgeted Position

Secretary
General Administration 224 646.01

Community Mental Health Services requests approval to post and fill the vacant, budgeted
position of Secretary in General Administration.

This vacancy is created by the retirement of Lisa Gusmano, effective July 31, 2008.

The employee in this classification, under the supervision of an assigned supervisor, performs
secretarial and administrative support tasks of a moderately independent nature; may perform the
following tasks depending upon the assigned department; types letters, reports, forms, records
and other materials; transcribes dictation; maintains files; schedules meetings; answers
telephone; exercises judgment in accommodating work procedures to new situations and in
performing varied secretarial and administrative support services to relieve the Department Head,
Deputy Department Head or Division Director of clerical work and some administrative duties;
may exercise direction over the work of other clerical employees; operates standard office
equipment such as typewriters, personal computers, word processors, facsimile machines,
copiers, calculators and adding machines; performs related duties as assigned.

Please contact me if should have any questions regarding this request.
Thank you.
RRS/lp

cc: D. Habkirk, Jr., L. Weber, File
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Position Analysis Questionnaire T

Employee Name: _Lisa Gusmano %@MM‘ NEuL L

Classification Title and Department:_Secretary - Community Mental Health

Division/Program Assignment:_Mental Health Administration

Describe how this position is funded: 10 % % 920 %
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.

The Secretary position is responsible for clerical duties which include maintaining all Community Mental

Health Administrative Personnel Files and Community Mental Health Contract Agency Provider files.

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.

Community Mental Health is required by both contractual requirements of Michigan Department of

Community Health and Accreditation by the Council of Rehabilitation Facilities to maintain up to date

personnel files and provider contract files.

Revised 3/10/08 1



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 Deputy Director 1
Classification Program Director - Business Management 1

Same Classification Within
Department or Program Secretary Positions 4

Other Classifications Reporting | Program Directors
to this Immediate Supervisor Supervisors
Senior Secretary

= Ul O

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

If this dlassification 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.

N/A

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

- Maintaining Mental Health staff files to be up to date on training requirements, licensing necessary

for treatment privileges.

- Maintaining that all Community Mental Health contractual staff files are up to date.

- Typing, mailing and receipting of all Community Mental Health Provider Contracts.

Revised 3/10/08 2



Functions and Responsibilities:

In order of their importance, describe the essential job functions andjyor 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 js 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
CMH Administrative Staff Personnel 50 Daily DCH Contract
1 | Files
CMH contractual staff files 20 Daily DCH Contract
2
CMH provider contract files 20 Daily DCH Contract
3
Front Door Receptionist 5 Daily
4
5
6
7
8

Quantifiable Workload Data:

Provide statistical information of the workload over a three (3) year period (attach additional information if

necessary)

Maintaining files for 330 full time/part time Community Mental Health staff

Maintaining files for 120 contract providers of Community Mental Health

Revised 3/10/08




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.

1.  Provide written notices of expired license to Community Mental Health staff.

2.  Processing of Leave Request Forms for Community Mental Health staff.

3.  Prepares staff activity data reports for Community Mental Health Board.

Scope Information:

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

Impact on Operations

Measure of Impact

1. Maintaining CMH Administrative Personnel files

1. Non Compliance with contractual requirements
with State

2. Maintaining staff licensure requirements

2. Required by State of Michigan

3. Maintaining up to date provider contracts

3. Impact contract providers ability to be paid

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 information, problem

solving, coordinating events and projects, elc.

Position/Department

Nature of Contact Frequency

Personnel Department

Personnel Activities

Daily

Revised 3/10/08




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 5



The Circuit Court

For

The Si Ce A
e Sixteenth Judicial Circuit of Michigan HUM AN RE&UUi«

LYNN M. DAVIDSON
Friend of the Court

Circuit Judges
RICHARD L. CARETTI, Chief Judge
JAMES M. BIERNAT, SR., Chief Judge, Pro Tempore
DONALD G. MILLER, Presiding, Civil/Criminal
ANTONIO P. VIVIANO, Presiding, Family
PETER J. MACERONI

DAVID T. ELIAS
Family Court Counsel/Referee

MARY A. CHRZANOWSKI THOMAS F. BLOHM
MARK S. SWITALSKI Enforcement Division Director
EDWARD A. SERVITTO, JR.

MATTHEW S. SWITALSKI LYNDA L. GRILLO

DIANE M. DRUZINSKI May 12, 2009 Clerical Services Supervisor

TRACEY A. YOKICH
JOHN C. FOSTER
DAVID F. VIVIANO

Mr. Douglas J. Fouty

Program Director, Personnel Services
Human Resources Department

10 North Main Street

Mt. Clemens, MI 48043

Re:  Request for Reconfirmation — Data Entry Clerk

Dear Mr. Fouty:

Enclosed please find the Position Analysis Questionnaire to have the Account Clerk, Senior
position of Kathy Kobylarz, who retired in February of 2009 reconfirmed and posted. As this
position is a child support enforcement position, 66% of the salary and fringes are covered under
the Cooperative Reimbursement Contract grant.

However, the proper title of this position should be Data Entry Clerk as opposed to Account
Clerk, Senior. The employee who will fill this position will be clearly entering data directly into
the computer system that the State of Michigan provides for the Macomb County Friend of the
Court under the Cooperative Reimbursement Contract. The Account Clerk, Senior position and
the Data Entry Clerk position are the same pay grade and therefore, I am requesting that the
Position Analysis Questionnaire be approved and submitted to the Board of Commissioners for
their approval along with the classification title change to Data Entry Clerk.

If I can be of assistance of any further information, please feel free to contact me.

Very truly yours,

5 Cnke

L M. DAVIDSON

FRIEND OF THE COURT
/njb
Enclosure
cc: Eric A. Herppich, Div. Director, Labor Relations, Human Resources Department

40 N. Main Street, Mount Clemens, Michigan 48043 (586) 469-5160






































































































































































