JOB DESCRIPTIONS

Below please find the Job Title and General Functions and Minimum Qualifications (i.e. Job Descriptions).  
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *
TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Account Clerk 1


Post, audits, codes, processes routine transactions; some typing/data 





entry/spreadsheet use





Able to read, write, add, subtract, multiply, divide, calculate fractions, decimals, 





percentages plus bookkeeping; 6 -12 months experience; adding machine/calculator: 





1 month experience; typing/word processing/spreadsheets: 3 - 6 months experience.
	


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Account 1



Establishes accounting systems; solves problems; performs financial analysis and 





prepares financial reports; coordinates purchasing/inventory contracts. 





Able to read, write, add, subtract, multiply, divide, calculate fractions, decimals, 





percentages adding machine/calculator: 1 month experience, plus accounting/auditing 





9 - 12 months experience.
	


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Administrative



Coordinates unit business/personnel records/processing; research/drafts technical

Secretary 1



reports; develops/maintains policies/procedures for academic business, clinical,  

(Admin. 



research programs; hires/trains/assigns/evaluates clerical staff; uses word processor, 

Coordinator)



software, typewriter to prepare letters, reports, manuscripts (academic, business, 





clinical, research units); composes proofs, corrects, signs non-routine/special letter for 





administrator; creates/manages confidential/highly complex files; meetings, agendas, 





travel, committees, government, public. 





Able to read, write, add, subtract, multiply, divide, calculate fractions, decimals, 





percentages plus secretarial science: 1 year experience; public relations/receptionist: 3 





months experience; supervision: 1 month experience; word processing, software, 

typing: 1 year experience (key-board test must =>55wpm); shorthand/machine transcription: 1 month experience (keyboard test must =>80 wpm); medical, legal, scientific, other language: 1 month experience.
	


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Cashier 1



Greets customers; receives money; makes change; balances receipts; answers 

(Sales Assistant)


phone. 





Able to read, write, add, subtract multiply, divide, plus cash register: 1 month





experience.
	


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Clerical Specialist 2

Manages special/complex files/ records; prepares medical/legal reports; greets public,

(Office Assistant)

answer phone; order supplies/keeps inventory, codes data, enters/verifies code data 





onto keyboard. 





Able to read, write, add, subtract, multiply, divide, plus office machine/procedures: 1 

	



month experience.                    


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Clerk 1



Routine filing; Data entry; Sort distributes, packages mail; answers phone, 

(Office Assistant)

greets public; makes appointments; collates; codes; sorts; stuffs; makes 





copies/change. 

	



Able to read, write, add, subtract; multiply, divide. 


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Data Entry Operator 

Enters/verifies/corrects coded data onto keyboard; proofs/files output.

1 (Office Production

Able to read, write, plus data entry/spread-sheets: 1 month experience.
	Assistant)            


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Data Entry 

 

Enters/verifies/corrects coded data onto keyboard; proofs/files output; sends, 

Operator 2 

 

distributes mail; sort files; trains/assigns other data entry Productions 

(Office Assistant)

operators.


Able to read, write, add, subtract, multiply, divide plus data entry/spreadsheets: 


1 month experience. 
	


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Network 


 
Respond promptly to trouble tickets related to workstations, servers, devices 

Technician/



and network connectivity issues. Assist with trouble ticket resolutions. Monitor network

Administrator



for errors and potential problems. Maintain current network configuration according to 





precedent and standards. Create/maintain documentation. Assist in training 





customers, technicians, coordinators, and data center personal. Effectively and politely





communicate with end users and agency personal.  





LAN/WAN experience, server experience, administration experience (adding/deleting





users and directories, establishing network rights and security, etc.). Experience with 





various Operating Systems (Microsoft Windows, Novell, UNIX). Experience with





protocols (TCP/IP, IPX/SPX, Internet (PPP, SLIP), network topologies (Ethernet





Token Ring), and network connections (routers, switches, and hubs).  Experience with 





the analysis, configuration, installation, and security of wireless LAN systems. 
TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Computer 



Monitors and controls computers and peripheral equipment according to

Operators



operating instructions. Execute jobs running on all computer systems. Selects and 





loads input and output units with materials such as tapes, forms or paper for operating 





runs. Print and distribute various reports. Operate and maintain peripheral equipment 





including Xerox Laser printer, IBM printers, Tape drives, and post-processing 





equipment. Monitor all computer hardware and computer consoles for error messages 





or printouts. Corrects machine stoppages or faulty output. Answer telephone or assist 





users at counter with minor computer programming problems or questions. Maintain 

and clean computer equipment and operations area. Perform other duties as required to meet the operational needs of the Data Center. 





Knowledge of the principles, practices and techniques of computer operations. 





Experience in the following: Operating and monitoring IBM AS/400 iSeries Computer 





Systems running OS/400; Various Windows Operating Systems; UNIX servers and 





communications equipment; and execute jobs running on all computer systems. 
	


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Help Desk 



Perform Help Desk/Customer Service Center operations to include call logging,

Professional 



and trouble ticket assignment and follow-up. Troubleshoots hardware, operating 





system, and application software. Assists customers with “how to” questions on 





system operation, configuration, and effective use of installed applications. 





Experience with the HEAT Help Desk system is desired.  Customer service and 





troubleshooting experience with Microsoft Office, Microsoft Windows Operating 





Systems, Lotus Notes, Lotus Smart Suite, Email packages, Novell, Unix, and IBM





AS/400 iSeries operating environments. Excellent communication and problem solving 

	



skills are required. 


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Client/Server



Experience with Java, VB.NET and ASP.NET software technologies (1-2 years).  

Applications 



Prior experience in building object-oriented applications, C, C++, ASP, Visual Basic 

Developer 



preferred (2-3 years).  Proficient in building complex SQL statements and stored 

	



procedures.              


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Desktop Computer

Installs configures, and troubleshoots desktop system hardware and applications
Technician 



software, with various operating systems, administrative utilities and network 





connections. 





Experience with current Microsoft Windows Operating Systems, Microsoft Office, 





Microsoft Exchange, Microsoft Outlook, Lotus Notes, Lotus Smart Suite, Microsoft 





Explorer, Netscape Communicator, Novell 3.X, 4.X, Unix, mainframe/mid-range





emulation packages. Experience in desktop conversions to include software rollouts or





refreshes, implement desktop standards, or facilitate hardware upgrades.

	


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:




Web Developer



Maintain the agency’s supported web site (Internet/Intranet) including file

management, site maintenance and interactive web development.  Develop, research, lay out, write/edit new sections/features for the site's web pages (including graphics and multimedia content).  Technical knowledge includes a thorough knowledge of HTML, PHP, Microsoft SharePoint products and technologies, web site development and management, and web technology.  

Ability to design web pages and effectively present information using web page design and publishing tools.  Must have the ability to effectively communicate with individuals who have varying degrees of technical knowledge to translate communication requirements into interactive web presentations.  Working knowledge of Microsoft Windows operating systems.  Working knowledge of Microsoft Internet Information Server.
	


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





JAVA Programmer

Candidate must be highly proficient in Java and Java related technologies. Candidate

/Analyst 



must be able to port J2EE applications to WebSphere 5.1 (or latest version).  The Candidate must have expertise in supporting and configuring WebSphere Application Server.  Candidate must have Experience in:  Java, XML and SQL programming using IBM WSAD (WebSphere Studio Application Developer) or RAD (Rational Application Developer); J2EE skills using IBM WAS (WebSphere Application Server).  Experience with IBM DB2 (Database) and MS SQL Server as required by individual projects.  Must 





be able to analyze business needs to develop programming requirements and

	



produced finished applications.


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Application 



Uses COBOL, Java, CICS, and CL, and top-down structured programming
Programmer/



techniques. Sets up production job streams. Writes program documentation, job
Analyst



documentation and/or manuals to instruct users of programs or applications.





Prepares test data and performs program-level and system-level testing. May work 





with vendors and in-house staff for resolution of problems or solution determinations. 





Must have a thorough knowledge of application design and development,





programming standards and methods, and computer system analysis. Experienced in 





computer programming techniques (e.g. structured programming), data & file 





structures, flowcharting, numerical analysis and algebra or comparable mathematics. 
	


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Senior 



Writes, updates, repairs, modifies, expands existing and new computer programs;
Programmer/



writes and modifies new and existing large and complex computer programs utilizing 

Analyst



various programming languages, techniques, and design patterns, which may include 





(but are not limited to): SQL, COBOL, VSAM, Visual Basic, C+, C++, C-Sharp, DB2, 





Access, AS400/iSeries OS, MVS, CICS; leads team of lower level programmers to 





increase system efficiency and productivity; assigns and reviews work product; 





conceives, designs, and tests logical structures; assists in developing unit tools and 





standards, policies and/or procedures; and performs both systems analysis and actual 





programming using common and structural language runtime programming platforms; 





identifies problems and provides technical assistance to end users; troubleshoots, 





tests, debugs, and corrects complex computer problems (i.e., major software system 





errors); researches and refers to technical computer manuals for problem resolution 





and guidance; prepares documentation as required.
	


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Medicaid Waiver


Determine Medicaid Waiver eligibility so that applicants who qualify can stay

 

Eligibility



in their own homes rather than move into nursing homes.  Requires experience

Determiner



and knowledge of Medicaid eligibility rules.  Responsible for making financial,

(Customer Service

waiver eligibility determinations for new waiver applicants and trouble shooting 

Representative)


eligibility problems for new waiver applicants and waiver re-determinations.

	


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Kennel 



Cleans and disinfects wards, cages, runs, and other designated areas and/or 

Attendant



equipment thought shelter. Collects, washes, and distributes food and water bowls to 





impounded animals.  Feeds, waters, and bathes animals. Assists veterinary




 technicians with medical exams and treatment. Transfers animals as directed. Escorts 




customers to certain restricted areas within shelter. Assists customers, veterinary 




technicians and office clerks in adoption, redemption, owner surrender and other type





transactions. Assists customers at night deposit. Counts animals to verify number of in 




shelter.  Records impound information on animals accepted through night deposit. 




Uploads and unfold newspapers and maintains orderliness of newspaper storage 




areas.  Refills chemical barrels.  Knowledge of safety practices of the handling of 




animals.  Understanding of office practices and procedures. Ability to apply reasoning 




principles and to solve practical everyday problems. Demonstrate strength of lifting up 




to 50 lbs. Demonstrate dexterity to hands and/or feet skillfully. Knowledge of 




maintenance equipment operation. Ability to calculate fractions, decimals and 




percentages.  Demonstrates interpersonal skills when working with the public face-to-




face or over the telephone. Ability to sort items into categories according to established 




methods. 
	


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Account Clerk II
Prepare and process for payment vouchers for all account payables.  Receive type
and process purchase orders. Perform data entry of vendor payments and encumbrances into the agency’s financial software data base. Disperse approved purchase orders to agency staff and/or vendors. Match invoices with packing slips. Review and code account information on vendor invoices. Research and resolve outstanding account payables and receivables.  Monitor encumbrance balances on unnamed vendor purchase order and work with Fiscal officer to established new encumbrances.  Setup, file and maintain fiscal records and vendor files.  Type fiscal 
correspondence and reports.  Copy financial information (invoices, purchase orders, tax forms, budgets) as directed.  

Special Requirements:  Three year bookkeeping experience.  Working knowledge of data base programs and electronic spreadsheets (i.e. Access, Excel).  Associate Degree in finance, business administration or related field preferred.

	


TITLE:


GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Data Clerk I                Operates keyboard to enter data from legal documents or vehicle titles on computer and
checks for accuracy and sufficiency of data to be entered; makes corrections as needed;
operates electric typewriter.  Performs variety of clerical tasks related to processing of 
legal documents or vehicle titles (e.g., proofreads, sorts, files, copies, and distributes 
data, totals data, maintains entry logs).
Special Requirements:  Knowledge of addition, subtraction, multiplication and division; office policy and procedures*; public relations*.  Skill in typing; operation of computer, operation of peripheral machines (e.g., scanner, printer)*.  Ability to sort and file; check pairs of items that are similar or dissimilar; deal with problems involving few variables within familiar context; read, copy and record figures; proofread material, recognize errors and make corrections; read short sentences with concrete vocabulary; assess questions and provide appropriate information or referral*; move limbs, fingers easily to perform manual functions repeatedly; cooperate with co-workers on group projects.

	


TITLE:


GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:




Public Relations 
Research and draft legislative policy for the Board of Commissioners.  Organize,

Coordinator
publicize, and invite officials and public to County-related events and meetings.  Prepare speeches and talking points.


Must have Bachelor’s degree and relevant experience.

	


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Records
Performs basic, repetitive clerical tasks pertaining to the maintaining of legal documents 
Management
and vehicle titles (e.g., counts, alphabetizes, separates, collates, sorts, logs, staples, 
Clerk 1
copies, and/or stuffs mail, forms, correspondence and/or filed information; files records, reports, correspondence, cards, legal documents, vehicle titles or other materials; retrieves files for requested information or materials; picks up and distributes files).
Responds to inquiries and requests for information by telephone, in person, or mail; maintains communication with various departments and/or other government sectors (e.g., courts, law enforcement) for purpose of obtaining and distributing information and carrying out records maintenance responsibilities.

Maintains inventory and disposes of legal document or vehicle title records per retention schedule.  Performs related clerical duties (e.g., types on personal computer and operates video display terminal to retrieve data). 
Special Requirements: Knowledge of records management; office policy and
procedures*; computer entry*; electronic records storage systems*; laws, rules and 
procedures for retention, destruction and distribution of records*; public relations*; 
addition and subtraction.  Ability to deal with problems involving few variables within 
familiar context; read, copy, and record figures; read short sentences with concrete 
vocabulary; copy records precisely without errors; arrange items in numerical or 
alphabetical order; sort items into categories according to established methods; move 
limbs and fingers easily to perform manual functions; assess questions and provide 
appropriate information or referral; cooperate with co-workers on group projects; stand, 
walk and bend regularly; lift up to 50 lbs.
TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Commisioner
Primarily responsible for acting as confidential secretary to the County Commissioner 
Secretary 
in the Franklin County Commissioners Office.  Serves as a liaison person with other agencies and the general public for the County Commissioner.  Responsible for handling difficult phone calls and complaints for the Commissioner rather than transfer them into the Commissioner.  Participates in special projects and assignments that are assigned by the County Commissioner.  Prepares and organizes reports, confidential data and other documents for meetings, hearings or appointments.  Retrieves and compiles information, responsible for typing and/or composing confidential memos, correspondence, and other material as required by the County Commissioners.
Maintains a comprehensive filing system for the County Commissioner and other priority files.  Responsible for opening, sorting and delivering mail or other information as required by the County Commissioner.  Retrieves information as needed for the County Commissioner.

Schedules appointments, oversees availability of conference rooms or hearing rooms for the County Commissioner.  Proofs typing errors, makes corrections and Xerox copies.

	


TITLE:



GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Painter



Uses roller, brush and or electro-static sprayer or paint sprayer to apply paint, stain, varnish to walls, ceilings, stairwells, fixtures, furniture, curbs, exterior surfaces, doors, post and floors.  Strip and refinish wood products.





Prepares surfaces for paint, stain, urethane or wall coverings. Dry and wet sand.

Move furniture, pictures, wall coverings and equipment for paint. Covers and protects floors and office furnishing for painting projects.  Erects and dismantles scaffolding and safety equipment.  Clean and maintain all assigned tools and equipment.
TITLE:


GENERAL FUNCTIONS AND MINIMUM QUALIFICATIONS:





Custodial

Worker


Clean bathrooms, offices and public areas. (e.g. dust, wash or polish walls, ceilings, doors, partitions, sanitary napkin disposal units, stainless steel ash trays, desk, waste baskets, windows and glass. Replenish supplies in bathrooms.  Empty trash cans and replace liners.  Sweep and mop lobbies, stairs and hallways.  Clean light fixtures.  Clean elevator tracks.  Vacuum and spot clean carpeted areas.  Sweep, dust mop, mop, scrub strip, wax, and buff floors.

Must keep custodial carts well stock with supplies.  Must report to supervisor areas not properly cleaned by contract cleaners.

*  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *
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