JOSEPH K. WOOD 280 North College, Suite 500

County Judge Fayetteville, AR 72701
WASHINGTON COUNTY, ARKANSAS
County Courthouse
MEETING OF THE
WASHINGTON COUNTY QUORUM COURT
PERSONNEL COMMITTEE
Monday, June 07, 2021
6:00 P.M.
Washington County Quorum Court Room
Robert Dennis Butch Pond — Vice-Chair
Willie Leming Lisa Ecke - Chair Evelyn Rios Stafford
Shannon Marti Shawndra Washington

AGENDA

1. CALL TO ORDER AND WELCOME

2. PRAYER AND PLEDGE

3. ADOPTION OF AGENDA
At the beginning of each meeting, the agenda shall be approved. Any JP may request an item be
added or removed from the agenda subject to approval of the Committee.

4. CHAIRMAN'S REPORT

5. REQUEST FROM ASSESSOR RUSSELL HILL:
1. Change the title of the personnel position of Senior GIS Programmer Analyst
to GIS Manager (5.1 — 5.5) Ordinance 21-0-064

6. REQUEST FROM COUNTY JUDGE JOSEPH WOOQOD:
1. Change the title and grade of five personnel positions of Juvenile Careworkers,
Grade 10 to Juvenile Detention Officers, Grade 13 (6.1 — 6.5 ) Ordinance 21-0-065

2. Change the title of Assistant Parts Manager to Heavy Equipment Operator
(6.6 — 6.8) Ordinance 21-0-062

7. REQUEST FROM CIRCUIT CLERK KYLE SYLVESTER:
1. Change the title and grade of the personnel position of Deputy Circuit Clerk I,
Grade 10 to Deputy Circuit Clerk |1 / Administrative Assistant, Grade 11
(7.1 —7.5) Ordinance 21-0-063

Telephone: 479 / 444-1700 - FAX: 479 [ 4441889
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8. DISCUSSION ON AMENDING ORDINANCE 2016-68 (7.1)

9. COVID BONUS PAY DISCUSSION

10. PUBLIC COMMENT
Twelve-minute comment period with a three-minute limit for each individual to comment on items on

the agenda.

11. ADJOURNMENT
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Item 21-0-064

ORDINANCE NO. 2021-

APPROPRIATION ORDINANCE

BE IT ENACTED BY THE QUORUM
COURT OF THE COUNTY OF
WASHINGTON, STATE OF ARKANSAS,
AN ORDINANCE TO BE ENTITLED:

AN ORDINANCE CHANGING THE TITLE OF
GIS ANALYST/ SENIOR PROGRAMMER TO
GIS MANAGER IN THE COUNTY ASSESSOR
BUDGET FOR 2021.

WHEREAS, the Washington County Assessor desires to
change the title of one full-time position for 2021; and,

WHERAS, no appropriation is required to fund this change
because of personnel turnover in the Assessor’s office since January 1, 2021.

NOW, THEREFORE, BE IT ORDAINED BY THE QUORUM
COURT OF WASHINGTON COUNTY, ARKANSAS:

ARTICLE 1. The title of the personnel position of GIS
Analyst/Senior Programmer, Grade 26 (Position 0105063) in the County Assessor’s
budget of the General Fund (10000105) is hereby changed to GIS Manager, Grade 26
(Position 0105063) for 2021.

JOSEPH K. WOOD, County Judge DATE

BECKY LEWALLEN, County Clerk

Introduced by: JP Lisa Ecke
Date of Adoption:

Members Voting For:

Members Voting Against:
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Item 21-0-065

ORDINANCE NO. 2021-

APPROPRIATION ORDINANCE

BE IT ENACTED BY THE QUORUM
COURT OF THE COUNTY OF
WASHINGTON, STATE OF ARKANSAS,
AN ORDINANCE TO BE ENTITLED:

AN ORDINANCE CHANGING THE TITLE AND
GRADE OF JUVENILE CAREWORKER
POSITIONS IN THE JUVENILE DETENTION
CENTER BUDGET FOR 2021.

WHEREAS, the Washington County Juvenile Detention
Center desires to change the title and grades of the Juvenile Careworker full-time
positions for 2021.

NOW, THEREFORE, BE IT ORDAINED BY THE QUORUM
COURT OF WASHINGTON COUNTY, ARKANSAS:

ARTICLE 1. The title of the personnel positions of Juvenile
Careworker, Grade 10 (Positions 0444025, 0444029-0444032) in the Juvenile Detention
Center budget of the General Fund (10000444) are hereby changed to Juvenile Detention
Officer, Grade 13 (Positions 0444025, 044029-044032) for 2021.

JOSEPH K. WOOD, County Judge DATE

BECKY LEWALLEN, County Clerk

Introduced by: JP Lisa Ecke
Date of Adoption:

Members Voting For:

Members Voting Against:

Members Abstaining:

6.1



DocuSign Envelope ID: 05B2BF1C-5C37-47A4-BB3A-27E0B4065B09

Joseph K. Wood
COUNTY JUDGE
WASHINGTON COUNTY, ARKANSAS
COUNTY JUDGE
June 7, 2021

Members of the JESAP and Personnel Committees

The Juvenile Detention Center would like to increase the grade level/salary/base pay for the
remaining Washington County Juvenile Detention Center’s Juvenile Care Workers (5 positions)
and retitle them to be Juvenile Detention Officers. This too will take them from a Grade 10
currently at $14.09 per hour to a Grade 13 at $14.11 per hour. This will harmonize all
frontline/floor staff positions with the same grade and title at the Juvenile Detention Officer
level. Their jobs, duties, and responsibilities will be the same.

e The increase can be internally funded, due to the chronic dearth of positions being
unfilled and
e The increase amounts to roughly $110.00.

Thank you for your consideration.
Respectfully,

EDocuSigned by:
34F19462757444F ...
Joseph K. Wood

Washington County
County Judge

280 N. College Avenue, Suite 500 e Fayetteville, Arkansas 72701
Telephone: (479) 444-1700 o Fax: (479) 444-1889
joseph.wood@co.washington.ar.us
Washington County is an Equal Employment Opportunity Minorities/Females/Disabilities/Veterans
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Washington County
Juvenile Detention Officer
Job Description

Job Code: 13

Exempt: No

Department: Juvenile Detention Center-0444
Reports To: Juvenile Detention Corporal
Location: Juvenile Detention Center
Date Prepared: July 06, 2020

Date Revised:
Safety Sensitive: No

GENERAL DESCRIPTION OF POSITION

The Juvenile Detention Officer is responsible for the daily operation of the detention center. Juvenile
Detention Officers provide a safe, secure, and caring environment for up to 36 juveniles ages 10-18.
They will work a scheduled shift and be on-call as needed to accommodate officer(s) sick calls and
facility emergencies.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Intake- Obtain paperwork, from the arresting agency or detaining court, to document the legality of
the detention. Collect and inventory all personal property, log the inventory into the computer, and
place personal property in property room. Complete a thorough search of the resident and have
him/her complete a shower. Dress out the resident in detention clothing. Issue the resident personal
hygiene supplies and linens. Explain the rules of the center and have the resident sign the rule sheet
indicating that they understand the rules. Explain the various procedures of the center such as special
requests, grievances, visitation, telephone calls, school, and the daily schedule. Explain the rights of
the detainees.

2. Booking- Enter data into the computer using the detention center's intake program. This information
includes the detainees' personal information and the names, addresses, and telephone numbers of the
juveniles' parents. It also contains information on charges, court dates, name of juvenile's attorney,
and name of juvenile's DHS caseworker, bond, special conditions for release, and the names of court
officer(s) involved with the juvenile. Notify the juvenile's parents of detention and make arrangements
for them to visit the juvenile. Make arrangements for parents to sign consent for medical care form
and the consent to counseling form. Complete an intake medical questionnaire. Notify the nurse of
any medical issues or medications.

3. Officer(s) Station and Security Control Panel- All officer(s) must be able to use the equipment in the
Officer S ion. This equipment includes the following: A cc pu - for writing repor and
documenting information about the residents; the watch tour system for documenting room checks;
handheld two-way radios; the officer(s) log book (notebook with information about releases, restriction,
officer(s) schedule, changes, officer(s) arriving and departing, transports, equipment that needs repair
or has been repaired, visitation, and resident privileges); resident files; multi-line telephone; voicemail
system; inmate telephone and smoke/fire detection control panel. All officer(s) must be able to use the
Security Control Software that controls video cameras, two-way audio devices, intercoms, and security
doors.

4. Supervision of Residents- Officer(s) use a combination of video surveillance and direct supervision
to constantly monitor e = y juveni T rect visionnm ins' ot { - inthe "assroom,
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Item 21-0-062

ORDINANCE NO. 2021-

APPROPRIATION ORDINANCE

BE IT ENACTED BY THE QUORUM
COURT OF THE COUNTY OF
WASHINGTON, STATE OF ARKANSAS,
AN ORDINANCE TO BE ENTITLED:

AN ORDINANCE CHANGING THE TITLE OF
ASSISTANT PARTS MANAGER TO HEAVY
EQUIPMENT OPERATOR IN THE COUNTY
ROADS BUDGET FOR 2021.

WHEREAS, the Washington County Road Department
desires to change the title of one full-time position for 2021; and,

WHEREAS, the Road Department is no longer in need of
Assistant Parts Manager position because of Parts Manager’s utilization of the computer
inventory system; and,

WHEREAS, the position of Heavy Equipment Operator will
better serve the Road Department.

NOW, THEREFORE, BE IT ORDAINED BY THE QUORUM
COURT OF WASHINGTON COUNTY, ARKANSAS:

ARTICLE 1. The title of the personnel position of Assistant
Parts Manager, Grade 11 (Position 0200246) in the County Roads budget of the Road
Fund (20000200) is hereby changed to Heavy Equipment Operator, Grade 11 (Position
0200246) for 2021.

JOSEPH K. WOOD, County Judge DATE

BECKY LEWALLEN, County Clerk

Introduced by: JP Lisa Ecke



June 7, 2021

Members of the JESAP and Personnel Committees

The Washington County Road Department no longer utilizes the Position number 200246, Asst.
Parts Manager, due to the efficiency of our inventory logging system and Parts Manager. This
position will better serve the Road Department and the citizens of Washington County as a
“HEO” Heavy Equipment Operator position.

6.7
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WASHINGTON COUNTY
Job Description

JOB TITLE: Heavy Equipment Operator

Exempt (Y/N): No DEPARTMENT: Road Department
DATE PREPARED: October 2011 SUPERVISOR: Road Superintendent
SUMMARY:

Under the general supervision of the Job Supervisor or the Road Superintendent, the incumbent
primarily operates heavy equipment in the construction, improvement, and maintenance of county
roads. Also, operates road department equipment including dump trucks, loaders and graders. The
incumbent is responsible for the installation and maintenance of 911 emergency signs, safety signs,
and road department signs. The incumbent has the responsibility to monitor identification and
informational signing, make and install the highway signs, as needed, and perform other
miscellaneous duties related to the installation of signs. The incumbent is responsible for the
procurement and maintenance of the parts inventory, assist with two-way radio communications and
dispatch, and maintain the physical condition of the shop building. The incumbent is responsible
for the maintenance of assigned tools and equipment. The incumbent is responsible for machinery
valued at $3500 up to $250,000- and sign material/inventory valued at $100,000.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be
assigned.

1. Drive a distribution truck for asphalt paving, spread asphalt and set up base gravel.

2. Dozer operation to build roads, cut ditches, clear right-of-way, stockpile gravel, and dig
ponds.

3. Loader operation for loading trucks and stocking gravel at the crusher.

4. Dump truck operation to haul gravel and operate the snowplow or chip spreader truck in the

winter, water truck operation in summer.

5. Scraper operation to move dirt and clean up roads.

6. Backhoe operation for the installation of tiles and the general cleaning of roads and drainage
ditches.

7. Roller operations for the setting up of base and dirt, rolling asphalt, and chip 1 roads.

8. Moving truck operation for the transport of heavy equipment.

9. Grader operation to grade county roads or plow snow or ice.

10.  Repair truck flats on large trucks to allow them to proceed to field operations promptly and

efficiently.



1.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

Operate forklifts and backhoe loaders.
Make, install and maintain road number or name signs, advisory, warning, information
signs, and other safety signs on county roads accurately and according to county

specifications and MUTCD specifications.

Ensure that ighway signs are properly located for maximum benefit to all citizens and for
proper visibility for emergency vehicles.

Ensure that all signposts are properly installed and placed to minimize upkeep and safety
concerns, v ile obtaining highest visibility.

Document and update sign installation information for computer entry and accurate record
keeping.

Maintain accurate and up-to-date inventory of parts, fuel, hoses, and other supplies that are
stocked as basic requirements.

Obtain parts and supplies in the most accurate and cost effective manner.

Perform physical maintenance of the shop building to include basic carpentry, electrical
wiring, plumbing and other repairs, as needed. Ensure that the shop is maintained in a safe
and productive condition.

Perform non-technical mechanical repairs such as brakes, front-end, springs, spark plugs,
hydraulic systems, and other non-skilled mechanical tasks. Ensure that mechanical repair
requests are prioritized according to the number of workers being hindered.

Assist with record keeping on parts and equipment.

Make safety inspections and maintain fire extinguisher.

Ensure that telephone and radio messages are recorded accurately and that the information is
acted upon timely and correctly.

Make repair-scheduling decisions in the absence of the Shop Foreman.

Clean and oil concrete bridge forms. Assist in setting forms in place in preparation for
concrete pouring.

Perform shoveling operations during new road construction or for preparation of the area for
concrete forms.

Operate a pavement breaker to cut off a bridge deck.

Repair all it tires on county owned trucks, graders, and equipment.



28. Make road service calls. Ensure proper repair and be able to use boom truck, if necessary.

29. Perform operation of other heavy equipment or other duties as assigned by Job Supervisor,
Assistant Road Superintendent, or Road Superintendent. Perform routine maintenance on all
equipment assigned to projects in order to prevent breakdowns.

30. Ensure that all heavy equipment operations are performed in an efficient and safe manner
for the construction, improvement, or maintenance of county roads to guard against
accidents to fellow employees and the public at large.

31.  Ensure that all assigned duties are efficiently performed to maintain continuity of the county
road department.

32. Ensure that all departmental contacts are cooperatively performed for efficient road
department operations.

33.  Regular attendance is mandatory for this position.
34. Perform other duties as assigned.

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.

EDUCATION and/or EXPERIENCE:

Minimum of high school diploma or general education degree (GED); must possess knowledge of
heavy equipment operations on numerous pieces of machinery and should have 2 years previous
experience operating various heavy equipment.

OTHER SKILLS and ABILITIES:

The incumbent must be able to operate trucks, loaders, rollers, etc. in order to fulfill the
requirements for this position. The incumbent may be responsible for an assigned pickup truck.
The incumbent must possess a CDL license with some positions requiring hazardous certification.
Also, must be able to perform routine maintenance on the assigned equipment. The incumbent is
required to use a calculator, two-way radio and occasionally a computer. The incumbent must
possess good communication skills as there is considerable contact within the road department,
local business personnel, general public, and outside vendors. The incumbent must also possess
basic knowledge of carpentry, electrical, wiring, plumbing, and other repair work.

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to use hands to handle or
feel, and talk or hear. The employee frequently is required to stoop, kneel, or crouch and reach with
hands and arms. Occasionally, the employee must walk and climb or balance. Safety is a prime



concern in all aspects of this position. The employee must occasionally lift and/or move heavy
loads.

Specific vision abilities required by this job include the ability to adjust focus, peripheral vision,
color vision, and close vision.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The incumbent works under adverse weather conditions and has to contend with dust, dirt, fumes,
noise, oily conditions, and temperature extremes. Also, the incumbent is responsible for assisting in

snow and ice removal.

The noise level in the work environment is usually loud.
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7.1

Item 21-0-063

ORDINANCE NO. 2021-

APPROPRIATION ORDINANCE

BE IT ENACTED BY THE QUORUM
COURT OF THE COUNTY OF
WASHINGTON, STATE OF ARKANSAS,
AN ORDINANCE TO BE ENTITLED:

AN ORDINANCE CHANGING THE TITLE OF
DEPUTY CIRCUIT CLERK | TO DEPUTY
CIRCUIT CLERK | /ADMINISTRATIVE
ASSISTANT IN THE CIRCUIT CLERK
BUDGET FOR 2021.

WHEREAS, the Washington County Circuit Clerk desires to
change the title and grade of one full-time position for 2021.

NOW, THEREFORE, BE IT ORDAINED BY THE QUORUM
COURT OF WASHINGTON COUNTY, ARKANSAS:

ARTICLE 1. The title of the personnel position of Deputy
Circuit Clerk I, Grade 10 (Position 0102010) in the Circuit Clerk budget of the General
Fund (10000102) is hereby changed to Deputy Circuit Clerk |1 /Administrative Assistant,
Grade 11 (Position 0102010) for 2021.

JOSEPH K. WOOD, County Judge DATE

BECKY LEWALLEN, County Clerk

Introduced by: JP Lisa Ecke
Date of Adoption:

Members Voting For:

Members Voting Against:

Members Abstaining:



7.2

WASHINGTON COUNTY CIRCUIT CLERK’S OFFICE
WASHINGTON COUNTY COURTHOUSE
280 NORTH COLLEGE AVE SUITE 302
FAYETTEVILLE, ARKANSAS 72701
PHONE (479) 444-1538
FAX (479) 4441537

Kyle Sylvester
Circuit Clerk

May 28, 2021

Re: Request for position change

This is a formal request to have position # 0102010 changed from Deputy Circuit Clerk | to Deputy Circuit Clerk | /
Administrative Assistant. This replacement will also change the salary range from a grade 10 to a grade 11 due to
added responsibilities as outlined in the new job description.

This position change does not add any additional open slots to the budget of the Circuit Clerk’s Office.
Thank you for your consideration in this matter.

M%M&M

W Kyle E. Sylvester

Circuit Clerk
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Washington County

Deputy Circuit Clerk | (Administrative Assistant)
Job Description

Job Code: 11

Exempt: No

Department: Circuit Clerk
Reports To: Circuit Clerk
Location: Circuit Clerk Office
Date Prepared: May 17, 2021

Date Revised:
Safety Sensitive: No

GENERAL DESCRIPTION OF POSITION

Under the direction of the Circuit Clerk, the Deputy Circuit Clerk | (Administrative Assistant) performs
administrative and secretarial duties for the Circuit Clerk and others designated by the Circuit Clerk.
This position works closely with the Circuit Clerk and coordinates with other county personnel, in
addition with state, federal, municipal agencies, other counties, as well as vendors and the general
public. This position has considerable contact with the courts, attorneys, the public and other county
offices and officials. This position will be the first point of contact via phone for the Circuit Clerk's
Office. This position ensures that all purchasing requirements are met and that all budgetary items are
properly recorded. They must also exhibit good public relations skills. The incumbent will also be
responsible for bi-weekly submission of time sheets for the office personnel. This position must know
rules, laws, policies and procedures of the Circuit Court and State of Arkansas that govern this
position. The incumbent will directly and indirectly work with approximately 20,000 citizens annually.
This position will also be responsible for but not limited to $150,000.00 and the disbursement of these
funds to various vendors. This position is subject to audit annually, by the State Legislative Audit. The
incumbent would work closely with the Circuit Clerk, reporting and keeping the Circuit Clerk informed
of all phone, email, and in person traffic related to the services of the Clerk's Office. The incumbent
must represent the Circuit Clerk in a favorable government image at all times. The incumbent will also
be responsible for serving in other areas of the Circuit Clerk's Office as directed and needed.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Perform secretarial/administrative duties for the Circuit Clerk and others designated by the Circuit
Clerk; including but not limited to; typing, answering and disseminating of telephone calls, personal
visits, answering/distributing of correspondence. Must maintain confidentiality for sensitive information
as directed by the Circuit Clerk or by County policies. Successfully completes administrative projects
that can affect the Circuit Clerk's reputation and professional relationships, with a proactive, hands on
approach, to include drafting letters, exercising diplomacy and good communications skills in receiving
visitors and incoming calls. F ;ponsible for taking care of key reputational tasks on behalf of the
Circuit Clerk.

2. Composes important and confidential correspondence and documents requiring a broad knowledge
of department operations, policies, procedures, and regulations. Manages information flow. Brings to
the Circuit Clerk's attention matters for which they need to be informed and require immediate
attention.

3. Exercise sound judgement and discretion in handling confidential or sensitive information as
directed by the Circuit Clerk or Chief Deputy Clerk.



4. Heavy calendar management: set appointments, prioritize and juggle appointments in the moment.
Must be able to independently identify and resolve issues with the Circuit Clerk's calendar and
schedule.

5. Calculates, prepares, and submits bi-weekly time sheets for the office personnel.

6. Conduct liaison activities in a professional manner to ensure a positive image of the Circuit Clerk's
Office and maximum cooperation between and among the County, the public, and other agencies.
Use of discretion when deciding how and when to share information.

7. Assists with incoming mail and determine which requires the attention of the Circuit Clerk. Handle
mail requiring personal calls or correspondence or interaction with elected officials, key community
leaders and other influential persons that have business with the Circuit Clerk.

8. Perform data entry for (8) courts.

9. Provide assistance to the public in filing of lawsuits, answering questions, etc. either on the
telephone or in person.

10. Provide assistance to attorneys, to include filing new lawsuits, filing of re-opens, issue summons,
various types of writs, warrants, subpoenas, petitions to seal, and file pleadings as they are received
and make certified copies.

11. Prepare Certifications of Authentication for out of State courts as well as issue and prepare out of
State subpoenas.

12. File for all courts to include separating court work, docketing pleadings and indexing by year and
case number, preparing summons on request, and process all incoming mail including any and all
transfers and inmate filings.

13. Open and set up new criminal, civil, and domestic relations file folders and instruments, file-stamp
mark each instrument and abstract the information for docket sheets, assign petitions and orders,
index new cases and pleadings and enter the data on the record. Certifying all criminal records.
Receive funds for process and report at end of day for deposit.

14. Keep pleadings in numerical order and court order for the purpose of filing in correct court files.
15. Proof read all computer entries ensuring accurate entry. Make corrections as necessary.

16. Filing pleadings into case files for 8 divisions of case files. Insure that all juvenile records are
maintained in a "confidential" manner and information relating to a juvenile is not released except to
authorized persons.

17. File process server packets, send to judge for signature, docket and scan, and certify on return
from judge.

18. File, sign, and seal Appeal transcripts for court reporter to be sent to Supreme Court. Index and
check out appeals to individuals. Maintain and destroy at proper times.

19. Train new employees for work specified duties.

20. Perform any other related duties as required or assigned.



QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty mentioned

satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required.

EDUCATION AND EXPERIENCE

High school or GED, plus specialized schooling and/or on the job education in a specific skill area: e.g.
data processing, clerical/administrative, equipment operation, etc, plus 2 years related experience
and/or training, or equivalent combination of education and experience.

COMMUNICATION SKILLS
Ability to effectively communicate information and respond to questions in person-to-person and small
group situations with customers, clients, general public and other employees of the organization.

MATHEMATICAL SKILLS

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
fractions, and decimals. Ability to compute rate, ratio, and percent and to prepare and interpret bar
graphs.

CRITICAL THINKING SKILLS

Ability to utilize common sense understanding in order to carry out written, oral or diagrammed
instructions. Ability to deal with problems involving several known variables in situations of a routine
nature.

REQUIRED AND PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
Not indicated.

SOFTWARE SKILLS REQUIRED
Intermediate: Word Processing/Typing
Basic: Alphanumeric Data Entry, Spreadsheet

INITIATIVE AND INGENUITY
SUPERVISION RECEIVED
Under general supervision where standard practice enables the employee to proceed alone on
routine work, referring all questionable cases to supervisor.

PLANNING

Considerable responsibility with regard to general assignments in planning time, method, manner,
and/or sequence of performance of own work; may also occasionally assist in the planning of work
assignments performed by others within a limited area of operation.

DECISION MAKING

Performs work operations which permit frequent opportunity for decision-making of minor
importance and also frequent opportunity for decision-making of major importance; the latter of
which would affect the work operations of other employees and/or clientele to a moderate degree.

MENTAL DEMAND

Close mental demand. Operations requiring close and continuous attention for control of operations.
Operations requiring intermittent direct thinking to determine or select the most applicable way of
handling situations regarding the organization's administration and operations; also to determine or
select material and equipment where highly variable sequences are involved.



ANALYTICAL ABILITY / PROBLEM SOLVING
Moderately structured. Fairly broad activities using moderately structured procedures with only
generally guided supervision. Interpolation of learned things in somewhat varied situations.

RESPONSIBILITY FOR WORK OF OTHERS
Responsibility for work of others: Not indicated.

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT

Occasionally responsible for organization's property where carelessness, error, or misappropriation
would result in moderate damage or moderate monetary loss to the organization. The total value for
the above would range from $5,000 to $150,000.

ACCURACY

Probable errors would not likely be detected until they reached another department, office or patron,
and would then require considerable time and effort to correct the situation. Frequently, possibility of
error that would affect the organization's prestige and relationship with the public to a limited extent,

but where succeeding operations or supervision would normally preclude the possibility of a serious

situation arising as a result of the error or decision.

ACCOUNTABILITY

FREEDOM TO ACT
Generally controlled. General processes covered by established policies and standards with
supervisory oversight.

ANNUAL MONETARY IMPACT

The amount of annual dollars generated based on the job's essential duties / responsibilities.
Examples would include direct dollar generation, departmental budget, proper handling of
organization funds, expense control, savings from new techniques or reduction in manpower.

Small. Job creates a monetary impact for the organization from $100,000 to $1mm.

IMPACT ON END RESULTS
Modest impact. Job has some impact on the organizations end results, but still from an indirect
level. Provides assistance and support services that facilitates decision making by others.

PUBLIC CONTACT

Regular contacts with patrons where the contacts are initiated by the employee. Involves both
furnishing and obtaining information and, also, attempting to influence the decisions of those persons
contacted. Contacts of considerable importance and of such nature, that failure to exercise proper
judgment may result in important tangible or intangible losses to the organization.

EMPLOYEE CONTACT

Contacts with other departments or offices and also frequently with individuals in middle level
positions; consulting on problems which necessitate judgment and tact in presentation to obtain
cooperation or approval of action to be taken. Also, important contacts with associates as required in
advanced supervisory jobs.

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS
Regular use of complex machines and equipment (desktop/laptop computer and software, road and
production machines and equipment, driver's license/cdl, etc.)
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WASHINGTON COUNTY
Job Evaluation

Deputy Circuit

7.5

JOB TITLE: Deputy Circuit Clerk | (Administrative Assistant) Clerk |
Factor Basis for Rating Current Proposed | Points
Rating Rating

1 Experience-General: Minimum time to become familiar 5 5 54
with requirements of the job.

2 Experience-Mgmt: Minimum time to become familiar 0 0 0
with management requirements of the job.

3 Education: Preliminary formalized training or self-
development expressed in terms of equivalent 3 3 32
formal education.

4 Initiative & Ingenuity: Measure of ability to proceed
alone, make decisions within authority, & ability 4 4 29
to comprehend assignment.

5 Mental Demand: Measure of degree of concentration 4 4 49
and sensory alertness.

6 Analytical Ability/Problem Solving: Opportunity to 4 4 46
apply analytical ability and self-starting thinking.

7 Responsibility for Work of Others - Supervision:
Appraises responsibility for work and direction of 0 0 0
others.

8 Responsibility for Funds, Equipment, Property, Etc.:
Personal responsibility and accountability for receipt, 3 4 32
storage, issue, or use.

9 Responsibility for Accuracy: Opportunity for and 4 4 44
probable effect of errors.

10 Accountabilities: Freedom to act, monetary impact, 6 6 70
& impact on end results.

11 Contacts with Public: Responsibility for effective 5 5 80
handling of contacts.

12 Contacts with Employees: Responsibility for effective 3 4 38
handling of contacts.

13 Machine Operations: 4 4 38

14 Working Conditions: 12

15 Physical Demand: 2 13
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BE IT ORDAINED BY THE QUORUM COURT oME =

OF THE COUNTY OF WASHINGTON, oR- i$

STATE OF ARKANSAS, AN ORDINANCE ey o

TO BE ENTITLED: = =

AN ORDINANCE TO SET THE SALARIES OF
ELECTED OFFICIALS OF THE COUNTY’'S
EXECUTIVE BRANCH BASED ON YEARS OF
ELECTED SERVICE.

WHEREAS, pursuant to Ark. Code Ann. § 14-14-1204, the
Quorum Court is to fix by ordinance the annual salaries of the County Judge, Sheriff, Collector,
Circuit Clerk, County Clerk, Assessor, Treasurer, and Coroner within the minimums and
maximums set by the General Assembly; and,

WHEREAS, the Quorum Court has generally set the salaries of

these elected officials using a percentage of the maximum salary range without regard to years
of elected service; and,

WHEREAS, the Quorum Court desires to set the salaries of
these elected officials in a manner that rewards the officials for their length of elected service
and also provides certainty for those salaries from year to year.

NOW, THEREFORE, BE IT ORDAINED BY THE QUORUM
COURT OF THE COUNTY OF WASHINGTON, STATE OF ARKANSAS:

ARTICLE 1: Beginning with budget year 2017, the annual
salaries for the County Judge, Sheriff, Collector, Circuit Clerk, County Clerk, Assessor,
Treasurer, and Coroner shall be set as follows:

1st two-year term — 80% of maximum set by Ark. Code Ann. § 14-14-1204

2nd two-year term — 85% of maximum set by Ark. Code Ann. § 14-14-1204

3rd two-year term — 90% of maximum set by Ark. Code Ann. § 14-14-1204

4th two-year term — 95% of maximum set by Ark. Code Ann. § 14-14-1204

5th two-year term and beyond — 100% of maximum set by Ark. Code Ann. § 14-14-1204

o/ 10/20/16

ARfLYN EDWARDS, County Judge DATE

Sponsor: Eva Madison
Date of Passage:___October 18, 2016

Votes For: 10 Votes Against: 0
Abstention: 1 Absent: 3

d3ad

8.1



	1 Personnel Agenda
	WASHINGTON COUNTY, ARKANSAS
	JOSEPH K. WOOD

	4.1June 2021 Personnel and Finance Committees Agenda Items
	Signed JESAP JDC.pdf
	WASHINGTON COUNTY, ARKANSAS
	COUNTY JUDGE

	Joseph K. Wood
	COUNTY JUDGE


	7.1 2016-68 ORD - Elected Officials Salary app



