Aitkin County Board of Commissioners q
Request for County Board Action/Agenda Item Cover Sheet Agenda ltem #

To: Chairperson, Aitkin County Board of Commissioners Date: March 26, 2013

Via: Patrick Wussow, County Administrator
From: Bobbie Danielson, HR Manager

Title of ltem: /gﬁ é/&%@\@ M

Personnel Committee Recommendations

Requested Meeting Date: April 9, 2013  Estimated Presentation Time:
Presenter; Bobbie Danielson, HR Manager or Patrick Wussow, County Administrator

Type of Action Requested (check all that apply)

____Forinfo only, no action requested _X__ Approve under Consent Agenda

___For discussion only with possible future action  ___ Adopt Ordinance Revision

____Let/Award Bid or Quote (attach copy of basic bid/quote specs or summary of complex specs, each bid/quote received & bid/quote
comparison)

_X__ Approve/adopt proposal by motion ___ Approve/adopt proposal by resolution (attach draft resolution)

____Authorize filling vacant staff position

__Request to schedule public hearing or sale ___ Other (please list)

____Request by member of the public to be heard

____ltem should be addressed in closed session under MN Statute

Fiscal Impact (check all that apply)

Is this item in the current approved budget? _x_ Yes __ No (attach explanation)

What type of expenditure is this? _x_ Operating __ Capital __ Other (attach explanation)

Revenue line account # that funds this item is:

Expenditure line account # for this item is:

Staffing Impact (Any yes answer requires a review by Human Resources Manager before going to the board)

Duties of a department employee(s) may be materially affected. __Yes _x_No
Applicable job description(s) may require revision. _x_Yes __No

Item may impact a bargaining unit agreement or county work policy. __ Yes _x_No
Item may change the department's authorized staffing level. __Yes _x_No HR Review

Supporting Attachment(s)

_X__Memorandum Summary of ltem
___ Copy of applicable county policy and/or ordinance (excerpts acceptable)

___ Copy of applicable state/federal statute/regutation (excerpts acceptable)

___ Copy of applicable contract and/or agreement

____Original bid spec or quote request (excluding complex construction projects)

___Bids/quotes received (excluding complex construction projects, provide comparison worksheet)
__ Bid/quote comparison worksheet

__ Draft County Board resolution

____Plat approval check-list and supporting documents

___ Copy of previous minutes related to this issue

____ Other supporting document(s) (please list)

Provide eleven (11) copies of supporting documentation NO LATER THAN Wednesday at 12:00 pm to
make the Board’s agenda for the following Tuesday. Items WILL NOT be placed on the Board agenda
unless complete documentation is provided for mailing in the Board packets. (see reverse side for details)




AITKIN COUNTY HUMAN RESOURCES -

Bobbie Danielson, HR Manager Phone 218-927-7306
bobbie.danielson@co.aitkin.mn.us Job Hotline 218-927-7393
Nicole Visnovec, HR Specialist Fax 218-927-7374
nicole.visnovec@co.aitkin.mn.us www.co.aitkin.mn.us
To: County Commissioners
From: Bobbie Danielson, HR Manager ;_4 1.9, /*\ : %

’ g / ;_/ J{a\/b’é’/ ?\.__{:-, Jf’?r(..-{'/}a— 7 )’L)
Date: March 26, 2013
Subject: Personnel Committee Recommendations

Background

The Personnel Committee met on March 26, 2013, and unanimously recommends the following:

1. Fill one full-time Office Support Specialist position in the HHS Department. Grade R, wage range $11.97 to
$21.56 per hour. Position is vacant due to the resignation of Terry Lou Shelton 3/14/2013.

2. Fill one full-time Forestry/Parks Technician position in the Land Department. Grade P, wage range $13.34 to
$24.02 per hour. Position is vacant due to the transfer of Joe Voller to the Recreation Specialist position. Note, the
request is to fill it at a Technician level (Grade P), instead of at the Forester level (Grade N).

3. Amend the County Administrator’s original employment agreement, page 1 of 3, number (3.) (a), effective
January 1, 2013, to read, “During the month of January of each year, the County Administrator will be evaluated
by the County Board, and upon satisfactory performance, the Administrator’s salary shall be adjusted in
accordance with the County’s uniform compensation schedule.”

Action Requested

Motion to fill one full-time Office Support Specialist position, one full-time Forestry/Parks Technician position,
and to amend the County Administrator’s original employment agreement, page 1 of 3, number (3.) (a), effective
January 1, 2013, to read, “During the month of January of each year, the County Administrator will be evaluated
by the County Board, and upon satisfactory performance, the Administrator’s salary shall be adjusted in
accordance with the County’s uniform compensation schedule.”

If you have any questions or require additional information prior to the meeting, please feel free to contact me or
Patrick.

Aitkin County Courthouse, 217 2" street NW, Room 134, Aitkin, MN 56431
Equal Opportunity Employer
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6 Mnths

1 Year

2Years

+6 Mnths +6 Mnths +1yr

2013 Minimum Step 1 Step 2 Step 3
G $ 3269 $ 3422 $ 3580 $ 37.46
H $ 3060 $ 3201 $ 3350 $ 35.05
I $ 2712 S 2837 $ 2969 $ 31.09
J $ 2368 $ 2476 S 2589 S 27.12
K $ 2101 $ 2197 $ 23.00 $ 24.08
L $ 19.00 ¢ 19.89 $ 2082 $ 21.79
M ¢ 1719 $ 1799 $ 1883 $ 19.69
N $ 1571 $ 1643 $ 1719 $ 17.99
o $ 1448 $ 1513 $ 1583 $ 16.58
P& § 1334 % 1395 $ 1458 $ 15.27
p| T 1251 $ 1310 $ 13.72 $ 1433
~ K5 ﬁ.mwwv, 1251 $ 13.10 $ 13.72
m 7§ 11.37 1192 $ 1245 $ 13.03
T $ 10.85 m 1133 $ 1190 $ 12.42
U $ 1038 ¢ 10.86 $ 1136 $ 1191
v ¢ 997 $ 1044 $ 1093 $ 11.42
w $ 971 $ 10.16 $ 1063 $ 11.14
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+1yr
Step 4
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39.20
36.69
32.52
28.37
25.19
22.79
20.62
18.83
17.35
15.98
15.02
14.31
13.64
13.00
12.44
11.98
11.64
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41.02
38.39
34.01
29.66
26.37
23.84
21.56
19.69
18.15
16.70
15.72
15.01
14.26
13.60
13.02
12.51
12.16

6 Years

+2 yr
Step 6
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42.92
40.17
35.63
31.06
27.58
24.97
22.57
20.62
18.98
17.48
16.43
15.71
14.94
14.22
13.63
13.10
12.75

8 Years

+2yr
Step 7
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44.92
42.02
37.26
32.51
28.84
26.12
23.61
21.56
19.87
18.30
17.20
16.43
15.65
14.90
14.24
13.72
13.35
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10 Years 12Years 16Years 20Years 24Years 28 Years
+2 yr +2yr +4 yr +4 yr +4 yr +4yr
Step 8 Step 9 Step10 Step1l Step12  Step 13

S 4700 S 4918 S 5147 $ 53.85 S 56.34 S 58.97
$ 4398 S 46.03 S 4816 S 5041 S 5275 S 55.20
$ 3899 S 4080 S 4269 S 4468 S 46.75 S 4891
$ 3401 $ 3561 $ 37.24 S 3898 S 4079 S 42.68
$ 3019 $ 3159 $ 3305 S 3459 S 36.18 S 37.87
§ 2734 S 2861 S 2994 S 3132 S 3277 S 3430
S 2471 $ 2585 S 27.04 S 2831 $ 29.62 S 31.00
$ 2257 S 2362 S 2471 $ 2585 S 27.04 S 2831
$ 2079 $ 2177 S 2277 S 23.82 S 2495 S 26.10
$ 19.16 $ 2004 S 20.98 S 2194 S 2296 S 24.02
$ 18.00 $ 18.84 S 1971 $ 2063 S 21.58 S 2259
$ 1719 $ 1798 $ 18.82 $ 19.69 $ 20.61 S 21.56
$ 1636 $ 1710 S 1791 $ 1874 S 19.60 $ 20.51
$ 1560 $ 1632 S 17.08 S 17.89 S 18.72 $ 19.58
$ 1492 $ 1563 $ 1636 S 1710 $ 1791 S 18.74
$ 1433 $ 1499 $ 1569 S 1642 S 17.18 $ 17.97
$ 1396 $ 1462 S 1530 S 16.02 $ 16.75 S 17.53



- Aitkin County

Est. May 23, 1857\%% Position Description

OFFICE SUPPORT SPECTALIST

Department Health and Human Services Department
DBM/Grade To be determined

Reports to  Assigned Supervisor

FLSA Status Non-exempt

Union Status AFSCME HHS Unit

Final Appointing Authority
This position shall not be filled until final approval of the County Administrator. All offers of
employment are made in writing by the Human Resources Department.

Job Summary
To perform moderately difficult office support assignments requiring knowledge of agency programs,
procedures and practices, and to serve as liaison between the general public and agency staft.

Supervision Received

Employees working in this job class work under general supervision and usually receive some
instruction with respect to details of most assignments, but are free to develop their own work sequences
within established procedures, methods, and policies.

Supervision Exercised
No formal supervisory authority.

Essential Functions

This position description is not intended to be all-inclusive. Employee may perform other essential and
nonessential functions as assigned or apparent to meet the ongoing needs of the department and
organization. Regular attendance and punctuality are essential requirements of this position.

1. Provides courteous, high quality service to the public by asking questions to determine client
needs and then directing clients to the appropriate staff member, department or meeting or by
diffusing and redirecting belligerent clients before hostility escalates.

2. Greets and assists clients in proper completion of forms and applications based on knowledge of
agency programs, policies and procedures, and gathers personal medical identification numbers and
electronic benefit transfer cards after identity verification.

3. Communicates information to the public or interdepartmental representatives in situations where
good judgment and correct interpretation of departmental policies and regulations are required.

4. Photocopies reports, forms, correspondence, and other agency documents.

Operates multi line telephones, directing calls, taking accurate messages, and providing agency

program information and community resource information to callers.

6. Sorts, screens, prioritizes and distributes incoming mail, interagency correspondence and court
documents and collects, prepares and delivers outgoing mail in a timely manner.

W

Draft 11/1/2012
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Est. May 23, 1857 \}g Position Description

Composes, types, and edits correspondence, memos, forms, reports, and other documents from rough
drafts or dictation, proofing for accuracy, completeness, and compliance with applicable regulations
using knowledge of procedures to determine the correct format.

Creates and maintains filing system, performs data entry, and maintains computer database files.
Sorts, files, purges and scans agency records and case files in accordance with state and federal
mandates and agency procedures. Pulls files for other staff upon request.

Operates all office equipment: computers, typewriters, dictation system, scanning system,
calculators, photocopiers, fax machines, postage machines, laminators, and multi-phone lines.
Troubleshoots staff problems and issues with computer programs, equipment, and agency policy/
procedures.

Takes meeting minutes and prepares and enters statistical data such as charts, tables, and graphs
from written, typed or verbal instructions.

13. Creates newsletters, brochures, and other printed materials using desktop publishing software.
14. Assembles informational packets, ordering and updating forms and brochures for all divisions,

15.

maintaining adequate inventory.
Attends training and meetings as needed.

16. Performs other related duties as assigned or apparent.

Minimum Qualifications
Must be eligible for appointment by the MN Merit System.

Administrative Support Diploma or college coursework in administrative support applications, business
English, business communications, typing, Microsoft Office software, or closely related field, plus one
or more years of general clerical experience.

Valid Minnesota driver’s license or access to reliable transportation for infrequent travel that may be
required for off-site training or other job-related activities. U.S. Citizenship required. Employment
reference checks and a criminal background check will be performed as part of the pre-employment
process.

Must have the ability to focus and work productively despite frequent interruptions.

Knowledge, Skills, and Abilities Required

Knowledge of:

1. County and departmental policies, procedures, and practices.

2. Federal, State, and local laws, rules, and regulations relevant to the work performed in this position.
3. Business English, spelling, grammar and punctuation.

4. Basic math.

5. Agency programs, procedures and policies.

6. General office practices and equipment.

7. Special computer software.

8. Record keeping systems in order to maintain administrative and fiscal data and to prepare reports.
9. Other community resources sufficient to be able to refer clients when needed.

Draft 11/1/2012
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Est. May 23, 1857 ‘% Position Description

10. County customer service objectives and strategies.
11. Proper telephone technique, office and online etiquette.
12. Current technology and trends in the clerical field.

Skill in:

1. Communication and interpersonal skills as applied to interaction with supervisors, staff, and the
general public sufficient to exchange or convey information and to receive work direction.

2. Typing correspondence, preparing a quality product in a timely fashion and in a wide variety of

typing layouts and formats.

Accessing and utilizing data from a computerized record keeping system.

4. Communicating effectively with a wide variety of individuals representing diverse cultures and
backgrounds and to function calmly in challenging situations that require a high degree of
sensitivity, tact and diplomacy.

5. Typing skill sufficient to complete 40 net words per minute without errors.

(8]

Ability to:

1. Present a positive attitude in the workplace, promote a spirit of teamwork and cooperation, and be

able to treat others with respect, honesty, and consideration.

Operate a variety of office machines.

Understand and apply oral and written instructions.

Organize and prioritize one's own work.

Use human relations skills to positively interact with and to work constructively with clients and

other employees.

Do sustained typing accurately at a satisfactory rate of speed.

Maintain the confidentiality of non-public information according to laws, rules and policies.

Organize information into written documents and reports.

Multi-task and prioritize client needs to ensure a smooth work flow to rest of staff.

0. Select appropriate financial worker by determining type of income and household size through direct

questioning or retrieving information from the database.

11. Communicate effectively, both orally and in writing.

12. Assess the client's immediate needs and ensure client's receipt of needed services and to exercise
appropriate judgment in answering questions and releasing information and to analyze and project
consequences of decisions and/or recommendations.

DB

=00 N

Language Skills

Intermediate Skills - Ability to read and interpret documents such as safety rules, operating and
maintenance instructions, and procedure manuals. Ability to write reports and correspondence. Ability
to speak effectively before groups of customers or employees of the organization.

Mathematical Skills

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

Draft 11/1/2012
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Est. May 23, 1857 \ﬁ Position Description

Reasoning Skills

Intermediate Skills — Ability to apply common sense understanding to carry out instructions furnished in
written, oral, or diagram form. Ability to deal with problems involving several concrete variables in
standardized situations.

Computer Skills
To perform this job successfully, an individual should be proficient at using assigned software which
may include:

County Payroll Software E-time, Webfusion, Microsoft Word, Excel, Outlook, Access, Publisher,
MAXIS, MMIS, SSIS, EDocs, PHAT, MEC2, SIR, PRISM, CATCH3, HuBERT, Application Extender
(Scanning system), Internet and other job-related software.

Ability to Travel
Infrequent travel may be required for trainings and meetings in and out of Aitkin County.

For the Public Health Office Support Specialist, travel is required to various WIC clinics and
immunization and flu clinics throughout Aitkin County.

Competencies
To perform the job successfully, an individual should consistently demonstrate the following
competencies (definitions attached or available upon request):

Ethics, attendance/punctuality, safety and security, dependability, analytical, design, problem solving,
project management, technical skills, customer service, interpersonal skills, oral communication, written
communication, teamwork, leadership, cost consciousness, diversity, organizational support, judgment,
motivation, planning/organizing, professionalism, quality, quantity, adaptability, initiative, and
innovation.

Work Environment

The noise level in the work environment is usually moderate. Work is performed in an office setting
with noise and activity. Requires the ability to be flexible and tolerate numerous interruptions while
maintaining a pleasant, personable demeanor.

Equipment and Tools
Computer, copier, fax, telephone system, printer, 10-key calculator, shredder, scanner, laminator,
emergency weather-alert radios, and other job-related equipment.

County-owned vehicles and personal vehicle (requires proof of insurance on file).

Physical Activities/Requirements

Climbing, balancing, stooping, kneeling, crouching, reaching, standing, walking, pushing, pulling,
lifting, carrying, use of fingers, grasping, talking, hearing, seeing, and repetitive motions. Must have the
ability to lift and/or carry boxes and children weighing up to 50 pounds.

Draft 11/1/2012
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C__Est. May 23, 1857'§| Position Description

While performing the duties of this job, the employee performs light work, exerting up to 50 pounds of
force occasionally, and/or up to 10 pounds of force frequently, and/or a negligible amount of force
constantly to move objects. If the use of arm and/or leg controls requires exertion of forces greater than
that for Sedentary Work and the worker sits most of the time, the job is rated for Light Work.

Working safety is a condition of employment. Aitkin County is a drug-free workplace.

Disclaimer

The above statements are intended to describe the general nature and level of the work being performed
by employees assigned to this job classification. This is not an exhaustive list of all duties and
responsibilities. Aitkin County reserves the right to amend and change responsibilities to meet
organizational needs as necessary. This job description does not constitute an employment agreement
between the employer and employee.

Reasonable Accommodation Notice

The County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities
Act, the County will provide reasonable accommodations to qualified individuals with disabilities and
encourages both prospective and current employees to discuss potential accommodations with the
employer.

11/2012

“Providing Quality Services and Efficient Resource Management for the Citizens and Guests of Aitkin
County.”

Draft 11/1/2012



To: County Human Resources Manager
CC: County Administrator
Personnel Committee
Date:  3/15/2013
Re; Forestry/Parks Technician

I’m requesting that we fill the open position created when Joe Voller accepted the Recreation Specialist position.
The vacant position is a Forester position at a job class “N” (§15.71 starting wage).

I propose to instead hire a Forestry/Parks Technician at a job class “P” ($13.34 starting wage).

My reasoning is to fill the current need of technical help in the field for our forestry staff and to reduce salary
expense during this lull in the fimber markets.

My 2013 budget contains a position at $65, 869 (“N” - $20.62/hour) in '11-924; which was Joe Majerus’ salary
when he left.

Thanks.

Mark Jacobs
Land Commissioner

Aitkin County Land Department
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Est. May 23, 1857 ‘@ Position Description

FORESTRY / PARKS TECHNICIAN

Department Land Department

DBM/Grade To be determined

Reports to  Land Commissioner (for Parks) and Assistant Land Commissioner (for Forestry)
FLSA Status To be determined by Fox Lawson

Union Status AFSCME Courthouse Unit

Final Appointing Authority
This position shall not be filled until final approval of the County Administrator. All offers of
employment are made in writing by the Human Resources Department.

Job Summary

To assist land department staff in performing land, forest and recreational management of county tax-
forfeited lands and county park facilities. To assist with the management of county tax-forfeited lands
and county park facilities to ensure optimum economic benefits to local taxing districts and to benefit
wildlife, recreation, water quality and public safety. To assist with reviewing and recording department
statistics and collecting payments.

Supervision Received

Employees working in this job class work under general supervision and usually receive some
instruction with respect to details of most assignments, but are free to develop their own work sequences
within established procedures, methods, and policies. They are often physically removed from their
supervisor and are only subject to periodic supervisory checks.

This position reports to the Land Commissioner for parks activities, but may also receive limited work
direction from the Parks Foreman and Recreation Specialist. Likewise, this position reports to the
Assistant Land Commissioner for forestry activities, but may also receive limited work direction from
the Foresters.

Supervision Exercised

Serves as a work leader for seasonal park laborers. Elements of direct control over these positions
include assigning tasks, monitoring progress and work flow, checking the product for timeliness and
correctness or soundness, and providing input into supervisor’s actions.

Essential Functions

This position description is not intended to be all-inclusive. Employee may perform other essential and
nonessential functions as assigned or apparent to meet the ongoing needs of the department and
organization. Regular attendance and punctuality are essential requirements of this position.

1. Assists in the set-up, appraisal, and scaling of timber harvesting on county lands, to ensure optimum
yields of forest products on a sustainable basis and provides benefits to non-timber benefits/forest

Draft 3/26/2013
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values (i.e. recreational opportunities, wildlife habitat, etc.) On rare occasions, may also assist in the
supervision of contractors harvesting timber on county lands.

Assists in performing forest inventory on specific forest stands to update or expand land department
data on the attributes of county forest lands.

Assists in boundary determinations related to activities on or affecting county lands, using
established surveying techniques.

Assists in the set-up, supervision and maintenance of county forest development projects including,
site preparation, reforestation, timber stand improvement, pesticide application, forest roads, gravel
pits, beaver control, wildlife habitat or water quality projects to protect or enhance the economic and
environmental viability of county lands.

Assists in maintenance and development of county recreation facilities including parks,
campgrounds, public accesses or trails to provide a safe and clean environment for users of the
facilities.

Serves as a work leader over seasonal, part time, and/or temporary employees to assist in the timely
accomplishment of workloads related to department activities.

Reviews and records through accurate data entry department statistics, such as allocation of
employee and equipment time, mileage, invoices, project reimbursements, and summaries of project
costs.

Collects and issues payment receipts for timber permits, contract for deed payments, overruns, land
sales, leases, easements, campground receipts, and aerial photo sales.

Provides public and office assistance by performing receptionist duties, facilitating communication
via the radio with foresters, and providing information both in person and over the phone.

Assists in appraisals of timber volume and value, and in determining the location and boundaries of
tax-forfeited land.

Attends workshops and seminars, approved by the land commissioner, to keep up-to-date on current
practices, procedures, laws, ordinances or issues related to the natural resources field.

Attends training and meetings as needed.

Performs other related duties as assigned or apparent.

Minimum Qualifications

Associate’s degree or higher in Forestry, Parks and Recreation, Natural Resources, or a related field,
plus two or more years related experience performing land, forestry, or recreational management
activities.

Pesticide Applicator license issued by the State of MN Department of Agriculture preferred.

Valid Minnesota driver’s license required. U.S. Citizenship required. Employment reference checks, a
criminal background check, and pre-employment physical will be performed as part of the pre-
employment process.

Knowledge, Skills, and Abilities Required

Knowledge of:

Draft 3/26/2013



[\

go1 Nl On i B 2D

Aitkin County

\@ Position Description

County and departmental policies, procedures, and practices.

Knowledge of the latest silvicultural methods and soil and site productivity and the ability to
administer proper silvicultural methods for each timber species, to ensure maximum yield of timer
and to benefit wildlife, water quality, and recreation.

State and local laws, rules, and regulations relevant to the work performed in this position.
Habitat needs of wildlife and plants.

Knowledge and understanding of soils, forest pests, and herbicides.

Different plant and tree species.

General office work such as telephone etiquette, filing, and data entry.

Surveying techniques and instruments, topography and forest management, and ability to use proper
terminology and technical forms.

9. Knowledge of proper procedures and safety rules when using and applying herbicides, pesticides and
assisting with explosives.

Skill in:

1. Written and oral communication skills sufficient to communicate the policies and procedures of the

2.

(O8]

department to, contractors, other agencies, customers and the public.

Typing skill sufficient to complete 30 net words per minute without errors.

Operating light equipment (tractors, bobcats, etc.), light machinery, spraying equipment, forestry
tools and other small hand and power tools.

4. Proficient GPS and compass orienteering.

5. Strong computer skills.

6. Reading, writing, and speaking English proficiently.

7. Effectively organizing and prioritizing workload.

Ability to:

1. Present a positive attitude in the workplace, promote a spirit of teamwork and cooperation, and be

2.
3.

W

CECIES

able to treat co-workers and supervisors with respect, honesty, and consideration.

Consistently perform accurate data entry.

Precisely follow oral and written instructions, develop and follow detailed work plans, maintain a
safe work environment, and promote county resources.

Read and understand legal descriptions and several different types of maps.

Establish and maintain effective working relationships with supervisors, co-workers, other county
employees, loggers, contractors, individuals, special interest groups, government agencies and the
general public.

Work in all types of weather and conditions

Physically traverse in treacherous conditions.

Demonstrate a high degree of self-motivation and the ability to work independently

Endure hazardous insect, animals, and plants.

10 Maintain accurate daily logs.
11. Motivate and direct seasonal staff as they work.
12. Safely operate chainsaws, brush axes, ATVs, snowmobiles and pickup trucks. Add?

Draft 3/26/2013
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Language Skills

Intermediate Skills - Ability to read and interpret documents such as safety rules, operating and
maintenance instructions, and procedure manuals. Ability to write reports and correspondence. Ability
to speak effectively before groups of customers or employees of the organization.

Mathematical Skills
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
fractions, and decimals.

Reasoning Skills

Intermediate Skills — Ability to apply common sense understanding to carry out instructions furnished in
written, oral, or diagram form. Ability to deal with problems involving several concrete variables in
standardized situations.

Computer Skills
To perform this job successfully, an individual should be proficient at using the following software.

County Payroll Software, E-time, Webfusion, Microsoft Word, Excel, Outlook, Publisher, Access,
PowerPoint, Inventory Management Software: TAppr (access integration with GIS), RTVision
reservation Program, GIS, Arc Map, Arc View, GPS (Terra Sync) and other job-related software.

Ability to Travel
Daily travel required, approximately 100 miles per day on highways and forest roads.

Competencies
To perform the job successfully, an individual should consistently demonstrate the following
competencies (definitions attached or available upon request):

Ethics, attendance/punctuality, safety and security, dependability, analytical, problem solving, technical
skills, customer service, interpersonal skills, oral communication, written communication, teamwork,
leadership, quality management, cost consciousness, diversity, organizational support, judgment,
motivation, planning/organizing, professionalism, quality, quantity, adaptability, and initiative.

Work Environment
The noise level in the work environment is usually moderate.

This position requires some work indoors and outdoor activity for the majority of the day using,
operating, and maintaining small tools, heavy equipment, light machinery and other specialized
instruments, keeping them in safe working condition. Manual dexterity and motor coordination are
required for the majority of the duties.

The work may be dirty and hazardous at times; subject to chemicals and pesticides and annoying and
hazardous insects and animals,

Draft 3/26/2013
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Equipment and Tools

Personal protective equipment, computer, copier, fax, telephone, printer, power tools, hand tools,
surveying equipment, 10-key calculators, measuring and metering devices, laser levels, construction
calculators, specific forest related tools such as prisms, clinometer, Biltmore sticks, statistical charts
specific to forestry (i.e. stocking tables), motor graders, bobcats, and county-owned vehicles.

Physical Activities/Requirements

Climbing, balancing, stooping, kneeling, crouching, reaching, standing, walking, pushing, pulling,
lifting, carrying, use of fingers, grasping, talking, hearing, seeing, and repetitive motions. Must have the
ability to lift and/or carry up to 50 pounds. May occasionally perform heavy work, exerting up to 100
pounds of force to move objects.

While performing the duties of this job, the employee performs medium work, exerting up to 50 pounds
of force occasionally, and/or up to 20 pounds of force frequently, and/or up to 10 pounds of force
constantly to move objects. Position requires walking long distances in sometimes difficult terrain.

Working safely is a condition of employment. Aitkin County is a drug-free workplace.

Disclaimer

The above statements are intended to describe the general nature and level of the work being performed
by employees assigned to this job classification. This is not an exhaustive list of all duties and
responsibilities. Aitkin County reserves the right to amend and change responsibilities to meet
organizational needs as necessary. This job description does not constitute an employment agreement
between the employer and employee.

Reasonable Accommodation Notice

The County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities
Act, the County will provide reasonable accommodations to qualified individuals with disabilities and
encourages both prospective and current employees to discuss potential accommodations with the
employer.

03/2013

“Providing Quality Services and Efficient Resource Management for the Citizens and Guests of Aitkin
County.”

Draft 3/26/2013



