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To All Ottawa County Commissioners: 
 
The Ottawa County Board of Commissioners will meet on Tuesday, August 28, 2012 at 1:30 p.m., for the 
regular August meeting of the Board at the Ottawa County Fillmore Street Complex in West Olive, Michigan. 
 
The Agenda is as follows: 
 
1. Call to Order by the Chairperson 
 
2. Invocation – Commissioner Holtvluwer 
 
3. Pledge of Allegiance to the Flag 
 
4. Roll Call 
 
5. Presentation of Petitions and Communications 

 
6. Public Comments and Communications from County Staff 

 
A. Legislative Update, Jim Miller, Governmental Consultant Services, Inc. 

 
7. Approval of Agenda 
 
8. Actions and Reports 
 

A. Consent Resolutions: 
 
 From the County Clerk 

1. Board of Commissioners Meeting Minutes 
   Suggested Motion:    

   To approve the Minutes of the August 14, 2012 Board of Commissioners Meeting and the 
August 14, 2012 Board of Commissioners Work Session. 

 
2. Payroll 

   Suggested Motion: 
   To authorize the payroll of August 28, 2012 in the amount of $___________________. 
 



From Administration       
3. Monthly Accounts Payable for August 6, 2012 through August 17, 2012 

Suggested Motion: 
To approve the general claims in the amount of $3,936,685.91 as presented by the 
summary report for August 6, 2012 through August 17, 2012. 
 

From the Finance and Administration Committee 
4. Monthly Budget Adjustments 

Suggested Motion: 
To approve the appropriation changes greater than $50,000 and those approved by the 
Administrator and Fiscal Services Director for $50,000 or less which changed the total 
appropriation from the amended budget for the month of July 2012. 
 

B. Action Items:  
 

From the Planning and Policy Committee 
1. Proposed Policy Changes (Second Reading)  

Suggested Motion: 
To approve the proposed changes to the following policies: Travel and Meal Policy, 
Harassment Policy, Personnel Records Policy, and Problem Solving Policy. (Second 
Reading) 

 
From the Finance and Administration Committee 

2. Michigan Works Personnel Request to Create a Talent Development Associate: Prisoner 
Re-Entry 

 Suggested Motion: 
 To approve the request from Michigan Works to create one (1) FTE Talent Development 

Associate: Prisoner Re-Entry (Group T, Paygrade 11) at a cost of $53,858.00. Funding for 
this position to come from Workforce Development Funds. 

 
3. Michigan Works Personnel Request to Create Three (3) Talent Development Associates: 

JET 
 Suggested Motion: 
 To approve the request from Michigan Works to create Three (3) FTE's Talent 

Development Associate: JET (Group T, Paygrade 11) at a cost of $161,574.00. Funding 
for this position to come from Workforce Development Funds. 

 
4. Michigan Works Personnel Request to Create a Talent Development Lead: JET Program 
 Suggested Motion: 
 To approve the request from Michigan Works to create one (1) FTE Talent Development 

Lead: JET Program (Group T, Paygrade 12) at a cost of $57,957.00. Funding for this 
position to come from Workforce Development Funds. 

 
5. Facilities Maintenance Personnel Request to Reclassify a Facilities Secretary to a Senior 

Secretary - Facilities 
 Suggested Motion: 
 To approve the request to reclassify the position of 1.0 FTE Facilities Secretary (Group T, 

Paygrade 07) to a 1.0 FTE Senior Secretary - Facilities (Group T, Paygrade 08) at a cost of 
$2,010.00. Funding for this position to come from the County General Funds. 

 
 



6. Purchase of MERS (Mchigan Municipal Employee Retirement System) Generic Service 
Credits for Richard J. Kloote (District Court) 

 Suggested Motion: 
 To approve the purchase of three (3) years of MERS generic service credits for $21,837.00 

(total cost to be paid by employee, Richard J. Kloote). 
 
 Total Cost:           $21,837.00 
 Employer Cost:    $0.00 
 Employee Cost:    $21,837.00 

 
C. Appointments: None 

 
D. Discussion Items: None 

 
9. Report of the County Administrator 
  
10. General Information, Comments, and Meetings Attended 
 
11. Public Comments 
 
12. Adjournment 



PROPOSED 
PROCEEDINGS OF THE OTTAWA COUNTY 

BOARD OF COMMISSIONERS 
AUGUST SESSION ‐ FIRST DAY 

 
The Ottawa County Board of Commissioners met on Tuesday, August 14, 2012, at 1:30 
p.m. and was called to order by the Chair. 
 
Mr. Holtrop pronounced the invocation. 
 
The Clerk led in the Pledge of Allegiance to the Flag. 
 
Present at roll call:  Messrs. Visser, Kuyers, Swartout, Mrs. Ruiter, Messrs. DeJong, 
Rycenga, Disselkoen, Karsten, Holtrop. Holtvluwer.  (10) 
 
Absent:  Mr. Baumann.  (1) 
 
Public Comments and Communications from County Staff 
 

1. Ryan Bennett, West Michigan Plumbers and Pipe Fitters Local 174, announced they 
have adopted Eastmanview Parkside Park and are having a volunteer day on 
September 10th.   Mr. Bennett also addressed promoting local workers for the piping 
for the new work being done at Continental Dairy in Coopersville.  He said 
Continental Diary received large tax abatements from Coopersville and for the 
Commissioners to keep this in mind. 
 

2. Dennis McKee, Consumers Energy, thanked the Board for considering an energy 
policy.   

 

B/C 12‐139  Mr. Holtrop moved to approve the agenda of today as presented.  The motion passed. 

B/C 12‐140  Mr. Holtrop moved to approve the following Consent Resolutions: 

1.  To approve the Minutes of the July 24, 2012 Board of Commissioners Meeting. 
 

2. To authorize the payroll of August 14, 2012 in the amount of $521.58. 
 

3. To receive for information the Correspondence Log. 
 

4. To approve the general claims in the amount of $4,991,523.98 as presented by the 
summary report for July 16, 2012 through August 3, 2012. 

The motion passed as shown by the following votes:  Yeas:  Messrs. Holtrop, Holtvluwer, 
Swartout, Visser, Disselkoen, Karsten, Mrs. Ruiter, Messrs. Rycenga, DeJong, Kuyers.  
(10) 



B/C 12‐141  Mr. Rycenga moved to receive bids for thinning pine plantations at Riley Trails and 
approve award of contract to the Pulpwood and Forestry Products which will pay $20.00 
per cord for red pine timber sales and $5 per cord for pitch pine with revenues after 
expenses to be split equally between the Parks Fund and the General Fund Balance for 
environmental initiatives.  The motion passed as shown by the following votes:  Yeas:  
Messrs. Karsten, Disselkoen, Holtrop, Visser, Holtvluwer, DeJong, Mrs. Ruiter, Messrs. 
Swartout, Rycenga, Kuyers.  (10) 

B/C 12‐142  Mr. Rycenga moved to approve and authorize the Board Chair and Clerk to sign the 
Marina Lease Agreement between Ottawa County and Parkside Marina, Inc.  The 
motion passed as shown by the following votes:  Yeas:  Messrs. Disselkoen, Karsten, 
DeJong, Holtrop, Visser, Swartout, Mrs. Ruiter, Messrs. Rycenga, Holtvluwer, Kuyers.  
(10) 

B/C 12‐143  Mr. Rycenga moved to receive bids for the Grand River Open Space Improvement 
Project and accept the low bid from West Michigan Dirtworks for the base bid plus 
Alternates 1‐4 in the amount of $53,996.71 with funding from the Parks and Recreation 
budget.  The motion passed as shown by the following votes:  Yeas:  Messrs. DeJong, 
Visser, Swartout, Holtvluwer, Mrs. Ruiter, Messrs. Disselkoen, Holtrop, Karsten, 
Rycenga, Kuyers.  (10) 

B/C 12‐144  Mr. Rycenga moved to approve and authorize the Board Chair and Clerk to sign the 
Bicycle Path and Walkway Easement which deeds an easement through a portion of 
Hemlock Crossing to Port Sheldon Township at no cost.  The motion passed as shown by 
the following votes:  Yeas:  Messrs. Visser, Holtvluwer, Disselkoen, Holtrop, Mrs. Ruiter, 
Messrs. Karsten, DeJong, Rycenga, Swartout, Kuyers.  (10) 

B/C 12‐145  Mr. Rycenga moved to receive the proposed changes to the following policies:  Travel 
and Meal Policy, Harassment Policy, Personnel Records Policy, and Problem Solving 
Policy for review and comment.  The motion passed. 

B/C 12‐146  Mr. Swartout moved to approve and authorize the Board Chair and Clerk to sign the 
resolution authorizing the County Road Commission to issue Act 342 Bonds, in the not‐
to‐exceed amount of $2,830,000, to finance the Allendale Charter Township 2012 
Sewage Disposal System Improvements.  The motion passed as shown by the following 
votes:  Yeas:  Mrs. Ruiter, Messrs. DeJong, Karsten, Swartout, Holtvluwer, Rycenga, 
Holtrop, Disselkoen, Visser, Kuyers.  (10) 

  The Administrator’s report was presented. 

B/C 12‐147  Mr. Karsten moved to adjourn at 1:45 p.m. subject to the call of the Chair.  The motion 
passed. 

  DANIEL C. KRUEGER, Clerk    PHILIP KUYERS, Chairman 
  Of the Board of Commissioners    Of the Board of Commissioners 



PROPOSED 
PROCEEDINGS OF THE OTTAWA COUNTY 

BOARD OF COMMISSIONERS 
AUGUST SESSION – WORK SESSION 

 
The Ottawa County Board of Commissioners met on Tuesday, August 14, 2012, at 1:50 
p.m. and was called to order by the Chair. 
 
Present at roll call:  Messrs. Visser, Kuyers, Swartout, Mrs. Ruiter, Messrs. DeJong, 
Rycenga, Disselkoen, Karsten, Holtrop, Holtvluwer.  (10) 
 
Absent:  Mr. Baumann.  (10) 
 
Work Session Items: 

A. Economic Development Update, Ken Rizzio, Ottawa County Economic Development 
Office; Joy Gaasch, The Chamber of Commerce Grand Haven, Spring Lake, 
Ferrysburg; Randy Thelen, Lakeshore Advantage; David Miller, The Chamber of 
Commerce Grand Haven, Spring Lake, Ferrysburg; and Mark Knudsen, Planning and 
Performance Improvements Director – Brief overviews were given by all 
participants.  Mr. Thelen reported the economy has definitely improved over 2010.   

B/C 12‐148  Mr. Karsten moved to adjourn at 2:55 p.m. subject to the call of the Chair.  The motion 
passed. 

  DANIEL C. KRUEGER, Clerk      PHILIP KUYERS, Chairman 
  Of the Board of Commissioners      Of the Board of Commissioners 
 
   

   

 

 

 
 



Form Last Revised 2/1/2012 

Action Request 
 Committee: Board of Commissioners 

Meeting Date: 8/28/2012 
Requesting Department: County Clerk 
Submitted By: Misty Cunningham 
Agenda Item: Payroll 

SUGGESTED MOTION:   
To authorize the payroll of  August 28, 2012 in the amount of $___________________.  
 
 
 

SUMMARY OF REQUEST: 
To pay the current payroll of the members of the Ottawa County Board of Commissioners. Pursuant to MCL 
46.11, the Board of Commissioners is authorized to provide for and manage the ongoing business affairs of the 
County. 
 
 
 
 
 
 
 
 
 
 
 
 
 

FINANCIAL INFORMATION:  
Total Cost:       General Fund Cost:       Included in Budget:  Yes  No 
If not included in budget, recommended funding source:       
 

ACTION IS RELATED TO AN ACTIVITY WHICH IS: 
 Mandated  Non-Mandated  New Activity 

ACTION IS RELATED TO STRATEGIC PLAN: 
Goal: All 
 
Objective: All 
 
ADMINISTRATION RECOMMENDATION: Recommended Not Recommended  Without Recommendation
County Administrator: 

Committee/Governing/Advisory Board Approval Date:                         

 



Form Last Revised 2/1/2012 

Action Request 
 Committee: Board of Commissioners 

Meeting Date: 8/28/2012 
Requesting Department: Fiscal Services 
Submitted By: Bob Spaman 
Agenda Item: Monthly Accounts Payable for August 6, 2012 through August 
17, 2012 

SUGGESTED MOTION:   
To approve the general claims in the amount of $3,936,685.91 as presented by the summary report for  
August 6, 2012 through August 17, 2012. 
 
 
 

SUMMARY OF REQUEST: 
Approve vendor payments in accordance with the Ottawa County Purchasing Policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 

FINANCIAL INFORMATION:  
Total Cost: $3,936,685.91 General Fund Cost: $3,936,685.91 Included in Budget:  Yes  No 
If not included in budget, recommended funding source:       
 

ACTION IS RELATED TO AN ACTIVITY WHICH IS: 
 Mandated  Non-Mandated  New Activity 

ACTION IS RELATED TO STRATEGIC PLAN: 
Goal: 1: To Maintain and Improve the Strong Financial Position of the County. 
 
Objective: 1:  Advocate on legislative issues to maintain and improve the financial position of the County. 
2:  Implement processes and strategies to deal with operational budget deficits. 
3:  Reduce the negative impact of rising employee benefit costs on the budget. 
4:  Maintain or improve bond ratings. 

ADMINISTRATION RECOMMENDATION: Recommended Not Recommended  Without Recommendation
County Administrator: 

Committee/Governing/Advisory Board Approval Date:                         

 













Form Last Revised 2/1/2012 

Action Request 
 Committee: Board of Commissioners 

Meeting Date: 8/28/2012 
Requesting Department: Fiscal Services 
Submitted By: Bob Spaman 
Agenda Item: Monthly Budget Adjustments 

SUGGESTED MOTION:   
To approve the appropriation changes greater than $50,000 and those approved by the Administrator and Fiscal 
Services Director for $50,000 or less which changed the total appropriation from the amended budget for the 
month of July 2012. 
 
 
 

SUMMARY OF REQUEST: 
Approve budget adjustments processed during the month for appropriation changes and line item adjustments. 
 
Mandated action required by PA 621 of 1978, the Uniform Budget and Accounting Act. 
 
Compliance with the Ottawa County Operating Budget Policy. 
 
 
 
 
 
 
 
 
 
 
FINANCIAL INFORMATION:  
Total Cost: $0.00 General Fund Cost: $0.00 Included in Budget:  Yes  No 
If not included in budget, recommended funding source:       
 

ACTION IS RELATED TO AN ACTIVITY WHICH IS: 
 Mandated  Non-Mandated  New Activity 

ACTION IS RELATED TO STRATEGIC PLAN: 
Goal: 1:  To Maintain and Improve the Strong Financial Position of the County. 
 
Objective: 1: Maintain and improve the financial position of the County through legislative advocacy. 
2: Implement processes and strategies to address operational budget deficits with pro-active, balanced  
    approaches. 
3: Approve strategies to reduce the negative impact of rising employee benefit costs on the budget. 
4: Maintain or improve bond ratings.    
 
ADMINISTRATION RECOMMENDATION: Recommended Not Recommended  Without Recommendation
County Administrator: 

Committee/Governing/Advisory Board Approval Date: Finance and Administration Committee 8/21/2012   
              

 













Form Last Revised 2/1/2012 

Action Request 
 Committee: Board of Commissioners 

Meeting Date: 8/28/2012 
Requesting Department: Administrator's Office 
Submitted By: Misty Cunningham 
Agenda Item: Proposed Policy Changes (Second Reading)  

SUGGESTED MOTION:   
To approve the proposed changes to the following policies: Travel and Meal Policy, Harassment Policy, 
Personnel Records Policy, and Problem Solving Policy. (Second Reading) 
 
 
 

SUMMARY OF REQUEST: 
County policies require periodic review and updates.  This request is to review the County policies and forward 
them to the Board of Commissioners for a first and second reading before final approval. 
 
 
 
 
 
 
 
 
 
 
 
 
 

FINANCIAL INFORMATION:  
Total Cost: $0.00 General Fund Cost: $0.00 Included in Budget:  Yes  No 
If not included in budget, recommended funding source:       
 

ACTION IS RELATED TO AN ACTIVITY WHICH IS: 
 Mandated  Non-Mandated  New Activity 

ACTION IS RELATED TO STRATEGIC PLAN: 
Goal: 4: To Continually Improve the County’s Organization and Services. 
 
Objective: 1: Review and evaluate the organization, contracts, programs, systems, and services for potential 
efficiencies. 
ADMINISTRATION RECOMMENDATION: Recommended Not Recommended  Without Recommendation
County Administrator: 

Committee/Governing/Advisory Board Approval Date: Planning and Policy Committee 8/9/2012 
Board of Commissioners 8/14/2012         
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TRAVEL AND MEAL POLICY 
 

I. POLICY 
 

This policy shall apply to all County employees, elected and appointed officials, and any 
other person who submits a travel or expense voucher to the County for reimbursement.   
 
The responsibility for ensuring compliance with this policy rests with each traveler’s 
department head.  The Administrator and/or the Administrator’s designee reserves the right 
to question travel vouchers which appear to violate the intent of this policy or to waive, 
where special circumstances warrant, any regulation/requirement herein. 
 
All officers, employees and persons traveling on official business are expected to exercise 
the same care in incurring expenses that a prudent person would exercise if traveling on 
personal business.  All officers, employees, and persons traveling on official business are 
expected to exercise the appropriate level of care in incurring expenses, recognizing the use 
of public funds to support these expenses. The person authorized to approve 
reimbursement of expenses is the traveler’s department head and/or designee. 
 
The County Administrator and/or the Administrator’s designee is responsible for 
interpretation and enforcement of this policy as they apply to all County employees, elected 
officials, and non-County personnel but excluding the County Administrator.  The Finance 
and Administration Committee of the Board of Commissioners is responsible for 
interpretation and enforcement of this policy as they apply to the County Administrator, and 
may hear appeals of the Administrator’s interpretation of this policy. 
 
II. STATUTORY REFERENCES 

 
Internal Revenue Service Code 
The Board of Commissioners may establish such rules and regulations regarding the 
business concerns of the County as the Board considers necessary and proper.  See: MCL 
46.11(m); Act 156 of 1851, as amended. 

 
III. COUNTY LEGISLATIVE OR HISTORICAL REFERENCES 

 
The original Board policy on this subject matter was adopted in January 28, 1992, 
Resolution Number: BC 92-58 
  
Board of Commissioner Review Date and Resolution Number: BC 04-172, July 2004 
  
Board of Commissioners Revised Adopted Date:  BC 04-185, August 2004 
 
Name and Date of Last Committee Review: Planning and Policy – April 18, 2001/Personnel 
Committee June 14, 2004 
 
Board of Commissioners Revised Adopted Date:  BC 10-092, April 2010 

 
Last Review by the Internal Policy Review Team: April 25, 2011May 16, 2012 
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IV. PROCEDURES  

 
A. General Information 

 
1. All expenses must be annotated.  A person must substantiate an expenditure for 

travel by adequate records or by sufficient evidence corroborating his/her own 
statement as to: (a) amount, (b) time and place, (c) business purpose, and (d) 
business relationship to taxpayers (IRS Code Section 954A)  Also, an 
arrangement is not a reimbursement or an express expense allowance 
arrangement if it (a) does not require the employee to substantiate the covered 
expenses to the employer or (b) allows an employee to retain amounts in excess 
of substantiated covered expenses (IRS Code Section 941A). 

 
2. Use of credit cards or County issued  purchasing cards credit cards will be 

accepted as evidence of payment if supported by an detailitemized receipt, 
appropriately annotated to support cash payments. 

 
3. Actual travel expenses of persons, other than County employees, who are called 

upon to contribute time and services as consultants, advisers or volunteers, must 
be authorized by the appropriate department head and/or designee.  
Documentation must be furnished as required by these regulations.  The voucher 
must include an explanation/justification for the expense incurred by the 
consultant, advisor, or volunteer.Complete explanation and justification must be 
shown on the vouchers.  This type of expense should be submitted on the 
Expense Voucher. 

 
4. Authority for Travel:  All travel other than normally assigned in-County travel and 

travel of less than one day (not overnight), shall be duly authorized and approved 
by the department head and/or designee.  Sufficient budgeted funds must be 
available for such travel except that the Board of Commissioners may authorize 
travel and provide non-budgeted funds upon special request. 

 
5. Advances for Travel:  Normally, all travelers on official business for the County 

are expected to provide themselves with funds to cover their expenses.  
(Reimbursements will be processed in weekly check runs). 

 
a. The cCounty will pay direct the following expenses:   

 
1). Registration costs for conferences and seminars. 

 
2). Public transportation costs (i.e., air, boat, bus or rail). 
 
3). Lodging charges. 

 
b. In unusual cases, an actual advance can be requested.  The advance will be 

determined by using the per diem guidelines established in this policy and the 
following are met: 
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1). The travel advance is authorized by the Administrator and/or the 

Administrator’s designee who is to ensure that the advance is reasonable 
and complies with these regulations. 

 
2). Upon the traveler’s return, a final accounting of the actual expenses 

incurred plus required receipts will be submitted to the Fiscal Services 
Department within fifteen (15) days on an Expense Voucher. 
 

B. Expense Vouchers 
 

1. The Expense Voucher form is to be used for reimbursement of expenses. 
 

2. The expenses of only one person shall be included on a single expense voucher, 
except when an employee in a custodial capacity is responsible for and pays 
expenses of others who accompany him or her.  Names of others must be 
recorded on the expense voucher. 

 
3. Itemized receipts must be attached for all items of expenses.  Any receipt not 

submitted where required by this policy may cause the expense for same to be 
denied or reimbursed at rates determined by the Administrator and/or the 
Administrator’s designee. 

 
4. Conference and seminar agendas shall be submitted in instances where lodging 

will be requested for reimbursement.  Conference and seminar agendas, 
whenever such agendas exist, shall be submitted in instances where meal costs 
will be requested for reimbursement. 

 
5. Expense vouchers shall be submitted within fifteen thirty (1530) days after 

incurring the expenditures. 
  

5.6. The department head and/or designee approving the expense voucher is 
responsible for the certification of all items of expense as being necessary, 
correct and not in conflict with this policy.  Questions from Fiscal Services 
regarding an expense voucher will first be directed to the department head 
and/or designee that signed the expense voucher.   

 
C. Transportation 
 

1. All travel must be by “usually” traveled route.  In case a person travels by an 
indirect route for his or her own convenience, or uses a slower or more 
expensive mode of transportationtravel route, any extra costs shall be borne by 
the traveler and reimbursement for expenses will be based on only such charges 
as would have been incurred by a usually traveled route. route as determined by 
the Administrator and/or the Administrator’s designee.  , For example, i.e. Pa 
person has a conference in Denver, Colorado, scheduled to start Monday at 8:30 
a.m. and concludes Friday at 11:00 a.m.  The airlines schedule would allow the 
traveler to depart Sunday and allow them to return Friday.  If, for whatever 
reason, the individual electeds to drive there and back leaving Saturday and 
returning Sunday, expenses incurred for lodging and meals on Saturday and the 
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following Saturday and Sunday would not be reimbursed by the 
County fly home on Saturday, lodging for SaturdayFriday night 

and meal costs after Friday afternoon would not be allowedreimbursed by the 
County..   

 
2. Public Carrier:  The expense of traveling by public carrier (rail, airplane, boat) will 

be allowed on the basis of actual cost.  All travelers are expected to travel by the 
most economical mode of transportation.  Transportation expense in excess of                       
the cost of coach-class air fare and associated costs, e.g. baggage, will not be 
allowed unless justification therefore is given and the approval of the 
Administrator and/or the Administrator’s designee is obtained before leaving on 
the proposed trip.  The cost for luggage on the public carrier will be reimbursed. 

 
 

3. Private Automobile:  If travel is by privately owned automobile, the traveler will be 
reimbursed at the rate established by the Board of Commissioners. (Ssee 
Mileage Policy).  If the travel is by private automobile, the maximum allowance 
will be the established mileage rate or coach-class air fareairfare (round trip 
determined 30 days in advance of trip) and associated charges as would have 
been incurred by a usually traveled route, whichever is the lesser amount. 

 
4. Any transportation arrangements other than what is covered above will require 

specific approval by the Administrator and/or the Administrator’s designee, prior 
to commencing travel. 

   
D. Lodging 
 

1. The actual paid lodging receipt is required for lodging reimbursement.  Any 
change in hotel charges during continuous occupancy by an employee must be 
explained on the voucher.  Documentation must show lowest available single 
occupancy rate as certified by the hotel or other lodging.  IRS Tax Code Section 
954A:  A taxpayer must have documentary evidence for any lodging expense 
while traveling away from home. 

 
2. When a traveler in County travel statuswho is being reimbursed by the County 

shares a hotel or other lodging with non-cCounty reimbursed travelers (family 
members, friends, etc.), reimbursement to the traveler will be as follows: 

 
a. If a hotel or other lodging is shared with one or more non-County travelers 

who receive no travel reimbursement from another source, reimbursement to 
the traveler will be at the rate of single occupancy as certified by the hotel or 
other lodging (the rate of single occupancy must be documented on the 
receiptexpense voucher) regardless of the number of persons and/or rooms 
occupied.  At no time will reimbursement be allowed for an additional room, 
or for non-County reimbursed travelers. 

 
b. If a hotel or other lodging is shared with a County or non-County traveler on 

County business who is receiving reimbursement for travel from another 
budget or source, reimbursement will be reduced by a proportionate amount 
of the bill, based on the number of persons occupying the room. 
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3. Only out-of-county lodging will be reimbursed.  Additionally, 
lodging in counties adjacent to Ottawa County (Muskegon, 

Kent, and Allegan) is generally not allowed, unless specific approval by the 
Administrator and/or the Administrator’s designee is secured prior to travel. 

 
E. Miscellaneous Expenses 
 

1. Miscellaneous expenses incidental to official County travel shall be held to the 
minimum amount required for essential and efficient conduct of County business.  
The department head or his/her authorized representative approving the travel 
voucher will be held responsible for their certification for all items of expense as 
being necessary and correct and cannot be in direct conflict with the travel policy.  
The following miscellaneous items are reimbursable with appropriate receipts: 
 
 
a. Registration Fees:  Enrollment or registration fees for conventions and 

meetings, associations or organizations are allowable for individuals 
attending as official representatives of the County.  Receipts must be 
attached to the voucher.  Registration literature must be attached indicating if 
meals are included in the fee.  If meals are included in the registration fee, 
corresponding meals are not reimbursable.   

 
b. Parking Fees:  Reimbursement for parking fees is allowable, with receipts. 

 
c. Taxi Cab:  Necessary taxi cab fares will be allowed with receipts.  If receipts 

are not available, a full explanation is required.  
 

d. Car Rental:  Allowable only if:  (a) approved in advance of travel by the 
Administrator or the Administrator’s designee, (b) it is more advantageous for 
County business and (c) more economical than some other mode of 
transportation.  Explanation and receipt are required. 

 
e. Fax and Internet:  Charges are allowable when necessary for official 

business.  An full explanation and receipt is required to include date, place 
person faxed and including the nature of the business necessitating the 
expense. 

 
f. Personal Expenses:  The County will not reimburse for the following: fees and 

tips for valets1, flight insurance, housekeeping/maid service, alcoholic 
beverages, cleaning and pressing clothing, renting movies, snacks, and 
similar personal expenses. 

 
g. Personal Phone Calls:  An employee is allowed one reimbursed phone call 

home (duration not to exceed 5 minutes) for each day away. 
 

h. Health Club Costs:  Reimbursement for reasonable costs not to exceed 
$10.00 per day for use of health club facilities during travel greater than one 
day.  Receipts are required for reimbursement. 

 

                                                 
1 Fees and tips for valet charges will be reimbursed, when accompanied with receipts, when such 
charges are incurred as a necessary expense of the trip and not for the convenience of the traveler. 



Fiscal Services Policy -24                                

County of Ottawa 
 

Revised: 4/25/20115/16/2012                                       6 of 8 

i. Baggage Handling:  Charges for handling and checking 
baggage at hotels, depots, and terminals are allowable, 

when such charges are incurred as a necessary expense of the trip and not 
for the convenience of the traveler.  The allowable rate shall not exceed 
$2.00 at each point of handling, except for airline baggage fees which are 
allowable for up to one piece of checked baggage.   

 
j. Toll Bridge, Toll Road, and Ferry Boat Expenses:  Toll bridge, toll road and 

ferry boat expenses are allowed with receipts. 
 

F. Meals 
 

1. The following guidelines are to be used regarding A traveler is entitled to a full 
day’s meal reimbursements.   wWhen travel commences before 7:00 a.m. and or 
extends beyond 8:00 p.m. or they are out of town at a multi-day conference, 
seminar, or training session, a meal reimbursement is allowed.  Whenever meals 
are included in  

the registration fee, provided by public transportation or paid by others, the traveler shall should 
not be entitled to any allowance for those particular meals.;  examples: 

 
a. Departure – June 1, 9:00 a.m. 
Return – June 5, 4:30 p.m. 
Allowable – June 1, lunch and dinner; June 2 through June 4, three (3) full day 
meals; June 5, breakfast and lunch plus four (4) days lodging. 
 
b. Departure – June 1, 3:00 p.m. 
Return – June 2, 10:30 a.m. 
Allowable – June 1, dinner and lodging, June 2 - breakfast. 

 
2. Meals will not be reimbursed for non-County travelers (spouses, members of a 

family, friends, etc.) 
 

3. In-county meals will be reimbursed for Associations or Organization meetings 
with a receipt. 

 
4. Guest Meals:  The cost of guest meals is reimbursed only if it can be shown that 

such cost is necessary to conduct official County business and has prior approval 
of the Administrator.  In no case will the amount allowed be in excess of the 
maximum established in this policy.  Full explanation must be given on the 
voucher, including the name, position, and employer of the guest, nature of 
business discussed and how it relates to the County as required by the IRS 
Code.  Alcoholic beverages are not reimbursable by the County.  The total cost 
of the meals for guests cannot exceed the amount permitted an employee.  A 
detailed receipt is required for a guest meal. 

 
5. Alcoholic beverages are not reimbursable by the County.  Alcoholic beverages, 

to the maximum extent possible, should not be listed on the itemized receipt 
submitted with an Expense Voucher, but should rather be paid by the traveler 
separately. 

  
6. Food Services/Tips:  The maximum allowable tip for meals is 20% of the actual 

meal cost, excluding alcoholic drinks. 
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5.7. Meals included in the registration fee of conventions, 

meetings, associations or organizations are generally not reimbursable.  
Guidelines for the limited exception to this policy include dietary restrictions of a 
traveler or meals that are limited in the scope of offerings such as some 
continental breakfasts or appetizer dinners.  An explanation of the exception 
must be included in cases where registration materials indicate a meal is 
provided as part of the registration fee. 

 
6.8. The following are the maximum rates established for meal reimbursement 

with receipts: 
 

 
 
 

7. Days Defined:  In computing the meal allowance for continuous travel of more 
than 24 hours, the hour of departure shall be considered as the beginning of the 
day, and for each full 24 hour period thereafter, the employee shall be entitled to 
the authorized maximum meal reimbursement with proper documentation, 
examples: 

 
a. Departure – June 1, 9:00 a.m. 

Return – June 5, 4:30 p.m. 
Allowable – June 1, lunch and dinner; June 2 through June 4, three (3) full 
day meals; June 5, breakfast and lunch plus four (4) days lodging. 

 
b. Departure – June 1, 3:00 p.m. 

Return – June 2, 10:30 a.m. 
Allowable – June 1, dinner and lodging, June 2 - breakfast. 

 
G. Travel Outside the Contiguous 48 States 

 
1. Reimbursement for all expenses related to conferences or travel outside the 

contiguous 48 states must be approved in advance of the travel by the Finance 
and Administration Committee.  

 

                                                 
2 Select Cities in-state: Charlevoix, Mackinaw Island, Ann Arbor, Detroit, Pontiac and South Haven. 
3 Select Cities out-of-state: Los Angeles, San Francisco, San Diego, Washington D.C., Chicago, New 
Orleans, Baltimore, Boston, Las Vegas, New York, Austin Texas, Dallas, Houston. 
4 Total excludes a maximum 20% tip. 

 In-State Select Cities2 Out-of-State Select Cities3 
Breakfast $8.00 $9.00 $10.00 $12.00 
     
Lunch $12.00 $13.00 $15.00 $18.00 
     
Dinner $26.00 $29.00 $31.00 $36.00 
     
Total 
Reimbursement4 

$46.00 $51.00 $56.00 $66.00 
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V. REVIEW PERIOD   
 

The Internal Policy Review Team will review this Policy at least once every two years, and 
will make recommendations for changes to the Planning & Policy Committee. 
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HARASSMENT POLICY 

 
I. POLICY 

 
It is the policy of the County of Ottawa to provide and maintain a work environment that is 
free of harassment and discrimination based upon race, religion, national origin, age, sex or 
other legally protected status.  The County prohibits employees from engaging in the sexual, 
racial, ethnic, age or other harassment of a member of the public or of another employee.  
Such harassment is a serious violation of County policy, rules and the law. 
 
Harassment is any unwelcome or unsolicited verbal, physical, or sexual conduct that 
unreasonably interferes with an employee’s job performance or creates a hostile, offensive, 
or abusive working environment.  Examples of harassment include, but are not limited to, 
disparaging remarks about a person’s race, color, religion, national origin, sex, disability or 
handicap, age, height, weight or other legally protected status. 
 
Sexual harassment involving individuals within the employment setting is defined as 
unwelcome sexual advances, requests for sexual favors, and other verbal or physical 
conduct or communication of a sexual nature when: 

 
A. Submission to such conduct or communication is made a term or condition either 

explicitly or implicitly to obtain employment; 
 
B. Submission to or rejection of such conduct or communication by an individual is used 

as a factor in decisions affecting such individual’s employment; 
 
C. Such conduct or communication has the purpose or effect of unreasonably 

interfering with an individual’s employment or creating an intimidating, hostile or 
offensive employment environment. 

 
Examples of sexual harassment, may include, but are not limited to, the following: 
 

A. Pressure for sexual activity; 
 
B. Repeated remarks with sexual or demeaning implications; 
 
C. Unwelcome touching; 
 
D. Sexual jokes, posters, and cartoons 
 

Similar actions taken by employees towards members of the general public are considered 
to be sexual harassment prohibited by this policy. 
 
 
 
 
 



HR Policies - 02                                

County of Ottawa 
 

Revised:  April 8, 2008July 20, 2012  

 
 

 
 
The County also discourages romantic relationships between supervisors and subordinates 
and prohibits any such conduct that is unwelcome.  Anyone who is an unwilling participant in 
such a relationship must notify the Human Resources Director or the County Administrator 
immediately. 
 
Violation of this policy prohibiting sexual harassment will subject the violator to discipline, 
including the possibility of immediate discharge. 
 
Supervisors are required to be alert to stop any sexual, or other, harassment from occurring 
in our workplace. Employees who believe that they have been harassed, sexually or 
otherwise, or who have observed an employee harassing another employee or a member of 
the public are expected to immediately report the incident to their immediate supervisor, 
department head, or to the Human Resources Director. In the event of an incident of alleged 
harassment by the employee’s supervisor, the report should be made to the department 
head or Human Resources Director. If an employee is not comfortable making this report to 
any of the above listed individuals, they may make the complaint to the Employee 
Assistance Center. When making this report, the employee should clearly state that they 
believe that they are the victim of harassment and that the employee is reporting the 
incident pursuant to this policy. The County will investigate all reports of harassment.  
 
Making a complaint of harassment is a serious matter, but no employee will be subject to 
any form of retaliation or disciplinary action for making or pursuing a complaint of 
harassment which is made in good faith. Furthermore, an employee who is accused of 
sexual harassment shall not retaliate against the person who claims to have been harassed, 
and any act of retaliation will be subject to discipline up to and including discharge. An 
employee who knowingly submits false, inaccurate or otherwise misleading information in 
connection with a report of alleged harassment or the investigation of an alleged incident of 
harassment shall be subject to discipline, up to and including discharge. The County will 
keep complaints of harassment confidential to the extent that it is possible and still conduct 
an investigation. 

 
II. STATUTORY REFERENCES 

 
Michigan’s Elliott-Larsen Civil Rights Act (ELCRA), MCL 37.2101 et seq.; 
Title VII of the Civil Rights Act of 1964, Title VII, 42 USC 2000e et seq.; 
The Age Discrimination in Employment Act of 1967 (ADEA), 29 USC 621 et seq.; 
Immigration Reform and Control Act of 1986, 8 USC 1101 et seq. 
 
III. COUNTY LEGISLATIVE OR HISTORICAL REFERENCES 

 
Board of Commissioners Resolution Number and Policy Adoption Date:  April 8, 2008. 
 
Name and Date of Last Committee Review:  Planning and Policy, March 13, 2008. 

 
Last Review by Internal Policy Review Team: July 20, 2012 
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IV. PROCEDURE 
 
A. Investigation of  Harassment 
 

1. Upon the receipt of a complaint of harassment, the County shall conduct a 
prompt and complete investigation and shall attempt to resolve the problem in an 
informal manner through the following steps: 

 
a. Interview the complainant and document the interview. 

 
b. Request that the complaint be put in writing, if possible. 

 
c. Obtain the names of witnesses who can be contacted to substantiate the 

charges being made and secure permission of the complainant to interview 
them. 

 
d. Interview the accused and document the interview. 

 
e. Re-emphasize the County’s policy regarding harassment without making 

judgments at this stage. 
 

f. Keep the identity of the complainant confidential, if possible. 
 

g. Interview all witnesses identified by the parties and document the interview. 
 

h. Review the personnel files of the complainant and the accused for any history 
of problems. 

 
i. Make a determination on the merits of the complaint. 

 
B. Complaint Resolution 
 

1. If the investigation shows that the complaint is without merit, the following action 
will be taken: 

 
a. The investigation will be closed. 

 
b. The investigating officer’s findings and reasons for them will be discussed 

with the complainant. 
 

c. Consideration will be given to disseminating the results of the investigation to 
employees who have knowledge of it. 

 
d. The County’s policy regarding harassment and the mechanism for complaint 

resolution will be reiterated to all employees involved in the investigation. 
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e. All documentation regarding the complaint and the investigation will be 

maintained in a separate confidential file in the event that subsequent 
litigation arises out of the incident. 

 
2. If the investigation shows that the complaint has merit, the following action will be 

taken: 
 

a. The investigation will be closed. 
 

b. The investigating officer will confer with the Human Resources Director or the 
County Administrator to determine what action is necessary to resolve the 
complaint and prevent recurrence, including consideration of possible 
remedial action. 

 
c. The parties will be advised of the results of the investigation and the actions 

to be taken. 
 
d. Appropriate disciplinary action will be imposed. 
 
e. All actions will be documented and a record placed in the offender’s 

permanent file. 
 
f. The Authority’s policy regarding harassment and the mechanism for 

complaint resolution will be reiterated to all individuals involved in the 
investigation. 

 
g. All documentation regarding the complaint and the investigation will be 

maintained in a separate file in the event that subsequent litigation arises out 
of the incident. 

 
V. REVIEW PERIOD 

 
The Internal Policy Review Team will review this Policy at least once every two years, and 
will make recommendations for changes to the Planning & Policy Committee. 
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PERSONNEL RECORDS POLICY 
 

I. POLICY 
 

It is the policy of the County to respect the dignity and worth of each employee by 
minimizing the intrusion into the employee’s off-the-job conduct. However, the County 
retains its duties and privileges as a public employer, which includes the collection, 
retention, use, disclosure and/or confidentiality of employee information.  The County will 
use only appropriate and lawful methods to collect information about and from a job 
applicant or employee.  The County will adhere to all legal requirements with regard to the 
collection of information concerning race, color, national origin, citizenship, sex, religion, 
age, height, weight, marital status and disabilityhandicap. 

 
II. STATUTORY REFERENCES 

   
MCL ACT 397, Bullard-Plawecki Employee Right To Know Act, 1978 
MCL ACT 15.231, Michigan Freedom of Information Act, 1977, revised by ACT 553, 1996 

 
III. COUNTY LEGISLATIVE OR HISTORICAL REFERENCES 

 
Board of Commissioners Resolution Number and Policy Adoption Date: April 8, 2008. 
 
Name and Date of Last Committee Review:  Planning and Policy, March 13, 2008. 

 
Last Review by Internal Policy Review Team: July 20, 2012 
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IV. PROCEDURE 

 
A. The following basic principles will be applied in the collection and retention of 

information: 
 

1. The Human Resources Department will maintain a complete record of each 
employee which will include information pertaining to the employment 
application, copies of pertinent documents such as background information, 
performance evaluations, letters of commendation, notes, memos, certificates, 
notices of suspension and/or disciplinary records and other information relating 
the employee’s job and performance. 

 
2. With the exception of information required to be disclosed under the Freedom of 

Information Act, all other information about each employee will be kept 
confidential with the following exceptions: 

 
a. These officials may inspect a personnel file; 

 
1) Human Resources Department representatives. 

 
2) The employee’s immediate supervisor, manager or department head. 

 
3) County legal counselors whom the Human Resources Director authorizes 

on a case by case basis. 
 

4) Other County department heads, elected officials and employment 
selection managers in the event the employee is being considered by 
said department for possible transfer or promotion. 

 
3. Any employee may have access to his/her personnel file.  If an employee 

disagrees with any information contained in their personnel record, removal or 
correction of that information may be mutually agreed upon by the employer and 
the employee.  If an agreement is not reached, he/she may place a written 
statement, not to exceed 5 pages of 81/2 by 11 paper, in the file which will be 
attached to the specific document. 

 
4. When an employee wishes to see his/her personnel file, he/she must make a 

verbal or written request to the Human Resources Department.  The Human 
Resources Department will set an appointment to view the personnel record in 
the presence of an appropriate Human Resources Department representative.  
No employee is allowed to remove any item from any personnel record. 
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B. The Human Resources Department will comply with the Bullard-Plawecki Employee 

Right-to-Know Act in the maintenance and release of any information contained in a 
current or former employee’s file.  Except for information required to be furnished 
under the Freedom of Information Act, all requests for information about current, 
retired, or terminated employees must be referred to the Human Resources 
Department.  The Human Resources Department will obtain the written consent of 
the affected individual before releasing any information contained in a current or 
former employee’s file to an outside source.  Exceptions to the requirement for 
written consent are: 

 
1. Disclosure to prospective employers, limited to dates of employment, final title or 

position, and job location. 
 
2. With the employee’s oral consent, the Human Resources Department may 

release the five year employment and salary history. 
 
3. Duly authorized and served requests from law enforcement agencies, including 

investigations, summons, subpoenas and judicial orders. 
 

C. The County need not inform an employee that personnel information has been 
disclosed to law enforcement agencies if it concerns an investigation into the 
employee’s on the job conduct especially when the employees actions clearly 
endanger other employee’s security or property, or the County’s security or property. 

 
D. The County will inform an employee of a request for information not exempt from 

disclosure under the provisions of the Freedom of Information Act.  Notice of these 
disclosures are provided to the employee pursuant to the requirements the Bullard-
Plawecki Employee Right–to-Know Act, MCL ACT 423.506. 

 
V. REVIEW PERIOD 

 
The Internal Policy Review Team will review this Policy at least once every two years, and 
will make recommendations for changes to the Planning & Policy Committee. 
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PROBLEM SOLVING POLICY 

 
I. POLICY 

 
The County of Ottawa is committed to providing a respectful and productive work place for 
all County employees.  In an effort to resolve work related issues in a timely and efficient 
manner the County has established this policy.  This policy applies only to those employees 
who do not belong to any collective bargaining unit or employees seeking clarification of 
problems or complaints not within the domain of the collective bargaining agreement.  
Employees covered by collective bargaining contracts shall use the grievance procedures 
specified by the terms of the collective bargaining agreement contract.  

  
II. STATUTORY REFERENCES 

  
None 

 
III. COUNTY LEGISLATIVE OR HISTORICAL REFERENCES 

 
The original Board policy on this subject matter was adopted in  

  
Board of Commissioners Resolution Number and Policy Adoption Date: April 8, 2008. 
 
Board of Commissioners Review Date and Resolution Number:  
 
Name and Date of Last Committee Review: Planning and Policy, March 13, 2008. 

 
Last Review by Internal Policy Review Team: July 20, 2012 
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IV. PROCEDURE 
 

1. Problem Solving Steps:  An employee may seek an answer to any complaint or 
problem by following these steps to bring it to the County's attention.   

 
2. An employee should first bring the complaint or problem to his/her immediate 

supervisor.  The supervisor shall answer the employee within two (2) working 
days.   

 
3. If the employee is not satisfied with the answer to a complaint or problem, he/she 

may appeal the complaint within five (5) working days to the department head.  
Such appeal of the complaint shall be submitted to the department head in 
writing.  The department head shall reply within three (3) working days and may 
consult with a representative of the Human Resources Department for 
assistance.   

 
4. If the employee remains unsatisfied, his/her final appeal is to be the County 

Administrator.  Such appeal shall be made in writing within five (5) days of the 
response of the department head.  The time for this final appeal may be delayed 
by mutual consent.  The County Administrator shall respond to the employee's 
complaint within five (5) working days unless extraordinary circumstances require 
a delay.   

 
5. Outside Involvement:  It is the County's policy that employees follow all internal 

lines of discussion of problems or complaints before referring the concern to 
outside agencies or the public.  Failure to follow such internal procedures may 
result in disciplinary measures being taken.   

 
6. Written Submissions:  If an employee chooses to refer the complaint or problem 

to the County Administrator, he/she must submit a detailed outline of the situation 
in writing, along with any written response received from his/her immediate 
supervisor and department head.   

 
7. Union Grievances:  This section applies only to those employees who do not 

belong to any collective bargaining unit or employees seeking clarification of 
problems or complaints not within the domain of the collective bargaining 
agreement.  Employees covered by collective bargaining contracts agreements 
shall use the grievance procedures specified by the terms of the collective 
bargaining contractagreement.   

 
V. REVIEW PERIOD 

 
The Internal Policy Review Team will review this Policy at least once every two years, and 
will make recommendations for changes to the Planning & Policy Committee. 

 
 



Form Last Revised 2/1/2012 

Action Request 
 Committee: Board of Commissioners 

Meeting Date: 08/28/2012 
Requesting Department: Human Resources 
Submitted By: Marie Waalkes 
Agenda Item: Michigan Works Personnel Request to Create a Talent 
Development Associate: Prisoner Re-Entry 

SUGGESTED MOTION:   
To approve the request from Michigan Works to create one (1) FTE Talent Development Associate: Prisoner Re-
Entry (Group T, Paygrade 11) at a cost of $53,858.00. Funding for this position to come from Workforce 
Development Funds. 
 
 
 

SUMMARY OF REQUEST: 
Under the supervision of the Team Supervisor, provides direct client services to a targeted population of job 
seekers in Prisoner Re-Entry, WIA and/or JET programs, assisting them in achieving family-sustaining 
employment and educational credentials which are valued in the labor market through participation in Michigan 
Works! Programs and services.  As a result of this position's activities, clients will receive accurate information 
about their program requirements and choices, will identify skills needed for job readiness, will understand how 
their personal assessment results reveal how their strengths can be leveraged and weaknesses remediated, and will 
develop and implement plans to overcome or reduce barriers to employment. 
 
This position replaces a commensurate position within the current subcontracted organization, as we take former 
subcontracted services in-house and hire county employees to fulfill the duties.   
 
This position will be responsible for implementing direct career development services in the Michigan Works 
Service Center.   
 
 
 
 
 
 
FINANCIAL INFORMATION:  
Total Cost: $53,858.00 General Fund Cost: $0.00 Included in Budget:  Yes  No 
If not included in budget, recommended funding source: Workforce Development Funds 
 

ACTION IS RELATED TO AN ACTIVITY WHICH IS: 
 Mandated  Non-Mandated  New Activity 

ACTION IS RELATED TO STRATEGIC PLAN: 
Goal: 4: To Continually Improve the County’s Organization and Services. 
 
Objective: 1: Maintain systems and programs of continuous improvement to gain efficiencies and improve 
effectiveness. 
ADMINISTRATION RECOMMENDATION: Recommended Not Recommended  Without Recommendation
County Administrator: 

Committee/Governing/Advisory Board Approval Date: Finance and Administration Committee 8/21/2012   
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OTTAWA COUNTY  
 
 
TITLE:  TALENT DEVELOPMENT ASSOCIATE:  EMPLOYEE GROUP: GROUP T 
               PRISONER RE-ENTRY  
DEPARTMENT:  MICHIGAN WORKS/CAA GRADE:  T11 
DATE: DRAFT 05/02/12 
   
 
JOB SUMMARY: 
 
Under the supervision of the Team Supervisor, provides direct client services to a targeted population of 
job seekers in Prisoner Re-Entry programs, assisting them in achieving family-sustaining employment 
and educational credentials which are valued in the labor market through participation in Michigan 
Works! Programs and services.  As a result of this position’s activities, jobseeker clients enrolled in 
Programs will receive accurate information about their program requirements and choices, will identify 
skills needed for job readiness, will understand how their personal assessment results reveal how their 
strengths can be leveraged and weaknesses remediated, and will develop and implement plans to 
overcome or reduce barriers to employment, ultimately meeting the needs of businesses.  In addition, the 
position is responsible for case management and entry of required information into OSMIS, G*Stars, and 
other databases as required.  Position works closely with Eligibility and Readiness, Employment Services 
and Business Services staff in connection with opportunities for career development, employment and 
education.  The position works closely with the Michigan Works! Quality Assurance and Training 
function to maintain compliance with and be knowledgeable about all current Program requirements, 
policies and procedures related to direct service.    Program requirements and choices are communicated 
concisely to jobseeker clients, and all are treated with respect and offered alternatives wherever possible.  
Jobseekers or Program participants who have challenges with Program requirements or the interpretation 
of policy are assisted with resolution at the frontline level, or are referred to supervision per established 
procedure.  In addition to program requirements, the position is responsible to knowledgeably 
communicate to clients the general services provided by Michigan Works!  
 
 
ESSENTIAL JOB FUNCTIONS: The essential functions of this position include, but are not limited to, 
the following: 
 

1. Communicates with and engages jobseeker clients to ensure their understanding of and 
commitment to Program goals and requirements.  Ensures accurate documentation of client 
participation in Programs, and proper entry of all client program data into paper or electronic files 
(OSMIS, G*Stars, etc.) as necessary.   

2. Schedules and maintains regular appointments, calls and emails with program participants to 
ensure continued engagement in and eligibility for Michigan Works! Programs’. 

3. Maintains logs and records of communication and correspondence relative to dealings with 
Program participants and others (e.g., educational institutions) via paper or electronic files; 
identifies obstacles and challenges, and where possible, assists in resolving or addressing 
participant challenges at frontline level.   

4. Maintains adequate documentation of participant data in line with PMIG, State, Federal and 
Local policies, other references, Monitoring findings and best practices; revises file data 
entry, where appropriate, per the correct policies and procedures. 

5. Working closely with Eligibility and Readiness, Employment Services and Follow-up, 
ensures a seamless client experience of Michigan Works! programs and services, and 
identifies opportunities for improvement in communication, process and procedure. 
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6. Develops and maintains expertise in using various computer systems (e.g., OSMIS, G*Stars), 
databases and/or spreadsheets. 
 

7. Compiles participant data and files as requested for necessary Program, State and Federal 
monitoring. 

8. Maintains a level of professional development necessary to keep up with changes in Program 
requirements, participant needs, advances in the field and utilization of technology. 

9. Displays basic knowledge of career development and job search principles, and familiarity 
with all Michigan Works! Program features, benefits and outcomes, and communicates these 
effectively to jobseekers.  Refers jobseekers as appropriate to programs and services, within 
and outside Michigan Works! 

10. Performs other functions as assigned. 

 

REQUIRED KNOWLEDGE AND SKILLS: 

1. Good working knowledge of principles and practices of career development, job search, 
employment and employability issues related to assigned Program populations 

 
2. Specialized knowledge of Program requirements, procedures and client choices available within 

assigned Program(s) and population(s). 
 

3.  Specialized knowledge of the Workforce Investment Act and the Job Employment and Training 
Program. 
 

4. General knowledge of all Michigan Works! policies and procedures. 

5. Basic knowledge of all Michigan Works! Programs, services and their respective features, 
benefits and outcomes. 

6. Computer literacy, including thorough working knowledge of OSMIS, G*Stars, MS-Office 
software, spreadsheet, database and document management software. 

 
7. Good organizational skills and ability to prioritize the workload. 

 
8. Good customer service skills. 

 
9. Good oral and written communications skills. 

 
10. Good interpersonal and human relations skills. 

 
11. Ability to interact positively and objectively with managers, supervisors, employees, vendors, 

contractors, consultants, and members of the general public from a wide range of cultural and 
socio-economic backgrounds and with varying levels of communications skills. 

 
NOTE:  Oral and written fluency in Spanish, Cambodian, Lao or other language commonly spoken by 
one or more demographic groups represented in the population preferred. 

 
REQUIRED EDUCATION, TRAINING AND EXPERIENCE: 
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Bachelor’s degree or equivalent in psychology, education, social sciences, business, or closely related 
field and three years of progressively responsible experience in one or more of the following areas: social 
services, education, counseling, HR/employee development, business or other related field. Global Career 
Development Facilitator (GCDF) certificate preferred. 

PHYSICAL REQUIREMENTS: 
 
Must be able to perform essential job functions with or without reasonable accommodations, including, but 
not limited to, visual and/or audiological appliances and devices to increase mobility. 
 
 
WORKING CONDITIONS: 
 
Work is performed in a normal office environment. 
 
 

 



Form Last Revised 2/1/2012 

Action Request 
 Committee: Board of Commissioners 

Meeting Date: 08/28/2012 
Requesting Department: Human Resources 
Submitted By: Marie Waalkes 
Agenda Item: Michigan Works Personnel Request to Create Three (3) Talent 
Development Associates: JET 

SUGGESTED MOTION:   
To approve the request from Michigan Works to create Three (3) FTE's Talent Development Associate: JET 
(Group T, Paygrade 11) at a cost of $161,574.00. Funding for this position to come from Workforce 
Development Funds. 
 
 
 

SUMMARY OF REQUEST: 
Under the supervision of the Team Supervisor, provides direct client services to a targeted population of job 
seekers in WIA and/or JET programs, assisting them in achieving family-sustaining employment and educational 
credentials which are valued in the labor market through participation in Michigan Works! Programs and services.  
As a result of this position's activities, clients will receive accurate information about their program requirements 
and choices, will identify skills needed for job readiness, will understand how their personal assessment results 
reveal how their strengths can be leveraged and weaknesses remediated, and will develop and implement plans to 
overcome or reduce barriers to employment. 
 
This position replaces a commensurate position within the current subcontracted organization, as we take former 
subcontracted services in-house and hire county employees to fulfill the duties.   
 
This position will be responsible for implementing direct career development services in the Michigan Works 
Service Center.   
 
 
 
 
 
 
FINANCIAL INFORMATION:  
Total Cost: $161,574.00 General Fund Cost: $0.00 Included in Budget:  Yes  No 
If not included in budget, recommended funding source: Workforce Development Funds 
 

ACTION IS RELATED TO AN ACTIVITY WHICH IS: 
 Mandated  Non-Mandated  New Activity 

ACTION IS RELATED TO STRATEGIC PLAN: 
Goal: 4: To Continually Improve the County’s Organization and Services. 
 
Objective: 1: Maintain systems and programs of continuous improvement to gain efficiencies and improve 
effectiveness. 
ADMINISTRATION RECOMMENDATION: Recommended Not Recommended  Without Recommendation
County Administrator: 

Committee/Governing/Advisory Board Approval Date: Finance and Administration Committee 8/21/2012   
              

 







 

JD Talent Development Associate - JET (MIWorksCAA).docx   
Created on 8/13/2012 1:50:00 PM 
Page 1 of 3 

OTTAWA COUNTY  
 
 
TITLE:  TALENT DEVELOPMENT ASSOCIATE: JET EMPLOYEE GROUP: GROUP T 
DEPARTMENT:  MICHIGAN WORKS/CAA GRADE:  T11 
DATE: DRAFT 05/02/12 
   
 
JOB SUMMARY: 
 
Under the supervision of the Team Supervisor, provides direct client services to a targeted population of 
job seekers in WIA &/or JET programs, assisting them in achieving family-sustaining employment and 
educational credentials which are valued in the labor market through participation in Michigan Works! 
Programs and services.  As a result of this position’s activities, jobseeker clients enrolled in Programs will 
receive accurate information about their program requirements and choices, will identify skills needed for 
job readiness, will understand how their personal assessment results reveal how their strengths can be 
leveraged and weaknesses remediated, and will develop and implement plans to overcome or reduce 
barriers to employment, ultimately meeting the needs of businesses.  In addition, the position is 
responsible for case management and entry of required information into OSMIS, G*Stars, and other 
databases as required.  Position works closely with Eligibility and Readiness, Employment Services and 
Business Services staff in connection with opportunities for career development, employment and 
education.  The position works closely with the Michigan Works! Quality Assurance and Training 
function to maintain compliance with and be knowledgeable about all current Program requirements, 
policies and procedures related to direct service.    Program requirements and choices are communicated 
concisely to jobseeker clients, and all are treated with respect and offered alternatives wherever possible.  
Jobseekers or Program participants who have challenges with Program requirements or the interpretation 
of policy are assisted with resolution at the frontline level, or are referred to supervision per established 
procedure.  In addition to program requirements, the position is responsible to knowledgeably 
communicate to clients the general services provided by Michigan Works!  
 
 
ESSENTIAL JOB FUNCTIONS: The essential functions of this position include, but are not limited to, 
the following: 
 

1. Communicates with and engages jobseeker clients to ensure their understanding of and 
commitment to Program goals and requirements.  Ensures accurate documentation of client 
participation in Programs, and proper entry of all client program data into paper or electronic files 
(OSMIS, G*Stars, etc.) as necessary.   

2. Schedules and maintains regular appointments, calls and emails with program participants to 
ensure continued engagement in and eligibility for Michigan Works! Programs’. 

3. Maintains logs and records of communication and correspondence relative to dealings with 
Program participants and others (e.g., educational institutions) via paper or electronic files; 
identifies obstacles and challenges, and where possible, assists in resolving or addressing 
participant challenges at frontline level.   

4. Maintains adequate documentation of participant data in line with PMIG, State, Federal and 
Local policies, other references, Monitoring findings and best practices; revises file data 
entry, where appropriate, per the correct policies and procedures. 

5. Working closely with Eligibility and Readiness, Employment Services and Follow-up, 
ensures a seamless client experience of Michigan Works! programs and services, and 
identifies opportunities for improvement in communication, process and procedure. 
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6. Develops and maintains expertise in using various computer systems (e.g., OSMIS, G*Stars), 
databases and/or spreadsheets. 
 

7. Compiles participant data and files as requested for necessary Program, State and Federal 
monitoring. 

8. Maintains a level of professional development necessary to keep up with changes in Program 
requirements, participant needs, advances in the field and utilization of technology. 

9. Displays basic knowledge of career development and job search principles, and familiarity 
with all Michigan Works! Program features, benefits and outcomes, and communicates these 
effectively to jobseekers.  Refers jobseekers as appropriate to programs and services, within 
and outside Michigan Works! 

10. Performs other functions as assigned. 

 

REQUIRED KNOWLEDGE AND SKILLS: 

1. Good working knowledge of principles and practices of career development, job search, 
employment and employability issues related to assigned Program populations 

 
2. Specialized knowledge of Program requirements, procedures and client choices available within 

assigned Program(s) and population(s). 
 

3.  Specialized knowledge of the Workforce Investment Act and the Job Employment and Training 
Program. 
 

4. General knowledge of all Michigan Works! policies and procedures. 

5. Basic knowledge of all Michigan Works! Programs, services and their respective features, 
benefits and outcomes. 

6. Computer literacy, including thorough working knowledge of OSMIS, G*Stars, MS-Office 
software, spreadsheet, database and document management software. 

 
7. Good organizational skills and ability to prioritize the workload. 

 
8. Good customer service skills. 

 
9. Good oral and written communications skills. 

 
10. Good interpersonal and human relations skills. 

 
11. Ability to interact positively and objectively with managers, supervisors, employees, vendors, 

contractors, consultants, and members of the general public from a wide range of cultural and 
socio-economic backgrounds and with varying levels of communications skills. 

 
NOTE:  Oral and written fluency in Spanish, Cambodian, Lao or other language commonly spoken by 
one or more demographic groups represented in the population preferred. 

 
REQUIRED EDUCATION, TRAINING AND EXPERIENCE: 
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Bachelor’s degree or equivalent in psychology, education, social sciences, business, or closely related 
field and three years of progressively responsible experience in one or more of the following areas: social 
services, education, counseling, HR/employee development, business or other related field. Global Career 
Development Facilitator (GCDF) certificate preferred. 

PHYSICAL REQUIREMENTS: 
 
Must be able to perform essential job functions with or without reasonable accommodations, including, but 
not limited to, visual and/or audiological appliances and devices to increase mobility. 
 
 
WORKING CONDITIONS: 
 
Work is performed in a normal office environment. 
 
 

 



Form Last Revised 2/1/2012 

Action Request 
 Committee: Board of Commissioners 

Meeting Date: 08/28/2012 
Requesting Department: Human Resources 
Submitted By: Marie Waalkes 
Agenda Item: Michigan Works Personnel Request to Create a Talent 
Development Lead: JET Program 

SUGGESTED MOTION:   
To approve the request from Michigan Works to create one (1) FTE Talent Development Lead: JET Program 
(Group T, Paygrade 12) at a cost of $57,957.00. Funding for this position to come from Workforce Development 
Funds. 
 
 
 

SUMMARY OF REQUEST: 
Under the supervision of the Team Supervisor, provides direct client services to a targeted population of job 
seekers in WIA and/or JET programs, assisting them in achieving family-sustaining employment and educational 
credentials which are valued in the labor market through participation in Michigan Works! Programs and services.  
As a result of this position's activities, clients will receive accurate information about their program requirements 
and choices, will identify skills needed for job readiness, will understand how their personal assessment results 
reveal how their strengths can be leveraged and weaknesses remediated, and will develop and implement plans to 
overcome or reduce barriers to employment. 
 
This position replaces a commensurate position within the current subcontracted organization, as we take former 
subcontracted services in-house and hire county employees to fulfill the duties.   
 
This position will be responsible for implementing direct career development services in the Michigan Works 
Service Center for Jobs, Education &  Training (JET) program.   
 
 
 
 
 
 
FINANCIAL INFORMATION:  
Total Cost: $57,957.00 General Fund Cost: $0.00 Included in Budget:  Yes  No 
If not included in budget, recommended funding source: Workforce Development Funds 
 

ACTION IS RELATED TO AN ACTIVITY WHICH IS: 
 Mandated  Non-Mandated  New Activity 

ACTION IS RELATED TO STRATEGIC PLAN: 
Goal: 4: To Continually Improve the County’s Organization and Services. 
 
Objective: 1: Maintain systems and programs of continuous improvement to gain efficiencies and improve 
effectiveness. 
ADMINISTRATION RECOMMENDATION: Recommended Not Recommended  Without Recommendation
County Administrator: 

Committee/Governing/Advisory Board Approval Date: Finance and Administration Committee 8/21/2012   
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OTTAWA COUNTY  
 
 
TITLE:  TALENT DEVELOPMENT LEAD: JET EMPLOYEE GROUP: GROUP T 
DEPARTMENT:  MICHIGAN WORKS/CAA GRADE:  T12 
DATE: DRAFT 05/02/12 
   
 
JOB SUMMARY: 
 
Under the supervision of the Team Supervisor, provides direct client services to a targeted population of 
job seekers in WIA &/or JET programs, assisting them in achieving family-sustaining employment and 
educational credentials which are valued in the labor market through participation in Michigan Works! 
Programs and services.  As a result of this position’s activities, jobseeker clients enrolled in Programs will 
receive accurate information about their program requirements and choices, will identify skills needed for 
job readiness, will understand how their personal assessment results reveal how their strengths can be 
leveraged and weaknesses remediated, and will develop and implement plans to overcome or reduce 
barriers to employment, ultimately meeting the needs of businesses.  In addition, the position is 
responsible for case management and entry of required information into OSMIS, G*Stars, and other 
databases as required.  Position assists Team Supervisor in making caseload assignments and setting work 
schedules of Career Development Associates.  Position also is looked to as expert and point of reference 
by Career Development Associates for clarification and interpretation of program policies and 
procedures. Position works closely with Eligibility and Readiness, Employment Services and Business 
Services staff in connection with opportunities for career development, employment and education.  The 
position works closely with the Michigan Works! Quality Assurance and Training function to maintain 
compliance with and be knowledgeable about all current Program requirements, policies and procedures 
related to direct service.    Program requirements and choices are communicated concisely to jobseeker 
clients, and all are treated with respect and offered alternatives wherever possible.  Jobseekers or Program 
participants who have challenges with Program requirements or the interpretation of policy are assisted 
with resolution at the frontline level, or are referred to supervision per established procedure.  In addition 
to program requirements, the position is responsible to knowledgeably communicate to clients the general 
services provided by Michigan Works!  
 
 
ESSENTIAL JOB FUNCTIONS: The essential functions of this position include, but are not limited to, 
the following: 
 

1. Communicates with and engages jobseeker clients to ensure their understanding of and 
commitment to Program goals and requirements.  Ensures accurate documentation of client 
participation in Programs, and proper entry of all client program data into paper or electronic files 
(OSMIS, G*Stars, etc.) as necessary.   

2. Schedules and maintains regular appointments, calls and emails with program participants to 
ensure continued engagement in and eligibility for Michigan Works! Programs’. 

3. In coordination with Team Supervisor assigns case loads and Career Development Associate 
schedules. 

4. Maintains logs and records of communication and correspondence relative to dealings with 
Program participants and others (e.g., educational institutions) via paper or electronic files; 
identifies obstacles and challenges, and where possible, assists in resolving or addressing 
participant challenges at frontline level.   
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5. Maintains adequate documentation of participant data in line with PMIG, State, Federal and 
Local policies, other references, Monitoring findings and best practices; revises file data 
entry, where appropriate, per the correct policies and procedures. 

6. Working closely with Eligibility and Readiness, Employment Services and Follow-up, 
ensures a seamless client experience of Michigan Works! programs and services, and 
identifies opportunities for improvement in communication, process and procedure. 

7. Develops and maintains expertise in using various computer systems (e.g., OSMIS, G*Stars), 
databases and/or spreadsheets. 
 

8. Compiles participant data and files as requested for necessary Program, State and Federal 
monitoring. 

 
9. Acts as point of reference for Career Development Associates regarding program policies and 

procedures. 

10. Maintains a level of professional development necessary to keep up with changes in Program 
requirements, participant needs, advances in the field and utilization of technology. 

11. Displays basic knowledge of career development and job search principles, and familiarity 
with all Michigan Works! Program features, benefits and outcomes, and communicates these 
effectively to jobseekers.  Refers jobseekers as appropriate to programs and services, within 
and outside Michigan Works! 

12. Performs other functions as assigned. 

 

REQUIRED KNOWLEDGE AND SKILLS: 

1. Good working knowledge of principles and practices of career development, job search, 
employment and employability issues related to assigned Program populations 

 
2. Specialized knowledge of Program requirements, procedures and client choices available within 

assigned Program(s) and population(s). 
 

3.  Specialized knowledge of the Workforce Investment Act and the Job Employment and Training 
Program. 

4. Personal qualities (including integrity, drive, risk taking and effective communication skills) 
sufficient to provide effective leadership of the assessment services function and coordination of 
services delivery (i.e., test proctoring and delivery of remediation) through other Michigan 
Works! staff and partners. 
 

5. General knowledge of all Michigan Works! policies and procedures. 

6. Basic knowledge of all Michigan Works! Programs, services and their respective features, 
benefits and outcomes. 

7. Computer literacy, including thorough working knowledge of OSMIS, G*Stars, MS-Office 
software, spreadsheet, database and document management software. 

 
8. Good organizational skills and ability to prioritize the workload. 

 
9. Good customer service skills. 

 
10. Good oral and written communications skills. 
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11. Good interpersonal and human relations skills. 

 
12. Ability to interact positively and objectively with managers, supervisors, employees, vendors, 

contractors, consultants, and members of the general public from a wide range of cultural and 
socio-economic backgrounds and with varying levels of communications skills. 

 
NOTE:  Oral and written fluency in Spanish, Cambodian, Lao or other language commonly spoken by 
one or more demographic groups represented in the population preferred. 

 
REQUIRED EDUCATION, TRAINING AND EXPERIENCE: 
 

Bachelor’s degree or equivalent in psychology, education, social sciences, business, or closely related 
field and three years of progressively responsible experience in one or more of the following areas: social 
services, education, counseling, HR/employee development, business or other related field. Global Career 
Development Facilitator (GCDF) certificate preferred. 

PHYSICAL REQUIREMENTS: 
 
Must be able to perform essential job functions with or without reasonable accommodations, including, but 
not limited to, visual and/or audiological appliances and devices to increase mobility. 
 
 
WORKING CONDITIONS: 
 
Work is performed in a normal office environment. 
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Action Request 
 Committee: Board of Commissioners 

Meeting Date: 08/28/2012 
Requesting Department: Human Resources 
Submitted By: Marie Waalkes 
Agenda Item: Facilities Maintenance Personnel Request to Reclassify a 
Facilities Secretary to a Senior Secretary - Facilities 

SUGGESTED MOTION:   
To approve the request to reclassify the position of 1.0 FTE Facilities Secretary (Group T, Paygrade 07) to a 1.0 
FTE Senior Secretary - Facilities (Group T, Paygrade 08) at a cost of $2,010.00. Funding for this position to come 
from the County General Funds. 
 
 
 

SUMMARY OF REQUEST: 
This position provides administrative and secretarial support for the Facilities and Maintenance Department, 
including reception, production, word processing, file management, and financial processing and monitoring 
services.  New responsibilities and upcoming changes to processes and procedures requires a higher level of 
aptitude, knowledge and skills, that is commensurate with the higher level secretarial grade. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
FINANCIAL INFORMATION:  
Total Cost: $2,010.00 General Fund Cost: $2,010.00 Included in Budget:  Yes  No 
If not included in budget, recommended funding source: Facilities and Maintenance is requesting new funding to 
come from the General Fund. 

ACTION IS RELATED TO AN ACTIVITY WHICH IS: 
 Mandated  Non-Mandated  New Activity 

ACTION IS RELATED TO STRATEGIC PLAN: 
Goal: 4: To Continually Improve the County’s Organization and Services. 
 
Objective: 3:  Maintain and expand investments in the human resources of the organization. 
 
ADMINISTRATION RECOMMENDATION: Recommended Not Recommended  Without Recommendation
County Administrator: 

Committee/Governing/Advisory Board Approval Date: Finance and Administration Committee 8/21/2012   
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OTTAWA COUNTY  
 

 

TITLE:  SENIOR SECRETARY - FACILITIES EMPLOYEE GROUP: GROUP T 

DEPARTMENT:  FACILITIES MAINTENANCE GRADE:  T08 

DATE:   08/08/2012 

   

 

JOB SUMMARY: 

 
Under the supervision of the Facilities Director, provides administrative and secretarial support for the 

department. Provides reception, production, word-processing, file management and financial processing 

and monitoring services. Composes correspondence, drafts reports and collects and compiles information 

from a variety of sources. Provides a variety of work order status and statistical reports and performs a 

variety of office support functions. 

 

 

ESSENTIAL JOB FUNCTIONS: The essential functions of this position include, but are not limited to, 

the following: 

 

1. Provides a variety of administrative and secretarial support services for the department. 

2. Receives and responds to telephone, email, written and in-person requests for information and 

assistance, providing information or referring inquiries to appropriate members of the department. 

3. Prepares and processes outgoing mail and receives and distributes incoming mail. 

4. Prepares agenda items, motions and resolutions for consideration by the Board of Commissioners 

and committees thereof. 

5. Prepares and processes a variety of financial transaction forms, including payroll, purchase 

orders, budget adjustments, invoices, and mileage requests. 

6. Assists the Director in administering budgets, posting transactions, monitoring balances, 

reconciling accounts with Fiscal Services records, and compiling historical budget data. 

7. Purchases operating supplies including printer cartridges and toner. 

8. Prepares purchase orders for large acquisitions, and reviews budget allocations and funds 

balances to determine whether budget adjustments are required. 

9. Participates in the development of the annual department personnel, operating and capital budget 

requests. 

10. Schedules a variety of meetings, secures meeting sites and ancillary services such as projection 

equipment, prepares and distributes agendas, and prepares and distributes other participant 

materials. 

11. Receives bids from consultants and vendors responding to requests for proposals and prepares 

spreadsheets to facilitate detailed side-by-side comparisons of bids and proposals submitted. 

12. Receives and responds to requests for emergency and non-emergency facilities maintenance and 

repair services, questions, comments, complaints and other communications.  

13. Relays emergency requests to appropriate staff members and enters requests to work order 

system. 
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14. Generates preventive maintenance and daily custodial work orders for all County facilities from 

the computerized Work Order System. 

15. Opens work orders for repair and corrective maintenance requests received from departments 

throughout the County and distributes them to appropriate staff members.  

16. Prepares monthly and annual reports of work orders by category to assess seasonal variations in 

work loads by type of maintenance and repairs required, and to identify personnel and equipment 

needs. 

17. Completes the "Mandated and Discretionary Functions" report using data from the work order 

system and reports generated therefrom. 

18. Maintains all department filing systems, including files for licenses, inspection certificates, 

testing of safety and security systems, and retrieves documentation required for accreditation and 

inspections of Juvenile Detention, County Jail, CMH and Public Health facilities. 

19. Distributes messages, mail, and inter-office communications to staff members. 

20. Maintain master schedule of employee vacations and other scheduled time off. 

21. Performs a variety of other office support functions. 

 

REQUIRED KNOWLEDGE AND SKILLS: 

1. Good working knowledge of office administration practices and principles. 

2. Working knowledge of supervisory practices and principles. 

3. Thorough working knowledge of word processing, spreadsheet, desktop publishing, graphics, 

presentation and database management applications software. 

4. Good working knowledge of accounting and budgeting practices and principles. 

5. Working knowledge of records management practices and principles. 

6. Fast and accurate keyboarding skills. 

7. Accurate mathematical skills. 

8. Excellent organizational skills and the ability to prioritize the workload. 

9. Excellent proofreading skills and attention to detail. 

10. Good English language usage skills, including spelling, grammar, punctuation and construction. 

11. Good oral and written communications skills. 

12. Ability to interact positively and professionally with elected officials, appointees, County 

executives and administrators, local unit officials, community and business representatives, 

printing vendors and members of the general public from a wide range of cultural and socio-

economic backgrounds and with widely divergent communications skills. 
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REQUIRED EDUCATION, TRAINING AND EXPERIENCE: 

 

High school diploma or GED combined with some post-secondary training in business information 

systems, accounting, office management, or related field and two (2) years of experience in an office 

position, or an equivalent combination of education and experience. 

 

PHYSICAL REQUIREMENTS: 

 

Must be able to perform essential job functions with or without reasonable accommodations, including, but 

not limited to, visual and/or audiological appliances and devices to increase mobility. 

 

 

WORKING CONDITIONS: 

 

Work is performed in a normal office environment. 

 

 



County of Ottawa
Estimated Personnel Costs
2012 Budget - Fac Maint

Salaries Hospi- Total Salaries 
Employee Name Union code W/C code FTE Permanent FICA talization OPEB Life Retirement *457 Match Dental W/C Unemployment Optical Disability Fringes & fringes

Secy, Grp T 07, C Step 12 8810 1.0000 $29,215 $2,235 $9,861 $240 $58 $1,753 $0 $664 $7 $120 $120 $82 $15,140 $44,355
Sr Secy, Grp T 08, C Step 12 8810 1.0000 $30,971 $2,369 $9,861 $240 $61 $1,858 $0 $664 $7 $127 $120 $87 $15,394 $46,365
     Increase $1,756 $134 $0 $0 $3 $105 $0 $0 $0 $7 $0 $5 $254 $2,010

* Estimate based on 6% match 7040.0000 7150.0000 7160.0000 7160.0020 7170.0000 7180.0000 7180.0010 7190.0000 7200.0000 7220.0000 7230.0000 7240.0000

I:\BUDGET\2012 Budget\2012 position costing schedule - final rates8/13/2012
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Action Request 
 Committee: Board of Commissioners 

Meeting Date: 08/28/2012 
Requesting Department: Human Resources 
Submitted By: Marie Waalkes 
Agenda Item: Purchase of MERS (Mchigan Municipal Employee Retirement 
System) Generic Service Credits for Richard J. Kloote (District Court) 

SUGGESTED MOTION:   
To approve the purchase of three (3) years of MERS generic service credits for $21,837.00 (total cost to be paid 
by employee, Richard J. Kloote). 
 
Total Cost:           $21,837.00 
Employer Cost:    $0.00 
Employee Cost:    $21,837.00 
 
SUMMARY OF REQUEST: 
The MERS Plan document allows for the purchase of up to five (5) years of generic service credits by an 
employee.  The employee is responsible for the total cost of the purchase of generic service credits. 
 
 
 
 
 
 
 
 
 
 
 
 
 

FINANCIAL INFORMATION:  
Total Cost: $21,837.00 General Fund Cost: $0.00 Included in Budget:  Yes  No 
If not included in budget, recommended funding source: Employee 
 

ACTION IS RELATED TO AN ACTIVITY WHICH IS: 
 Mandated  Non-Mandated  New Activity 

ACTION IS RELATED TO STRATEGIC PLAN: 
Goal: 4: To Continually Improve the County’s Organization and Services. 
 
Objective: 3:  Maintain and expand investments in the human resources of the organization. 
 
ADMINISTRATION RECOMMENDATION: Recommended Not Recommended  Without Recommendation
County Administrator: 

Committee/Governing/Advisory Board Approval Date: Finance and Administration Committee 8/21/2012   
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