Richland County Committee
Agenda Item Cover
Agenda Item Name: 6. Timeline and transition of functions from the County Clerk’s Office to the

County Administrator’s Office; and 7. Establishment of the number of employees in the County
Clerk’s Office and County Administrator’s Office

Department Administration Presented By: | Administrator

Date of Meeting: | 01 Feb 2021 Action Needed: | Vote / Recommendation
Disclosure: Open Authority: Res 20-126

Date submitted: | 01 Feb 2021 Referred by:

Recommendation and/or action language:

Motion to... [pending discussion]

Background: (preferred one page or less with focus on options and decision points)

During the January 27" 2021 Administrator Transition Committee Meeting, a request for more
information regarding hours dedicated towards position functions was made by the Supervisors.

In addressing this request, a matrix was completed by the current Accounts Payable Specialist, Amy
Louis; Payroll and Benefits Specialist, Tami Hendrickson; and Accounting Supervisor (previously held
by Derek Kalish. It was asked that an estimated amount of annual hours be listed for each function found
in the previous job descriptions. [Please see completed matrix below].

Attachments and References:

Matrix on allocation of hours to functions
(estimates)

Financial Review:
(please check one)

In adopted budget Fund Number

Apportionment needed Requested Fund Number

Other funding Source

X | No financial impact

(summary of current and future impacts)

[pending actions]

Approval: Review:

Clinton Langreck

Department Head Administrator, or Elected Office (if applicable)

Recommended Cover Letter— County Administrator Langreck (20 May 2020)
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. Annual Hours
A nting Supervisor - Deput Estimated Annual Hourly o o Duties:  Transitioned
ccou g o] puty Allocation: ’
to Deputy:
ESSENTIAL DUTIES AND RESPONSIBILITIES
12 0
1300
0
96 0
96
0
12
0
36 0
75
0
Auditor maitains dep.
15 Schedule. Cty Clerk
report xfer to CC
office. 0
260
0
36 0
17
0
Participates in employees interviews and trains new employees. 0 0
120 notflscal..lf:sl.iR
person. Amy is fiscal. 0
0
Tami does most of
this. Acct just checks
6 to be sure they are
zeroed out at end of
month 0
0 Tami does this 0
0 Tami does this o
Paid Time Off (Acccouting Supervisor Vacation) 80 0
Tasks not identified: 1095C Processing (Monthly) + (Annual) 124 0
Serves as County Clerk in Clerk's absence. 0 Transfer to Cty Clerk 0
Tasks not identified: Elections 0 Transfer to Cty Clerk 0
Total Annual Hours 2285 Hours displaced: 0
Categorized at 40 hrs./ week = 2080
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) Annual Hours
Estimated Annual Hourly

Accounts Payab|e Specia“st Allocation: Transfer Duties:  Transitioned
to Deputy:
ESSENTIAL DUTIES AND RESPONSIBILITIES
Receive and Verify invoices before vouchers and making payments for all Courthouse Departments, Parks,
UW-Extension, UW Foo Services, UW Outlay, Sheriff's Department, County Fair, Land Conservation,,
Symons Recreation, and MIS Departments. 1200
Make all vendor payment for all County Departments
Maintain all Richland County Vendor files 60
Countywide IRS Reporting, Issue Wisconsin State Sales Tax reports. Issue 1099's to vendors and IRS.. Issue
Real Estate 1099's Issue tax exempt forms and letters. 90

Collect payments for DNR licenses, marriage licenses, copies, plat books, and maps. Maintain money

supply in cash box balancing on a bi-monthly basis against receipts. Keep report to verify money collected
by County Clerk Office. 12|Transfers to Deputy 12
Perform reception tasks. Greet visitors, answer telephone, take messages, answer routine questions, and

prepare marriage and domestic partnership applications and licenses. 90| Transfers to Deputy 90
DNR Licenses sales. Issue DNR licenses to the general public, maintaining Automated License Issuance

System (ALIS) and ordering current regulations and DNR information. N/A Transfers to Deputy

Type County Board minutes for permanent record, Supervisor perdiems, County Board Resolutions and

Ordinances and weekly calendar of meetings. 208|Transfers to Deputy 208

2

Enter vote information into the SVRS system after an election including new voter applications A two

election yr 120|Transfers to Deputy 120
Take minutes at elections canvass meetings 16| Transfers to Deputy 16
Compile and maintain information for the Richland County Directory 16{Transfers to Deputy 16
Record all elections results information for the Richland County Directory. 30[Transfers to Deputy 30
Type and mail Tri-County Airport agenda to that committee's members 6[Transfers to Deputy 6

Perform a variety of other secretarial duties including: filing, duplicating and collating printed materials
and compose routine replies to correspondence. 36
Paid Time Off (estimated hrs off in given year) Currently accruing at 4 weeks vacation. In 2020 | used 113
vacation hours, 16 hours sick, 47 hours covid and an 8 hour floating holiday. | worked 52 hours of

overtime. 184
Tasks not identified: Perpetual Care of Veteran Graves 10
Total Annual Hours 2080 Hours Displaced: 498
Catagorized at 40 hrs/ week = 2080
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Al | H
Estimated Annual nnual Fours

Paer” & Beneﬁts SpeCia“St Hourly Allocation: Transfer Duties:  Transitioned
to Deputy:

ESSENTIAL DUTIES AND RESPONSIBILITIES

523.5

60

60

No longer done

Performs reception duties, sel-aH-typesefticensesasrequired-by-the-DNR, take marriage and-DemestiePartrership-

applications, answers telephone and sell plat books or Richland County maps. 75

Enter voter information into the SVRS system after an election including new voter applications. IN A 4 ELECTION YEAR 160 Transfers to Deputy 160

Create lists of voter information based on customer request through the SVRS system. 0 Transfers to Deputy

Paid Time Off (estimated hrs off in given year) | currently accrue vacation at 4 weeks a year. 2020 used 144 hours of vacation,
31.50 hours of sick, 8 hours of floating holiday & 96 hours of holiday 279.5

Tasks not identified: Verification of Employment, WI Access reporting on employees, Child Support Verification 24

Total Annual Hours 2080 Hours displaced: 160

Categorized at 40 hrs./ week = 2080
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