
Agenda 
Finance and Administration Committee 

West Olive Administration Building – Board Room 
12220 Fillmore, West Olive, MI 49460 

Tuesday, July 20, 2021 
10 AM 

Public Comment: 
 
Consent Items: 
 

1. Approval of the Agenda 
 
2. Approval of Minutes from the June 15, 2021 Finance and Administration Committee Meeting. 
 

Action Items: 
   

1. 2021 Budget Adjustments 
 Suggested Motion:  
 To approve and forward to the Board of Commissioners the 2021 budget adjustments per 

the attached schedule. 
 
2. Statement of Review 
 Suggested Motion: 
 To approve the Statement of Review for the month of June 2021. 
 
3. Agreement for Economic Development Services 
 Suggested Motion: 
 To approve and forward to the Board of Commissioners a three-year agreement for 

Economic Development Services with Lakeshore Advantage Corporation at a cost of 
$130,000.00 per year for a total cost of $390,000.00. 

 
4. Parks and Recreation Department Personnel Request 
 Suggested Motion: 
 To approve and forward to the Board of Commissioners the request from the Parks and 

Recreation Department to increase the FTE of the part-time, benefited Secretary position 
(Group T, pay grade T-7)  from .625 FTE to a full-time benefited 1.0 FTE position at an 
increased cost of $23,960. 

 
5. Office of the Public Defender Personnel Request 
 Suggested Motion: 
 To approve and forward to the Board of Commissioners the request from the Office of the 

Public Defender to add one, full-time benefited Legal Clerk (Group T, pay grade T-6) at a 1.0 
FTE at a cost of $63,995. 

 



Discussion Items:   
 

1. Treasurer’s Financial Month End Update; Amanda Price 
 

Adjournment 
 
Comments on the day’s business are to be limited to three (3) minutes. 



FINANCE AND ADMINISTRATION COMMITTEE 
 
         Proposed Minutes 
DATE:  June 15, 2021 
 
TIME:  10:00 a.m. 
 
PLACE:  Fillmore Street Complex 
 
PRESENT: Douglas Zylstra, Matthew Fenske, Gregory DeJong, Philip Kuyers, Joseph Baumann   
 
STAFF & GUESTS: Alan Vanderberg, Administrator; John Shay, Deputy County Administrator; 

Karen Karasinski, Fiscal Services Director; Steve Kempker, Sheriff; Valerie Weiss,  
Undersheriff; Marcie Verbeek, Human Resources Director; Amanda Price, Treasurer;  
Becky Huttenga, Planning & Performance Improvement; Michael Galligan, Equalization;  
Lori Brassard, Equalization; Sherri Sayles, Chief Deputy Clerk; Todd Williams, Lean &  
Green Michigan 

 
   SUBJECT:  CONSENT ITEMS 
 
FC 21-053 Motion:  To approve the agenda of today as presented and to approve the minutes from 

the May 18, 2021 Finance and Administration Committee as presented. 
 Moved by:  Matthew Fenske     UNANIMOUS 
 
  SUBJECT:  2021 BUDGET ADJUSTMENTS 
 
FC 21-054 Motion:  To approve and forward to the Board of Commissioners the 2021 budget 

adjustments per the attached schedule. 
 Moved by:  Matthew Fenske     UNANIMOUS 
 
  SUBJECT:  STATEMENT OF REVIEW  
 
Fc 21-055 Motion:  To approve the Statement of Review for the month of May 2021. 
 Moved by:  Matthew Fenske     UNANIMOUS 
 
  SUBJECT:  2021 SUMMER APPORTIONMENT REPORT 
 
FC 21-056 Motion:  To approve and forward to the Board of Commissioners the 2021 Summer 

Apportionment Report. 
 Moved by:  Philip Kuyers     UNANIMOUS 
 
  SUBJECT:  EMPOWER RETIREMENT PLAN RESTATEMENT 
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FC 21-057 Motion:  To approve and forward to the Board of Commissioners the plan restatement 

for county employees’ 457 accounts through Empower Retirement. 
 Moved by:  Matthew Fenske     UNANIMOUS 
 
  SUBJECT:  SHERIFF’S OFFICE PERSONNAL REQUESTS 
 
FC 21-058 Motion:  To approve and forward to the Board of Commissioners the proposal to change 

one 1.0 FTE Captain (U8A) position to a 1.0 FTE Chief Deputy position at a Unclassified 
(U9) at a cost of $4,198.91, and to add one 1.0 FTE Lieutenant (U7A) position at a cost of 
$190,184.63.  The total cost of the addition and change would be $194,383.54. 

 Moved by:  Gregory DeJong     UNANIMOUS 
 
  SUBJECT:  PACE SPECIAL ASSESSMENT AGREEMENT WITH QUINCY PLACE 
 
FC 21-059 Motion:  To approve and forward to the Board of Commissioners the PACE Special 

Assessment Agreement with Quincy Place in the amount of $8,500,000. 
 Moved by:  Matthew Fenske     UNANIMOUS 
 
  SUBJECT:  DISCUSSION ITEMS 
 

1. Treasurer’s Financial Month End Update – The Treasurer’s Financial Month End 
updated was presented by Amanda Price, Treasurer. 

 
SUBJECT:  ADJOURNMENT 

 
FC 21-060 Motion:  To adjourn at 10:38 a.m. 
  Moved by:  Gregory DeJong     UNANIMOUS 



Form Last Revised 9/20/2017 

Action Request 
Committee:  
Meeting Date:   
Requesting 
Department:  

 

Submitted By:   
Agenda    
Item:  

 

Suggested Motion:   
 
 
 
 

Summary of Request: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Financial Information:   
Total Cost:  General Fund 

Cost:  
Included in  
Budget: Yes No N/A

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:  
 

Objective:  
 

Administration: Recommended Not Recommended Without Recommendation
County Administrator: 

Committee/Governing/Advisory Board Approval Date:  visory Board Approval DaDatete: 

ReRecoommended

Finance and Administration Committee
07/20/2021

Fiscal Services

Karen Karasinski

2021 Budget Adjustments

To approve and forward to the Board of Commissioners the 2021 budget adjustments per the attached
schedule.

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.

$0.00 $0.00 ✔

✔

Goal 1: To Maintain and Improve the Strong Financial Position of the County.

Goal 1, Objective 1: Maintain and improve current processes and implement new strategies to retain a balanced budget.

Goal 1, Objective 2: Maintain and improve the financial position of the County through legislative advocacy.

Goal 1, Objective 3: Maintain or improve bond credit ratings.

✔



 Fund Department Explanation Revenue Expense

08-774 General Fund Facilities  $          6,000 
Transfers In  $           6,000 

08-790 Capital Project Fund IT

Reduce Case Management Project to reflect Jail 
Management only.  Case Management will be a part of the 
FY22 Capital Improvement Plan  $     (235,160)

08-974 Public Health Fund Health Department
New grant from Lakeshore Regina Entity to fund opiod 
drug treatment program.  $           5,000  $          5,000 

09-246 Capital Projects Fund Card Access Project  $        25,000 

Transfer In  $         25,000 

10-415 Federal Forfeiture Sheriff
Use federal forfeiture to purchase recording equipment for 
interview room in the Jail.  $          4,750 

09-621 General Fund Transfer Out  $          2,475 
Capital Projects Fund GIS Project  $          2,475 

Transfer In  $           2,475 

10-21 Governmental Grants Substance Abuse and Mental 
Health Services Admininistration

New grant from Bureau of Justice Assistance for Drug 
Court.  Grant funding to support adult drug treatment 
program.   $       200,000  $      200,000 

10-86 General Fund Treasury  $       415,000 
General Fund Transfers Out  $      415,000 
Capital Projects Fund Tansfers In  $       415,000 

10-574 DB/DC Conversion Fund

Correct adopted budget.  Expense incorrectly budgeted in 
the internal service fund and should have been from the 
committed .3 mil  $   2,417,564 

10-373 General Fund Corporation Counsel Adjustment to purchase property  $      720,000 
Transfer in Contributed capital from Insurance Authority  $       720,000 

Insurance Authority authorized a risk prevention grant to 
fund a security door installation at CMH B Building

Insurance Authority Board approved a $625,000 to 
replace the card reader access system for the County.  
The initial budget adjustment was prepared for $600,000 
and this adjustment recognizes the correct amount.

Increase cost for Pictometry Connect software used in the 
GIS survey project.  This project is funded with resources 
set aside in the General Fund Balance.

Increase property tax revenue based on Equalization 
report and transferring to the Capital Project fund for 
future projects.
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Action Request 
Committee: 
Meeting Date: 
Requesting 
Department: 
Submitted By: 
Agenda    
Item: 

Suggested Motion:  

Summary of Request: 

Financial Information: 
Total Cost:  General Fund 

Cost:  
Included in 
Budget: Yes No N/A

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:  

Objective:  

Administration: Recommended Not Recommended Without Recommendation
County Administrator: 

Committee/Governing/Advisory Board Approval Date:  

Finance and Administration Committee
07/20/2021

Human Resources

Al Vanderberg

Statement of Review

To approve the Statement of Review for the month of June 2021.

Mileage payments to Commissioners per the Commissioners' Mileage Policy.

$516.32 $516.32 ✔

✔

Goal 1: To Maintain and Improve the Strong Financial Position of the County.

Goal 1, Objective 1: Maintain and improve current processes and implement new strategies to retain a balanced budget.

Goal 1, Objective 2: Maintain and improve the financial position of the County through legislative advocacy.

Goal 1, Objective 3: Maintain or improve bond credit ratings.

✔



Commissioner Mileage Voucher

To: Date: June 30 2021

Address: Dept:
City:

State:
Zip:

Date Miles Current Rate Amount

June 7 2021 28.00 $0.560 $15.68

June 8 2021 28.00 $0.560 $15.68

June 16 2021 28.00 $0.560 $15.68

June 17 2021 6.00 $0.560 $3.36

June 18 2021 28.00 $0.560 $15.68

June 22 2021 28.00 $0.560 $15.68

June 23 2021 28.00 $0.560 $15.68

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

174.00 $0.560 $97.44

Pick From List

Pick From List

Total Mileage:

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Quarterly Road Commission Meeting

Lloyd’s Bayou Lake Board

Quarterly Meeting with Legislators

Board of Commissioners Meeting

MEETING WITH AL

Michigan
49417

Description

DEI MEETING

Board of Commissioners Meeting

Roger A. Bergman

214 Washington Avenue 10101010 860000 (Unless otherwise noted)
Grand Haven

2021



Commissioner Mileage Voucher

To: Date: June 1 2021

Address: Dept:
City:

State:
Zip:

Date Miles Current Rate Amount

June 8 2021 24.00 $0.560 $13.44

June 15 2021 24.00 $0.560 $13.44

June 18 2021 24.00 $0.560 $13.44

June 22 2021 24.00 $0.560 $13.44

June 24 2021 10.00 $0.560 $5.60

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

106.00 $0.560 $59.36

Pick From List

Pick From List

Pick From List

Total Mileage:

Pick From List

Pick From List

Pick From List

WHTC

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Board of Commissioners Meeting

Allen Dannenberg

529 William 10101010 860000 (Unless otherwise noted)
Zeeland
Michigan
49464

Description

Board of Commissioners Meeting

Planning and Policy Committee Meeting

Legislative Work Session

Pick From List

Pick From List

Pick From List

2019



Commissioner Mileage Voucher

To: Date: June 30 2021

Address: Dept:
City:

State:
Zip:

Date Miles Current Rate Amount

June 8 2021 32.00 $0.560 $17.92

June 11 2021 27.00 $0.560 $15.12

June 15 2021 32.00 $0.560 $17.92

June 16 2021 32.00 $0.560 $17.92

June 18 2021 32.00 $0.560 $17.92

June 22 2021 32.00 $0.560 $17.92

June 25 2021 32.00 $0.560 $17.92

June 28 2021 57.00 $0.560 $31.92

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

276.00 $0.560 $154.56

Pick From List

Pick From List

Pick From List

Total Mileage:

Pick From List

Pick From List

Pick From List

Quarterly Meeting with Legislators

Board of Commissioners Meeting

Meeting with Commissioners and Al V

CMH Board 50%-64955020 860000 - 50%-64955029 860000

Pick From List

Pick From List

Quarterly Road Commission Meeting

Matthew R. Fenske

2077 Luce Street SW 10101010 860000 (Unless otherwise noted)
Grand Rapids
Michigan
49534

Description

Board of Commissioners Meeting

Ottawa County Road Commission Open House

Planning and Policy Committee Meeting

Pick From List

Pick From List

Pick From List

2019



Commissioner Mileage Voucher

To: Date:

Address: Dept:
City:

State:
Zip:

Date Miles Current Rate Amount

June 08 2021 26.00 $0.560 $14.56

June 15 2021 26.00 $0.560 $14.56

June 22 2021 26.00 $0.560 $14.56

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

78.00 $0.560 $43.68Total Mileage:

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Michigan

Pick From List

49424

Description

Board of Commissioners Meeting

Planning and Policy Committee Meeting

Board of Commissioners Meeting

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

10101010 860000 (Unless otherwise noted)

Francisco C. Garcia

961 Bay Ridge Dr.
Holland

2021



CCommissioner Mileage Voucher

To: Date:

Address: Dept:
City:

State:

Zip:

Date Miles Current Rate Amount

June 2 2021 34.00 $0.560 $19.04

June 8 2021 34.00 $0.560 $19.04

June 11 2021 5.00 $0.560 $2.80

June 22 2021 34.00 $0.560 $19.04

June 28 2021 43.00 $0.560 $24.08

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

150.00 $0.560 $84.00Total Mileage:

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Michigan

Pick From List

49428

Description

Parks Board

Board of Commissioners Meeting

Bend Dedication for Ottawa County Parks

Board of Commissioners Meeting

CMH Board

Pick From List

Pick From List

Pick From List

Pick From List

10101010 860000 (Unless otherwise noted)

James H. Holtvluwer

8092 Weatherwax Drive

Jenison

2019



Commissioner Mileage Voucher

To: Date: July 5 2021

Address: Dept:
City:

State:
Zip:

Date Miles Current Rate Amount

June 8 2021 16.00 $0.560 $8.96

June 22 2021 16.00 $0.560 $8.96

June 24 2021 16.00 $0.560 $8.96

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

$0.580 $0.00

48.00 $0.560 $26.88Total Mileage:

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Michigan

Pick From List

49464

Description

Board of Commissioners Meeting

Board of Commissioners Meeting

Ottawa County Central Dispatch Authority Policy Board

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

10101010 860000 (Unless otherwise noted)

Randall J. Meppelink

7130 88th Ave.
Zeeland

2020



Commissioner Mileage Voucher

To: Date: June 30 2021

Address: Dept:
City:

State:
Zip:

Date Miles Current Rate Amount

June 8 2021 30.00 $0.560 $16.80

June 15 2021 30.00 $0.560 $16.80

June 22 2021 30.00 $0.560 $16.80

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

$0.560 $0.00

90.00 $0.560 $50.40Total Mileage:

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Michigan

Pick From List

49423

Description

Board of Commissioners Meeting

Finance Meeting

Board of Commissioners Meeting

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

Pick From List

10101010 860000 (Unless otherwise noted)

Douglas R. Zylstra 

152 E 24th St
Holland

2021



Action Request 
Electronic Submission - Contract# 125 7 

Committee: FINANCE AND ADMINISTRATION 

Meeting Date: 7/20/2021 

Vendor/3rd Party: LAKESHORE ADVANTAGE 
� 

Ottawa County 
�'Jr,,� .. g 

Requesting Department: PLANNING AND PERFORMANCE 

Submitted By: PAUL SACHS 

Agenda Item: AGREEMENT FOR ECONOMIC DEVELOPMENT SERVICES 

Suggested Motion: 

To approve and forward to the Board of Commissioners a three-year Agreement for Economic Development Services with 
Lakeshore Advantage Corporation at a cost of $130,000.00 per year for a total cost of $390,000.00. 

Summary of Request: 
Ottawa County has had an agreement with Lakeshore Advantage Corporation to provide economic- development services 
since the merger with the Ottawa County Economic Development Office in 2014. This request is to renew the Economic 
Development Services Agreement for another three years. 

Financial Information: 

Total Cost: $390,000.00 I General Fund Cost: $390,000.00 
If not included in Budget, recommended funding source: 

Action is Related to an Activity Which Is: Non-Mandated 

Action is Related to Strategic Plan: 

Included in Budget: Yes 

Goal 2: To Contribute to the Long-Term Economic, Social and Environmental Health of the County. 

Objective: 

Administration: 

Recommended by County Administrator: 

Committee/Governing/Advisory Board Approval Date: 7/20/2021 

macmillan
Alan G. Vanderberg













Form Last Revised / /201  

Action Request 
Committee: 
Meeting Date: 
Requesting 
Department: 
Submitted By: 
Agenda    
Item: 

Suggested Motion:  

Summary of Request: 

Financial Information: 
Total Cost:  General Fund 

Cost:  
Included in 
Budget: Yes No N/A

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:  

Objective:  

Administration: Recommended Not Recommended Without Recommendation
County Administrator: 

Committee/Governing/Advisory Board Approval Date:  dvisory Board Approval DaDatet :

Reecooooommended d

Finance and Administration Committee
07/20/2021

Human Resources

Marcie Ver Beek

Parks and Recreation Department Personnel Request

To approve and forward to the Board of Commissioners the request from the Parks and Recreation
Department to increase the FTE of the part-time, benefited Secretary position (Group T, pay grade T-7)
from .625 FTE to a full-time benefited 1.0 FTE position at an increased cost of $23,960.

The Ottawa County Parks and Recreation Department has experienced steady growth in recent years by
acquiring additional parks and facilities and by expanding program offerings. This has been accompanied
by an increase in the public use of parks, open spaces and trails. As a result, the department has seen an
increase in administrative duties related to user questions via phone and email, reservations, cash
handling, ticket processing, motor vehicle permits, hunting lotteries, utility payments and other ongoing
administrative duties.

This request would expand the hours of the existing part-time, benefited Secretary position from 25 hours
per week (.625 FTE) to a full-time benefited position working 40 hours per week (1.0 FTE) at an increased
cost of $23,960 per year.

$23,960.00 $0.00 ✔

Parks Millage funds
✔

Goal 2: To Contribute to the Long-Term Economic, Social and Environmental Health of the County.

Goal 4: To Continually Improve the County’s Organization and Services.

Goal 2, Objective 2: Consider initiatives that contribute to the social health and sustainability of the County and its’ residents.

Goal 4, Objective 3: Maintain and expand investments in the human resources and talent of the organization.

✔



COUNTY OF OTTAWA
        New Position Request Form

Please print form and return to the Human Resources Department

DEPARTMENT: DATE REQUESTED:

POSITION TITLE:   ORG CODE:  ____________ 

DATE NEEDED

CHECK ONE: Full-Time Benefitted
Part-Time Benefitted

New Position
To: hrs/week

Non-Benefitted, Temporary Duration of Temporary Position:
New Position  Number of hours per week requested:
Expansion of Existing Hours  - please refer to the attached schedule to make this

request

GENERAL INFORMATION: 
1. Bargaining Unit/Benefit Group:

2. Pay Grade:

3. Does a current job description exist?  Yes No
If no, please attach a one-page, proposed job description and a description of anticipated duties to this 
form.

4. Justification for establishing this additional position. Please explain rationale for requesting this position
including background for this position, additional workload in department that needs to be covered, where is
the additional funding for this position coming from, as well as the impact to the department.  Please limit
you response to a maximum of one page, double spaced.

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

COST INFORMATION: 
Additional source of revenue (in percentage) to support this position. __________________________________ 

Provide the revenue line to be amended if this position is approved: ___________________________________ 

Estimated salary cost (including for the budget year:  ____  (department to request 
amount from H/R)

Estimated fringe benefit cost for the budget year:  (department to request amount 
from H/R)

Parks 7/8/2021

Parks Secretary

as soon as possible

✔

✔ 25 40

7

✔

See attached

Already in the 2021 Budget - Parks Millage

Already bennefited

20817510

$23,960

T



      COUNTY OF OTTAWA
           New Position Request Form

Please print form and return to the Human Resources Department

List all additional items associated with this position, including equipment, office modifications, vehicle costs, 
etc. List as follows: Item description, cost estimate, and justification for additional equipment. 

___________________________________________________ ________________________ 

_________________________________________________________ __________________ 

_______________________________________________________________ ____________ 

Additional information: 
For all approved positions: the costs associated with this position (revenue, salary, fringe benefits, & 
equipment) will be entered by Fiscal Services into your budget if the position is approved.  The 
department will not be responsible for this portion of the budget entry. 
Please include all position information on this form and attachments (as noted above). The justification 
that you submit for this position request should be well thought out and articulated in a way that the 
committee members who may not be familiar with day to day activities of your area can understand the 
information you provide. Please remember to keep the justification to a maximum of one page. 

SIGNED:        DATE:     

---------------------------------------------------------------------------------------------------------------------

BUDGET DATA:       CONTROL #:    
Fiscal Services Department Use Only Fiscal Services Department Use Only

7/9/21

No additional equipment required
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Secretary (Parks
& Recreation

Dept.)
 

Bargaining Unit: Group T

Class Code:
6301

OTTAWA COUNTY 
Established Date: Jul 26, 2017 
Revision Date: Oct 9, 2018

SALARY RANGE

$16.13 - $20.43 Hourly
$33,550.40 - $42,494.40 Annually

JOB DESCRIPTION:

Under the direction of the Administrative Assistant, provides clerical support to other staff
members and assists in the processing of county park records.  Provides customer service
assistance to the public, collects and records fees for park reservations and other payments. 
Answers phones, types a variety of forms and documents, and assists in maintaining record
keeping systems.

ESSENTIAL JOB FUNCTIONS:

The essential functions of this position include, but are not limited to, any combination of the
following: 

1. Assists the public and answers questions in person, by telephone, by fax, or by e-mail
regarding park system, department policies and procedures, documents,  reservation
requests, and acquires special documentation and patron requests for distribution to
park supervisors.

2. Maintains filing system.
3. Receipts and balances monies for Nature Education Center weekly sales and various

park services, fees, and reservations.  Prepares deposit for submittal to the Treasurer's
Office.

4. Enters data into various computer systems including responsible for maintaining   the
mailing database.

5. Types various correspondence, reports, contracts, and other documents for
department.

6. Prepares and processes outgoing mail and receives and distributes incoming mail.
7. Processes and enters purchase order requests as directed by Administrative Assistant.
8. Processes P-card transactions and invoices for all Parks staff.
9. Performs other functions as assigned.
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REQUIRED EDUCATION, TRAINING AND EXPERIENCE:

High school diploma or GED required, combined with two years of front desk office
experience, including work experience with various computer programs and office equipment.

ADDITIONAL REQUIREMENTS AND INFORMATION:

Required Knowledge and Skills:  
  

1. Good working knowledge of general office protocols, practices, and procedures.
2. Computer literacy, including a good working knowledge of word processing,

spreadsheet, desktop publishing, and database management software.
3. Fast and accurate keyboarding skills.
4. Excellent interpersonal communication and customer service skills
5. Ability to interact positively and professionally with elected officials, appointees, County

executives and administrators, community and business representatives, and members
of the general public from a wide range of cultural and socio-economic backgrounds
and with widely divergent communications skills.

6. Good verbal and written communication skills.
7. Good organizational skills and the ability to prioritize the workload.

Physical Requirements:  
 Must be able to lift up to 30 pounds. 

 Must be able to enter and retrieve information on the computer. 
 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 generally performed in a normal office environment.



2021 Estimated Costs per Deductions
Employee Costs

Parks Secretary
T-7 Step 3

FTE Wages Benefits TOTAL COST
0.6250 22,303.32 20,214.21 42,517.53

FTE Wages Benefits TOTAL COST
1.0000 35,685.31 30,792.34 66,477.65

Difference 13,381.99 10,578.13 23,960.12



Form Last Revised / /201  

Action Request 
Committee: 
Meeting Date: 
Requesting 
Department: 
Submitted By: 
Agenda    
Item: 

Suggested Motion:  

Summary of Request: 

Financial Information: 
Total Cost:  General Fund 

Cost:  
Included in 
Budget: Yes No N/A

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:  

Objective:  

Administration: Recommended Not Recommended Without Recommendation
County Administrator: 

Committee/Governing/Advisory Board Approval Date:  visory Board Approval DaDatete: 

ReRecoommended

Finance and Administration Committee
07/20/2021

Human Resources

Marcie Ver Beek

Office of the Public Defender Personnel Request

To approve and forward to the Board of Commissioners the request from the Office of the Public 
Defender to  add one, full-time benefited Legal Clerk (Group T, pay grade T-6) at a 1.0 FTE at a cost of 
$63,995.

The Michigan Indigent Defense Commission (MIDC) has approved funding of a new Legal Clerk position
in the Ottawa County Office of the Public Defender (OPD). Ottawa County will incur no additional costs for
this position because the County or “local share” of the OPD budget is determined by statute. Any costs
above the local share are born by the MIDC.

The Ottawa County OPD currently has four Legal Assistants who provide both technical and
administrative support to the department. However, the department has recognized that this staffing level
is insufficient and the Legal Assistants are spending the majority of their time on clerical tasks instead of
the more complex, legal tasks they were originally hired to perform. As a result, many of the technical
tasks the Legal Assistants would typically perform is falling to the attorneys.

The Legal Clerk position will help relieve the clerical workload of the Legal Assistants, allowing them to
focus on complex legal matters.

$63,995.00 $0.00 ✔

Michigan Indigent Defense Commission
✔

Goal 2: To Contribute to the Long-Term Economic, Social and Environmental Health of the County.

Goal 4: To Continually Improve the County’s Organization and Services.

Goal 2, Objective 2: Consider initiatives that contribute to the social health and sustainability of the County and its’ residents.

Goal 4, Objective 3: Maintain and expand investments in the human resources and talent of the organization.

✔







OFFICE OF THE PUBLIC DEFENDER - JUSTIFICATION FOR LEGAL CLERK  

 

The Michigan Indigent Defense Commission (MIDC) has approved funding of a new Legal Clerk position 
in the Ottawa County Office of the Public Defender (OPD). Ottawa County will incur no additional costs 
for this position because the County or “local share” of the OPD budget is determined by statute.  Any 
costs above the local share are born by the MIDC.    

The Ottawa County OPD currently has four Legal Assistants who provide both technical and 
administrative support to the department. However, the department has recognized that this staffing 
level is insufficient and the Legal Assistants are spending the majority of their time on clerical tasks such 
as answering phones, filing, opening and closing case files, opening and sending mail, forwarding jail 
kites, printing documents and serving as receptionists. These tasks not only consume most of their time 
but also serve as interruptions to the more complex, legal tasks they were originally hired to perform. As 
a result, many of the technical tasks the Legal Assistants would typically perform is falling to the 
attorneys. 

The Legal Clerk position will help relieve the clerical workload of the Legal Assistants, allowing the Legal 
Assistants to focus on complex legal matters such as file review, document drafting, scheduling and filing 
motions, conflict checking and serving as conduits of information between attorneys and clients. 

Furthermore, the attorney to support staff ratio in the Office of the Public Defender is 15 attorneys to 4 
Legal Assistants with 1 Office Manager.  In comparison, the attorney to support staff ratio in the 
Prosecutors Office is 15 attorneys to 8 Legal Assistants, 1 Legal Clerk and 2 Office Managers. 

This staffing insufficiency has exacerbated operational challenges created by the COVID-19 pandemic. 
The court system, under the jurisdiction of Michigan Supreme Court, delayed jury trials and created a 
huge backlog of cases.  Ottawa County courts have repeatedly scheduled, adjourned and rescheduled all 
matters on all pending cases.  This has resulted in an unprecedented number of scheduling procedures 
for the office.     

 

 



OTTAWA COUNTY
TITLE: Legal Clerk                                                                                EMPLOYEE GROUP: Group T
DEPARTMENT: Public Defender                                                         GRADE: T-6
REVISION DATE: 3/16/21                                                                

JOB DESCRIPTION:

Under the supervision of the Public Defender’s office coordinator, processes case documentation for 
misdemeanor and felony violations of the Michigan Criminal Code, and/or misdemeanor and felony 
violations of the Michigan Motor Vehicle Code. Prepares case files and ensures that Assistant Public 
Defender Attorneys have complete and accurate information for the preparation of their case in matters 
assigned to them. Responds to client inquiries and manages scheduled appearances. 

ESSENTIAL JOB FUNCTIONS:

The essential functions of this position include, but are not limited to, any combination of the 
following:

1. Assists clients on the phone and at the counter, requiring knowledge of Public Defender 
Attorney's Office policy and procedures. Responds to inquiries regarding case status, schedules 
and other related issues while maintaining confidentiality. May refer people to appropriate Public 
Defender’s Office staff member, other county department or other resource agency. 

2. Receives, scans and indexes documents and incoming correspondence; forwards electronic 
images to appropriate staff member or destination and matches documents to correct case files. 

3. Prepares physical files and enters case data into case management system(s). 
4. Prepares case files for scheduled hearings. 
5. Prepares a variety of legal documents and correspondence, processing work product physically 

and/or electronically. Maintains records of case status in electronic databases. 
6. Receives and greets clients and directs them to proper location; notifies public defenders of their 

arrival and communicates case status updates.
7. Inputs case management data to the digital and electronic information management systems; 

updates electronic data files and generates a variety of case management and case status reports 
for the Public Defender’s Office. 

8. As requested, collects, compiles and formats case management and disposition data for inclusion 
in a variety of internal and external reports. 

9. Closes records in case management software program(s) and archives physical file. Monitors and 
maintains archival retention hardware, software and storage area for branch location. 

10. At the direction of the office coordinator, may perform special projects to assist case management 
and other related functions. 

11. Performs other duties as assigned.

REQUIRED EDUCATION, TRAINING AND EXPERIENCE:

High school diploma or GED combined with some post-secondary training in criminal justice, business 
information systems, legal secretarial or other relevant field and one year of progressively responsible 
experience in a legal practice or court administrative office position requiring extensive public contact 
and fast, accurate keyboarding skills; or an equivalent combination of education, training and experience. 



ADDITIONAL REQUIREMENTS AND INFORMATION:

Required Knowledge and Skills:

1. Excellent customer relation skills. 
2. Basic knowledge of legal terminology. 
3. Basic knowledge of criminal court processes. 
4. Fast and accurate keyboarding skills. 
5. Accurate mathematical skills. 
6. Working knowledge of privacy requirements related to court records. 
7. Computer literacy and knowledge of word processing, spreadsheet and database management 

applications. 
8. Knowledge of document imaging protocols and equipment operation. 
9. Good time management and organizational skills including accuracy and attention to detail. 
10. Good verbal and written communications skills. 
11. Excellent interpersonal and human relations skills. 
12. Ability to interact positively and professionally with judges, attorneys, prosecutors, law 

enforcement officers, employees, community and business representatives, plaintiffs, defendants, 
other parties to litigation and members of the general public with widely divergent socio-
economic and cultural backgrounds and varying levels of communication skills. 

Note: Ability to communicate in Spanish, Lao, Cambodian or other language spoken by ethnic groups 
residing in the county is beneficial. 

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 generally performed in a normal office environment. 



2021 Estimated Costs per Deductions
Employee Costs

Legal Clerk
T-6 Step 3

FTE Wages Benefits TOTAL COST
1.0000 33,708.19 30,286.97 63,995.16
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