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FLUVANNA COUNTY BOARD OF SUPERVISORS

REGULAR MEETING AGENDA
Circuit Courtroom, Fluvanna Courts Building
October 5, 2016, at 4:00 pm

TAB AGENDA ITEMS

1-CALLTO ORDER, PLEDGE OF ALLEGIANCE, MOMENT OF SILENCE

2 - ADOPTION OF AGENDA

3 —COUNTY ADMINISTRATOR’S REPORT

4 — BOARD OF SUPERVISORS’ UPDATES

5 — PUBLIC COMMENTS #1 (5 minutes each)

6 — PUBLIC HEARING

None.

7 — ACTION MATTERS

Determination of Violation of County Code Chapter 10 ( Garbage, Refuse, and Waste)—Jason Stewart,
Planning and Zoning Administrator

N Update of Treasurer’s Office Position Descriptions—Gail Parrish, Human Resources Manager

Position Description Change for Children Services Act (CSA) Position—Gail Parrish, Human Resources
Manager

P Clerk to the Board Position Upgrade - Gail Parrish, Human Resources Manager
Q FY17 Pay Band and Schematic Update - Gail Parrish, Human Resources Manager

Deed of Gift from Fluvanna Rescue Squad — 90 Rescue Ln, Palmyra VA 22963 —Eric Dahl, Deputy
County Administrator / Finance Director

8 — PRESENTATIONS (normally not to exceed 10 minutes each)

None.

9 — CONSENT AGENDA

Minutes of September 21, 2016 Board of Supervisors Meeting—Kelly Belanger Harris, Clerk to the
Board

T FY17 FCPS Security Equipment Grant Supplemental Appropriation-Ed Breslauer, FCPS Finance Director

Approval of Open Space Contract for Mayfair Farm, Inc.—Andrew M. Sheridan, Commissioner of the

u
Revenue
vV Approval of Open Space Contract for Minnie M. McGehee—Andrew M. Sheridan, Commissioner of
the Revenue
W Approval of Open Space Contract for Valentine Associates, LLC—Andrew M. Sheridan, Commissioner
of the Revenue
XY7 Approval of Open Space Renewal Contract for Samuel R. & DeNae D. Babbitt—Andrew M. Sheridan,
Commissioner of the Revenue
A Approval of Open Space Contract for Carl E. Beuchert, Il & Catherine M. Alessi—Andrew M. Sheridan,

Commissioner of the Revenue

Fluvanna County...The heart of Virginia and your gateway to the future!

For the Hearing-Impaired — Listening device available in the Board of Supervisors Room upon request. TTY access number is 711 to make arrangements.
For Persons with Disabilities — If you have special needs, please contact the County Administrator’s Office at 591-1910.
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Approval of Open Space Contract for Roy Howard & Constance Haislip—Andrew M. Sheridan,
Commissioner of the Revenue

Approval of Open Space Contract for Kenneth B. & Linda S. Handy—Andrew M. Sheridan,
Commissioner of the Revenue

Approval of Open Space Contract for Ernest J. & Carolyn H. Marrs—Andrew M. Sheridan,
Commissioner of the Revenue

10 — UNFINISHED BUSINESS

TBD

11 - NEW BUSINESS

TBD

12 - PUBLIC COMMENTS #2 (5 minutes each)

13 — CLOSED MEETING

TBD

14 - ADJOURN

cn=Steven M. Nichols, o=Fluvanna

- County, ou=County Administrator,
email=snichols@fluvannacounty.org,
c=US
2016.09.29 13:53:57 -04'00"

County Administrator Review

Fluvanna County...The heart of Virginia and your gateway to the future!

For the Hearing-Impaired — Listening device available in the Board of Supervisors Room upon request. TTY access number is 711 to make arrangements.
For Persons with Disabilities — If you have special needs, please contact the County Administrator’s Office at 591-1910.
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PLEDGE OF ALLEGIANCE

| pledge allegiance to the flag
of the United States of America
and to the Republic for which it stands,
one nation, under God, indivisible,
with liberty and justice for all.

>k %k %k ok %k %k %k %k %k *k

ORDER

1. It shall be the duty of the Chairman to maintain order and decorum at meetings. The Chairman shall speak to points of
order in preference to all other members.

2. In maintaining decorum and propriety of conduct, the Chairman shall not be challenged and no debate shall be allowed
until after the Chairman declares that order has been restored. In the event the Board wishes to debate the matter of
the disorder or the bringing of order; the regular business may be suspended by vote of the Board to discuss the
matter.

3. No member or citizen shall be allowed to use abusive language, excessive noise, or in any way incite persons to use
such tactics. The Chairman and/or the County Administrator shall be the judge of such breaches, however, the Board
may vote to overrule both.

4. When a person engages in such breaches, the Chairman shall order the person’s removal from the building, or may
order the person to stand silent, or may, if necessary, order the person removed from the County property.

PUBLIC HEARING RULES OF PROCEDURE

1. PURPOSE
e The purpose of a public hearing is to receive testimony from the public on certain resolutions, ordinances or
amendments prior to taking action.
e Ahearingis not a dialogue or debate. Its express purpose is to receive additional facts, comments and opinion on
subject items.
2. SPEAKERS
e  Speakers should approach the lectern so they may be visible and audible to the Board.
e Each speaker should clearly state his/her name and address.
e  All comments should be directed to the Board.
e All questions should be directed to the Chairman. Members of the Board are not expected to respond to
questions, and response to questions shall be made at the Chairman's discretion.
e Speakers are encouraged to contact staff regarding unresolved concerns or to receive additional information.
e  Speakers with questions are encouraged to call County staff prior to the public hearing.
e  Speakers should be brief and avoid repetition of previously presented comments.
3. ACTION
e At the conclusion of the public hearing on each item, the Chairman will close the public hearing.
e The Board will proceed with its deliberation and will act on or formally postpone action on such item prior to
proceeding to other agenda items.
e  Further public comment after the public hearing has been closed generally will not be permitted.

Fluvanna County...The heart of Virginia and your gateway to the future!

For the Hearing-Impaired — Listening device available in the Board of Supervisors Room upon request. TTY access number is 711 to make arrangements.
For Persons with Disabilities — If you have special needs, please contact the County Administrator’s Office at 591-1910.
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P.O. Box 540
Palmyra, VA 22963
COUNTY OF FLUVANNA AN

_ _ Fax (434) 591-1911
“Responsive & Responsible Government” www.fluvannacounty.org

2016-2017 STRATEGIC INITIATIVES AND ACTIONS

Strategic Initiative A -- SERVICE DELIVERY

A1l - Create a local Broadband Task Force to: assess our current status county-wide, determine our gaps
and needs, develop alternatives and options for improvement, and to identify potential funding sources
for broadband expansion.

A2 - Perform Process Improvement Review of Planning and Zoning Processes.
A3 - Perform Process Improvement Review of Building Inspection Processes.

A4 - Implement credit card payment option for citizen at all County funds collection points through
MUNIS Cashiering process.

A5 - Update, format, and improve web-accessibility of all County Personnel Policies.
A6 - Create Fluvanna County Data Website Dashboard with key metrics.

A7 - Perform a comprehensive review and update of all ordinances, rules, policies, and practices
relating to junk cars, trash and litter, waste tires, condemnation of structures, etc.

A8 - Create an improved system for managing and tracking of SUPs and Subdivisions (Bond status,
project status, etc.).

Strategic Initiative B -- COMMUNICATION

B1 - Create a Community Impact Awards Program.

B2 - Hold an Elected Official Breakfast for our State Representatives in Spring 2016
B3 - Collect and analyze the results of the local Business Climate Survey.

B4 - Hold a Local Business Forum - Subtitle: "The Future of Fluvanna's 250 Corridor"
B5 - Create a local Business Support Action Plan.

B6 - Assess options to communicate more efficiently, effectively, and economically with Fluvanna
residents.

B7 - Expand County Website to receive, answer, and post questions from residents.

B8 - Improve communication and collaboration with the School Board to improve understanding of
school system funding needs and better plan future budgets.

B9 - Create a brief, easy to understand tax impact message showing Fluvanna advantages for both
residential and business.

C1 - Investigate the use of Technology or other types of Overlay Zones for the Zion Crossroads
Community Planning Area to support economic development aims.

C2 - Create a County-wide overlay map showing utilities and other key features that support business
growth and development.

C3 - Investigate all options for GIS system delivery and management to support needs of all County
departments.

C4 - Develop and adopt a Fluvanna County Master Water and Sewer Service Plan and implementation
schedule.

C5 - Successfully oversee and manage Fluvanna County aspects of the James River Water project.
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C6 - Finalize locations and fund installation of Fire Hydrants in the Columbia District along the route of
the Louisa County Water Authority raw water pipeline.

C7 - Successfully oversee and manage the design and construction of the Zion Crossroads water and
sewer system.

C8 - Successfully oversee and manage the County's E911 Emergency Communications System Project.
C9 - Proceed with the Pleasant Grove Farm Museum design.

C10 - Investigate opportunities and options for a Palmyra Village Streetscape project to improve safety,
parking, walkability, and overall appearance.

D1 - Create EDTAC - Economic Development and Tourism Advisory Council.

D2 - Plan for Fluvanna County activities to celebrate the Virginia Business Appreciation Month in May
2016.

D3 - Draft and adopt a formal County-wide economic development and tourism strategy inclusive of an
implementation schedule.

D4 - Create separate Tourism and Business information pages for the County website.

D5 - Create a Fluvanna County "triangle" tourism brochure describing a Monticello, Pleasant Grove
House & Museum, Old Stone Jail, Historic Courthouse, and Montpelier history and tourism route.

D6 - Create a "Faces and Places of Fluvanna" Poster and Rack Card to market Fluvanna County as a
destination for tourism and recreational activities.

D7 - Create a "New Residents Guide" package for distribution to local Real Estate agents.

D8 - Develop a “This is Fluvanna County” video message to be shared with county citizens and
businesses as well as use with county economic development initiatives.

D9 - Investigate and pursue with State offices the installation of select Boat Ramps along the Rivanna
and James Rivers to support additional recreational and tourism opportunities.

D10 - Investigate opportunities for park expansion or Rivanna River access points to support expanded
recreational activities in Fluvanna (e.g., Crofton Park, LMOA river access areas, Town of Columbia flood
plain/potential park, etc.).

D11 - Support local businesses and entrepreneurs by establishing a focused business appreciation and
expansion program.

Strategic Initiative E -- FINANCIAL STEWARDSHIP AND EFFICIENCY

E1 - Identify all sources of revenue the county can use to finance local government programs and
services and determine which sources Fluvanna County should utilize.

E2 - Investigate creation of a "Capital Depreciation Fund" that would be funded within the tax rate each
fiscal year to save for future capital needs.

E3 - Update, format, and improve web-accessibility of all County Financial Policies.
E4 - Review, update, and approve new Fluvanna County Proffer Guidelines.

E5 - Reduce the County’s reliance on creating and mailing paper checks for payments and to implement
ACH/EFT transaction options.

E6 - Research and provide samples of Monthly Treasurer Report options and formats so that the Board
can decide what they would like to see on a recurrent basis (e.g., what reports are provided in other
counties?). Create report for inclusion in Board package each month, as well as a quarterly in-person
briefing on the data.



BOS Packet 2016-10-05 p.7/133

FLUVANNA COUNTY BOARD OF SUPERVISORS
AGENDA ITEM STAFF REPORT

MEETING DATE:

October 5, 2016

AGENDA TITLE:

Determination of Violation of County Code Chapter 10 ( Garbage, Refuse, and
Waste)

MOTION(s):

| move the Board of Supervisors determine that the property at 21708
James Madison Highway, Tax Map Number 41-A -56 is in violation of the
provisions of Chapter 10 Garbage, Refuse, and Waste of the Fluvanna
County Code and that proper legal notice be given to the subject property
owner under the provisions of Sec 10-1-2 of Fluvanna County Code in
regards to the removal of all unlawful substances accumulated on the
subject property and that upon failure of the subject property owner to
comply with notice that the Board of Supervisors authorize the County
Administrator to take action under the provisions of Sec. 10-1-3 of the
Fluvanna County Code to remove the any and all trash, garbage, refuse,
litter and like substances found on the subject property with the costs of
removal being charged to the subject property owner under the provisions
of 10-1-3.1 and 10-1-3.2 of the Fluvanna County Code.

Yes No .

STRATEGIC INITIATIVE? X If yes, list initiative(s):

Public Hearing | Action Matter Presentation | Consent Agenda Other
AGENDA CATEGORY: X
STAFF CONTACT(S): JasQn Stewart, Planning & Zoning Administrator, Scott Miller, Code Compliance

Officer
PRESENTER(S): Jason Stewart, Planning & Zoning Administrator

. Staff recommends the Board of Supervisors determine that the provisions of

RECOMMENDATION: Chapter 10 have been violated on the subject property.
TIMING: Current

Approximately the week of September 14" construction debris appeared to be

dumped behind the buildings at the subject property at 21708 James Madison
DISCUSSION: Highway. This appears to be a code violation of Chapter 10 (Garbage, Refuse, and

Waste) of the Fluvanna County Code. Staff is asking the Board of Supervisors to
make a determination of a violation as specified in the provisions of Chapter 10.

FISCAL IMPACT:

If the subject property owner does not comply, staff would have the authority to
clean up the property and place a lien on the subject property to recover the money

POLICY IMPACT:

This procedure is consistent with how Fluvanna County has handled these issues in
the past

LEGISLATIVE HISTORY:

None

ENCLOSURES:

Pictures of the alleged violation at the subject property, Chapter 10 of the Fluvanna
County Code

REVIEWS COMPLETED:

Legal Finance Purchasing HR Other

X
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GARBAGE, REFUSE AND WASTE 2-18-16

Chapter 10
GARBAGE, REFUSE AND WASTE

Article 1. Trash, Garbage, Etc., on Private Property.

10-1-1. Duty of owners to remove; certain accumulations unlawful.

10-1-2. Removal of unlawful substances upon notice; mailing and posting notice.
10-1-3. Removal by board upon failure of owner to comply with notice - - Generally.
10-1-3.1. Same - - Cost of removal - - Liability of owner.

10-1-3.2. Same - - Same - - Constitutes lien against property.

10-1-4. Penalty for violation of article.

Article 2. Disposal, Storage, Etc., of Solid Waste and Tires.

10-2-1. Compliance with Virginia Waste Management Act - - Solid waste disposal, etc.
10-2-2. Same - - Stockpiling tires; maximum number of tires permitted.

10-2-3. Compliance with zoning ordinance.

10-2-4. "Stockpiling of tires" defined.

10-2-5. Construction of article.

111
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GARBAGE, REFUSE AND WASTE 2-18-16

Chapter 10
GARBAGE, REFUSE AND WASTE!

Article 1. Trash, Garbage, Etc., on Private Property.?
Sec. 10-1-1. Duty of owners to remove; certain accumulations unlawful.

The owners of property within the county shall, from time to time, remove therefrom
any and all trash, garbage, refuse, litter and other substances which might endanger the health
or safety of other residents of the county. It shall be unlawful for the owner of any property in
the county to allow any such accumulation of such material as the board of supervisors shall
determine, from time to time, might endanger the health of other residents of the county.

Sec. 10-1-2. Removal of unlawful substances upon notice; mailing and posting notice.

Every owner of property in the county shall remove therefrom such trash, garbage,
refuse, litter and other like substances which shall be determined by the board to be unlawful
as provided in this article. The board shall notify such owner of such determination, in
writing, specifying particularly the measures needed to eliminate such illegality and further
specifying the time within which such measures are to be taken. Such notice shall be mailed,
by first class mail, to the address of such owner as shown on the tax records of the county and
shall, in addition, be posted in a conspicuous place on the property complained of.

Sec. 10-1-3. Removal by board upon failure of owner to comply with notice - -
Generally.

The board of supervisors may cause to be removed any and all trash, garbage, refuse,
litter and other like substances found to be unlawful as provided in this article, as to which the
owner of such property, after notice as provided by Section 10-1-2 of this Code, and a
reasonable time to comply therewith, shall have failed to do so.

! For state law as to Virginia Waste Management Act, see Code of Va., § 10.1-1400 et seq.
As to authority of county with regard to solid and hazardous waste management, see Code of
Va., § 15.2-1800.

2 For state law as to authority of county to provide for removal of trash, garbage, etc., from
private property, see Code of Va., 8§ 15.2-901.

112
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GARBAGE, REFUSE AND WASTE 2-18-16
Sec. 10-1-3.1. Same - - Cost of removal - - Liability of owner.

In the event that the board shall take action under Section 10-1-3 of this Chapter, the
cost or expenses thereof shall be charged to and paid by the owner of such property and may
be collected by the county as taxes and levies are collected.

Sec. 10-1-3.2. Same - - Same - - Constitutes lien against property.®

Every charge authorized by this article with which the owner of any such property
shall have been assessed and which remains unpaid shall constitute a lien against such
property. (Ord. 11-18-15)

Sec. 10-1-4. Penalty for violation of article.®

In addition to the foregoing provisions of this article, the owner of any property which
shall be determined by the board to be unlawful as provided hereinabove who shall fail to
correct the condition within such reasonable time as may be required by the board as provided
by this article, shall be deemed to be in violation hereof and shall be liable to a fine of fifty
dollars ($50) for the first violation, or violations arising from the same set of operative facts.
The fine for subsequent violations not arising from the same set of operative facts within the
twelve (12) months of the first violation shall not exceed two hundred dollars ($200). Each
business day during which the same violation is found to have existed shall constitute a
separate offense. Violations arising from the same operative facts shall not result in penalties
exceeding $3,000 in a twelve (12) month period.

First Violation - $50
Subsequent Violations (or business days of noncompliance) - $200/per
$3,000 maximum per twelve (12) month period

Article 2. Disposal, Storage, Etc., of Solid Waste and Tires.

Sec. 10-2-1. Compliance with Virginia Waste Management Act - - Solid waste disposal,
etc.

It shall be unlawful for any person to dispose of, treat or store solid waste in the

¥ As to manner in which liens may be enforced, see Code of Va., §§ 58.1-3965 et seq. and
58.1-3940 et seq.

4 As to county authority to assess a fine for violations, see Code of Va., § 15.2-901.
113
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GARBAGE, REFUSE AND WASTE 2-18-16
county except in accordance with the provisions of the Virginia Waste Management Act
(chapter 14, Title 10.1 of the Code of Virginia). Any person who shall dispose of, treat or
store any solid waste, without a permit as required by such act, shall be deemed to be in
violation of this article.

Sec. 10-2-2. Same - - Stockpiling tires; maximum number of tires permitted.”

No person shall stockpile tires in the county except in accordance with the provisions
of the Virginia Waste Management Act. In addition to the foregoing, no person shall
stockpile more than five hundred (500) tires at any time, regardless of purpose or origin.
(Ord. 11-18-15)

Sec. 10-2-3. Compliance with zoning ordinance.

No person shall dispose of, treat or store solid waste, including, but not limited to, the
stockpiling of tires, except in accordance with Chapter 22 of this Code.

Sec. 10-2-4. "Stockpiling of tires' defined.

For purposes of this article, the term "stockpiling of tires” shall include placing of tires
as provided in the Virginia Waste Management Act.

Sec. 10-2-5. Construction of article.

Nothing contained in this article shall be construed to preempt or otherwise inhibit the
application of any other provision of law.

> As to state law regarding stockpiling tires, see Code of Va., §§ 10.1-1418.2—1418.5.

114
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FLUVANNA COUNTY BOARD OF SUPERVISORS
AGENDA ITEM STAFF REPORT

MEETING DATE: 10-5-2016

AGENDA TITLE: Update of Treasurer’s Office Position Descriptions

I move to approved the updated position descriptions and grade change for
the following positions:
e Deputy Treasurer |, Job Class 1411, Pay Band 9

MOTION(s):
(s) e Deputy Treasurer I, Job Class 1420, Pay Band 10

e Deputy Treasurer lll, Job Class 1430, Pay Band 11

e Chief Deputy Treasurer, Job Class 1851, Pay Band 14 to Pay Band 17

Yes No .
STRATEGIC INITIATIVE? If yes, list initiative(s):

X
Public Hearing | Action Matter Presentation | Consent Agenda Other

AGENDA CATEGORY: X
STAFF CONTACT(S): Gail Parrish, HR Manager; Linda Lenherr, Treasurer
PRESENTER(S): Gail Parrish, HR Manager

RECOMMENDATION: approval

TIMING: 10-05-2016

With the implementation of MUNIS in the Treasurer’s office, many processes and
procedures have changed. Part of the changes required evaluating and updating all
position descriptions.

All job descriptions have been reviewed and updated by the Treasurer’s office staff,
DISCUSSION: the Treasurer, and Human Resources. No recommendation has been made to
reclassify or change a pay band for Deputy Treasurer |, I, or lll. The recommended
band change for the Chief Deputy Treasurer is required to meet the new DOL
Exempt employee qualifications and is included in the new Pay Plan Schematic.

No salary changes are recommended.

FISCAL IMPACT: $0.00

POLICY IMPACT: N/A

LEGISLATIVE HISTORY: | N/A

ENCLOSURES: Position Descriptions

Legal Finance Purchasing HR Other

REVIEWS COMPLETED:
X Treasurer
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Fluvanna County, Virginia
Department of Administration
Job Description

POSITION NAME - Class #1451

FLSA Status:  Exempt

Pay Grade: 1417

Job Title ID: Chief Deputy Treasurer
Reports To: Treasurer

Summary:

Plans, organizes, manages, and participates in all daily opefations and activities of the Treasurer’s Office to
ensure that all statutory functions of the Treasurer’s office are accomplished. Thelemployee assists in the
overall administration, policies and procedures. This(position works under general'supervision and is given
considerable latitude for independent judgment, initiative'and resourcefulness on both technical and
administrative matters. The employee is expected to adapt existing pelicies and proceduresyto specific
situations, and in developing new or improwved techniques and methods of obtaining effective results and
overcoming unusual problems.

Work involves the tracking of public funds, the billing,;maintenance and balancing of the County’s tax
receivables and the filling for Compensation Board, reimbursements. Work also involves specialized preparation
and maintenance of complexfcomputer programs and operational reutines for data processing systems.
Employee is responsible for gathering and analyzing data and preparingivarious daily and monthly reports.
Reports to the Treasuret.

Essential Functionsin(rhis list represents the'essential tasks performed by the position. Employees may be
assigned additional duties by the Treasurer as required)

Manages-assigned operationsto achieve goals within budgeted funds and available personnel. Plans and

organizes workleads and staff assignments, reviews progress, directs change in priorities and schedules as
needed to assure work is performed ina timely‘and efficient manner according to appropriate guidelines,
procedures, and legabregulations.

Responds to phone messages, emails and addresses problems, and other concerns of taxpayers.

Assists in the overall administration'and management of the office. Assists in the development and
implementation of department goals, objectives, procedures, and short and long-range plans.

Bills, maintains, and balances the County’s tax receivables. Plans, creates, prints, and mails billings using postal
service guidelines to achieve cost effectiveness. Supervises the collections of delinquent taxes.

Receives and processes payments for personal property and real estate taxes; dog tags, permits and other fees;
and posts FUSD water payments to accounts. Counts and verifies cash and checks and balances cash drawers.

Processes office deposits and prepares bank deposits.

Maintains mortgage accounts and generates and assists in mailing real estate and personal property bills.
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Oversees and maintains computer applications. Assists with the installation and maintenance of office
equipment.

This employee oversees and supervises the general office operations and the Deputy Treasurer | and Deputy
Treasurer |l staff members. Provides training and motivation of subordinates in order to make full use of
individual capabilities and to meet changing system demands. Supervises by determining or interpreting work

procedures, assigning specific duties, maintaining harmonious relations, and promoting efficiency.

Assists external auditors during the County’s annual audit. Provides financial reports, schedules, and
information for preparation of the Comprehensive Annual Financial Report.

Assumes responsibilities of the Treasurer and other staff within thée office in their absences. Performs the duties
of the Treasurer in his/her absence as assigned.

Assists with overall enforcement of the standards of publi€ safety or health ofistaff and others of the general
public.

Assist Treasurer on various projects and tasks as needed. Performs other related workiassequired.

Required Knowledge, Skills and Abilities:

Requires ability to analyze and interpret fiscalhand aceounting data“and,to prepare appropriate statements and
reports; ability to operate standard office, word processing'and data processing equipment and systems; ability to
understand and follow oral and written instructions; ahilityy.to establishy and maintain effective working
relationships with associates'and the general public.

Acceptable Education, Experience, and Training:

Any combination of education and experiéhce, equivalent to 5 years relevant experience in Finance, Business
Administration or related, field and one year of supervisory_onmanagement responsibilities; excellent computer
skills; famiiliarity with governmentaltaceounting and reperting; or any equivalent combination of training and
experience which provides the requiredknowledge, skills'and abilities.

Preferred Qualifications:

e Associate degree in financej business administration or related field.
e Experience'in government setting

e Master Government Deputy /Treasurer certification

Working Conditions and Physical Requirements:

This is sedentary work requiring the exertion of up to 10 pounds of force occasionally, and a negligible amount
of force frequently or constantly to move objects; work requires fingering, grasping, and repetitive motions;
vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is
required to perceive information at normal spoken word levels; visual acuity is required for preparing and
analyzing written or computer data, operation of machines, determining the accuracy and thoroughness of
work, and observing general surroundings and activities the worker is not subject to adverse environmental
conditions.
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Special Requirements

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks.

Post Offer Requirements

e Background check

Recommended by: Approved as to form:

Linda Lenherr, Treasurer Gail Parrish, HR Manager

9-26-2016 9-26-2016

Constitutional Officer Date Human Resources M unty Administrator Date

Approved by Board of Supervisors on
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Fluvanna County, Virginia
Department of Administration
Job Description

Deputy Treasurer | - Class 1411

FLSA Status:  Non-Exempt/Exempt
Pay Grade: 9

Job Title ID: Deputy Treasurer |
Reports To: Chief Deputy Treasurer

Summary

Performs responsible skilled clerical work assisting with the easurer’s Office; does related

work as required. Work is performed under regular supe

Essential Functions

> ills, and other fees
> ists walk-in
>

>

>

>

>

>

> .

> icks up/drops off mail daily at Post Office

>

>

>

>

>

>

General knowledge of the principles underlying the laws, ordinances and regulations governing the operations of
the Treasurer’s Office: general knowledge of the principles, methods and practices of accounting; some
knowledge of business and office practices; ability to analyze and interpret fiscal and accounting data and to
prepare appropriate statements and reports; ability to operate standard office; word processing and data entry
equipment; ability to understand and follow oral and written instructions; ability to establish and maintain
effective working relationships with associates and the general public.
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Acceptable Education, Experience, and Training

Any combination of education and experience equivalent to graduation from high school and some experience
involving customer service.

Preferred Qualifications
e Experience in government setting

Working Conditions and Physical Requirements

This is sedentary work requiring the exertion of up to 10 pounds of f
force frequently or constantly to move objects; work requires fin
communication is required for expressing or exchanging ideas
to perceive information at normal spoken word levels; vis
written or computer data, operation of machines, determi
observing general surroundings and activities; the wo

casionally, and a negligible amount of
ping, and repetitive motions; vocal
spoken word; hearing is required
preparing and analyzing
ghness of work, and

not subject to adverse nmental conditions.

Special Requirements

None

Reasonable accommodations may be made to ilities to perform the essential tasks.

Post Offer Requireme

e Background check

Approved:

proved as to

{uman Resources Manager Date | County Administrator Date
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Fluvanna County, Virginia
Department of Administration
Job Description

Deputy Treasurer Il — Class 1420

FLSA Status:  Non-Exempt/Exempt
Pay Grade: 10

Job Title ID: Deputy Treasurer Il
Reports To: Chief Deputy Treasurer

Summary

Performs responsible skilled clerical work assisting with the
work as required. Work is performed under regular supervi

easurer’s Office; does related

Essential Functions

> Receives and processes payments for Persona tility bills, and
other fees
Answers calls from citizens, answel I es information; greets and assists
walk-in customers

Y

Checks for paid
Oversees debt s
Helps Deputy
Processe

VVVVVVVYVYVVYVYYYVYYYVY

Required Knowledge, Skills and Abilities

General knowledge of principles underlying the laws, ordinances and regulations governing the operations of the
Treasurer’s Office; general knowledge of the principles, methods and practices of accounting; some knowledge of
business and office practices; ability to analyze and interpret fiscal and accounting data and to prepare appropriate
statements and reports; ability to operate standard office, word processing and data entry equipment; ability to
understand and follow oral and written instructions; ability to establish and maintain effective working
relationships with associates and the general public.
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Acceptable Education, Experience, and Training

Any combination of education and experience equivalent to 3 years relevant experience as a Deputy Treasurer or
work experience of 5 years in a related field.

Preferred Qualifications
e Experience in government setting

Working Conditions and Physical Requirements

asionally, and a negligible amount of

sping, and repetitive motions; vocal

spoken word; hearing is required

r preparing and analyzing

ughness of work, and
ironmental conditions.

This is sedentary work requiring the exertion of up to 10 pounds of f
force frequently or constantly to move objects; work requires fin
communication is required for expressing or exchanging ideas
to perceive information at normal spoken word levels; visu
written or computer data, operation of machines, determi
observing general surroundings and activities, the wo

not subject to adverse

Special Requirements

None

Reasonable accommodations may be made tc ilities to perform the essential tasks.

e Background check

Recomme by: 3 : Approved:
r, Treasurer i

9-26-201¢€

Agency Head yurces Manager Date | County Administrator Date

Approved by Board
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Fluvanna County, Virginia
Department of Administration
Job Description

Deputy Treasurer Ill — Class 1430

FLSA Status:  Non-Exempt/Exempt
Pay Grade: 11

Job Title ID: Deputy Treasurer ll|
Reports To: Treasurer

Summary

Performs difficult skilled level clerical work assisting with the Treasurer’s Office; does related

work as required. Work is performed under regular superyi

Essential Functions

> Responsible for receipt and disbursement of Sh

> Run end of month and annual a monthly basis

» Performs monthly reconciliatio ' [ t accounts for the county and PREP
> d helps resolve issues

> Receives and processes : ¢ state taxes, dogs tags and other

fees
> Answers calls ation and handles problems
» Counts and veri ; ces cash drawer
> r title companies and attorneys
> bills
>
>
> bank deposits
> tgoing mail; picks up mail from Post Office
> nce tasks; answers telephone; greets and assists walk-in customers
>
» Printing and pro
» Assists with all off g and record keeping
» Assist Treasurer on various projects as needed
» Performs related tasks as required
» Works with County Attorney on delinquent taxes and payments
» Works with Chief Deputy Commissioner on Munis problems
» Provides Treasurer with monthly Financial Report for Board of Supervisors
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Required Knowledge, Skills and Abilities

General knowledge of the principles underlying the laws, ordinances and regulations governing the operations of
the Treasurer’s Office; general knowledge of the principles, methods and practices of accounting; some
knowledge of business and office practices; ability to analyze and interpret fiscal and accounting data and to
prepare appropriate statements and reports; ability to operate standard office, word processing and data entry
equipment; ability to understand and follow oral and written instructions; ability to establish and maintain
effective working relationships with associates and the general public.

Acceptable Education, Experience, and Training

Any combination of education and experience equivalent to 5 nt experience in Treasurer’s Office or

related field.

Preferred Qualifications
e Degree in Finance, accounting, or business a
e Experience in government setting

force frequently or constantly to move objects ingeri ing, and repetitive motion; vocal
communication is required for expressing or exc i spoken word; hearing is required
to perceive information at ; : i preparing and analyzing
written or computer dat ; achi i > acCl and thoroughness of work, and
observing general surro 1 ; i adverse environmental conditions.

Special Requi

duals with disabilities to perform the essential tasks.

e Background ct

Recommended by: Approved as to form: Approved:

Linda Lenherr, Treasurer Gail Parrish 9/26/2016

9/26/2016

Agency Head Date Human Resources Manager Date | County Administrator Date

Approved by Board of Supervisors on
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FLUVANNA COUNTY BOARD OF SUPERVISORS
AGENDA ITEM STAFF REPORT

MEETING DATE:

October 5, 2016

AGENDA TITLE: Position Description change for Children Services Act (CSA) position.
I move to approve the following position description revisions and pay
band changes:

MOTION(s):

e FROM: CSA Manager — Position 1351, band 17, $47,476
e TO: CSA Coordinator — Position 1351, band 14, $40,040

Yes No .
STRATEGIC INITIATIVE? If yes, list initiative(s):
Public Hearing | Action Matter Presentation | Consent Agenda Other
AGENDA CATEGORY: X
STAFF CONTACT(S): Gail Parrish, HR Manager; Eric Dahl, Deputy County Administrator
PRESENTER(S): Gail Parrish, HR Manager
RECOMMENDATION: approval
TIMING: 10/5/2016
Due to the retirement of the CSA Manager, a review of the position description and
the needs of the County in regards to the mandated position were made. After
discussions with the agencies, school system and social services departments that
this position works with, the updated job description was developed to most closely
DISCUSSION: meet the needs of the county for this position.

After a review of the proposed job description, the classification of this position
would be to move it from a CSA Manager position, band 17 - exempt (start salary of
$47,476) to a CSA Coordinator position, band 14 — non-exempt (start salary of
$40,040).

FISCAL IMPACT:

POSITION PAY BAND BU(DW(;E;:EanSMT MIN RATE 15% from MIN
CSA Manager 17 74,959.50 47,476.00 54,308.00
CSA Coordinator 14 40,040.00 46,046.00
Annual (SAVINGS)/COST -7,436.00 -8,262.00
WITH FRINGE -8,997.56 -9,997.02

Cost/Savings for FY17

(17,674.07) (12,829.23)

POLICY IMPACT:

N/A
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LEGISLATIVE HISTORY:

ENCLOSURES: Draft CSA Job Description
Legal Finance Purchasing HR Other
REVIEWS COMPLETED: X X COAD; DSS;
School Admin.
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Fluvanna County, VIRGINIA

Department of Administration R AF

Job Description

CHILDREN’S SERVICE ACT (CSA) COORDINATOR - #1351

FLSA Status:  Non-Exempt

Pay Grade: 14

Job Title ID: 1351

Reports To: Deputy County Administrator / Finance Director

SUMMARY

The Children’s Services Act (CSA) Coordinator serves as coordinator and primary program administrative support
for CSA functions in the County. The Coordinator performs responsible, professional, and administrative work
coordinating the CSA program, preparing and maintaining files and records, reviewing and processing bills for
payment of services, and handling sensitive, confidential, possibly contentious and controversial information.
Serves as a liaison between CSA and various other local and state agencies. Performs work under the general
supervision of the Deputy County Administrator with latitude for independent judgement.

ESSENTIAL FUNCTIONS

o Works closely with various stakeholders to include: agency case managers in social services, health, schools,
mental health, and court services to develop cost effective programs with an emphasis on home, family and
community involvement and collaboration.

e Monitors compliance with utilization management principles and CSA policies and procedures.

« Facilitates family involvement through knowledge of program while working collaboratively to encourage
family involvement and financial responsibility, including parental co-payment and assumption of all
responsibility in a timely manner.

« Maintains confidential client records and administrative files for cases considered by the Family Assessment
and Planning Team (FAPT) and Community Policy Management Team (CPMT) teams; maintains CSA cases
database.

« Provides ongoing training and education case managers on CSA records, procedures, and requirements.

e Develops formats for forms, case reports, financial reports and records consistent with current policy and
procedures; maintains databases and financial records using the following software and online platforms:
Thomas Brothers, Munis and the Office of Children’s Services.

e Evaluates documentation provided by service providers to monitor compliance and completion of
paperwork.

e Reviews the cost effectiveness of services; monitors client progress; prepares grant applications and
administers awarded grants.

o Maintains a list of all services currently available to children and families.

e Serves as Chairperson and member of the FAPT.

o Serves as Chairperson and member of the CPMT; coordinates the fiscal management supporting each client’s
service program.

« Serves as local administrator for CANS (Child and Adolescent Needs and Strengths) assessment; mandatory
uniform assessment instrument for all children, youth and families receiving services funded by the
Comprehensive Services Act (CSA).

o Prepares agendas for the CMPT and FAPT meetings; maintains accurate records of the meetings.

o Keeps CPMT and FAPT members aware of local and state funding levels and the need to contain and reduce
the cost of services.
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o Informs CPMT and FAPT of all training dates and locations, provides orientation briefings and assistance to new
CPMT and FAPT members.

« Develops, maintains, and revises procedures for new and current case managers on FAPT process.

o Assists and provides professional and collaborative feedback to all stakeholders for successful outcomes for
students and families.

o Revises CPMT and FAPT policies and procedures as needed for efficiency and consistency, in keeping with state
CSA guidelines and Virginia state laws.

o Prepares and submits a variety of reports as required to the state and county in compliance with OCS
requirements.

o Oversees community service program for assigned youth; serves on youth related committees such as Youth
Advisory Council, Interagency Council, Teens GIVE advisory committees.

o Attends CSA regional and statewide meetings.

o Prepares annual budget requests for CSA Program in concert with the Deputy County Administrator.

« Manages annual budget expenditures, tracks funds status, and codes accounts payable for payment.

o Performs related tasks as required.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES

o General knowledge of the human services system with specialized knowledge of at least one program area
related to the Children’s Services Act (e.g. foster care, mental health, special education, juvenile justice, local
government, families).

o Knowledge regarding a children’s services system of care philosophy and values.

o Knowledge of government structure, operation and regulatory functions.

o Knowledge and ability to develop and manage a program budget.

o Knowledge of local community resources and services available to assist at risk youth and their families.

o Ability to establish and maintain effective working relationships with individuals in a diversity of roles, such as
families, colleagues, agencies vendors, consultants and state and local government officials.

o Ability to maintain detailed confidential and fiscal information in a secure manner.

« Ability to collect, organize and report data.

o Ability to develop meaningful measurable outcomes to provide feedback to the Community Policy and
Management Team (CPMT), Family Assessment and Planning Team (FAPT) and other interested local parties
on the operation of the CSA program.

o Ability to think critically and creatively to resolve problems in the service delivery system.

« Ability to research, locate and develop additional services to meet identified needs of at-risk youth in the
community.

« Ability to plan, organize, facilitate and/or deliver both routine and specialized training.

o Ability to handle multiple concurrent tasks, projects and responsibilities.

o Demonstrated skills and ability in providing leadership in a team environment.

o Excellent interpersonal skills which demonstrate respect for others.

o Excellent organizational and time management skills, including the ability to prioritize tasks.

o Excellent communications skills, both oral and written with the ability to reach a variety of audiences.

e Proficient in the use of Microsoft Outlook, Word, Power Point and Excel software.

ACCEPTABLE EDUCATION, EXPERIENCE, AND TRAINING
Any combination of education and experience equivalent to a Bachelor’s degree in public administration or
human services, as well as a minimum of five years’ experience in increasingly responsible administrative work.

Prefer administrative work experience in government functions.

WORKING CONDITIONS AND PHYSICAL REQUIREMENTS
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This is sedentary work requiring the exertion of up to 10 pounds of force occasionally, and a negligible amount
of force frequently or constantly to move objects; work requires fingering, grasping, and repetitive motions;
vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is
required to perceive information at normal spoken word levels; visual acuity is required for preparing and
analyzing written or computer data, operation of machines, determining the accuracy and thoroughness of
work, and observing general surroundings and activities; the worker is not subject to adverse environmental
conditions. Must be available to work occasional special community meetings and gatherings.

POST-OFFER REQUIREMENTS

e Background check

Recommended by: Approved as to form: Approved:

Eric Hess Gail Parrish Steven M. Nichols
Director/Department Head Human Resources Manager County Administrator
Date: 9/21/2016 Date: 9/21/2016 Date: 9/21/2016

Approved by Board of Supervisors on
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FLUVANNA COUNTY BOARD OF SUPERVISORS
AGENDA ITEM STAFF REPORT

MEETING DATE:

October 5, 2016

AGENDA TITLE:

Clerk to the Board Position Upgrade

MOTION(s):

I move to approve the following position description revision and grade
change:

FROM:

e Administrative Assistant / Clerk to the Board, Pay Band 13, $37,440
TO:

e Executive Assistant / Clerk to the Board, Pay Band 17, $47,476

With the change to be effective October 9, 2016, and increased funding
change to come from the existing FY17 County Administration Personnel
budget.

TIED TO STRATEGIC Yes No If yes, list initiative(s):
INITIATIVES? X yes, '
Public Hearing | Action Matter Presentation | Consent Agenda Other
AGENDA CATEGORY:
XX
STAFF CONTACT(S): Steve Nichols, County Administrator
PRESENTER(S): Gail Parrish, Human Resources Manager
RECOMMENDATION: Approval.
TIMING: Current.
Several recent changes have substantially impacted the current Administrative
Assistant / Clerk to the Board position:
e The BOS eliminated the second administrative position in the County
Administrator’s office effective July 1, 2016.
e Significant changes were made to Public Records Administration and FOIA
DISCUSSION: requirements beginning in FY17.

As a result, the Clerk assumed additional administrative duties due to loss of the
Program Support Assistant position and has also been appointed as County
Administration Records Administrator and FOIA Officer.
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CURRENT POSITION:
Administrative Assistant / Clerk to the Board (#1190)
Pay Band 13
NON-EXEMPT position SUBJECT to overtime payments
Current Pay Band 13 Base Salary: $37,440
Current Salary: $41,720

Current Employee Pay w/Overtime: $46,314

PROPOSED POSITION:
Executive Assistant / Clerk to the Board (#1190)
Pay Band 17
EXEMPT position NOT subject to overtime payments
Proposed Pay Band 17 Base Salary: $47,476

Attached Position Description has been updated to reflect the new requirements.

NOTE:
The cost of the proposed change from PB-13 to PB-17 is less than the planned 3%
December pay increase of 51,252 plus benefits.

If position change is approved, the employee will not be included in the December
2016 Pay Raise Plan.

e ~5$1,000 increase above current payroll (but less than planned Dec 2016 pay
raise).

e Funds to come from existing FY17 County Administration Personnel budget.

e The new position will be effective on October 9, 2016.

FISCAL IMPACT:

POLICY IMPACT: N/A

LEGISLATIVE HISTORY: | N/A

ENCLOSURES: Current and new Position Descriptions

Legal Finance Purchasing HR Other
XX

REVIEWS COMPLETED:
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ADMINISTRATIVE ASSISTANT/ CLERK TO THE BOARD - 1091

GENERAL DEFINITION OF WORK:

Performs complex skilled clerical and responsible administrative work for the County
Administrator, members of the Board of Supervisors and other County officials; does related work
as required. Work is performed under general supervision. Supervision may be exercised over
subordinate personnel.

ESSENTIAL FUNCTIONS/TYPICAL TASKS:

Serving as primary clerical support to the County Administrator and Board of Supervisors;

preparing and maintaining official records and minutes; preparing and maintaining detailed,

complete, official and/or confidential records and files.

(These are intended only as illustrations of the various types of work performed. The omission of

specific duties does not exclude them from the position if the work is similar, related, or a logical

assignment to the position.)

> Performs secretarial duties as requested by the County Administrator and Board of Supervisors.

> Prepares, types and distributes documents, letters and memoranda from typed or handwritten
copy.

> Screens and routes or independently handles telephone calls and walk-in citizens.

> Handles correspondence for County Administrator and Board of Supervisors.

» Coordinates arrangements for meetings, conferences and workshops; notifies participants of
details.

> Attends all regular and/or special meetings of the Board; prepares agendas and minutes for
meetings of the Board of Supervisors; records and indexes minutes and maintains official
minutes book.

> Researches and prepares FOIA requests.

Maintains and schedules appointments; receives visitors for County Administrator.

Completes follow-up work from Board meetings including preparing correspondence, action

reports, extracts of actions and distributes to appropriate officials.

Prepares and maintains official records; updates County Code Book; notarizes contracts, etc.

Operates a variety of office, word and data processing equipment.

Provides assistance to Department heads; codes bills for payment.

Performs payroll for Administrator; prepares payroll summary sheet for Finance Department.

Advises management team members of meetings and general information.

Schedules employee functions and ensures that everything is planned and executed.

Performs related tasks as required.

Y VY

YV V V V V V V

KNOWLEDGE, SKILLS AND ABILITIES:

Comprehensive knowledge of standard office practices and procedures, equipment and office
assistance techniques; thorough knowledge of business English, spelling and arithmetic; general
knowledge of the sections of the Code of Virginia that apply to public advertising for the Board,;
ability to interpret and apply policies and procedures; ability to type, take and transcribe dictation
accurately at a reasonable rate of speed; ability to communicate ideas effectively in both oral and
written forms; ability to work independently in the absence of specific instructions; ability to
meet the public effectively; ability to maintain confidential information; ability to establish and
maintain effective working relationships with County officials, associates and the general public.

EDUCATION AND EXPERIENCE:
Any combination of education and experience equivalent to graduation from high school
supplemented by course work in secretarial science and extensive experience in clerical and
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administrative work.

PHYSICAL REQUIREMENTS:

This is sedentary work requiring the exertion of up to 10 pounds of force occasionally, and a
negligible amount of force frequently or constantly to move objects; work requires fingering,
grasping, and repetitive motions; vocal communication is required for expressing or exchanging
ideas by means of the spoken word; hearing is required to perceive information at normal spoken
word levels; visual acuity is required for preparing and analyzing written or computer data,
operation of machines, determining the accuracy and thoroughness of work, and observing
general surroundings and activities; the worker is not subject to adverse environmental
conditions.

SPECIAL REQUIREMENTS:
None.

Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential tasks.
FLSA Status: [ | Exempt — Executive Discretionary

[ ] Exempt - Professional Compensatory
[ ] Exempt— Administrative Compensatory
X

Non-Exempt
Pay Grade: 12
Approved as to form:
Date

Recommended by:

Department Head Date
Approved:

County Administrator Date

Approved by Board of Supervisors: June 2, 2004.
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FLUVANNA COUNTY, VIRGINIA

Department of Administration R AF

Job Description

EXECUTIVE ASSISTANT / CLERK TO THE BOARD OF SUPERVISORS - # 1091

FLSA Status:  Exempt

Pay Grade: 17

Job Title ID: 1091

Reports To: County Administrator

SUMMARY

The Executive Assistant / Clerk to the Board of Supervisors serves as primary administrative support to the
County Administrator and the Board of Supervisors. Responsible for assisting the Board of Supervisors, handling
sensitive, confidential and controversial information, attending all Board meetings, preparing agendas,
preparing ads and notices for public hearings and job openings, composing and generating correspondence,
notices and reports, assists the County Administrator with special projects, and answering inquiries from the
public. Position serves as the Records Officer (RO) for Board of Supervisors and County departments under the
Virginia State Library and Archives program, as well as Freedom of Information Act (FOIA) Officer for the Board
and County Departments. Performs work under the general supervision of the County Administrator with
considerable latitude for independent judgement. May also exercise supervision over subordinate personnel.

ESSENTIAL FUNCTIONS

The Executive Assistant / Clerk of the Board performs numerous duties in fulfilling its charge to provide support
to the County Administrator, the Board of Supervisors, and information to the public. Performs highly skilled and
complex clerical and administrative work for the County Administrator, members of the Board of Supervisors and
other County officials. The position serves as the clearinghouse for all matters requiring the review or executive
action of the governing authorities of Fluvanna County. The Clerk provides processing and dissemination of all
board directives, policies and laws of the County’s legislative branch, and provides members of the public with
agendas, notices of public hearings, access to public records and the opportunity to attend the open meetings of
the Board of Supervisors and other special County meetings.

Executive Assistant / Clerk to the Board - 70%

o Performs secretarial duties and handles correspondence for the County Administrator and Board of
Supervisors.

« Prepares, types and distributes documents, letters and memoranda from typed or handwritten copy.

« Screens and routes or independently handles telephone calls and walk-in citizens.

« Coordinates arrangements for meetings, conferences and workshops; notifies participants of details.

« Maintains and schedules appointments; receives visitors for County Administrator.

« Attends all Board of Supervisors meetings, recording minutes of decisions, actions and votes. Maintains
permanent records of meetings. Sets up meeting room and notifies members of meeting location. Notifies
appropriate department/agency of action affecting their area.

o Prepares Board agenda and notices for public hearings. Copies information/documents required and
assembles/binds packets for designated members and attendees. Prepares ads/notices for meetings, job
openings within the county.

o Completes follow-up work from Board meetings including preparing correspondence, action reports,
extracts of actions and distributes to appropriate officials.

« Prepares and maintains official records; updates County Code Book; notarizes contracts, etc.
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« Provides assistance to Department heads; advises management team members of meetings and general
information.

¢ In concert with the County Administrator, prepares annual budget requests for Administration, Board of
Supervisors, Reassessment, and County Attorney.

« Manages annual budget expenditures, tracks funds status, and codes accounts payable for payment.

« Manages Administration Department payroll; prepares payroll summary sheet for MUNIS system.

« Assists in scheduling and coordinating employee functions, as well as Board of Supervisors and County
Administrator level awards.

« Manages the County’s Community Service Awards Program; prepares Resolutions and Recognition
Certificates.

« Maintains master database to manage board, commission, and committee member’s information for
appointments and reappointments; prepares associated Board packages for action.

« Distribute, track, collect, and submit Conflict of Interest forms for all Board and commission members as
required by Virginia Conflict of Interest and Ethics Advisory Council and State Code.

« Manages the County website by reviewing information submissions, formatting content, and posting new
and updated information and files.

« Manages Fluvanna Area News (FAN) Mail community email communications system and processes;
determines and manages content; creates and distributes weekly FAN Mail.

« Manages room reservations and county calendars for meeting spaces, etc.

« Performs related tasks as required.

Records Administrator - 20%

« Oversees the County-wide records management program to include the storage, retrieval, retention, and
disposition of public records.

« Ensures that procedures provide direction on complying with mandated records management functions.

« Provides training to, and routinely educates, staff on records management procedures.

« lIdentifies essential and archival records and ensures that those records are properly maintained, protected,
and accessible.

« Coordinates the development of a records emergency response plan for the protection/recovery of records
in the event of a disaster.

« Works with departments, including Information Technology, to identify and implement electronic records
solutions and participate in decisions concerning records reformatting.

« Conducts, coordinates, and records audits to ensure compliance with Library of Virginia—approved records
retention and disposition schedules and agency procedures.

FOIA Officer - 10%
« Serves as the County FOIA Officer and as the point of contact for members of the public in requesting public
records and to coordinate the public body's compliance with the provisions of FOIA
« Researches and prepares responses to FOIA requests.
o Possesses specific knowledge of the provisions of FOIA and receives annual training from the County
Attorney or the Virginia Freedom of Information Advisory Council.
« Maintains posted FOIA rights and responsibilities documents on the County website.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES

« Comprehensive knowledge of standard office practices and procedures, equipment, and office techniques.

« Thorough knowledge of business English, spelling and arithmetic.

o General knowledge of the sections of the Code of Virginia that apply to public advertising for the Board and
legislative processes related to local government.

« Principles and practices of public administration management practices and procedures.
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o Awareness of budget development and management principles, and local government purchasing processes.

o Relevant federal and state laws, county ordinances, and department policies and procedures.

o General laws and administrative policies governing financial practices and procedures.

« Information technology services, including website content management and posting.

e Human relations and communications to instruct, motivate and evaluate professional employees.

o Problem solving; prioritizing and planning; conducting research and preparing reports.

o Operation and use of common office equipment including personal computers and copiers, and job-related
software programs.

« Establish and maintain effective working relationships with the Board, department heads, and the public.

o Meet the public to discuss problems and complaints.

« Interpret and apply policies and procedures; analyze problems and develop specific alternative solutions.

o Communicate ideas effectively in both oral and written forms.

o Work independently and take initiative in the absence of specific instructions.

« Maintain confidential information.

o Plan, organize, direct and evaluate the work of subordinate employees.

o Thrive in fast-paced, high-stress environments.

ACCEPTABLE EDUCATION, EXPERIENCE, AND TRAINING

Any combination of education and experience equivalent to a Bachelor’'s degree in business, public
administration or administrative support technology, as well as a minimum of five years’ experience in
increasingly responsible administrative work. Prefer administrative work experience in local government and
certification as a Certified Municipal Clerk.

WORKING CONDITIONS AND PHYSICAL REQUIREMENTS

This is sedentary work requiring the exertion of up to 10 pounds of force occasionally, and a negligible amount
of force frequently or constantly to move objects; work requires fingering, grasping, and repetitive motions;
vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is
required to perceive information at normal spoken word levels; visual acuity is required for preparing and
analyzing written or computer data, operation of machines, determining the accuracy and thoroughness of
work, and observing general surroundings and activities; the worker is not subject to adverse environmental
conditions. Must be available to work evenings for board meetings and work sessions, as well as occasional
special community meetings and gatherings.

POST-OFFER REQUIREMENTS

e Background check

Recommended by: Approved as to form: Approved:
Department Head Human Resources Manager County Administrator
Date Date: Date:

Approved by Board of Supervisors on
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FLUVANNA COUNTY BOARD OF SUPERVISORS
AGENDA ITEM STAFF REPORT

MEETING DATE: Oct. 5, 2016

AGENDA TITLE: Updated Fluvanna County FY17 Salary Schedule and Schematic List of Classes

I move the Board of Supervisors approve an updated FY17 Salary Schedule
and Schematic List of Classes with the following changes:

¢ Increase the Minimum Base Salary for Pay Band 17 from $47,224 to
$47,476

¢ Increase the Mid-Range Salary for Pay Band 17 from $58,868 to $58,994

e Move the CSA Program Manager, Job Class 1711, from Pay Band 17, to
CSA Coordinator, Job Class 1711, Pay Band 14

MOTION(s): e Move the Administrative Assistant/Clerk of the Board, Job Class 1091,
from Pay Band 13, to Executive Assistant/Clerk of the Board, Job Class
1091, Pay Band 17

e Move the Chief Deputy Treasurer, Job Class 1451, from Pay Band 14 to
Pay Band 17

e Move the Chief Deputy Commissioner of the Revenue, Job Class 1551,
from Pay Band 14 to Pay Band 17

e Move the Chief Deputy Clerk, Job Class 1851, from Pay Band 14 to Pay

Band 17
Yes No .
STRATEGIC INITIATIVE? X If yes, list initiative(s):
Public Hearing | Action Matter Presentation | Consent Agenda Other
AGENDA CATEGORY: X
STAFF CONTACT(S): Gail Parrish, HR Manager
PRESENTER(S): Gail Parrish, HR Manager

RECOMMENDATION: approval

TIMING: October 5, 2016

Every year in October, the HR department reviews and updates the Salary Scale and
Job Class Schematic in relation to any changes in regulations, job market and
position changes.

DISCUSSION: The primary change for the Salary Scale is the new DOL Exempt regulation which
goes into effect December 1, 2016, all exempt employees must make a minimum of
$913 per week or $47,476 annually. The minimum salary for pay band 17, where
the exempt position begin, is $ 47,224 annually, therefore it is proposed to adjust
the pay band 17 up to the DOL Exempt minimum wage. No other minimum or
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maximum adjustment to the Salary Scale is recommended.

Several positions have been reviewed, and new job descriptions have been
presented, these recommendations have been included into the proposed Job Class
Schematic.

The CSA Program Manager position, Pay Band 17, is being changed to CSA
Coordinator, Pay Band 14.

Job descriptions for the Admin. Assistant/Clerk to the Board and the Chief Deputy
positions meet the Exempt status. Recommend moving them to the first band for
Exempt status (17).

FISCAL IMPACT: S0
POLICY IMPACT: N/A
LEGISLATIVE HISTORY: | N/A

ENCLOSURES:

Proposed FY17 Salary Schedule and Schematic List of Classes

REVIEWS COMPLETED:

Legal Finance Purchasing HR Other

X COAD
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Fluvanna County, Virginia CHANGES IN RED
Annual Full-Time Salaries and Hourly Rates (based on 2080 hours per year)
Pay Minimum Mid-Range | Maximum Pay Minimum Mid-Range | Maximum
Band Band
1 $19,240 $22,496 $25,752 16 $45,024 $55,611 $66,198
9.25 10.82 12.38 21.65 26.74 31.83
2 $19,760 $23,589 $27,417 17 $47,476 $58,994 $70,512
9.50 11.34 13.18 22.83 28.36 33.90
3 $20,800 $24,995 $29,190 18 $50,290 $62,690 $75,089
10.00 12.02 14.03 24.18 30.14 36.10
4 $21,320 $26,208 $31,096 19 $53,562 $66,767 $79,972
10.25 12.60 14.95 25.75 32.10 38.45
5 $22,360 $27,735 $33,110 20 $57,040 $71,112 $85,184
10.75 13.33 15.92 27.42 34.19 40.95
6 $24,960 $30,119 $35,278 21 $60,746 $75,724 $90,703
12.00 14.48 16.96 33.59 43.61 43.61
7 $25,584 $31,570 $37,555 22 $64,705 $80,660 $96,615
12.30 15.18 18.06 31.11 38.78 46.45
8 $26,208 $33,108 $40,008 23 $68,915 $85,896 $102,878
12.60 15.92 19.23 33.13 41.30 49.46
9 $27,040 $34,827 $42,614 24 $73,399 $91,489 $109,579
13.00 16.74 20.49 35.29 43.99 52.68
10 $31,200 $38,287 $45,373 25 $71,053 $93,874 $116,696
15.00 18.41 21.81 34.16 45.13 56.10
11 $32,240 $40,285 $48,329 26 $75,670 $99,971 $124,273
15.50 19.37 23.24 36.38 48.06 59.75
12 $34,736 $43,099 $51,461 27 $80,600 $106,476 $132,353
16.70 20.72 24.74 38.75 51.19 63.63
13 $37,440 $46,126 $54,811 28 $85,821 $113,390 $140,959
18.00 22.18 26.35 41.26 54.51 67.77
14 $40,040 $48,741 $59,260 29 $91,416 $120,775 $150,134
19.25 23.43 28.49 43.95 58.06 72.18
15 $41,642 $51,905 $62,169 30 $97,344 $128,612 $159,879
20.02 24.95 29.89 46.80 61.83 76.86
Spec. Seasonal Time Keepers $15.00 per game

Spec. Seasonal Referees $25.00 per game



FY17 SCHEMATIC LIST OF CLASSES

Fluvanna County, Virginia
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Proposed: October 5, 2016
CHANGES IN RED

Annual Full-Time Salaries and Hourly Rates

Pay L Position Title Minimum Mid-Range Maximum Notes
Band Class
NON-EXEMPT POSITIONS
1 $19,240 $22,496 $25,752
$9.25 $10.82 $12.38
8871 Library Aid, PT/Temp
2 $19,760 $23,589 $27,417
$9.50 $11.34 $13.18
1450 Clerk, PT/Temp
1612 Registrar Assistant, PT/Temp
3 $20,800 $24,995 $29,190
$10.00 $12.02 $14.03
3161 Grounds Worker, PT/Temp
8851 Library Assistant, PT/Temp
4 $21,320 $26,208 $31,096
$10.25 $12.60 $14.95
4131 Facilities Assistant/Temp
5 $22,360 $27,735 $33,110
$10.75 $13.33 $15.92
3461 Convenience Ctr Worker/ PT Temp
9999 Camp Counselor, Seasonal
6 $24,960 $30,119 $35,278
$12.00 $14.48 $16.96
3431 Convenience Center Manager
4132 Museum Attendant (PT)
6111 Records Administrator
6112 Receptionist, PT/Temp
7 $25,584 $31,570 $37,555
$12.30 $15.18 $18.06
1611 Assistant Registrar
3171 Maintenance Worker
8831 Library Clerk (FT)
8 $26,208 $33,108 $40,008
$12.60 $15.92 $19.23
4111 Recreation Program Specialist
9 $27,040 $34,827 $42,614
$13.00 $16.74 $20.49
1123 Program Support Assistant, PT/Temp
1411 Deputy Treasurer |
1811 Deputy Clerk |
2011 Program Support Assistant - Building Inspections
3151 Maintenance Technician
3611 Utilities System Operator - Trainee
6211 Communications Officer (911 Center)
6221 Communications Officer, PT Temp (911 Center)
10 $31,200 $38,287 $45,373
$15.00 $18.41 $21.81
1021 Senior Program Support Assistant - Public Works
1022 Senior Program Support Assistant - Planning
1420 Deputy Treasurer Il
1531 Deputy Commissioner Il - IT Specialist
1531 Deputy Commissioner Il
1821 Deputy Clerk Il
2016 Secretary/Receptionist
11 $32,240 $40,285 $48,329
$15.50 $19.37 $23.24
1051 Administrative Program Specialist - Parks & Rec
1052 Administrative Assistant - Sheriff
1321 Financial Services Technician



Pay L) Position Title Minimum Mid-Range Maximum
Band Class
1430 Deputy Treasurer Il
1511 Deputy Commissioner Il - Mapping Technician
1831 Deputy Clerk 11l
3531 Utilities System Operator
6251 Communications Supervisor (911 Center)
12 $34,736 $43,099 $51,461
$16.70 $20.72 $24.74
3181 Facilities Maintenance Specialist
3371 Grounds Supervisor
3391 Buildings Supervisor
3631 Utilities Specialist
4151 Programs Supervisor
6281 Operations Coordinator (911 Center)
6512 Accreditation Manager, PT
13 $37,440 $46,126 $54,811
$18.00 $22.18 $26.35
1081 Paralegal/Legal Assistant
2111 Codes Inspector - Code Enforcement Officer 84 hr per pay Minimum
3431 Convenience Ctr. Mgr - Recyle Coordinator Non-LEO Cert LEO Cert
6511 Deputy Sheriff - Patrol, Courts, ACO, SRO $37,440 $39,312
- 84 hr per pay period positions/ OT at 86 hrs $17.14 $18.00
14 $40,040 $48,741 $59,260
$19.25 $23.43 $28.49
1451 Chief Deputy-Freasurer
1711 CSA Coordinator
Aoed ChierDeonm e Chel
2211 Codes Inspector - Building & Site Inspector
2350 Planner
6551 Deputy Sheriff - Investigator
15 $41,642 $51,905 $62,169
$20.02 $24.95 $29.89
1381 Purchasing Officer
1122 IT Systems Engineer
1711 Victim/Witness Manager
2112 Codes Inspector - E&S Plans Reviewer
3550 Water System Supervisor
6571 Deputy Sheriff - Sergeant of Investigations
6571 Deputy Sheriff - Sergeant
16 $45,024 $51,905 $66,198
$21.65 $24.95 $31.83
2351 Senior Planner
6591 Deputy Sheriff - Lieutenant
EXEMPT POSITIONS
17 $47.224 $58.868 $70,512
22,70 28:30 $33.90
1091 Executive Assistant / Clerk to the Board $47,476 $58,994
B354 CEA-Progrem-Manager $22.83 $28.36
1385 Management Analyst
1451 Chief Deputy Treasurer
1551 Chief Deputy Commissioner of the Revenue
1851 Chief Deputy Clerk
18 $50,290 $62,690 $75,089
$24.18 $30.14 $36.10
1130 Human Resources Manager
1600 Registrar
2250 Building Official
3680 Assistant Public Works Director
6291 Director of Communications (911 Center)
6651 Deputy Sheriff - Captain, Administration
8800 Library Director
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Notes

Remove (Move from 13 to 17)

Remove (Move from 14 to 17)
Remove (Move from 14 to 17)
Add (Move from 17 to 14)

Remove (Move from 14 to 17)

Add (Move from 13 to 17)
Remove (Move from 17 to 14)

Add (Move from 14 to 17)
Add (Move from 14 to 17)
Add (Move from 14 to 17)



Pay L) Position Title Minimum Mid-Range Maximum
Band Class
9410 Emergency Services Coordinator
19 $53,562 $66,767 $79,972
$25.75 $32.10 $38.45
20 57,040.00 71,112.00 85,184.00
$27.42 $34.19 $40.95
6671 Deputy Sherif- Captain, Field Operations
21 $60,746 $75,724 $90,703
$29.20 $36.41 $43.61
1120 Director of Information Technology
4290 Director of Parks and Recreation
22 $64,705 $80,660 $96,615
$31.11 $38.78 $46.45
2390 Planning and Zoning Administrator
23 $68,915 $79,252 $102,878
$33.13 $38.10 $49.46
1000 Director of Community & Economic Development
3690 Director of Public Works / County Engineer
24 $73,399 $91,489 $109,579
$35.29 $43.99 $52.68
1191 Deputy County Administrator/ Finance Director
25 $74,605 $95,651 $116,696
$35.87 $45.99 $56.10
1750 Assistant Commonwealth's Attorney
26 $79,454 $91,372 $124,273
$38.20 $43.93 $59.75
1490 Treasurer
1590 Commissioner of the Revenue
1890 Clerk of Circuit Court
6690 Sheriff
27 $84,630 $108,491 $132,353
$40.69 $52.16 $63.63
28 $91,112 $115,535 $140,959
$43.80 $55.55 $67.77
29 $95,987 $123,061 $150,134
$46.15 $59.16 $72.18
30 $102,211 $131,045 $159,879
$49.14 $63.00 $76.86
1790 Commonwealth's Attorney
Notes: Spec. Class Seasonal Time Keepers $15.00 per game

Spec. Class Seasonal Referees

$25.00 per game
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Notes



Summary of FY17 Pay Band / Schematic Changes
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Pa Job . - .
4 Action| Position Title Dept Reason
Band Class
13 1091 | DELETE Administrative Assistant/Clerk to COAD Position change and add'l duties; Pay Band
the Board 13to 17
Positi h f P M t
14 1711 | ADD | CSA Coordinator DCA/Finance | ' _°'on change from Frogram Managerto
Coordinator; Pay Band 17 to 14
Chief Deputy Treasurer
1451 Ch;ef Depﬂty Comr:isioner of the Treasurer All are exempt positions; Move from Pay
14 1551 | DELETE Revenuep y COR Band 14 to 17 meet new Dept of Labor
1851 Chief Deputy Clerk Clerk minimum salary requirement.
Increased the minimum to the new DOL
17 ALL NEW ALL required minimum of $47,476 for Exempt
employees salary
Position change from P M t
17 1351 |DELETE| CSA Program Manager DCA/Finance | ' _°'on change from Frogram Wanagerto
Coordinator; Pay Band 17 to 14
17 1091 ADD Executive Assistant/Clerk to the COAD Position change and add'l duties; Pay Band
Board 13to 17
Chief D ty T
1451 Ch:if szﬂty C;enii:]il;eitr)ner of the Treasurer All are exempt positions; Move from Pay
17 1551 | ADD* Revenuep y COR Band 14 to 17 meet new Dept of Labor
1851 Clerk minimum salary requirement.

Chief Deputy Clerk

* No Employee Salary Adjustment proposed; all current salaries are within the proposed salary ranges.
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Fluvanna County, Virginia CHANGES IN RED
Annual Full-Time Salaries and Hourly Rates (based on 2080 hours per year)
BPae:lyd Minimum Mid-Range | Maximum Bpae;lyd Minimum Mid-Range | Maximum
1 $19,240 $22,496 $25,752 16 $45,024 $55,611 $66,198
9.25 10.82 12.38 21.65 26.74 31.83
2 $19,760 $23,589 $27,417 17 $47,476 $58,994 $70,512
9.50 11.34 13.18 22.83 28.36 33.90
3 $20,800 $24,995 $29,190 18 $50,290 $62,690 $75,089
10.00 12.02 14.03 24.18 30.14 36.10
4 $21,320 $26,208 $31,096 19 $53,562 $66,767 $79,972
10.25 12.60 14.95 25.75 32.10 38.45
S $22,360 $27,735 $33,110 20 $57,040 $71,112 $85,184
10.75 13.33 15.92 27.42 34.19 40.95
6 $24,960 $30,119 $35,278 21 $60,746 $75,724 $90,703
12.00 14.48 16.96 33.59 43.61 43.61
7 $25,584 $31,570 $37,555 22 $64,705 $80,660 $96,615
12.30 15.18 18.06 31.11 38.78 46.45
8 $26,208 $33,108 $40,008 23 $68,915 $85,896 $102,878
12.60 15.92 19.23 33.13 41.30 49.46
9 $27,040 $34,827 $42,614 24 $73,399 $91,489 $109,579
13.00 16.74 20.49 35.29 43.99 52.68
10 $31,200 $38,287 $45,373 25 $71,053 $93,874 $116,696
15.00 18.41 21.81 34.16 45.13 56.10
11 $32,240 $40,285 $48,329 26 $75,670 $99,971 $124,273
15.50 19.37 23.24 36.38 48.06 59.75
12 $34,736 $43,099 $51,461 27 $80,600 $106,476 $132,353
16.70 20.72 24.74 38.75 51.19 63.63
13 $37,440 $46,126 $54,811 28 $85,821 $113,390 $140,959
18.00 22.18 26.35 41.26 54.51 67.77
14 $40,040 $48,741 $59,260 29 $91,416 $120,775 $150,134
19.25 23.43 28.49 43.95 58.06 72.18
15 $41,642 $51,905 $62,169 30 $97,344 $128,612 $159,879
20.02 24.95 29.89 46.80 61.83 76.86
Spec. Seasonal Time Keepers $15.00 per game

Spec. Seasonal Referees $25.00 per game
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FLUVANNA COUNTY BOARD OF SUPERVISORS
AGENDA ITEM STAFF REPORT

MEETING DATE: October 5, 2016

AGENDA TITLE: Deed of Gift from Fluvanna Rescue Squad — 90 Rescue Ln, Palmyra VA 22963

Motion#1: | move the Board of Supervisors approve the Deed of Gift of 90
Rescue Ln, Palmyra, Virginia, 22963 designated on the tax maps of the
County of Fluvanna, Virginia as Tax Map Parcel 30-A-110A, for no
consideration, as a gift only, and authorize the County Administrator to
execute the Deed of Gift, subject to approval as to form by the County

MOTION(s):
(€) Attorney.
Motion#2: | move the Board of Supervisors approve the costs for legal, title
and survey with an amount not to exceed $2,000, with funding to come
from the BOS Contingency.
Yes No .
STRATEGIC INITIATIVE? X If yes, list initiative(s):
Public Hearing | Action Matter Presentation | Consent Agenda Other
AGENDA CATEGORY: X
STAFF CONTACT(S): Eric Dahl, Deputy County Administrator/Finance Director
PRESENTER(S): Eric Dahl, Deputy County Administrator/Finance Director

RECOMMENDATION: Approve

TIMING: Routine

e The Board of Supervisors agreed at their August 17, 2016 meeting to
proceed with the Deed of Gift for the building at 90 Rescue Ln, Palmyra, VA
22963 utilized by Fluvanna Rescue Squad, Inc. and the EMS Contract Crew.

e The County has been in the process of working back and forth with Fluvanna
Rescue Squad, Inc. and attorneys for transferring ownership of the Palmyra
Rescue Building to the County.

e Asurvey has been completed on the property and is being incorporated into
the Deed of Gift.

e All documents have been reviewed and approved by an attorney
representing Fluvanna Rescue Squad, Inc. and the President of Fluvanna
Rescue Squad, Inc.

e Approving the Deed of Gift will formally transfer ownership of the building
located at 90 Rescue Ln, Palmyra VA 22963 to the County of Fluvanna.

e As previously discussed, Public Works has determined that the estimated
costs to get the Palmyra Rescue Building up to standards will cost ~$105K.

e The Board of Supervisors approved $50K for repairs at the September 7,
2016 meeting.

e  Future repair funding will be budgeted in the FY18 CIP.

DISCUSSION:
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Acquiring this property will increase the County ongoing maintenance and utility

FISCAL IMPACT: costs. In addition, there have been some upfront additional costs for legal, title and
survey.
POLICY IMPACT: N/A

LEGISLATIVE HISTORY: | N/A

ENCLOSURES: * Deed of Gift
. Survey
Legal Finance Purchasing HR Other

REVIEWS COMPLETED: XX XX
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