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Placer County is committed to ensuring that persons with disabilities are provided the resources to participate fully in its public
meetings. If you are hearing impaired, we have listening devices available. If you require additional disability-related modifications
or accommodations, including auxiliary aids or services, please contact the Executive Secretary. If requested, the agenda shall be
provided in appropriate alternative formats to persons with disabilities. All requests must be in wiitihg and must be received by the
Executive Secretfary five business days prior to the scheduled meeting for which you are requesting accommodation. Requests
received after such time will be accommodated only if ime permits.

MEETING LOCATION:

Placer County Administrative Center — Tahoe City
775 North Lake Boulevard, Tahoe City CA 96145
530.581.6200

2:00 PM | OPEN SESSION
Roll Call
Flag Salute
l. Ageﬁda Approval
II. Approvql of Minutes from previous meeting - August 8, 2016

M. Public Comment: Persons may address the Commission on items not on this
agenda. Please limit comments to 3 minutes per person since the time allocated for
Public Comment is 15 minutes. If all comments cannot be heard within the 15-minute time
limit, the Public Comment period will be taken up at the end of the regular session. The
Commission is not permitted to toke any action on items addressed under Public
Comment. )

V. New Business

A. Request for approval of Work out of Class Pay pursuant fo
Placer County Code Section 3.08.510 (C}(5){c.)] for
employees assigned to Health and Human Services
Department.
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B. Request for approval of: :

1. Creation of the Civil Legal Secre’rory classification
series and corresponding salary grades for four new
classifications.

2. Reclassification of three Legal Secretary Journey
positions to Civil Legal Secretary 1l and the non-
competitive promotion of the incumbents.

3. Reclassification of two Legal Secretary Senior
positions to Civil Legal Secretary — Senior and the non-
competitive promotion of the incumbents.

4, The abolishment of the classification of Secretary to
County Counsel.

V. COMMUNICATIONS - Reports to the Commission are informational
items only. No action will be taken.

A. - Provisional Appointments — None

B. Staff Reports and Correspondence
¢ Tahoe Recruitment and Retention Presentation

C. Commissioner Comments
CLOSED SESSION
Il PUBLIC EMPLOYEE PERFORMANCE EVALUATIONS
A. Evaluation of performance of various Placer County
employees pursuant to Government Code Section 54957

and pursuant to Placer County Chapter 3 Code Section
3.04.650.

OPEN SESSION

. Report of action taken in closed session pursuant to Government
Code Section 54957.

Il. . Approval of merit increases for classified employees pursuant fo
Section 3.04.650 (progression in steps) of the Placer County Code.

Il Adjournment

Civil Service Commission — Upcoming Meeting

o Tuesday*- October 11,2016 - Regulorl\/\eehng
Auburn - Plocer County Administrative Center (Board Chombers)

*The October Meeting will be held on a Tuesday due to the
October 10 County holiday.
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TO: - Civil Service Commiséion
FROM: Lori Walsh, Human Resources Director
BY: Dawn McCollum, Commission Clerk
DATE: September 12, 2016

SUBJECT: Work Out of Class Pay

We have received the following requests for work-out-of-class pay extensions. Listed below are
the departments, employee names, and time periods requested. The Human Resources
Director has previously approved work-out-of-class pay and we are requesting the Civil Service
Commission approve extensions as per Placer County Code 3.08.510 C.5.c. Supporting
documentation has been attached to this memo.

Department Employee Name Dates Approximately

HHS/Admin Services Erica Collins 09/16/2016 — 03/17/2017 180 days
HHS/ASOC - Caroline Shaw 09/15/2016 — 03/17/2017 180 days

Recommendation: It is recommended that the Civil Service Commission approve the above
work-out-of-class pay extension(s) in recognition of the duties being performed.

cc: Jeff Brown - Health & Human Services



WORK OUT OF CLASS AGREEMENT
DEPARTMENT OF HEALTH & HUMAN SERVICES

TO: Lori Walsh, Peréonnel Director
FROM: » Jeff Brown, Director of Health & Human Services
DATE: September 12, 2016

SUBJECT: Request for Work Out of Class (WOC) Pay

ACTION REQUESTED

Employee’s Name: Erica Collins

Current Classification: Accounting Technician

WOC Classification: Staff Services Analyst |

Initial WOC Effective Date: March 19, 2016 (FY 2015-16 PP 21)

Requested Extension Effective Date: September 16, 2016 (PP 7)

Approximate Number of Days: 180 days

Approximate End Date (End of pp): March 17, 2017 (PP 20)

Reason for WOC Request:; :

[ Fill Behind Leave of Absence [] Peak Workload/Special Project [IPending Reclassification/Reallocation
[ Fill Behind Retirement [ No Request to Fill Vacancy X Request to CEO to Fill Vacancy
L] Fill Behind WOC [ Temporary End WOC>80-Hours Leave [] Restart WOC>80-Hours Leave
BACKGROUND

- Ms. Collins continues to complete numerous special, and ongoing, projects that require focus and attention beyond the
capacity of the existing team of Staff Services Analysts in Heaith & Human Services (HHS) Administration. These projects
include working closely with the Director of Administration on realignment, the single largest revenue source for HHS
programs. Ms. Collins successfully took a lead role on the project to roll-back the proposed monthly realignment spread
and researched the HHS programs that are eligible to receive 1991 and 2011 realignment revenue. She continues to
prepare reports for division monthly realignment meetings as well as being responsible to complete quarterly and annual
realignment reports for the State of California. Ms. Collins role has expanded to function as the resource and point of
contact to fiscal managers and accounting staff relative to realignment revenue. She is responsible to analyze HHS
programs that are eligible to receive realignment, consider expenditures in these programs, and make recommendations to
the Director of Administration to recognize realignment revenue, by program, at year-end and on.a monthly basis. During
the year-end process, Ms. Collins successfully mitigated any risk of over-recognizing revenue. Continuing responsibilities
include working closely with the Revenue and Budget Manager and fiscal and accounting staff in Administrative Services to
review monthly County IT charges to HHS. In addition to ensuring that all charges, including project management charges,
are accurate, Ms. Collins will review, correct, or provide OCA/PCA coding within the tight one to two day timeline. Ms.
Collins will also work across HHS divisions and with County IT managers and staff to facilitate communications across the
two departments. She will work with the appropriate staff at County IT to ensure that APDs (Advanced Planning
Document) are completed timely to maximize revenues. Ms. Collins will also continue to assist the Director of
Administration with numerous other special projects as priority-based-budgeting * structure requires changes to
accommodate new software and as new programs, or program requirements, are implemented by the State. Ms. Collins
will also assume responsibility to work closely with the Director of Administration to manage and oversee the HHS
Administration budget. She has already taken responsibility to manage the training budget for HHS Administration. This_
work-out-of-class exception is expected to be resolved within this 180 days extension as HHS Administration has
requested approval to overfill a vacant, funded position with a Staff Services Analyst I/ll. Upon approval, the vacancy will be
filled via the competitive process. :
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RECOMMENDATION

It is therefore recommended that Erica Collins, Accounting Technician, be approved to receive WOC pay as a Staff
Services Analyst | effective September 16, 2016 (PP 8). This WOC assignment will result in an approximate increase of
5%. Consistent with the guidelines presented under provisions for work out of class section in Chapter 3 of the County
* code, additional compensation for working out of class shall be no less than a minimum of five percent or exceed a
maximum of fifteen (15) percent. The specific amount of the additional compensation will be determined by an analysis
of the employee’s current classification and the proposed work out of class classnflcatlon and in no case will exceed the
amount the employee would receive if promoted. ,

AUTHORITY

In line with the principle that an employee assngned to work in a posutlon having discernibly higher job duties should
receive higher pay, positions within the classified service may be applicable for work-out-of-class assignment. Individual
employees maybe certified by the personnel department as being eligible for work-out-of-class pay when so assigned by
the appomtmg authority or designate of that appomtmg authority. (3.08.510)

PROVISIONS FOR WOC ASSIGNMENTS

For evaluation purposes, employee is rated on his or her current classlflcatlon

Evaluation rating periods are not impacted by WOC assignments.

Employee will continue to be eligible for merit increases as outlined in 3.04.650.

Employee will continue to accrue seniority in his/her regular position/classification.

Employee will continue to receive the benefit package associated with his/her regular position/classification.

WOC compensation will not be considered or paid for assignments of two workdays or less or for training

purposes.

e The Department must notify the Personnel Department when the WOC employee has a leave of absence that

« exceeds 10 ten working days since this results in ending WOC compensation. The Depariment must notify

Personnel and submit the appropriate paperwork prior to continuing an employee in a WOC assignment upon his
or her return from leave.

Additional compensation for working out of class shall be no'less than a minimum of five (5) percent or exceed a
maximum of fifteen (15) percent.

e The Department is responsible for requesting WOC extensions anticipated to be beyond 180 days from the County
Executive’s Office using the Position Exception Form and process.

e Employee is not to begin the work out of class assignment until certified by the Personnel Department that the
individual meets the minimum qualifications for the WOC assignment, the additional duties warrant WOC
compensation, and that the WOC compensation requirements have been met.

. | have reviewed and understand the Department and Employee reSponsibiIities with the requested WOC assignment and
understand the prows10ns set forth above and specified in 3.08.510 of Placer Countys,Personne/ Rules.

/ “s)
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Appdinfing (Atithority Date Employee Date

Jeffrey S. Bfown Erica Collins

Director o ' Accounting Technician

Health and Human Services - Health and Human Services
?/Mf/ﬁu gl fie

Supérvisor ! Date

Rebecca Mellott

Director of Administration

Health and Human Services
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WORK OUT OF CLASS AGREEMENT
DEPARTMENT OF HEALTH AND HUMAN SERVICES

. TO: Lori Walsh, Human Resources Director
FROM: Maureen F. Bauman, LCSW, MPA -
DATE: July 19, 2016

SUBJECT: Request for Work. Out of Class (WOC) Pay

ACTION REQUESTED

Employee’s Name: : Caroline Shaw
Current Classification: Administrative Clerk Journey
WOC Classification: Administrative Clerk Senior
initial WOC Effective Date: March 19, 2016 PP 21
Requested Extension Effective Date: September 1% 2016 PP 8
Approximate Number of Days: 180 days :
Approximate End Date (End of pp): March 17, 2017 PP 20
Reason for WOC Request: Current freeze on position
‘ [_] Fill Behind Leave of Absence [ Peak Wofkload/Special Project [Pending Reclassification/Reallocation
[ Fill Behind Retirement No Request to Fill Vacancy [ Request to HR to Fili behind Vacancy
I Fi BehindwOC : [] Temporary End WOC>80-Hours Leave  [] Restart WOC>80-Hours Leave
BACKGROUND

The Adult System of Care requests to continue a temporary Work out of Class assignment for an Administrative Clerk
Senior to fill a critical role in the clerical department at Cirby Hills. This position was vacated March 21, 2016 as the
employee was promoted to Administrative Supervisor. The person in this role performs a variety of functions necessary to
improve care and access for Placer County clients, minimizing risk to the department, and lending support to providers and
various team members. Multiple programs and teams within the division rely on the prompt and competent collaboration
and support provided by this position. Some of the primary duties include: oversight of processing of volunteers, Network
Access Request (NAR), employee moves, training coordinator, liaison between Facility Services, Telecommunications, and
on-site contracted providers; support physicians’ mileage request forms, take minutes at key internal and external meetings,
issue and track keys, org chart updates, ASOC database updates, website upkeep; oversee three clerical in front reception
area; support for two Cirby Hills program managers; back up assistance to support Administrative Supervisor.

Health and Human Services does not wish to fill this vacancy on a permanent basis at this time. Rather, it is the intent to
hold a few clerical positions vacant as we transition our medical clinic services to Western Sierra and evaluate placement
.opportunities to existing staff.  We anticipate this will happen over the next few months and no extension of this work out of
class assignment should be necessary. :

RECOMMENDATION

It is therefore recommended that Caroline Shaw, Administrative Clerk Journey, be approved to continue to receive WOC
pay as an Administrative Clerk Senior effective September 15, 2016. This WOC assignment will result in an approximate
increase of 5%. Consistent with the guidelines presented under provisions for work out of class section in Chapter 3 of
- the County code, additional compensation for working out of class shall be no less than a minimum of five percent or
exceed a maximum of fifteen (15) percent. The specific amount of the additional compensation will be determined by an
‘analysis of the employee’s current classification and the proposed work out of class classification and in no case will
exceed the amount the employee would receive if promoted.

AUTHORITY

In line with the principle that an employee assigned to work in a position having discernibly higher job duties should

receive higher pay, positions within the classified service may be applicable for work-out-of-class assignment. Individual
Page 1 of 2



employees may be certified by the Human Resources Department as being eligible for work out-of-class pay when so
assigned by the appomtmg authority or designate of that appointing authority. (3.08.510)

PROVISIONS FOR WOC AS§IGNMENTS :

For evaluation purposes, employee is rated on his or her current classification.

Evaluation rating periods are not impacted by WOC assignments.

Employee will continue to be eligible for merit increases as outlined in 3.04.650.

Employee will continue to accrue seniority in his/her regular position/classification.

Employee will continue to receive the benefit package associated with his/her regular position/classification.

WOC compensation will not be considered or paid for assrgnments of two workdays or less or for training

purposes.

e  The Department must notify the Human Resources Department when the WOC employee has a leave of absence
that exceeds 10 ten working days since this results in endlng WOC compensation. The Department must notify
Human Resources and submit the appropnate paperwork prior to continuing an employee in a WOC assignment

- upon his or her return from leave.

o Additional compensation for working out of class shall be no less than a minimum of five (5) percent orexceed a -
maximum of fifteen (15) percent.

e The Department is responSIble for requesting WOC extensions antICIpated to be beyond 180 days from the County
Executive’s Office using the Position Exception Form and process.

e Employee is not to begin the work out of class assignment until certified by the Human Resources Department that
the individual meets the minimum qualifications for the WOC assignment, the additional duties warrant WOC
compensation, and that the WOC compensatlon requirements have been met.

| have reviewed and understand the Department and Employee responsibiliies with the requested WOC assignment and
understand the prOV/SIons set forth above and specrf/ed in 3.08.510 of Placer County’s Personnel Rules.

Sl JDE o)), 0 Db 7/@4//&’

/jpfrfaomtgthAuthonty Date ,,AUV Tolr B Cmplloyetg )

effrey S. Brown ! t Droupga aroline Shaw

Director Administrative Clerk Journey
Health and Human Services ~ Adult System of Care

Nancy Wéshman
Administrative Supervisor
Adult System of Care -
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#359 POSITION ALLOCATION EXCEPTION REQUEST

TO: CEO Analyst: Joel Joyce _ Personnel Analyst: Jennifer Duvall
FROM Department: HHS/ASOC Department Contact: Maureen F. Bauman
Date:__7/19/16 Telephone Number: (530) 889-7256 A

Department Head SIgnature (required); 20 A L (. (///// Fw Yeft By,

Narrative Justification must be submitted with this form.

2. Administrative Clerk Jrny Current Classification 32791 Allocation / Position Number
' (can be found in ACORN)

3. Administrative Clerk Sr Requested Classification

4. Position funded in current budget: Yes Yes /No Number of months funded: 12
Funding sources / amounts: '

Costs associated with thls request - Use step 5 of the appllcable annual salary grade (does not apply to
5.  backfill requests):

$ 42,460.00 $5,561 $9,749 L $3,248 $400 $ 61,418

$ 45,893.00 $5,562 $10,537 $3,511 $409 % 65,912

Salary & benefit difference: $ 4,494.00

CEO Analyst . - /
Approved: Yes )/ No Sign & Date:__!

o

Personnel Analyst

Approved: Yes |/ ﬁo Sig /@}p}/’/ A | RECEWED
County Executive Office,I( . /&D é‘/ )7 P/ “—/ Q JUL 2'7 2016
‘ - 4




#359 Narrative Justification for Position Exception
HHS ASOC - Administrative Clerk Senior

- Descrrbe why thrs posrtron exceptron is berng requested

The Department has a freeze on many of |ts admrmstratlve posr
Medical Clrnrc The BOS approved the change that would bnn ]

decrslons erl be made wrthm the: next three-four months
2_. What dutres wrll thrs posrtron assume?

Thrs posrtron wrll ‘oversee or provrde the followmg processmg of volunteers Network Access Request (NAR) WEX
tramrng coordinator, llalson between Facility Services, Telecommumcatrons: and on-srt Vcontracted provid
request forms take: mrnutes atkey internal and external meetl’ JS;:issl : age
database updates websrte -upkeep; oversee three clerrcal |n front re ptlon area support for two Clrby H|Il
assistance to support Administrative. Supervisor. e i . P

3. How wrll the posrtrons current duties be reassrgned I drstrrbuted?

"rogram managers "ack up 5

If the exceptlon to extend thls WOC assrgnment is approved then the s aff pe ' on currently worklng in thls role wil be able to con mue
fulftllrng the duties and responsibilities of the Admlmstratrve Clerk Semor position until-the positicn is permanently filled: - o

4. How many allocatlons do you have in the requested classrfrcatron? How many of these posrtrons are fllled and funded?
er allocations; five filled; one vacant and funded in this classrfrcatlon - - e R

5. What alternatlves did you consrder m lreu of thrs posrtron exceptron and why were they not selected?

ASOC explored many drfferent optlons avarlable in the exrstmg work force at the Clrby Hrlls and Auburn Iocatlons and has de rmmed that
istaffmg thls posrtron is cntrcal to the safe and effrcrent provrsron ofservrces at the Clrb" Hllls cllmc Consrderatlons have bee '

dedlcated fuII-tlme quallfred staff person is necessary to help the chmc accomplrsh |ts purposes : :
Fiscal Implications: If this position exception is approved will there be sufficient funding to fully offset antlcrpated costs in

6. the current frscal year? Next fiscal year"
Yes. The Senlor Admlnrstratlve Clerk posrtron is funded for FY 2015 16 as well as FY 2016 17
7. What fundmg sources wrll fully fund this allocation exceptron?

This posrtlon is funded through a.combination of federal state and county dollars : :
What is your plan and timeline for resolving this allocation exception? What vacant I funded posrtron allocatron do you plan to
8. replace with thls posrtlon exceptron?

Once decrsrons have been made refated to asmgnment changes of Medlcal o

position wilk be filled permanently and.this temporary work-out-of-class and posrtlon exceptron wrll end It ls i"f i 3

locating Med Clinic staff to other locations within: the ‘next fotr months.: £ ERLS B e

9. [f you do not get approval for the position exceptron descrrbe the antrclpated rmpact to ' ‘
a. Program performance

others W|ll cause undue burden on staff resultmg in burnout}
_b. ‘ Revenue generatron

Negatlve |mpacts referenced above would decrease efflcrencres and staff productrvrty |n MedI-Cal brllable servrces m addrtron to
costs of staff turnover due to unreasonable workloads (shotild the position remain vacant and the dutres be assrgned to:current staff)
10. lf overhlre, please explain how your current overhire structure is workmg? :

NA - : :

*Departments should attach an organizational chart highlighting the requested position exception.




9102/51/8

ssej8noq epuieg

{vd) uems Aoys
{dwa})zsiezuos uAjaag
(voL) uiea siiAyg

Aulr 3 unupy 3uesep
Ausr 3 uwpy Juedep

Sujuuely Inboeyp ST MORIyUM BIIe)  Ausr Aseseunas Juedep frron e
. SeA3Y-youaLd eAucs S Uo1go] epIesiag FoUunS (eS80 (dway) Suonehey aueig 1E9H3D
. Ioddns [emaps luese, d
oddns [eatiar S* MORIYM B11eD oiddon 2\_,53_ _, uedep ¢ Eumwﬁwﬂ el S yooy esala),
Toudans jeors5 . (H3) uoned uesng Ao5UN0)) Joag J010T5
{¥d) anum suuey axcmwwwﬂ.m_% ausr sw_uwm_wmuwmm " sonbiepy eses G.M__Huwﬂmuwwwm:
daaie es: a. suYy ! .
4§ 9 Upupy juesep TAs00ga’y {d1) 13 Ewn_ SIPW SpoUS yeay B100( eULION 2STESOAPY VI {H3) yesasniely uaa|jos uosIY suueasoy G Yooy esauay
1 (vd) sdod yragezy3 ALISIS BjAY (d1) wneg-adog eaeg 13yjes Apueg ueoep ToAIRS BT $35IA193 NPV 39p]
Ausr |2 unupy Juesep oaing siapues [Aueg . (vd) 199N eA3 6018y SITENUIT SHIOME sse|3nog eoL3ed 5519 yes = . (H3) JoAa stuuag
Auwtr 1 utwpy Juesep TORPY T audey Jayuus; 09¢ GIEan Juesen (H3) wedBeg Apuesy  yssaybopoo arwor Aysnjain ao1reyd piopiatep edsser  (HI) wwng usydag
(oom) ¥s - moys {vd) sjiyq suspeq (13) o S uewssysupsnr  POUGNS SUMICSTIISM (5T) easyfedueng sewol worgnd uuk Jausny Apusp Jauhof stafen
mm.ﬁgnu 28do7 Ausa, (vd) 8100 uesng NS 1008 -ws Asewssoy 7oy (HaJuosq)r sy (vd) ejiay yuess J0UdsWOQg Auusg woyuJol) [neg uRWIBPIOH jiIf
( m.:> ST AEaH {vd) sajyse Apor Q105 el SIS {H3) Japen uAse) pesisuny Asjeg J3Yeg 3|OIN uosdwoyl epjowy Jodsueir
0lJa.iang-uoa Auoyiuy STENPASG {vd) 8t yuws aisng ETeuTeg SWeIJIM 8yooIg ennG dS35SePwon Rjoqmny sijang Iayead esey
(dws1)Bunayoig (vd) 1amate etey uosuBqoY Wiy N {H3) Jowagem aleyoIN . Aujonop eesuy s12Ag [Pya3
eipues 5" sanbyey eseg woisimeg epury
puesy (vd} ueD maype  ys-ybnogung suyy uedep §° UBWLIBYS unsnf {H3} punysey auueor AV : > .: - _._w. S} RINE] I0JEI[IUTWPY JNqiig
TOdAnS 831151 i
(dwa]) jonwyy r 933 fespepSuy  9CHLSISHI OIGOM Aor sag Aof ueug lIsqdwan maynew (vd) uspseo anbiuow L H S 213D aueT eavaqay
NS5Q U033 Jueden, UOSISPUSH ISBUDIN - ¥S-S3poyYy 240019, g5 SURIMGI0-0) SENOYGAD A {H3) Jepaoy Lay IpurzURA 3USIOY Agaoet uouueys 918u3 Awy
b yaeay uelapy g Peydiin Asun Aum BN EFETENTY ajasys onboer [syasnag-yoequis)y  ¥5-43Walg AUnydals
-Aauiny ouoy 18y 3 UM Aume) . :
8np 99 Ys: L g S’ UOJBUIPPAM BRI lutey euo] na8polg ueqoy o111] eueuazq {H3) owiwnyg esr] 18m0d ajust {vd) seuensan Auepy JCITTET g Yioddng [e5u3)
s-AyaiL ipnr - uejoN asny uaknaN AwAp YS-2A0T UBISLY umoug uAjiey (vg) wipauag Jo0opIsYys aaeq uoyBuluuag :o:cm.;m :ma<. sjeue) astusg uossaying ejAe)y
(H3) Ys-spaqoy Aoy (dwa))000youH eudeq TIN5 tegny sunanboer J1aixeg suuely alueydays (H3) Ja39d Apaquury uosisyed sawer wedep 5 (30yes) §7 JuedeA sodues paj
1e[1q ei0g3Qq (Yd) uewnjoly ajooN edeyj eyiypey  ©J19ND epUlSIN Aassng wia] {eMly usaning 303 9¢ doig Y1045 Ueaf UOSI3YJIN Y2JRiA YS-auog usiny aueq auue)nf eifay opuedry
Sis3ED Wiy (vd) sineq sunswy me|ussun AS8agq  ¥S-yarnoosaqg Apury joqny auney SNS df-moj[o3, Y-SDIAIBS I KERIVETS spuesing jpeyaIy BAREIOGE[o) SI3IAIAG YS- Bjiny ajjaupr uedep
YO SSHI FEIS Suisinn Spi0daY B3PS - YIEaR [e3uag ENES LT ..E:ww wES_w.g JUBNoH 339304 NP 33 UEIpIEND Jijgng

Juesep-Aulr 3 woy
uosweiqy Aqps
JII9AT-BUURYO[

8uon espy
SIBI0ADY SIYDIY SIUSEd

splouday-Apuy
UBIBIUYI5] SAeIISIUIUpY
ploypnT J8jiuUsr
PR

/jRuyer m_.omr<

osuaydais eseque
UERIS eieqleg sluepy Aases)

ucy3is essiPw

S3UOf BUUR
Kiejaiosg
BSARERSIUIPY

(d1) an ‘y3uis ulsapuiney
{wnoo1) gy ‘suayoneag eoissar
{dL) dN “Aydsniy Auuar
“(wnacT) Qi ‘s pireg

(d1) dN ‘e epes

HEIS TeIpoN



PLACER COUNTY CIVIL SERVICE COMMISSION

s Placer HUMAN RESOURCES DEPARTMENT Ren 1 Do
L 145 Fulweiler Avenue, Suite 200 Don Nelson
Auburn, California 95603-4578 Andrae Randolph
Rick Ward

Lori Walsh, Human Resources Director
Main Office: 530.889.4060
FAX: 530.886.4626

MEMORANDUM www.placer.ca.gov
To: Civil Service Commission B
From: Lori Walsh, Human Resources Director
By: Kathy Youngs, Human Resources Analyst Il W
Date: September 12, 2016 _
Subject: Creation of Civil Legal Secretary Classification Series

Recommendation

It is recommended the Civil Service Commission:

1. Approve the creation of the new Civil Legal Secretary classification series and corresponding
salary grades for four new classifications:

e Civil Legal Secretary | — Salary Grade GNRL 64 ($3621.19 - $4401.66/Monthly);

e Civil Legal Secretary Il — Salary Grade GNRL 76 ($3992.44 - $4852.90/Monthly);

e Civil Legal Secretary — Senior — Salary Grade GNRL 88 ($4401.66 - $5350.28/Monthly);
e Civil Legal Secretary — Supervising — Grade GNRL 100 ($4852.90 - $5898.78/Monthly)

2. Approve the reclassification of four (4) Legal Secretary Journey positions,; Salary Grade GNRL
61 ($3538.36 - $4730.78/Monthly) to Civil Legal Secretary Il — Salary Grade GNRL 76
($3992.44 - $4852.90/Monthly) and the non-competitive promotion of three (3) incumbents
pursuant to Chapter 3.08.480;

3. Approve the reclassification of two (2) Legal Secretary Senior positions, Salary Grade 73
($3900.94 - $4741.64/Monthly) to Civil Legal Secretary — Senior, Salary Grade GNRL 88
($4401.66 - $5350.28/Monthly) and the non-competitive promotion of the incumbents pursuant
to Chapter 3.08.480. '

4. Approve the abolishment of the classification of Secretary to County Counsel (CONF 336).



September 12, 2016
Creation of Civil Legal Secretary Classification Series
Page 2

Basis for Recommendation

Bryce Consulting was retained by the Placer County Human Resources Department based on a
request from the County Counsel’s Office to review their six (6) positions currently allocated within the
Legal Secretary classification series.

The County Counsel's Office performs litigation, which is normally contracted out by most agencies,
with the exception of some of the larger counties. The impact litigation has on the secretary positions
being studied was of concern with respect to whether the current classifications, as allocated and the
classification specifications, as written, accurately reflect the level of work performed.

Position Inventory Questionnaires (PIQ’s) were completed and submitted by the study participants,
with review upon submission by the County Counsel, Chief Deputy County Counsel and Human
Resources. Bryce Consulting reviewed the PIQ’s and interviewed all staff who submitted a PIQ. The
consultant also interviewed staff in the District Attorney’s Office in an effort to determine the scope of
responsibilities of the Legal Secretary positions allocated in the District Attorney's Office, when
compared to the scope of work of the Legal Secretary positions allocated in the County Counsel's
Office.

The classification analysis revealed that a new classification series of Civil Legal Secretary was
necessary, as the current classifications do not accurately reflect the full scope or level of work
required. Because the County conducts litigation in-house, the positions are also required to prepare
and file a variety of legal documents in multiple courts. This requires the positions to perform minor
legal research and read and interpret legal terminology so that they are able to take the information
provided to them by the attorneys and properly format the legal documents according to each courts
policies and procedures. Furthermore, the staff often drafts the legal document for the attorneys’
review rather than the attorney drafting the document for formatting by staff. The complexity of the
work is beyond the level of work outlined in the current class specification. Furthermore the
experience requirements for the Legal Secretary have posed issues for the Department with the
respect to hiring at the journey level. Because the more complicated work involves supporting
litigation and the current requirements do not include such previous experience, the County has had
‘limited candidate pools who truly possess experience that meets the needs of the Department.

At the completion of the classification study an internal salary review revealed that the new
classification series of Civil Legal Secretary would need to be set at a salary grade appropriate to
those classifications with a similar scope of work. Therefore, it is requested that the Civil Legal
Secretary classification series is set at the appropriate salary grade, as listed above.

Note, there is currently one incumbent who does not.meet the guidelines to be non-competitively
promoted into the new classification, as provided by the rules of Chapter 3.08.480. Therefore, Human
Resources will be conducting a recruitment to establish an eligible list (Chapter 3.08.720A) in order to
appoint a qualified person into the newly reclassified position.
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Finally, it is requested that the Civil Service Commission abolish the classification of Secretary to
County Counsel. This single position classification was created in March of 2002 based on the needs -
of the County Counsel's Office at that time. This classification has not been filled nor utilized for many
years. The request to abolish this classification will further create symmetry within the County
Counsel's Office operating within the new Civil Legal Secretary classification series.

Attached for the Commission’s consideration is a copy of the proposed classification specifications
and an organizational chart for the County Counsel's Office. The County Executive's Office has

reviewed and concur with this information.

cc: Gerald Carden, County Counsel
Val Flood, Chief Deputy County Counsel
Joel Joyce, Management Analyst I
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SECTION I - INTRODUCTION

Bryce Consulting was retained by Placer County to conduct a classification study involving six
positions within the County Counsel’s Office currently allocated to the Legal Secretary
classification series. The County Counsel’s Office within Placer County is somewhat unique in that
the office performs litigation law which is normally contracted out, with the exception of some of
the larger counties. The impact litigation law has on the study positions has been of concern with
respect to whether the current classifications and class specifications accurately reflect the level
of work performed. This report presents the classification study results and recommendations

and includes:
Section | Introduction
Section | Classification Conceptual Framework
Section ] Classification Plan Recommehdations
STUDY OBJECTIVES

In conducting the study, Bryce Consulting had the following objectives:

e To systematically describe in the classification plan the kinds of work currently performed
by employees and the level of responsibility and difficulty of that work.

e To recommend a classification structure that supports the organizational structure and
includes a clear definition of terms.

e Torecommend new or revised class specifications.

e To make allocation recommendations for each position based on the duties and
responsibilities assigned.

e To allow for a review process that permits each employee to review the draft
classification recommendation and to submit concerns directly to the consultant.

Placer County — County Counsel’s Office _ : Page 3



Bryce Consulting

STUDY METHODOLOGY
To achieve the above objectives, the following tasks occurred:

e The project consultant met with members of the Human Resources Department and the
Chief Deputy County Counsel to initiate the project.

e The project consultant met with all available employees involved in the study to discuss
the study objectives and procedures. At that time, Position Inventory Questionnaires
(P1Qs) were distributed to employees to complete regarding their current position.

e Upon independent completion of the questionnaire by the employees, management
personnel reviewed the questionnaires for accuracy and provided additional comments.
The consultant then conducted a preliminary analysis of the information provided by the

employees and management.

e The consultant conducted interviews with 100% of the employees. The purpose of these
interviews was to gain clarification and additional information regarding each position.

e The consultant spoke with representatives from the District Attorney’s Office to collect
information regarding duties and scope of responsibility since the Legal Secretary series is
- also used to support attorneys within the District Attorney’s Office.

e Based on the information obtained through the questionnaires and interviews, the
consultant analyzed and developed a recommended conceptual classification plan.

o Thereafter, the consultant drafted new class specifications that reflect the level of work
and duties performed by the study positions which were reviewed by the Human
Resources Department staff and Department management staff.

e Incumbents were provided an opportunity to review and comment on the
recommendations and draft job descriptions for their position prior to finalization.

e Bryce developed a draft report of the findings and recommendations which was reviewed
by the Human Resources Department prior to finalization.

Placer County — County Counsel’s Office : Page 4



SECTION Il - CONCEPTUAL FRAMEWORK

This section of the report presents a conceptual framework for the classification plan. The
classification analysis, as applied to the study positions, used sound principles of job evaluation
and job analysis.

The classifications represent a carefully designed classification structure tailored to the particular
needs of the Department, as classification is a reflection of how an agency is organized. Within
these job classes are positions that require a full range of knowledge, skills, and abilities to
successfully accomplish a wide array of assignments. The class concepts as outlined on the
following pages accommodate these diverse needs and requirements in a manner that
encourages the highest degree of management flexibility possible. At the same time, these class
concepts reflect organizational consistency within job series. This section elaborates upon these
and other classification concepts used to build the proposed classification plan.

CLASSIFICATION LEVELS
Eositibn classification represents the grouping of jobs into a systematic classification structure
based on the interrelationship of the duties performed, nature and level of responsibilities and
other work-related requirements of the jobs. Within the overall classification plan for the study
positions, it is possible to generally categorize each classification according to the following
possible levels:

Class Level

Entry (1)
Journey (Il)
Advanced Journey (Senior)
Supervisor

The following subsections generally define the responsibilities to be assumed at each class level
identified.

Entry level classes provide on-the-job training to employees with no or limited related
work experience. Assignments are generally limited in scope and are performed within a
procedural framework established by higher level employees. As experience is acquired,
the employee performs with less immediate supervision.

Journey level classes are designed to recognize those positions which require the
incumbent to perform a broad range of tasks, usually under general supervision. A
journey level position is fully trained in the scope of duties associated with this level.
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Advanced Journey level classes possess a specialized technical or functional expertise.
They typically are assigned significant responsibilities above the journey level, possess
specialized knowledge, abilities, skills, and experience, and often exercise independent
judgment in the performance of their duties. Advanced journey level classes typically
provide technical, functional or lead supervision over lower level positions within a series.

The Supervisor level class recognizes full, first-line supervisory positions that plan, assign,
and evaluate the work of subordinates and are responsible for a program area within a

work unit or department.

ALLOCATION FACTORS _
Allocation factors are standards that are used to measure job requirements of individual
positions. These factors can be compared in order to measure the similarities and differences
among positions. The allocation factors used to develop the Classification Plan are:

Decision Making
Scope and Complexity
Contact with Others Required by the Job
Supervision Exercised and Received
Knowledge, Skills and Abilities

These criteria are briefly defined below:

Decision Making
This standard consists of (a) the decision making responsibility and degree of
independence or latitude that is inherent in the position and (b) the impact of the

decisions.

Scope and Complexity ‘
This standard defines the breadth and difficulty of the assigned function or program
responsibility inherent in the classification. '

Contact with Others Required by the Job
This standard measures (a) the types of contacts and (b) the purpose of the contacts.
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Supervision Received and Exercised

This standard describes the level of supervision received from others and the nature of
supervision provided to other workers. It relates to the independence of action inherent
in a position.

Knowledge, Skills and Abilities .
This standard defines the knowledge, skills and abilities necessary to perform assigned
responsibilities.

These allocation factors have been carefully and consistently applied during the analysis of each

position included in the scope of the study. They are then compared with the same elements in
positions that involve similar kinds of work. Not all factors will be as pertinent to all positions and

each factor is analyzed in accordance with the importance of that particular factor to the kind of
job under study. Consideration of these allocation factors leads to the identification of various .
classes. More specifically, positions are typically divided first into classification families and series
that involve the same kind of work and then subdivided into classes based on levels of
responsibility within each group. Positions are classified according to the nature and kind of
duties assigned to the position. The assignmeht of additional duties of a similar nature to a
position does not justify a higher classification. Redistributing work or adding employees, not
reclassifying existing positions, properly solves problems of excessive workload.
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SECTION 11 - CLASSIFICATION PLAN ALLOCATIONS |

This section presents the classification plan and includes a proposed classification list and the
allocation of positions to recommended classes.

CLASS LIST
The proposed classification plan includes the following classes:

Civil Legal Secretary I/11
Senior Civil Legal Secretary
Supervising Civil Legal Secretary

CLASSIFICATION RECOMMENDATIONS

Based on the duties performed, specifically as they relate to litigation support, it was determined
that while the positions do perform the duties listed in the Legal Secretary class specification, the
more complex work is not represented. Therefore a Civil Legal Secretary series is proposed. The
newly proposed class specifications have been provided in Appendix A. Appendix B provides the
allocation list. '

RECOMMENDATIONS

The Legal Secretary series consists of Legal Secretary — Entry, Legal Secretary - Journey, and Legal
Secretary-Senior. The Legal Secretary ~ Entry and Journey are responsible for performing
specialized, confidential and diversified legal secretarial work; assisting with scheduling and the
handling of office details; and relieving legal staff of administrative details. According to the class
specifications, positions type, edit and format legal documents including pleadings, briefs,
opinions, orders, contracts, correspondence and other legal matters; handle routine departmental
correspondence independently, and maintain files of correspondence, contracts, pleadings,
discovery, legal opinions and other records and documents; assist other staff by performing duties
related to special assignments or projects including researching and compiling information;
provide information in person or over the telephone relative to departmental procedures, policies
records, court rules and case files; collect information from a variety of sources pertinent to area
of assignment; compile data as necessary and prepare routine reports as required; and schedule a
variety of appointments as necessary. |

Legal Secretary — Entry receives on-the-job training regarding County policies and procedures and
then, upon successful completion of the probationary period and demonstrated ability to perform
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the full scope of work, positions are typically non-competitively promoted to the Legal Secretary -
Journey level after two years and once an incumbent shows a readiness to work at the higher
level. Legal Secretary - Journey is the full journey level whereby incumbents are expected to
perform the full scope of work independently. Legal Secretary - Senior is the lead level whereby
incumbents perform the more complex duties and may provide technical and functional

supervision over assigned personnel.

As previously stated, the positions do perform the duties listed in the Legal Secretary class
- specification; however, the current classification and class specification' do not accurately reflect
the full scope of work nor the level of work performed by the posmons Because the County
conducts litigation in-house, the positions are also required to prepare and file a variety of legal
documents in multiple courts. This requires the positions to perform minor legal research and
read and interpret legal términology so that they are able to take the information provided to
them by the attorneys and properly format the legal documents according to each court’s policies
and procedures. Furthermore, the staff often drafts the legal document for the attorneys’ review
rather than the attorney drafting the document for formatting by staff. The complexity of the
work is beyond the level of work outlined in the current class specification. Furthermore the
experience requirements for the "Legal Secretary have posed issues for the Department with
respect to hiring at the journey level. Because the more complicated work involves supporting
litigation and the current requirements do not include such previous experience, the County has
had limited candidate pools who truly possess experience that meets the needs of the

Department.

Based on the level of work and duties performed by the study positions, it is recommended that
the County adopt the classifications of Civil Legal Secretary |, Civil Legal Secretary Il and Senior Civil
Legal Secretary. Additionally, the positions are currently supervised by an Administrative Services
Officer which is not the most ideal Supervisory relationship since the Administrative Services
Officer does not require any type of legal experience. The current incumbent in the Administrative
Services Offlcer classification happened to previously be a Legal Secretary but the chances of that
occurring in the future are minimal. Therefore, in an effort to provide additional flexibility to the
Department, the new classification of Supervising Civil Legal Secretary is also recommended;
however, the classification will remain vacant.

In addition to the recommended classifications, the Department has an inactive classification of
Secretary to County Counsel which has not been used in a number of years. Based on how the
work is assigned, the Department does not foresee using the classification in the future and
therefore, we recommend abolishing the classification.
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With respect to salaries, it is recommended that the Civil Legal Secretary Il be set at Grade 76
which is 2.5% below Paralegal Il. The 2.5% differential is appropriate given that they perform
similar duties; however, the Paralegal Il requires certification that the Civil Legal Secretary Il does
not. It is recommended that Civil Legal Secretary | be set 10% below the Il level at Grade 64 and
that the Senior Civil Legal Secretary be set 10% above the Il level at Grade 88. For the Supervising
Civil Legal Secretéry, it is recommended that the salary be set 10% above Senior Civil Legal

Secretary at Grade 88.
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PLACER COUNTY
September 2016

CIVIL LEGAL SECRETARY I -1I

DEFINITION

To provide a variety of highly responsible and specialized secretarial, technical and
- administrative legal support duties related to litigation and transactional law, including drafting,
formatting and filing a variety of legal documents in support of the County Counsel’s Office.

DISTINGUISHING CHARACTERISTICS

Civil Legal Secretary I: This is the entry level class in the Civil Legal Secretary series. This
class is distinguished from the journey level by the performance of the more routine and less
complex tasks and duties assigned to positions within the series. Employees at this level are not
expected to perform with the same independehce of direction and judgment on matters allocated
to the journey level. This class is typically used as a training class; employees may have only
limited directly related work experience. Employees work under immediate supervision while
learning to perform the full breadth of job tasks independently.

Civil Legal Secretary II: This is the full journey level class in the Civil Legal Secretary series.
This class is distinguished from the Civil Legal Secretary I level by the assignment of the full
range of duties including the more difficult and complex work. Employees at this level receive
only occasional instruction or assistance as new or unusual situations arise and are fully aware of
the operating procedures and policies within the work unit. Positions in this class are flexibly
staffed and are normally filled by advancement from the entry level.

- This class is distinguished from the Senior Civil Legal Secretary in that the latter is responsible
for performing the more sensitive duties and providing technical and/or functional supervision to
others when assigned.

SUPERVISION RECEIVED AND EXERCISED
CIVIL LEGAL SECRETARY I

Receives immediate supervision from assigned professional or management staff, receives
technical and/or functional supervision from a Senior Civil Legal Secretary.

CIVIL LEGAL SECRETARY II

Receives general supervision from assigned professional or management staff, and may receive
technical and/or functional supervision from a Senior Civil Legal Secretary.
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EXAMPLES OF ESSENTIAL DUTIES - Duties may include, but are not limited to, the
following: '

Draft, format, proofread and finalize a variety of legal documents in support of assigned
attorneys including, but not limited to, pleadings, briefs, writs, appellate briefs, motions, orders,
civil discovery requests and responses, administrative records, warrants, judgments, agenda
items and background materials, ordinances, resolutions, contracts, leases, and other civil
litigation and legal transactional documents.

Assist attorneys with trial and hearing preparation; format and prepare exhibits list, witness list,
and jury instructions; may support attorneys in court and administrative proceedings, as assigned.
Perform a variety of duties in support of document management including receiving, scanning,
organizing, filing, and destroying documents in paper and electronic files.

Perform routine and technical legal research compile materials and prepare reports and
documents.

Interpret, analyze, and determine compliance or acceptance of information and materials.
Establish and maintain systems related to assigned technical areas of responsibility; monitor area
activities and report progress as required.

Review contracts and routine legal documents prepared by County departments for accuracy and
completeness.

Draft, prepare and track civil subpoenas; research and locate contact information of involved
parties; provide instructions for deposition officer and coordinate production of documents.
Arrange for the presence of witnesses and make deposition arrangements including coordinating
with court reporter.

Receive and input Public Records Act requests and track timelines associated with such; assist in
preparing responses; overseeing production of request.

Receive, input and track Board of Supervisor agenda items.

Recommend and assist in the implementation of goals and objectives; establish schedules and
methods for office operations; implement office policies and procedures. :
Monitor and control expenditures and process invoices; track a variety of operational statistics.
May be requested to assist with on-the-job training of newly hired staff regardlng policies and
procedures.

Perform a variety of responsible administrative support activities on behalf of attorneys and
management including, but not limited to, scheduling and maintaining calendar of appointments,
court hearings, and depositions on behalf of attorneys; making meeting arrangements;
monitoring and following-up on due dates. '

Serve as first point of contact at front desk, receiving, logging and distributing files, documents
and Public Records Requests, answering phones, receiving, opening and processing incoming
mail and greeting visitors.

Respond to complex inquiries and requests for information from the public and County staff.
Perform electronic and traditional filing in varied state and federal courts and administrative
agencies.

Independently respond to letters and general correspondence of a routine nature.

Operate standard law office equipment including multi-line telephone, high volume printer,
scanner, word processing and other document preparation applications; legal practice and case
management software, other standalone computer software programs as related to assigned area.
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Provide responsible technical assistance and training in areas of expertise to office co-workers
and other County employees.

Organize evidence and documents for effective analysis and presentation by attorney.

Review and summarize deposition transcripts and other discovery responses.

Transcribe audio and video recordings

Build and maintain positive working relationships with co-workers, other County employees and
the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS

CIVIL LEGAL SECRETARY I
Knowledge of:
e Principles and practices of legal secretarial and legal support including drafting,

proofreading and filing a variety of legal documents in state court.

. Computer software, including word processing, data base and spreadsheet applications.

. English usage, spelling, punctuation and grammar; and arithmetic, basic mathematical
calculations and statistics and statistical methods.

. Modern office procedures, methods and computer equipment.

. Principles and practices of report writing.

. Business letter writing.

. State court rules and procedures.

Ability to:

. On a continuous basis, sit at desk and/or stand at counter for long periods of

time. Intermittently twist and reach office equipment; write and use keyboard to
communicate through written means; perform simple grasping and fine manipulation; lift
light weight.

. Intermittently review documents related to department operations; observe, identify and
problem solve office operations and procedures; understand, interpret and explain
department policies and procedures; explain operations and problem solve office issues
for the public and with staff.

. Learn to perform legal research in carrying out technical administrative and legal support
duties.

. Work with accuracy and thoroughness under stress.

. Compile and maintain records and prepare reports.

. Learn to analyze situations quickly and objectively to determine proper course of action.

. Use a personal computer and office equipment necessary for successful job performance.
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. Type at a speed necessary for successful job performance.
. Communicate clearly and concisely, both orally and in writing.
. Establish and maintain effective working relationships with those contacted in the course
of work.
. Work with various cultural and ethnic groups in a tactful and effective manner.
. Preserve confidentiality of sensitive material routinely encountered as part of work
assignments.

Experience and Training

Any combination of experience and training that would provide .the required knowledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:

Experience:

Two years of experience performing secretarial and technical legal support duties
in a public or private legal office that included supporting civil litigation and
transactional activities. '

Training:

Equivalent to the completion of the twelfth grade preferably supplemented by
course work in business, paralegal studies or a closely related field.

License or Certificate:

May need to possess a valid driver's license as required by the position. Proof of adequate
vehicle insurance and medical clearance may also be required.

CIVIL LEGAL SECRETARY 11

In addition to the qualifications of the Civil Legal Secretary I:

Knowledge of:

. Electronic filing of documents in the state and federal courts and with administrative
agencies.

. Principles and practices of routine legal research.

. Federal and Appellate court rules and procedures, Administrative Agency regulations and
procedures.

. Forms of agreements, leases, ordinances, resolutions, public. record act responses, and

administrative records.
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Ability to:
. Perform independent legal research in carrying out technical administrative and legal
support duties.
. Collect, compile, analyze and present a variety of data in a meaningful way.
. Understand and interpret complex policies, procedures and regulations.
. Compile and maintain complex and extensive records and prepare reports.
. Analyze situations quickly and objectively to determine proper course of action.
. Develop and recommend policies and procedures related to assigned office operations.

Experience and Training

‘ Any combination of experience and training that would provide the required knowledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:

Experience:

Two years of experience performing secretarial and technical legal support duties
equivalent to a Civil Legal Secretary I in Placer County. '

Training:

Equivalent to the completion of the twelfth grade preferably supplemented by
course work in business, paralegal studies or a closely related field. '

License or Certificate:

May need to possess a valid driver's license as required by the position. Proof of adequate
vehicle insurance and medical clearance may also be required.
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SENIOR CIVIL LEGAL SECRETARY

DEFINITION

To perform the more difficult, complex and/or sensitive work related to the performance of
highly responsible and specialized secretarial, technical and administrative legal support duties
related to litigation and transactional law, including drafting, formatting and filing a Varlety of
legal documents in support of the County Counsel’s Office.

DISTINGUISHING CHARACTERISTICS

This is the advanced journey level class in the Civil Legal Secretary series. Positions at this level
are distinguished from other classes within the series by the level of responsibility assumed,
complexity and sensitivity of duties assigned, independence of action taken, by the amount of
time spent performing the duties and by the nature of the public contact made. Employees
perform the most difficult and responsible types of duties assigned to classes within the series
which may include providing technical and/or functional supervision to staff. Employees at this
level are required to be fully trained in all procedures related to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED
Receives direction from assigned professional or management staff.
Exercises technical and/or functional supervision over assigned staff.

EXAMPLES OF ESSENTIAL DUTIES - Duties may include, but are not limited to, the
following:

Provide direction, training and oversight to staff on policies, procedures, methods and format;
serve as technical expert receiving and responding to staff questions.

Draft, format, proofread and finalize the more sensitive legal documents in support of assigned
attorneys including, but not limited to, pleadings, briefs, writs, appellate briefs, motions, orders,
civil discovery requests and responses, administrative records, warrants, judgments, agenda
items and background materials, ordinances, resolutions, contracts, leases and other c1v11
litigation and legal transactional documents.

Participate in the revision, development and implementation of new office procedures.

Assist attorneys with trial and hearing preparation; format and prepare exhibits list, witness list,
and jury instructions; may support attorneys in court and administrative proceedings, as assigned.
Perform a variety of duties in support of document management including receiving, scanning,
organizing, filing, and destroying documents in paper and electronic files.

Perform routine and technical legal research, compile materials and prepare reports and
documents.

Interpret, analyze, and determine compliance or acceptance of information and materials.
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Establish and maintain systems related to assigned technical areas of responsibility; momtor area
activities and report progress as required.

Review contracts and routine legal documents prepared by County departments for accuracy and
completeness.

Draft, prepare and track civil subpoenas; research and locate contact 1nformat10n of involved
parties; provide instructions for deposition officer and coordinate production of documents.
Arrange for the presence of witnesses and make deposition arrangements 1nc1ud1ng coordinating
with court reporter.

Receive and input Public Records Act requests and track timelines associated with such; assist in
preparing responses; overseeing production of request.

Receive, input and track Board of Supervisor agenda items.

Recommend and assist in the implementation of goals and objectives; establish schedules and
methods for office operations; implement office policies and procedures.

Monitor and control expenditures and process invoices; track a variety of operational statistics.
Perform a variety of responsible administrative support activities on behalf of attorneys and
management including, but not limited to, scheduling and maintaining calendar of appointments,
court hearings, and depositions on behalf of attorneys; making meeting arrangements;
monitoring and following-up on due dates.

Serve as first point of contact at front desk, receiving, logging and distributing files, documents
and Public Records Requests, answering phones, receiving, opening and processmg incoming
mail and greeting visitors. '
Respond to complex inquiries and requests for information from the public and County staff.
Perform electronic and traditional filing in varied state and federal courts and administrative
agencies.

Independently respond to letters and general correspondence of a routine nature.

Operate standard law office equipment including ‘multi-line telephone, high volume printer,
scanner, word processing and other document preparation applications; legal practice and case
management software, other standalone computer software programs as related to assigned area.
Provide responsible technical assistance and tra1n1ng in areas of expertise to office co-workers
and other County employees.

Organize evidence and documents for effective analysis and presentation by attomey

Review and summarize deposition transcripts and other discovery responses.

Transcribe audio and video recordings

Build and maintain positive working relationships with co-workers, other County employees and
the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS

Knowledge of:

. Principles and practices of legal secretarial and legal support including drafting,
proofreading and filing a variety of legal documents, including electronic filing in all
courts and administrative agencies.
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Principles and practices of routine legal research.

State, Federal and Appellate court rules and procedures Adm1n1strat1ve Agency
regulations and procedures.

Computer software, including word processing, data base and spreadsheet applications.

English usage, spelling, punctuation and grammar; and arithmetic, basic mathematical
calculations and statistics and statistical methods.

~ Modern office procedures, methods and computer equipment.

Principles and practices of report writing.
Business letter writing.

Forms of agreements, leases, ordinances, resolutions, public record act responses, and
administrative records.

Ability to:

- Serve as technical and /or functional lead, providing training and oversight to staff on an -

ongoing basis or related to specific policies and procedures.

On a continuous bas1s, sit at desk and/or stand at counter for long periods of
time. Intermittently twist and reach office equipment; write and use keyboard to
communicate through written means; perform simple grasping and ﬁne manipulation; lift
light weight.

Intermittently review documents related to department operations; observe, identify and
problem solve office operations and procedures; understand, interpret and explain
department policies and procedures; explain operations and problem solve office issues
for the public and with staff.

Perform independent legal research in carrying out technlcal administrative and legal
support duties.

Collect, compile, analyze and present a variety of data in a meaningful way.

- Understand and interpret complex policies, procedures and regulations.
“Compile and maintain complex and extensive records and prepare reports.

Analyze situations quickly and objectively to determine proper course of action.
Develop and recommend policies and procedures related to assigned office operations.
Work with accuracy and thoroughness under stress.

Use a personal computer and office equipment necessary for successful job performance.
Type at a speed necessary for successful job performance.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course
of work.

Work with various cultural and ethnic groups in a tactful and effective manner.
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. Preserve confidentiality of sensitive material routinely encountered as part of work
~ assignments. '

Experience and Training

Any combination of experience and training that would provide the required knowledge
and abilities is qualifying. A typical way to obtain the required knowledge and abilities would
be: , '

Experience and Training

Any combination of experience and training that would provide the required knowledge
and abilities is qualifying. A typical way to obtain the required knowledge and abilities would
be: ’

Experience:

Two years of experience performing secretarial and technical legal support duties
equivalent to a Civil Legal Secretary II in Placer County.

Training:

Equivalent to the completion of the twelfth grade preferably supplemented by
course work in business, paralegal studies or a closely related field.

License or Certificate:

May need to possess a valid driver's license as required by the position. Proof of adequate
vehicle insurance and medical clearance may also be required. ’
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SUPERVISING CIVIL LEGAL SECRETARY

DEFINITION

To plan, organize, direct and supervise staff involved in the performance of highly responsible
and specialized secretarial, technical and administrative legal support duties related to litigation
and transactional law within the County Counsel’s Office; and to perform a variety of technical
tasks relative to assigned area of responsibility.

DISTINGUISHING CHARACTERISTICS

The Supervisor level recognizes positions that perform full, first-line supervisory responsibilities
including planning, assigning and evaluating the work of subordinates and are responsible for a
program area within a work unit or department.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from an assigned manager.
Exercises direct supervision over assigned secretarial personnel.

EXAMPLES OF ESSENTIAL DUTIES - Duties may include, but are not limited to, the
following:

Recommend and assist in the implementation of unit goals and objectives; establish schedules
and methods related to supporting attorneys within the County Counsel’s Office; implement
policies and procedures.

Plan, prioritize, assign, supervise and review the work of staff involved in the performance of
secretarial, technical and administrative legal support including drafting, formatting and filing a
variety of legal documents. '
Evaluate operations and activities of assigned responsibilities; recommend improvements and
modifications; prepare various reports on operations and activities.

Participate in budget preparation and administration; prepare cost estimates for budget
recommendations; monitor and control expenditures.

Participate in the selection of staff; provide or coordinate staff training; conduct performance
evaluations; recommend discipline; implement discipline procedures as directed.

Participate in the revision, development and implementation of new office procedures.

Assist attorneys with trial and hearing preparation; format and prepare exhibits list, witness list,
and jury instructions; may support attorneys in court and administrative proceedings, as assigned.
Perform a variety of duties in support of document management including receiving, scanning,
organizing, filing, and destroying documents in paper and electronic files.

Interpret, analyze, and determine compliance or acceptance of information and materials.
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Perform the most difficult and complex work in the drafting, formatting, proofreading and
finalizing the more sensitive legal documents in support of assigned attorneys including, but not
limited to, pleadings, briefs, writs, appellate briefs, motions, orders, civil discovery requests and
responses, administrative records, warrants, judgments, agenda items and background materials,
ordinances, resolutions, contracts, leases, and other civil litigation and legal transactional
documents.

Respond to complex inquiries and requests for information from the public and County staff.
Answer questions and provide information to the public; investigate complaints and recommend
corrective action as necessary to resolve complaints

Participate in special projects and/or a551gnments in an effort to improve processes, procedures
and workflow.

Build and maintain positive working relatlonshlps with co- workers other County employees and
the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS

Knowledge of:

. Principles and practices of legal secretarial and technical support related to the drafting,
proofreading and filing a variety of legal documents, including electronic filing in all
courts and administrative agencies.

. Principles of supervision, training and performance evaluations.

. Principles of budget monitoring.

. Principles and practices of routine legal research.

. State, Federal and Appellate  court rules and procedures, Admlnlstratlve Agency
regulations and procedures.

. Forms of agreements, leases, ordinances, resolutions, public record act responses, and
administrative records.

. Modern office procedures, methods and computer e equipment.

. Principles and practices of leadership, motivation, team building and conflict resolution.

. Principles and practices of work safety.

. Pertinent local, State and Federal laws, ordinances and rules relative to child support
activities.

. English usage, spelling, punctuation and grammar; and arithmetic, basic mathematical
calculations and statistics and statistical methods.

e  Business letter writing.

. Methods for training employees in work procedures.

. Advanced principles and practices of customer service.

Ability to:

. Organize, implement and direct assigned litigation and transactional law administrative
and secretarial support operations/activities.

. Continuously, review legal documents related to litigation and transactional law; identify

necessary information needed per legal requirements; problem solve issues related to the
drafting, formatting, and filing of legal documents in a variety of courts; understand and
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interpret Department policies and procedures; explain operations to less experienced
staff.

. On a continuous basis, sit at desk and/or stand at counter for long periods of -
time. Intermittently twist and reach office equipment; kneel or twist to retrieve files;
write or use keyboard to communicate through written means; lift light weight.

. Supervise, train and evaluate assigned staff.

. Collect, compile, analyze and present a variety of data in a meaningful way.

. Understand and interpret complex policies, procedures and regulations.

. Compile and maintain complex and extensive records and prepare reports.

. Analyze situations quickly and objectively to determine proper course of action.

. Develop and recommend policies and procedures related to assigned office operations.

. Interpret and explain pertinent County and Department policies and procedures.

. Use a personal computer and office equipment necessary for successful job performance.

. Work with various cultural and ethnic groups in a tactful and effective manner.

. Preserve confidentiality of sensitive material routinely encountered as part of work
assignments. S '

. Type at a speed necessary for successful job performance.

. Exercise problem-solving with sound independent judgment.

. Assist in the development and monitoring of an assigned program budget.

. Develop and recommend policies and procedures related to assigned operations.

. Work with various cultural and ethnic groups in a tactful and effective manner.

. Establish and maintain effective working relationships with those contacted in the course
of work.

. Communicate clearly and concisely, both orally and in writing.

Experience and Training

Any combination of experience and training that would provide the required knoWledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:

Experience:

Four years performing secretarial and technical legal support duties that included
supporting civil litigation and transactional activities including one year performing
duties similar to a Senior Civil Legal Secretary.

Training: ‘
Equivalent to the completion of the twelfth grade preferably supplemented by course
work in business, paralegal studies or a closely related field.

License or Certificate:

May need to possess a valid driver's license as required by the position. Proof of adequate
vehicle insurance and medical clearance may also be required.
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'SECRETARY TO COUNTY COUNSEL

DEFINITION

To perform responsible and confidential administrative and secretarial assistance of a legal
nature for the County Counsel; to provide administrative support to assigned projects or
programs; and may provide technical and functional supervision over assigned personnel.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the County Counsel.
Exercises technical and functional supervision over a531gned legal secretarial and clerical
personnel.

EXAMPLES OF ESSENTIAL DUTIES - Essential duties may include, but are not limited to,
the following:

e Perform a wide variety of executive secretarial and administrative duties as required by daily
operations in the County Counsel’s office. _

¢ Represent the County to the public, businesses, Board members and other agencies at the
request of the County Counsel.

e Coordinate office activities and schedules; develop and recommend office procedures and
systems; ensure smooth office operations.

e Plan, prioritize, assign, supervise and review the work of staff.

e Participate in the selection of staff; provide or coordinate staff training; work with employees
to correct deficiencies; recommend disciplinary action and implement discipline as directed.

e Provide legal secretarial and technical assistance to County Counsel; perform routine legal
research and conduct analysis of a wide range of legal documents :

e Prepare Board of Supervisors agenda items. '

e Assist in formulating office policy, goals and procedures; collect and compile relevant data
supporting recommendations.

e Review contracts for accuracy and completeness of signatures, dates and exhibits.

e Research and analyze routine administrative projects for the County Counsel and Board of

. Supervisors; prepare first draft reports on routine administrative matters.

o Identify reports and correspondence requiring priority attention of the County Counsel.

e Provide follow up to assignments given management staff by the County Counsel; provide
status reports to the County Counsel.

e Receive telephone calls including complaints, and provide assistance to callers using
judgement as to calls requiring priority attention.

¢ Independently respond to letters and general correspondence of a routine nature.

o Make travel arrangements for the County Counsel; maintain appointment schedules and
calendars; arrange meetings and conferences.

¢ Build and maintain positive working relationships with co-workers, other County employees
and the public using principles of good customer service. ‘



PLACER COUNTY
Secretary to County Counsel (Page 2)

e Perform related duties as assigned.

MINIMUM QUALIFICATIONS

Knowledge of:

Organization, procedures and operating details of a County Counsel’s office.
English usage, spelling, grammar, and punctuation.

Modern office methods, procedures and computer equipment.

Pertinent County functions, policies, rules and regulations.

Principles and methods of business letter and report writing. -

Principles and practices of a law office.

Principles and practices of legal filings.

Applicable federal, state and local laws regulatidns.
Legal terminology.

Principles and practices of legal secretarial work.

Basic statistics and analytical techniques.

. Principles and practices of supervising and evaluating performance.

Ability to:

On a continuous basis, sit at desk for long periods of time. Intermittently twist and reach
office equipment; write or use keyboard to communicate through written means;
occasionally run errands; may lift light weight.

Intermittently review documents related to department operations; observe, identify and
problem solve office, and procedures; understand, interpret and explain department and
county policies and procedures; explain and problem solve office issues for the public and
with staff.

Prioritize and coordinate tasks and events in a highly sensitive environment.

Employ good judgement and make sound decisions in accordance with established
procedures and policies.

Interpret and explain pertinent laws and rules.

Understand, organize, index and reference a wide variety of administrative information and
records.

Analyze situations, recommend solutions, and develop effective courses of action.

Communicate clearly and concisely, both orally and in writing.
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Independently perform a variety of complex legal secretarial and administrative tasks.

Establish and maintain effective working relationships with those contacted in the course of
work.

Work with various cultural and ethnic groups in a tactful and effective manner.
Type accurately at a speed of 50 words per minute.

Review and analyze legal documents and perform routine legal research.

Research and draft simple legal documents.

Evaluate and develop improvements in operations, procedures, policies, or methods.
Perform administrative detail work including preparing clear and concise reports.

Assign work, supervise, train legal secretarial and clerical personnel and evaluate assigned
staff.

Experience and Training

Any combination of experience and training that would likely provide the required
knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities
would be:

Experience:

Five years of increasingly responsible legal secretarial experience including
administrative support work for management personnel.

Training:

Equivalent of the completion of the twelfth grade preferably supplemented by legal
secretarial/office management or general business college course work.
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CQUNTY

HUMAN RIESQURCES

DATE: September 12, 2016
TO: Civil Service Commission
FROM: Lori Walsh, Human Resources Director.

SUBJECT: Review of Merit Increases for Eligible Classified County Employees

During the closed session of your meeting, your Commission will review the performance
evaluations of classified County employees pursuant to Government Code Section 54957.
For those classified County employees determined to be eligible for a merit increase, the
following motion is submitted for your consideration:

Moﬁon to approve the classified merit awards set forth in the list dated September 12, 2016,
pursuant to Section 3.04.650 of the County Code.



