Summary #5

Richland County Health and Human Services
Agenda Item Cover

Agenda Item Name: Approve Updated Position Descriptions

Department HHS Presented By: | Tracy Thorsen
Date of Meeting: | July 9, 2020 Action Needed: | Vote / Resolution
County Board Rule #19
Committee Structure (Finance & Personnel
Disclosure: Open Session Authority: Committee/HHS Board)

Administrative Manual (p.2 Job Description
Requirements)
Date submitted: June 29, 2020 Referred by: Health and Human Services Board

Recommendation and/or action language: Health and Human Services recommends that the following,
position descriptions and titles (if specified) need to be updated as a result of change to the organizational
structure within the department (refer to attached position descriptions):

Administration & Building Operations Unit

Administration & Building Operations Manager (formerly Administrative Supervisor) — Angie Rizner
Confidential Administrative Secretary (2) — Meghan Rohn & Jaymie Bruckner

Secretary — Deb Dittmer

Secretary (35hrs/wk) — vacant

Clerical Assistant II (37.50hrs/wk) — vacant

Business & Financial Services Unit
Business & Financial Services Manager (formerly Manager of Operations) — Robin Hampton
Fiscal Specialist (3) — Kathy Dobbs, Tammy Newberry-Wheelock, Nichole Chitwood

Behavioral Health Services Unit
Business Systems Analyst (formerly Business Systems Supervisor) — Sharon Pasold

Approve revising proposed position descriptions and titles as well as the Definitions section of the
Handbook of Personnel Policies and Work Rules of Richland County and the Richland County Wage Scale
to include position changes, and forward the recommendation onto the Finance & Personnel Committee
and County Board for approval.

Background: During the last few years, the administrative/building operations and business/finance
functions of the Administrative Services Unit have evolved and become more distinctly separate resulting
in the decision to split the unit creating an Administration & Building Operations Unit and a Business &
Financial Services Unit. Although these two new units will have clearly different functions; there will
continue to be significant inter-unit collaboration.

With regard to the changed title of the Business Systems Supervisor position (from supervisor to analyst),
this position was originally created as a “supervisor” position within the Behavioral Health Unit, but even
though this position has an important role in the management structure, it is not appropriate for this position
to supervise the behavioral health professionals.
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Attachments and References:

County Handbook of Personnel Policies and
Work Rules — revise page 4

Administration & Building Operations Manager
position description

Confidential Administrative Secretary position
description

Secretary position description

Clerical Assistant II position description

Business & Financial Services Manager position
description

Fiscal Specialist position description

Business Systems Analyst position description

Financial Review:
(please check one)

In adopted budget Fund Number

Apportionment needed

Requested Fund Number

X | No financial impact

Approval:

et Ay, =

Department Head

Review:

CE

Administrator(ﬁ"E,lected Office (if applicable)
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RICHLAND COUNTY
POSITION DESCRIPTION

Position Title: Administration & Building Operations Manager

Administrative Supervisor Department: Health and Human Services

Reports to: Dircctor Manager-ef Operations Pay Grade: 23 & J

Date: July 9. 2020 January-1:-2018 Hours Per Week: 40

PURPOSE OF POSITION

The purpose of the Administration & Building Operations Manager Administrative-Supervisor
position is to plan, develop, supervise, and evaluate the activities of the Administration &
Building Operations Unit Administrative—Services—Unit, The Administration & Building

Operations Manager Administrative-Supervisor serves as the Health & Human Services’ Clients

Rights Specialist, Complaint Officer and Public Information Officer.

ESSENTIAL DUTIES AND RESPONSIBILITIES

The following duties are normal for this position. These are not to be construed as
exclusive or all-inclusive. Other duties may be required or assigned.

>

Plans, directs, and monitors Administration & Building Operations Unit Administrative
Services-Unit staff in relation to work assignments, supervision, policies and procedures,
annual performance evaluations, and payroll activities. Participates in interview process,
training, coaching, counseling, scheduling, disciplinary action, and reclassifications.
Performs Human Resource functions for the agency; including advertising, interviewing,
skills testing, orientation, conducting background checks, county personnel policy
interpretation, processing of personnel paperwork, payroll, maintaining personnel
database, position descriptions and personnel files. Acts as liaison with employee leasing
agencies.

Assistls Director with Respensible—for Health & Human Services Board meetings.
Arranges meeting logistics, prepares meeting materials and mailings, coordinates takes
meeting minutes and offers presentations when necessary. Forwards agenda items onto
County Administrator. County Clerk and/or Corporation Counsel for further action. Acts
as liaison with Board members.

Oversees—ageney—fiscal-operations:—ineluding —aceounts—payable—accounts—receivable.
payrot—expense-and-revenue-trackingbilling—reconciliations—data-entry—and-other basie
Coordinates the Creates—and-—monitors—annual Health and Human Services provider
contracting process-eontraets; including coordinating Board approval process, developing
and assembling the appropriate contract documents to comply with DHS, DCF, and other
State agency requirements. obtaining appropriate signatures, ensuring all required
documents are received from each provider, proof-ef-insurance—licensure—and-annual
audits and monitoring utilization.

Develops and monitors Assists-with-developing-and-menitoring the Administration &
Building Operations Administrative-Serviees Unit budget.
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Oversees the preparation and distribution of the agency’s Annual Report.

As the Richland County Health & Human Services’ Clients Rights Specialist and
Complaint Officer, the Administration & Building Operations Manager Administrative
Superviser participates in Clients Rights investigations and internal complaint
investigations, recommends solutions, and offers a decision.

Maintains, creates, directs implementation, and monitors compliance of agency-wide and
unit specific policies and procedures.

Responsible for general office maintenance functions; including building maintenance,
repairs, inventory, ordering, and payment of invoices.

Assists the Director with implementing agency-wide initiatives; including posting to
social media outlets in an effort to better inform the public of agency activities.

Assists the County Administrator with a variety of confidential administrative tasks.

Assists with a variety of Health Insurance Portability and Accountability (HIPAA) duties;
including training staff, answering questions, creating forms, and modifying policies.
Represents Richland County Health and Human Services to the community at large
through professional interaction and participation in community advisory groups as
requested.

Complies with applicable federal and state laws, administrative rules, established agency
procedures and accepted professional standards.

Participates in on-going training, maintaining contemporary knowledge to ensure
compliance with federal and state regulations.

Maintains the confidentiality of client information and protected health information as
required by State and Federal regulations, including the Health Insurance Portability and
Accountability (HIPAA) Act of 1996.

MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM
ESSENTIAL JOB FUNCTIONS

Bachelor’s degree in business management or related field preferred with three five years
of human services experience, or any combination of education and experience that
provides equivalent knowledge, skills, and abilities.

Three Five years of supervisory experience required.

Considerable ability to communicate effectively both orally and in writing.

Ability to organize, prioritize and independently set time frames to complete work in a
timely manner.

Working knowledge of computers, computer programs, typing, and data entry.

Current WI driver’s license and unlimited access to reliable transportation.

PHYSICAL AND MENTAL ABILITIES REQUIRED TO PERFORM
ESSENTIAL JOB FUNCTIONS

Language Ability and Interpersonal Communication

Ability to comprehend and interpret a variety of documents including client records
psychological —assessments—medical —diagnosis—and—medication—recommendations,
financial reports, letters and memos, state and federal rules and regulations manuals,
professional journals and papers, job applications, insurance forms, budget sheets.

Ability to counsel and mediate, which may include staff supervision. Ability to persuade
and convince others. Ability-to-prepare-and-te-maintain-a-variety-of documents-ineluding
client-service-plans-and-recommendations—program-evaluations—elientassessments-and
treatment plans and therapy notes.
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Ability to effectively communicate orally and in writing with clients, service providers.
agency staff. government personnel. and the general public. Abilityto-record-and-deliver
tormation—explatn-procedures-and-instruet-stalf-and-clients.

Abihity to—communicate—effeetively—with—clients-—supervisor,—physicians—other—health
professionalstaw-entorcement-the-general publiehospial—elinic-and school-personnel;
and-department-statt both-in-personand-nwriting:

Mathematical Ability

Ability to add, subtract, multiply, divide, calculate decimals and percentages. and use
descriptive statistics. fractions:

Ability to compare, count, differentiate, measure and/or sort data and information.
Ability to classify, compute, tabulate, and categorize data.

Judgment and Situational Reasoning

Abthty-to-dead-others-and retnfereethinking to-perform-tasks:

Abthbto-appheabstract thinkingte-perform-tasks.

Abihbyte-work-independently

Abthity —to—interpret—a—variety—of—instructions—furnished —in—written—oral—diagram—or
gebedule Lopms

Abtlity to use-ndependenttudpement Ht‘tfl%@ﬁ(l—‘r—lﬂ—ﬂﬂl—l——l—t}&[ﬂk o vceastonathhiakly
wnstable—stuations—including —deeistons—on—mplementing ¢ Frice -aid - treatment
plans-to-eneounters-with potentially suicidaland violentclients:

Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

Ability to analyze data and information using established criteria, in order to define
consequences and to consider and select alternatives.

Ability to apply situational reasoning ability by exercising judgement, decisiveness. and
creativity in situations involving the evaluation of information against measurable
criteria.

Ability to use functional reasoning development in performing activities with systems

involving diversified work requiring the exercise of judgement. the performance-of semi-
routine-funetions-invelving standardized-work-with some choice-ofaction:

Physical Requirements

Ability to operate a variety of office equipment including computers and ancillary

devices, calculator. photocopier, fax, etc.

Ability to coordinate eyes, hands, feet, and limbs in performing coordinated movements
in operating educational aids and office equipment.

Ability to exert moderate effort in sedentary to light work, including stooping, kneeling,
crouching. Ability to handle, finger and feel. Ability to lift and carry.

Ability to recognize and identify degrees of similarities and differences between
characteristics of colors, forms, sounds, odors, textures etc. associated with objects,
materials and ingredients.

Ability to move and guide material using simple tools.
Abttity-to-physically respond to-avariety-of settings to-provi
communtty-locationsprivate residences—jail-ete:

Ability to operate a motor vehicle.

ding office:

Environmental Adaptability
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e Ability, in regard to environmental factors such as temperature variations, noise, disease,
and/or dust, to work under moderately safe and comfortable conditions.

« Ability to work in a comfortable and occasionally unsafe office environment.

o Ability to-visit environments-with-a-moderate risk-for-disease-or-physical-harm:

Richland County is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, the County will provide reasonable accommodations to qualified individuals

with disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date
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RICHLAND COUNTY

POSITION DESCRIPTION
Position Title: Confidential Administrative Department: Health and Human Services
Secretary
Reports to: Administration & Building Operations Manager Pay Grade: 16 & G
Administrative-Supervisor
Date: July 9. 2020Januaryt2048 Hours Per Week: 40
PURPOSE OF POSITION

The purpose of the Confidential Administrative Secretary position is to provide a high level of
confidential administrative support to the Health and Human Services Director, Administration &
Building Operations Manager, Manager—eof-Operations—Administrative—Superviser and other
members of management.

ESSENTIAL DUTIES AND RESPONSIBILITIES

The following duties are normal for this position. These are not to be construed as exclusive
or all-inclusive. Other duties may be required or assigned.

>

Y

VV VY

Provides confidential administrative support to the Health and Human Services Director
and other members of management. Duties include attending and typing confidential
manager meeting minutes and workgroup assignments, assisting with State audits, creating
and maintaining confidential administrative and legal correspondence, processing
confidential releases of information. and coordinating staff trainings or events.

Assists the Administration & Building Operations Manager Administrative-Superviser
with preparing for Health & Human Services Board meetings and other governance
meetings; including arranging meeting logistics, assembling documents, and taking
meeting minutes as needed.

Assists the Administration & Building Operations Manager Administrative-Supervisor
with Human Resource functions; including maintenance of personnel files and job
descriptions, creating and populating personnel database, conducting criminal background
checks on personnel and providers, typing performance evaluations, and assisting with the
orientation of staff.

Assists the Administration & Building Operations Manager Administrative-Supervisor
with the creation and distribution of annual provider contracts and agency policies and
procedures.

Prepares and assembles the agency’s annual report.

Prepares the agency’s payroll; including the collection and entry of employee timesheets,
tracking of benefits, and all other payroll related duties.

Performs back up reception duties as needed.

Represents Richland County Health and Human Services to the community at large and
maintains good community public relations.
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» Complies with applicable federal and state laws, administrative rules, established agency
procedures and accepted professional standards.

> Participates in on-going training, maintaining contemporary knowledge to ensure
compliance with federal and state regulations.

> Maintains the confidentiality of client information and protected health information as
required by State and Federal regulations, including the Health Insurance Portability and
Accountability (HIPAA) Act of 1996.

MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM
ESSENTIAL JOB FUNCTIONS

e High School diploma or vocational/technical training in office support functions required
with two years related experience, or any combination of education and experience that
provides equivalent knowledge, skills and abilities.

e Associate’s Degree and three years related experience preferred.

o Considerable ability to communicate effectively both orally and in writing.

o Ability to organize, prioritize and independently set time frames to complete work in a
timely manner.

¢ Working knowledge of computers, computer programs, typing, and data entry.

e Current WI driver’s license and unlimited access to reliable transportation.

PHYSICAL AND MENTAL ABILITIES REQUIRED TO PERFORM
ESSENTIAL JOB FUNCTIONS

Language Ability and Interpersonal Communication

e Ability to comprehend and interpret a variety of documents including client records,
psychological-assessments, medieal-diagnesis-and-medieation recommendations—financial
reports, letters and memos, state and federal rules and regulations manuals, professional
journals and papers, job applications, insurance forms, budget sheets.

o Ability to-prepare-and-to-maintain-a—variety-of documents-including-elient-serviceplans
and-recommendations—program-evaluations;cHent-assessments—andtreatment-plans-and
therapy-netes:

o Abilityto-record-and-dehver-information-explain-procedures-and-instruetstath-and-ehents:

o Abilityto-communicate -effectively—with—elents—supervisor—physicians. - other—health
professionals—taw-enforeement;-the-general-publiehospital—elinic-and-school personnek
and department statf both-in-person-and-in-writingAbility to effectively communicate orally
and in writing with clients, service providers, agency staff. governmental personnel, and
the general public.

Mathematical Ability
o Ability to add, subtract, multiply, divide, calculate decimals and fractions.
» Ability to compare, count, differentiate, measure and/or sort data and information.
o Ability to classify, compute, tabulate, and categorize data.

Judgment and Situational Reasoning
o —Ability to-lead-ethersand reinforce-thinking-to-perform-tasks:
o Abiity-te-apphy-abstract-thinking-to-perform-tasks:
oAbttty to-work independently:
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Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule
form.

Ability-to-use-independentjudgement frequently—in-non-routineto-oceasionally highly
unstable situations-ineluding deeisions-on-implementing elient service and-treatment plans
to-encounters-with-petentiathy-suicidal-and-violent-chents.

Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

Ability to analyze data and information using established criteria, in order to define
consequences and to consider and select alternatives.

Ability to apply situational reasoning ability by exercising judgement in situations
involving the evaluation of information against measurable criteria.

Ability to use functional reasoning development in the performance of semi-routine
functions involving standardized work with some choice of action.

Physical Requirements

Ability to operate a variety of office equipment including computers and ancillary devices.

calculator, photocopier. fax. etc.

Ability to coordinate eyes, hands, feet, and limbs in performing coordinated movements in
operating educational aids and office equipment.

Ability to exert moderate effort in sedentary to light work, including stooping, kneeling,
crouching. Ability to handle, finger and feel. Ability to lift and carry.

Ability to recognize and identify degrees of similarities and differences between
characteristics of colors, forms, sounds, odors, textures etc. associated with objects,
materials and ingredients.

Ability to move and guide material using simple tools.

o—Ability-to-physically-respond-to-avariety-of settingsto-provide services-including-office.

community-locationsprivate residences—ail-ete:
Ability to operate a motor vehicle.

Environmental Adaptability

Ability, in regard to environmental factors such as temperature variations, noise, disease,
and/or dust, to work under moderately safe and comfortable conditions.

Ability to work in a comfortable and occasionally unsafe office environmentvisit
ervironments-with-a-moderate-risk-for disease-or physical harm,

Richland County is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, the County will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date

Date
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RICHLAND COUNTY

POSITION DESCRIPTION
Position Title: Secretary Department: Health and Human Services
Reports to: Administration & Building Operations Manager Pay Grade: 6 & E
Acchtriristrative Supervisor
Date: July 9. 2020 January+2048 Hours Per Week: 40
PURPOSE OF POSITION

The purpose of the Secretary position is to provide a high level of customer service and
administrative support to specific programs and services or members of management.

ESSENTIAL DUTIES AND RESPONSIBILITIES

The following duties are normal for this position. These are not to be construed as exclusive
or all-inclusive. Other duties may be required or assigned.

>

Performs reception duties including; opening and closing the office, greeting clients and
visitors, answering telephone and routing to correct staff, delivering messages and
documents, accepting payments and writing receipts, distributing information regarding
agency programs and services, and distributing items from the Public Health Loan Closet.
If specifically assigned, performs Immunization Clinic duties for the Public Health Unit;
including accessing the Wisconsin Immunization Record (WIR) Program, assisting
patients with the completion of paperwork, and processing data entry-and-billing,

Health Clinieal Services Unit; including accessing the Electronic Medical Record (EHR)
Program and Forward Health website, completing intake forms, creating and maintaining
patient schedule, appointment reminder calls and letters, document and electronic client
file maintenance, scanning, data entry, and assisting with confidential releases of
information.

If specifically assigned, responsible for scanning all incoming Economic Support

YV WV V V V¥V

documents into the electronic client records and process client paperwork.

Provides administrative support to management staff; including creating general
correspondence, maintaining files and databases, creating presentations and reports,
scheduling appointments, and coordinating programmatic activities.

Attends governance or workgroup meetings. Assists with arranging meeting logistics,
prepares meeting materials, takes meeting minutes, and performs other related duties.
Assists the Administration & Building Operations Manager Administrative-Saperviser
with general office maintenance functions and the ordering of office supplies.

Represents Richland County Health and Human Services to the community at large and
maintains good community public relations.

Complies with applicable federal and state laws, administrative rules, established agency
procedures and accepted professional standards.

Participates in on-going training, maintaining contemporary knowledge to ensure
compliance with federal and state regulations.
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» Maintains the confidentiality of client information and protected health information as
required by State and Federal regulations, including the Health Insurance Portability and
Accountability (HIPAA) Act of 1996.

MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM
ESSENTIAL JOB FUNCTIONS

e High School diploma or vocational/technical training in office support functions required
with two years related experience, or any combination of education and experience that
provides equivalent knowledge, skills and abilities.

o Associate’s degree and three years related experience preferred.

o Considerable ability to communicate effectively both orally and in writing.

o Ability to organize, prioritize and independently set time frames to complete work in a
timely manner.

o Working knowledge of computers, computer programs, typing, and data entry.

o Current WI driver’s license and unlimited access to reliable transportation.

PHYSICAL AND MENTAL ABILITIES REQUIRED TO PERFORM
ESSENTIAL JOB FUNCTIONS

Language Ability and Interpersonal Communication
e Ability to comprehend and interpret a variety of documents including client records
financial reports, letters and memos, state and federal rules and regulations manuals,
professional journals and papers, job applications, insurance forms. budget sheets.
e Ability to effectively communicate orally and in writing with clients. service providers.
agency staff, governmental personnel, and the general public.

Mathematical Ability
o Ability to add, subtract, multiply, divide, calculate decimals and fractions.

o Ability to compare, count, differentiate, measure and/or sort data and information.
s Ability to classify, compute, tabulate. and categorize data.

Judgment and Situational Reasoning

e Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule
form.

e Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

e Ability to analyze data and information using established criteria, in order to define
consequences and to consider and select alternatives.

e Ability to apply situational reasoning ability by exercising judgement in situations
involving the evaluation of information against measurable criteria.

®

Ability to use functional reasoning development in the performance of semi-routine
functions involving standardized work with some choice of action.

Physical Requirements
o Ability to operate a variety of office equipment including computers and ancillary devices,
calculator, photocopier, fax, etc.
« Ability to coordinate eyes, hands, feet, and limbs in performing coordinated movements in
operating educational aids and office equipment.
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o Ability to exert moderate effort in sedentary to light work. including stooping. kneeling.
crouching, Ability to handle, finger and feel. Ability to lift and carry.

e Ability to recognize and identify degrees of similarities and differences between
characteristics of colors, forms, sounds, odors, textures etc. associated with objects,
materials and ingredients.

e Ability to move and guide material using simple tools.

o Ability to operate a motor vehicle.

Environmental Adaptability
o Ability, in regard to environmental factors such as temperature variations, noise. disease.
and/or dust, to work under moderately safe and comfortable conditions.
e Ability to work in a comfortable and occasionally unsafe office environment.

Lunguave Abilib-and-dnterpersonal Communication
o—Abtitnto-comprehend and- interpret-a-variety- of doctments-including chent-psychological
assessments—medical-diagnosis-and medicationrecommendationsfHinancial reports:letters
dnd—meme%—%e—mm#edemFHMnd+egﬂ+&Mm—Mﬁuﬂ4%—mﬂmmHﬂmmm
' i e {orms: budget sheets:
O—Abm{y—&e—pfepa%e—and—lﬁ—ﬁwmam—d—val iety-of documents-ineluding-client-servieeplans
and—recommendations.-program-evaluations. client -assessments and-treatment-plans-and
therapy-notes:
o —Abihity-to record and-deliver information—explain-procedures-and-instruct stal T and elents:
H%&bﬁ—w—eemnwmeaHﬁe&Hely—w&h—&mpewmw—phyﬁaﬁHﬂm—%edHh
professionalstav-entorcement—the-generul public. ' :
and department stefFboth-in-person-and-in writing,

Judgmentand-Situntional-Reasoning
o Ability to-lead others-and retnforee thinking-to-perform tasks:
o Ability-to-apply-abstract- thinking-to perform tasks.

o —Ability-to-werk-independently-
e——Ability to interpret-a-variety-of instructions-furnished in-written. oral. diagramsor schedule
form-

e—Ability—to—use -independent judement{requenthy—in—non-routine to-occasionally -highly
unstablesttuationsdnchuding-decisions on-implementing-elient service-and-treatment-plans
to-encounters-with-potentiatly-suicidal-and-vielentelients.

o Abiity—to—solve practical problems and-deal-with-a—variety—of concrete variables-in
stuationsswhere-onh-Hmitedstandardization exists.

o —Abilityto-analyze—data—andinformation—using—established-eriteria—in—order—to—define
emmequeﬂe%&ﬂd—k&eeﬁmdefﬁnd—seleemﬂefm{weq

s Ability : i Hity by exereisin

the—evaluaﬂmm&—lﬂfeﬁamﬁeﬁ—agaﬂ%memm{ﬂ&&ﬂea e

o —Ability—to—usefunctonalreasoning—development—in-the—performance—of semi-routine
funetions involving standardizedworkwith some-chotee-of uction.
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Physical Requirements

«—Ability-to-eoordinate-eves, hands-feet-and-Hmbs-in-performing coordinated-mevementsin
eperating educational-aids and-ettiee-equipment.

o Ability to exert-mederate-effortinsedentary-to-Hehtwork—including stooping. kneeling,
crovchingAbihtyto-handle: inger and-teel Abtlity-to Hftand carry.

o—Ability —to—recosnize —and dentily degrees ol similarities—and - differences—between
charaeteristies—of colors: forms—sounds—odorsi—textures—ete—assoctated —with—objeets:
materiads-andHngredients.

o—Ability to-move and guide material-using simple-tools,

o —Ability-to-physically-respond-to-a-variety-ol settingsto-provide services—including-oltfice;
community locations.-private restdences—jath-ete

o Ability to operate a motor-vehiele

Envirenmental-Adaptability

o Ability —in regardtoenvirenmentaHactonsueh-ds temperature variations, noise, disease.
and/or dust-to-work-under-moderately-sale-and comlortable conditions.
o—Abitito-visttenvironmentswith-amoderaterisk for disease or physical harm,

Richland County is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, the County will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date
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RICHLAND COUNTY
POSITION DESCRIPTION

Position Title: Secretary Department: Health and Human Services

Reports to: Administration & Building Operations Manager Pay Grade: 6 & E

Administrative-Superviser

Date: July 9. 2020 January-+2048 Hours Per Week: 35—40

PURPOSE OF POSITION

The purpose of the Secretary position is to provide a high level of customer service and
administrative support to specific programs and services or members of management.

ESSENTIAL DUTIES AND RESPONSIBILITIES

The following duties are normal for this position. These are not to be construed as exclusive
or all-inclusive. Other duties may be required or assigned.

>

[V
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Performs reception duties including; opening and closing the office, greeting clients and
visitors, answering telephone and routing to correct staff, delivering messages and
documents, accepting payments and writing receipts, distributing information regarding
agency programs and services, and distributing items from the Public Health Loan Closet.
If specifically assigned, performs Immunization Clinic duties for the Public Health Unit;
including accessing the Wisconsin Immunization Record (WIR) Program, assisting
patients with the completion of paperwork, and processing data entry;-and-billing.

If specifically assigned, performs Mental Health Outpatient Clinic duties for the Behavioral
Health Clinieal Services Unit; including accessing the Electronic Medical Record (EHR)
Program and Forward Health website, completing intake forms, creating and maintaining
patient schedule, appointment reminder calls and letters, document and electronic client
file maintenance, scanning, data entry, and assisting with confidential releases of
information.

If specifically assigned. responsible for scanning all incoming Economic Support
documents into the electronic client records and process client paperwork.

Provides administrative support to management staff, including creating general
correspondence, maintaining files and databases, creating presentations and reports,
scheduling appointments, and coordinating programmatic activities.

Attends governance or workgroup meetings. Assists with arranging meeting logistics,
prepares meeting materials, takes meeting minutes, and performs other related duties.
Assists the Administration & Building Operations Manager Administrative-Supervisor
with general office maintenance functions and the ordering of office supplies.

Represents Richland County Health and Human Services to the community at large and
maintains good community public relations.

Complies with applicable federal and state laws, administrative rules, established agency
procedures and accepted professional standards.

Participates in on-going training, maintaining contemporary knowledge to ensure
compliance with federal and state regulations.
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» Maintains the confidentiality of client information and protected health information as
required by State and Federal regulations, including the Health Insurance Portability and
Accountability (HIPAA) Act of 1996.

MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM
ESSENTIAL JOB FUNCTIONS

o High School diploma or vocational/technical training in office support functions required
with two years related experience, or any combination of education and experience that
provides equivalent knowledge, skills and abilities.

o Associate’s degree and three years related experience preferred.

o Considerable ability to communicate effectively both orally and in writing.

« Ability to organize, prioritize and independently set time frames to complete work in a
timely manner.

o Working knowledge of computers, computer programs, typing, and data entry.

o Current WI driver’s license and unlimited access to reliable transportation.

PHYSICAL AND MENTAL ABILITIES REQUIRED TO PERFORM
ESSENTIAL JOB FUNCTIONS

Language Ability and Interpersonal Communication
o Ability to comprehend and interpret a variety of documents including client records,
financial reports. letters and memos, state and federal rules and regulations manuals,
professional journals and papers, job applications. insurance forms, budget sheets.
e Ability to effectively communicate orally and in writing with clients. service providers,
agency staff, governmental personnel. and the general public,

Mathematical Ability
« Ability to add. subtract, multiply, divide, calculate decimals and fractions.
e Ability to compare. count, differentiate, measure and/or sort data and information.
o Ability to classify. compute, tabulate, and categorize data.

Judgment and Situational Reasoning
e Ability to interpret a variety of instructions furnished in written. oral. diagram. or schedule
form.

Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

e Ability to analyze data and information using established criteria, in order to define
consequences and to consider and select alternatives.

e Ability to apply situational reasoning ability by exercising judgement in situations
involving the evaluation of information against measurable criteria.

L]

Ability to use functional reasoning development in the performance of semi-routine
functions involving standardized work with some choice of action.

Physical Requirements
« Ability to operate a variety of office equipment including computers and ancillary devices,
calculator, photocopier. fax, etc.
o Ability to coordinate eyes. hands, feet, and limbs in performing coordinated movements in
operating educational aids and office equipment.
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» Ability to exert moderate effort in sedentary to light work. including stooping. kneeling.
crouching. Ability to handle, finger and feel. Ability to lift and carry.

o Ability to recognize and identify degrees of similarities and differences between
characteristics of colors, forms. sounds. odors, textures etc. associated with objects.
materials and ingredients.

o Ability to move and guide material using simple tools.

» Ability to operate a motor vehicle.

Environmental Adaptability
o Ability. in regard to environmental factors such as temperature variations, noise, disease,
and/or dust. to work under moderately safe and comfortable conditions.
o Ability to work in a comfortable and occasionally unsafe office environment.

Language Ability-and-Interpersonat-Communication

s —Abilinto-comprehend-and-interpret-a-variety-of documents-ineluding chent-psychologieal
assessments.medieal diagnosis-and medicationrecommendations—tinancial reports letters
unel ﬁ}lenms%t%kMMﬁeg&laﬂm%m&n&&s—pmﬁeﬁﬁﬁaﬂmk -and
papers.job-appheat

s—Ability to- prepafe—aﬂé—m—mmn{mﬂ—a—v&ﬁe&iﬂ dee&meim—melwmg—&tem—swee—plraﬂ
and-recommendations. program-evaluations—elent-assessments-and-treatment-plans-and
therapy netes:

o Ability-to-record-und-deliver information—explain-procedures and instruet stal T and-elients:

o Ability—to—conmmunicate—etfeetively - with-ehents—superviser—physicians.—other—health
professionals. law-enforcement—the-general public; hosphalclinic-and-schesl personnel.
and department staff-both-Hpersonand-writing,

o Abili THB—de—‘iHbI—FﬂGi—H%H—]—H—pH’—d—H’ ide. ealentate-decimalsandtractions.
oAbty to-compare- ' asure and/or sortdataand-nformation.

. ﬂ&b*lrm&ei&%%eempmawgeﬂfem

Judgment-and Situational Reasoning
o —Ability to-lead-ethersandretntoree-thinking to performy tasks.
o Ability to upph-abstract thinkingto perform tashs.
e —Ability to work independently.
O—AM&)Lt&m’fefprel-a varehy-old

t—«!\rb&ﬂ:,—te—uﬁe—mdeﬁenden t— udg.mem—#equeﬂﬂ%—m—nen—m&&m—m—eeea%mﬁa Hy highly
unstable son-implententing-ehentserviceand treatiment-plany
meneaumeﬁ—w%h—peffw%muﬂl IHEIE}I and-violentehients:

o Ability—to—selve—practical -problemsand -deal with-a—variety—of conerete variables in
stuations whereonh-hmbtedstandardization exists,

o—Ability to-anabyzedata—and—nformationusing -established—eriteria—in—order—to-define
eomsequences-aid-toconsiderandseleetalternatives.

o—Ability to apply-situationabreasonineabiity-by exer emﬂg—mdgmeﬁt—m%&ﬂ%mﬂvrﬂ%ﬂ#mg
the-evaluation efdnformuation-against measurable crileria.

o—Ability to use funetionalreasoning—development 10 the performuanece of semi-routine
funetions-nvolving standardized - work-with-seme choice-of-action.

riten: oralo divsrams erschedule
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+—Ability to-coordinate eyes; handsteet-and-hmbs-in-performing eoordinated-mevementsin
operating educational-aids-and-office-equipment:
o Ability-to-exert-moderate-etfortin sedentary to-heghtworkincluding stooping—kneehing,
crouching—Abtity-to-handle finger-and teek—Ability to-hilt-and carry.

o Ability to—recognize and -identify—degrees—of stmilarities—and—differences—between
characteristies ol colors, forms—seunds—odors—textares—ete—assoctated—with—objeets.

matertals-and-ingredients:

o —Ability-to move-and-guide-matertal-ustng stmple-tools:

o Ability 10 physieallyrespendtoavarety-of settingsto-provideserviees-imchuding oflice.
community-locations—privateresidencesHatlete:

o Ability to-operatea-moter-vehtele:

Environmental - Adaptability
o—Abitity—iregard-to-environmental factors such-as-temperature vartations—hoise—diseases
and/ordusi—te work-under-moderatel y safe and comfortable conditions.
Abtity-to-visitenviromments-with-a moderate risktor-disease-or physical-harm-

Richland County is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, the County will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date
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RICHLAND COUNTY

POSITION DESCRIPTION
Position Title: Clerical Assistant II Department: Health and Human Services
Reports to: Administration & Building Operations Manager Pay Grade: 5 & E
Administrative-Supervisor
Date: July 9, 2020 January1- 2048 Hours Per Week: 375040
PURPOSE OF POSITION

The purpose of the Clerical Assistant II position is to provide a high level of customer service and
administrative support to specific programs and services or members of management.

ESSENTIAL DUTIES AND RESPONSIBILITIES

The following duties are normal for this position. These are not to be construed as exclusive
or all-inclusive. Other duties may be required or assigned.

>

Performs reception duties including; opening and closing the office, greeting clients and
visitors, answering telephone and routing to correct staff, delivering messages and
documents, accepting payments and writing receipts, distributing information regarding
agency programs and services, and distributing items from Public Health Loan Closet.

If specifically assigned, performs Immunization Clinic duties for the Public Health Unit;
including accessing the Wisconsin Immunization Record (WIR) Program, assisting
patients with the completion of paperwork, and processing data entry--and billing.

If specifically assigned, performs Mental Health Outpatient Clinic duties for the Behavioral
Health Clinieal-Services Unit; including accessing the Electronic Medical Record (EHR)
Program and Forward Health website, completing intake forms, creating and maintaining
patient schedule, appointment reminder calls and letters, document and electronic client
file maintenance, scanning, data entry, and assisting with confidential releases of
information.

If specifically assigned, responsible for scanning all incoming Economic Support

vV V Vv Vv

documents into the electronic client records and process client paperwork.

Provides administrative support to management staff; including creating general
correspondence, maintaining files and databases, creating presentations and reports,
scheduling appointments, and coordinating programmatic activities.

Assists the Administration & Building Operations Manager Administrative-Superviser
with general office maintenance functions and the ordering of office supplies.

Represents Richland County Health and Human Services to the community at large and
maintains good community public relations.

Complies with applicable federal and state laws, administrative rules, established agency
procedures and accepted professional standards.

Participates in on-going training, maintaining contemporary knowledge to ensure
compliance with federal and state regulations.
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» Maintains the confidentiality of client information and protected health information as

required by State and Federal regulations, including the Health Insurance Portability and
Accountability (HIPAA) Act of 1996.

MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM
ESSENTIAL JOB FUNCTIONS

e High School diploma or vocational/technical training in office support functions required
with two years related experience, or any combination of education and experience that
provides equivalent knowledge, skills and abilities.

o Associate’s degree and three years related experience preferred.

o Considerable ability to communicate effectively both orally and in writing.

o Ability to organize, prioritize and independently set time frames to complete work in a
timely manner.

o Working knowledge of computers, computer programs, typing, and data entry.

o Current WI driver’s license and unlimited access to reliable transportation.

PHYSICAL AND MENTAL ABILITIES REQUIRED TO PERFORM
ESSENTIAL JOB FUNCTIONS

Language Ability and Inferpersonal Communication
o Ability to comprehend and interpret a variety of documents including client records,
financial reports. letters and memos., state and federal rules and regulations manuals,
professional journals and papers, job applications, insurance forms, budget sheets,
e Ability to effectively communicate orally and in writing with clients, service providers.
agency staff. governmental personnel, and the general public.

Mathematical Ability
o Ability to add, subtract, multiply, divide, calculate decimals and fractions.
o Ability to compare, count, differentiate. measure and/or sort data and information.
o Ability to classify, compute, tabulate, and categorize data.

Judgment and Situational Reasoning
e Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule
o Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

e Ability to analyze data and information using established criteria, in order to define
consequences and to consider and select alternatives.

e Ability to apply situational reasoning ability by exercising judgement in situations
involving the evaluation of information against measurable criteria.

e Ability to use functional reasoning development in the performance of semi-routine
functions involving standardized work with some choice of action.

Physical Requirements
o Ability to operate a variety of office equipment including computers and ancillary devices,
calculator, photocopier, fax, etc.
« Ability to coordinate eyes, hands, feet, and limbs in performing coordinated movements in
operating educational aids and office equipment.
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» Ability to exert moderate effort in sedentary to light work, including stooping, kneeling,
crouching. Ability to handle. finger and feel. Ability to lift and carry.

o Ability to recognize and identify degrees of similarities and differences between
characteristics of colors. forms. sounds. odors. textures etc. associated with objects.
materials and ingredients.

e Ability to move and guide material using simple tools.

o Ability to operate a motor vehicle.

Environmental Adaptability
o Ability, in regard to environmental factors such as temperature variations. noise, disease,
and/or dust. to work under moderately safe and comfortable conditions.
o Ability to work in a comfortable and occasionally unsafe office environment.

Language-Ability and-Interpersonal-Communication

s —Ability-to-comprehend-and-interpret-a-variety-of documents-ineluding elient psychological
assessments, medieal diagnesis-and-medication-recommendations-financial reports letters
and—memes: ﬁ%d%e—aﬂd—ﬁeée&d—&&eb—aﬂd—fegulamms—mm%—pm%essmna] Journalsand
papers—obapplicationsinsur ~budget sheets

o —Abtity-to-prepare- —smel—ta—mxﬁn%airﬁ—a—vaﬂe%y of documents-inetuding elient-serviee plans
and-recommendations—program-evaluations—client-assessments-and-treatment-plans-and
therapy-notes.

o Ability-to-reeord-and deliver information-explatn-procedures-and-instruet-staffand-elients.

s —Abilityto-communicate—effeetively -with—elients——supervisor—physicians—otherhealth
professionals—taw-enforcement—the-general-public-hospital—elinie-and-school personnel;
and-department stall both-in-person-and-in-writing.

Mathematical- Ability
+—Ability-to-addssubtract-multiphdivide -caleulate decimals-and fractions:

-%&y%&eemp&e—ea&%é&ﬁ%%ﬁﬂe—memﬁe&ﬁéﬂ%&d&aﬂém}emﬂmﬂ
- eategorize data

Judgment-and-Situational Reasoning
o—Abiity-to-lead others-and reinforee-thinking to performtasks:
O%H%applyabﬁm—mmhwmtﬁk&

O—A-bﬂ-}lV—Ee—HbHHtl&ﬁ&ﬁdEﬂHﬂdgmeH{—Lﬁéq%ﬂﬂ-)Hﬂ—ﬁﬁﬁ-fﬁul-me—t(-) ~oceastonaty—highly

unstable-situations-ineluding decisions on-implementing client service and-treatment-plans
to-encounters-with-peteptiaty-suieidal and violent chents:

O—Arbikky—ity—beWe—ﬁm%edJ—pfe{%leﬁh ﬂHGl deal—mth—a—vaﬂeﬁ—e#—eenﬁele—-varwbleﬁ—m

leline

consequences-and-to-consider-and seleetalternatives.

o—Ability to-apply situational reasoning-ability- by exereising judgmentinsituationsinvolving
the-evatuation of information-against-measurable criteria

o —Abilityto—usefunetional reasoning—development—in-the performance—of semi-routine
funetions-invelving-standardized-work-with-some-choice-of action:
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o—Ability-to-coordinate eyes handsfeet-and-Hmbs-in-performing coordinated movementsin
operating-educational-aids-and-office-equipment:

o Ability to exertmoderate-efartinsedentary to-hight work—including stooping. kneeling.
crouching—Abihit—to-handle: Anger and feel Abtlity to liftand-carry.

—Ability—te—recognize —and identify—degrees—of similarities—and —differences—between
characteristies—of - colors, forms.sounds—odors—textures —ete—associated—with—objeets:
materials and ingredients.

+—Ability-to-meve and guide matertalusing-stmple-toels:

o—AbHity-to physically H.-:af}tm&ﬂd—hmeﬂ—a%%mﬂm&a—p{ﬂwd%a—maﬂdm& othice:
community loeations, privateresidences Fitd

»—Ability to operate-a-meter-vehiele-

Environmental Adaptability
o —Abilityinregardto-environmentat-faetors such as-lemperatare variations, potse, diseases
and/or dustto-work-undermoderately sale and comtortable conditions.
o—Abihtyto-visibenviropments with a moderate visk for disense or physical-harm:

Richland County is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, the County will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date
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RICHLAND COUNTY
POSITION DESCRIPTION

Position Title: Manager-of OperatiensBusiness & Financial Department: Health and
Human Services
Services Manager

Reports to: Director Pay Grade: 30 & M
Date: September 1, 2019 Hours Per Week: 40
PURPOSE OF POSITION

The purpose of this position is to oversee the Administrative-Business & Financial Services of
Health and Human Services, while also being responsible for the agency’s business and financial
management operations.

ESSENTIAL DUTIES AND RESPONSIBILITIES

The following duties are normal for this position. These are not to be construed as exclusive
or all-inclusive. Other duties may be required and assigned.

» Plans, directs and monitors the Business & Financial Administrative -Services in relation to
work assignments, policies and procedures, annual performance evaluations, and payroll
activities. Participates in interview process, training, coaching, counseling, scheduling,
disciplinary action, and reclassifications.

> _In-the-areaof Administrative -Serviees—+Responsible for maintaining and improving ail
fiscal related activities including but not limited to accounts payable. accounts receivable.
payroll, expense and revenue tracking, billing, reconciliations.

> Directs all aspects of the department’s accounting policies and practices and assure
compliance with State and Federal requirements.

»> Prepares and implements the annual budget for programs and services as approved by the
Health and Human Services Board and County Board.

» Maintains and monitors the agency budget and prepares monthly expenditure reports to be
presented to the Health and Human Services Board.

> Creates the departmental fiscal policies and make presentations to committees and boards
as required. Approves all agency expense reports, payments and makes accounting
adjustments as necessary. Completes State CARS and SPARC (County Revenue Programs
from the State) reporting. Completes HSRR and 942 State expense and revenue reports.
Completes Wisconsin Medicaid Cost Reporting multifaceted reconciliation tool. Sets
Foster Care rates for new and ongoing providers. Monitors, reviews and reconciles the
Community Options Program and Comprehensive Community Services Program.
Prepares fiscal and narrative reports as necessary. Completes the reconciliations of
multiple State and Federal programs. Coordinates all departmental audits and act as liaison
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to the various auditors. Serves as Project Manager for any adhoc/new programmatic
budgets.

Consult with department managers, staff, contracted personnel and other county staff to
assure that fiscal and support programs and activities are implemented and functioning as
required.

Represents Richland County Health and Human Services to the community at large
through professional interaction and participation in community advisory groups as
requested.

Complies with applicable federal and state laws, administrative rules, established agency
procedures and accepted professional standards.

Participates in on-going training, maintaining contemporary knowledge to ensure
compliance with federal and state regulations.

Maintains the confidentiality of client information and protected health information as

required by State and Federal regulations, including the Health Insurance Portability and
Accountability (HIPAA) Act of 1996.

MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM
ESSENTIAL JOB FUNCTIONS

Master’s degree in accounting, business or public administration, or related field from an
accredited college and a minimum of three years of progressively responsible, professional
level experience in the performance of varied accounting and financial management
activities including governmental reimbursement; or a combination of education, training
and experience which provides the necessary knowledge, skills and abilities to perform the
duties of this position.

Three years of experience in the supervision of fiscal management services utilizing
computer-processing systems required.

Considerable ability to communicate effectively both orally and in writing.

Ability to organize, prioritize and independently set time frames to complete work in a
timely manner.

Working knowledge of computers, computer programs, typing, and data entry.

Current WI driver’s license and unlimited access to reliable transportation.

PHYSICAL AND MENTAL ABILITIES REQUIRED TO PERFORM
ESSENTIAL JOB FUNCTIONS

Language Ability and Interpersonal Communication

Ability to comprehend and interpret a variety of documents including client records,

financial reports, letters and memos, state and federal rules and regulations manuals,
professional journals and papers. job applications, insurance forms. budget sheets.

Ability to counsel and mediate, which may include staff supervision. Ability to persuade

and convince others.
Ability to effectively communicate orally and in writing with clients. service providers,

agency staff, governmental personnel, and the general public.
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Mathematical Ability
e Ability to add. subtract, multiply, divide, calculate decimals and percentages, and use
descriptive statistics.
o Ability to compare, count, differentiate. measure and/or sort data and information.
o Ability to classifv, compute, tabulate. and categorize data.

Judgment and Situational Reasoning

e Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limiled standardization exists.

e Ability to analyze data and information using established criteria, in order to define
consequences and to consider and select alternatives.

e Ability to apply situational reasoning ability by exercising judgement, decisiveness, and
crealivity in situations involving the evaluation of information against measurable criteria.

e Ability to use functional reasoning development in the performing activities within systems
involving diversified work requiring exercise of judgement.

Physical Requirements
o Ability to operate a variety of office equipment including computers and ancillary devices,

calculator, photocopier, fax. etc.

o Ability to coordinate eyes. hands, feet. and limbs in performing coordinated movements in
operating educational aids and office equipment.

o Ability to exert moderate effort in sedentary to light work. including stooping, kneeling,
crouching. Ability to handle. finger and feel. Ability to lift and carry.

o Ability to recognize and identify degrees of similarities and differences between
characteristics of colors, forms. sounds. odors, textures etc. associated with objects.
materials and ingredients.

e Ability to move and guide material using simple tools.

e Ability to operate a motor vehicle.

Environmental Adaptability
» Ability. in regard to environmental factors such as temperature variations, noise. disease,

and/or dust, to work under moderately safe and comfortable conditions.
» _Ability to work in a comfortable and occasionally unsafe office environment.
Language Ability-and-Interpersonal Communication

o —Ability-to-interpret-and comprehend a-variety-of documents-including state-poliey-manuals
and regulations—eemputer software-manvals-and-texts: memos-and-letters.

o—Ability-to-counsel-and-mediate which-may-include staff supervision—Ability-to-persuade
and-eonvincoothers:

e Ability-to-effeetively-—communicate orally-and-in—writing with-clientsserviee providers.
ageney-stall. governmental-personnel. and the-general-public.
Mad! ieab Abili
o—Abtlityto-addsubtract; multiply-divide-and-ealewlate decimals-and-percentages-and-use
leserinti tios,
Judgment-and Situational Reasoning

o —Ability-to-apply-situational-reasoning-ability-by-exercising judgment-decisiveness—and
ereativity-in-siuations-invelving the evaluation-of information-againstmeasurable eriteria.
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o —Ability-to-usetunctional reasoning development-in-performing-activities-within-systems
mvohving-diversilied work reguiring-exercise- ot judement

Phvsical Reati
e Ability to-operate-a-variety-of otfiee equipment-including computersandancthary-devices.
caleulator-photocopier. fux. ete
o Ability-to-operate-a-motor vehiele.

Environmental Adaptability
e Ability-to-work-tr-a contfertable-and-oecastonathyunsate office environment:

Richland County is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, the County will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date
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