Ellis

COUNTY

COUNTY COMMISSION

Monday, September 28, 2015

5:00 PM Following Public Building Commission Meeting

Ellis County Administrative Center — Commission Room

Order of Business

Opening

A. Call to Order

B. Pledge of Allegiance
C. Clerk Calls the Roll
D. Order of Business

Consideration of Amendments

Prior Minutes
September 14, 2015
September 21, 2015

Consent Agenda

nmoowe

Approval of Employee Status Changes as presented
Approval of Refunding Warrants as presented

Approval of Tax Roll Adjustments as presented
Approval of Escape Tax Orders as presented

Approval of Adds and Abates as presented

Approval of Accounts Payable and Payroll as presented
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IV. Issues from Persons Not on the Order of Business
V. Public Requests/Presentations/Reports Agenda

VI.  Action Items Agenda

A.  Treasurer Open Positions- 1 part time, 1 full time (Treasurer
Ann Pfeifer)

B.  Approval of an educational grant application
(Emergency Medical Services Director Kerry McCue)

C. Highway 40 Project Bids (Project Yocemento to Ellis) (Public
Works Department Interim Director Curt Hoffman/Engineer
Tom Bennett with BG Consultants)

VII.  Issue Introduction/Report Agenda
A.  County Commission
B. Executive Session

VIIl.  Adjournment
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ELLIS COUNTY TREASURY

Ann Pfeifer
Treasurer

Karla Hecker
Deputy Treasurer

718 Main St. * P.O. Box 520 * Hays, Kansas 67601-0520 Phone 785-628-9465
E-Mail: treasury@ellisco.net or khecker@ellisco.net FAX 785-628-9467

September 23, 2015
Justification for Front Line CSR Positions

The Treasurer's office strives to provide excellent customer service. Due to an anticipated
budget shortfall, we were asked to run at a reduced staffing level and leave positions open.
Over the past few months, we have tried to work at a reduced staff level and it is not
working. Our office has received numerous customer complaints about the longer wait
times and not being able to complete their business within their lunch hour.

Our office is cross trained and the back staff is expected to work the front line daily during
lunches. Here are the ramifications of pulling back staff for more than an hour daily:

o Decreases efficiencies in getting their back office work completed.

o Creates a potential for overtime in order to keep up with the back office work load.

o Creates an opportunity for errors and doubling the time it takes to do the work, when
staff comes back to the task they have to determine where they left off.

o Reduces the customer service to over the phone customers.

o Time Critical tasks can be delayed such as bank reconciliation, processing escrow
payments, daily updating, etc.

The part time position would work lunch hours and more hours during deadlines.

The full time position is in the 2015 and 2016 budgets; the funding is % paid from
Treasurer’'s budget and 2 paid from Motor Vehicle Operating budget. The part time
position is fully paid out of the Motor Vehicle Operating budget. As we are currently feeling
the strain of being 1.5 positions short, during tax season this will be even more noticeable.

Thank you for your time and consideration. | would be happy to answer any questions or
concerns you have prior to the meeting.

Ann Pfeifer

Ellis County Treasurer

Enclosure:

Position Description
Treasurer Budget Survey Results
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MOTOR VEHICLE/TAX

Department: Treasurer Reports To: Treasurer or Deputy Treasurer
or Motor Vehicle Administrator
Last Update: 1/18/2012 9:36 AM

Position Summary
Under the immediate direction of the Motor Vehicle Administrator and the guidance of

the Accounting Manager, the Motor Vehicle/Tax performs a variety of complex accounting
and clerical tasks. This employee will be required to train and pass a test for certification in
the DMV System within three months of hiring. The employee in this position is responsible
for titling and registering motor vehicles, verifying information to the state, collecting property
tax and/or sales tax on motor vehicles and collecting registration fees; all under the jurisdiction
of continually changing state statutes and regulations. This employee also handles payments of
personal property taxes due or owing to the county or state. The Motor Vehicle/Tax has a
considerable amount of contact with the general public. It is essential that this employee be
proficient with the use of the Ellis County Treasury website in order to assist the public in its
use.

Examples of Work

e Collects and records payments for real estate, personal property oil and gas, escape, sales,
motor vehicle, escrow and delinquent taxes;

e Prepares billings for taxes;

e Prepares daily reports on receipts collected,

e Processes and verifies payments received by mail or in person;

e Checks and verifies legal documents and other information received for accuracy and
completeness;

e Prepares documents for escrows, partial payments, and protests;

e Enters and verifies information in the computer;

e Maintains records and files;

e Reconciles daily cash receipts;

e Codes vehicles according to class;

e Verifies auto insurance information;

e Accounts for monies collected and balances cash drawer;

e Assists the public with questions and concerns;

e Answers the telephone and directs calls to appropriate personnel;

e Researches legals and ownership;

e Researches problems related to registrations and titles through the state, often times due to
the continually changing state regulations and laws;

e Assists in the preparation of reports - distributions, city reports, lienholder, etc;

e Assists with motor vehicle inventories;

e Prepares address changes and forwards to appropriate personnel;

e Verifies tax information and proofs materials;

e Must be proficient in the use of the Treasury website to assist the public in its many uses;

e Other related duties as deemed necessary or as required.
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Motor Vehicle/Tax
Position Requirements

Experience: One to two years clerical and computer experience is required. Employee is
expected to have acquired the necessary information and skills to perform the job reasonably

well after two years in the position.
Education: High School diploma or GED required.

Skills:  General knowledge of data entry operations and office procedures. Strong
mathematics aptitude required. The ability to learn state and county laws. The ability to learn
regulations governing motor vehicle registrations and personal property taxes. The ability to
work with generally accepted accounting procedures. Good interpersonal and communications
skills. The ability to operate a typewriter, calculator, computer and other related office
equipment.

Problem Solving: Problem solving exists in this position. This position is confronted with
a variety of duties requiring and demanding resourcefulness and concentration.

Decision Making: Decision making exists in this position. Decisions made at this level are
significant as errors are difficult to detect and may result in the loss of revenue to taxing
entities.

Accountability: This employee is responsible for funds collected through the office. This
employee is not responsible for budgetary control of the department and does not participate in

the annual budget process.

Supervision: Direction is provided by the Motor Vehicle Administrator and guidance by the
Accounting Manager and job related decisions are occasionally reviewed by the County
Treasurer. This employee does not have supervisory responsibility over subordinate personnel.

Personal Relations: Continual contact with other county departments and the general
public and professional personnel.

Working Conditions: Adverse working conditions may exist in this position. Different
levels of stress occur when dealing with irate and disgruntled general public with little chance
for physical harm.
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