Civil Service Commission

1055 MONTEREY STREET, SUITE D-250 ¢ SAN Luis OBISPO, CALIFORNIA 93408 < 805.781.5959

San Luis Obispo County Civil Service Commission
Regular Session Meeting

Wednesday, March 27, 2013 @ 9:00 A.w.
1055 Monterey Street, Suite D-271 San Luis Obispo, CA

AGENDA MEMBERS OF THE COMMISSION

President Robert Bergman
Vice President Arthur Chapman
Wayne Caruthers
Betsey Nash, SPHR
William Tappan

Call to Order / Flag Salute / Roll Call

Public Comment Period
Members of the public wishing to address the Civil Service Commission on matters other than those

scheduled below may do so when recognized by the President. Presentations are limited to three
minutes per individual.

Minutes
The following minutes are submitted for approval:
a. February 27, 2013 —Regular

Reports

a. Commission President
b. Commission Counsel
c. Commission Secretary

Job Class Specification — For Informational Purposes Only
a. Senior Buyer

Job Class Specification — Revised
a. Buyerlandll

Job Class Specification — New
a. Sheriff’s Records Manager

b. Supervising Collections Officer

Adjournment



Civil Service Commission

The San Luis Obispo County Civil Service Commission
Regular Session Meeting

Wednesday February 27, 2013 @ 9:00 a.m.
1055 Monterey Street, Suite D-271, San Luis Obispo, CA

M I N UTES MEMBERS OF THE COMMISSION

Robert Bergman, President
Arthur Chapman, Vice President
Wayne Caruthers
Betsey Nash, SPHR
William Tappan

Present: President Robert Bergman, Vice President Arthur Chapman, Commissioner Wayne Caruthers

Commissioner Betsey Nash, Commissioner Bill Tappan

Staff: Commission Secretary Tami Douglas-Schatz, Commission Clerk Robin Mason

Counsel: Commission Counsel Tim McNulty

1. Call to Order/ Flag Salute/ Roll Call
Commissioner Bergman called the meeting to order at 9:05 A.M. and led the flag salute.

2. Public Comment Period
President Bergman addressed the audience asking for anyone wishing to speak to the Commission during
the Public Comment Period on any matter that is not listed on today's agenda. Being none, President
Bergman closed the Public Comment Period.

3. Minutes
January 23, 2013
Commissioner Chapman moved to approve the January 23, 2013 regular meeting minutes as written; the
motion carried 5-0-0.

4. Reports
a. Commission President

President Bergman: no report.

b. Commission Counsel
Tim McNulty: no report.

C. Commission Secretary
Commission Calendar
Tami Douglas-Schatz: stated that the hearing calendared for March was settled and no further
dates were needed.

Job Class Specification Process
Tami Douglas-Schatz: introduced Personnel Analysts Ken Tasseff and Mark McKibben presented a
training session for the Commissioners as well as the general public.

There were many questions and comments during the presentation, which lasted approximately
20 minutes. The official recording is posted and the presentation can be viewed online by using
this link: |http: .ca.gov/Assets/PE/CSC/CSC+Supporting+Docs/2-27-2013+Classification+Orientation.pdf |
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http://www.slocounty.ca.gov/Assets/PE/CSC/CSC+Supporting+Docs/2-27-2013+Classification+Orientation.pdf

Civil Service Commission

President Bergman: Thanked Mark McKibben and Ken Tasseff for a good presentation and
confirmed with Ms. Douglas-Schatz that Secretary’s time was concluded.

Job Class Specification — Revised

Buyer | and Il

Mark McKibben introduced Cody Van Dorn from General Services Agency Purchasing Department
and explained the need for the revision to the job specification. After much discussion among HR,
the Commission and SLOCEA General Manager Kimm Daniels, the Commission directed staff to
maintain the core concepts as recommended and submit revisions for review next month. The
Commission also requested a report regarding a training plan for the new duties expected of
existing staff.

Job Class Specification — New

Senior Buyer
Personnel Analyst Mark McKibben presented a new specification to the Commission and after

discussion, Commissioner Caruthers made a motion to approve the specification as amended;
Commissioner Tappan seconded; the motion carried 5-0-0.

Adjournment
Being no further business, President Bergman adjourned the meeting at 10:21 A.M.

* Note: These minutes reflect official action of the Civil Service Commission. A digital record exists and will remain as the official,

complete record of all proceedings by the Civil Service Commission.
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HUMAN RESOURCES DEPARTMENT
San Luis Obispo County

SENIOR BUYER
DEFINITION:

Under direction, this classification is assigned leadworker responsibilities for staff involved in the
procurement of materials, supplies, services and equipment for County departments and related
agencies; performs the most difficult and complex work of the unit and is assigned other related

work as required.

DISTINGUISHING CHARACTERISTICS:

This is the advanced-journey level position and is distinguished from the lower level Buyer II

position by this position’s lead worker responsibilities.

REPRESENTATIVE DUTIES:

o Keeps supervisor appraised of purchasing operations, staffing and resource needs;
distributes work assignments; provides input on staff performance.

o Coordinates and reviews the work of assigned staff; provides technical assistance and
training to staff engaged in the procurement of materials, services and equipment.

e Prepares and reviews contracts and related documents.

o Interprets departmental policies, rules, regulations and legislative data governing
purchasing.

o Administers the most complex purchase requests for materials and services.

o Negotiates with selected vendors and administers contracts.

e Recommends changes to purchasing policies and procedures and implements
recommendations as approved. _

o Develops and maintains measures of workload and productivity for the unit; calculates
costs of alternate purchasing procedures; provides input on staffing levels and

equipment for inclusion in budget.
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HUMAN RESOURCES DEPARTMENT
San Luis Obispo County

Investigates unusual issues or complaints and provides assistance to subordinates;
resolves problems with vendors and/or agencies/departments.

Meets with county departments and other clients to become acquainted with their
specific needs.

Prepares written reports and may make oral presentations.

EMPLOYMENT STANDARDS:
Knowledge of:

Accepted methods of employee training, work planning and supervision

General laws of contracting and regulations pertaining to the solicitation of bids and
proposals

Principles, practices and methods of public agency purchasing

Vendor practices regarding pricing, performance management, material management,
shipping, warranties, and invoicing

Techniques for establishing local and national sources of supply

Bid preparation, solicitation and evaluation; quality control and competitive bidding
practices

Negotiation techniques and practices consistent with the objectives of the purchasing
program

Office procedures, accounting and budgetary controls

Market research techniques and data analysis

Mathematics and basic financial accounting principles

Computer systems and procedures including the use of SAP, common spreadsheet and
word processing software

Technigues of effective written and verbal communication

Ability to:

Coordinate, monitor and train staff in the performance of their duties

Assess the purchasing program and implement approved changes



HUMAN RESOURCES DEPARTMENT
San Luis Obispo County

o Effectively interact with personnel at all organizational levels and function in stressful
situations

e Advise and resolve differences between departments, purchasing and/or vendors

e Assess customer’s needs and ensure receipt of needed materials and services

o Exercise appropriate judgment in answering questions and releasing information

e Source vendors and make recommendations for selection

e Collect and interpret financial, budgetary and vendor performance data

e Maintain accurate records and clearly document actions taken

o Make accurate mathematical calculations

e Communicate clearly and effectively, both verbally and in writing

o Operate standard office equipment including a computer and assigned software

EDUCATION/EXPERIENCE:
Bachelors Degree from an accredited four-year college or university in Business Administration
or related field. (Job-related experience may substitute for the required education on a year-for-

year basis.)

In Addition: Either A: Two years of experience performing purchasing duties as a Buyer II for
San Luis Obispo County; Or B: Four years of complex buying experience, two years of which

must be in a public agency.

LICENSE/CERTIFICATES:

Within six months of appointment, must possess Certified Professional Supply Management
(C.P.S.M.) or a Certified Professional Public Buyer (C.P.P.B.) or a Certified Professional Contract
Manager (C.P.C.M.).

Certain positions in this classification may require driving. When driving is an essential function
of the position, a valid CALIFORNIA driver’s license will be required at the time of

appointment and must be maintained throughout employment.
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HUMAN RESOURCES DEPARTMENT
San Luis Obispo County

This class specification generally describes the duties and responsibilities characteristic of the
position(s) within this class. The duties of a particular position within a multi-position class may
vary from the duties of other positions within the class. Accordingly, the essential duties of a
particular position (whether it is a multi-position class or a single-position class) will be
identified and used by medical examiners and hiring authorities in the selection process. This
information will also be made available for review at the time of any recruitment for that

position and at such other times as reasonably required.

Adopted: February 27, 2013

Effective: TBD



n, Human Resources Department  ramibougias-schatz

% Director

e - Telephone: 805.781.5959 < Fax: 805.781.1044 -« Email: hr@co.slo.ca.us

TO: Civil Service Commission

DATE: March 27, 2013

FROM: Mark McKibben, Personnel Analyst
SUBJECT: Revised Specification: Buyer | and Ii
RECOMMENDATION

It is recommended that the Commission approve the revised Buyer | and Il class specification as submitted.

DISCUSSION

This class specification was first presented to your Commission on February 27, 2013. The suggestions
made by the Commission have been reviewed and incorporated in the specification being presented today.
During the hearing, SLOCEA presented testimony that suggested the term “negotiates” was not an
appropriate amendment to the specification. The Commission directed staff to retain that term, but
requested that the General Services Agency present a “Statement of Assurance” as related to the training
that will be provided to staff so as to address the concerns raised by SLOCEA. Finally, a formatting error in
the printed documents led to confusion on what language was in the existing specification versus new
language. This error has been rectified as follows:

v Existing language appears with no modifications

% E - - I | - I- I | - .I | F |
v’ Added language is underlined
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HUMAN RESOURCES DEPARTMENT
San Luis Obispo County

BUYERI & II
(Career Series)
DEFINITION:

Under—general—supervisionClasses in _this series perform a variety of technical-level

administrative duties associated with the procurement of;—purehases materials, supplies,

services and equipment_for County departments and related agencies;_negotiates with vendors

and suppliers; prepares preductspecifications, bids and contracts and performs other related

work as required.
DISTINGUISHING CHARACTERISTICS:

Buyer I: This is the entry-level position in the series. Under geaeral-supervision, incumbents
perform_routine and less complex purchasing assignments. Incumbents may be considered for
promotion to the Buyer II level based upon demonstrated progressively responsible job
assignments, performance level, independence of action, decision making and attainment of the

required experience.

Buyer II: This is the journey-worker level in the series. Under general supervision,
perfermsincumbents perform the most complex assigrmentsduties and responsibilities of the

class.—Fhis-is-the-fullyqualificdjeurney-werker-level-Hintheseres: Incumbents in this position

work independently and are fully experienced in all major aspects of the public purchasing

functions.—rray-actasteam-ieaaerorbe-assighed-susepriseryresponsibilifiesin-theabsence—=

REPRESENTATIVE DUTIES:

(Not in order of importance)
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Receives, reviews and evaluates requisitions for materials, supplies, services, and
equipment.

Creates and maintains vendor source lists and notifies departments of appropriate

sources of service and supply.

Censults—with—deparimental-representatives—to—acquaint—themAssists departments with

purchasing policies and procedures and regarding-in the development of specifications.

products-and-services-efferedReviews bids for accuracy, price and acceptability of items

in compliance with specifications; assists in vendor selection.

Negotiates with vendors and Reviews-reviews contracts for policy, format and suitability;

prepares and issues purchase orders; cenducts—follow-up—te—assure—ensures that

requested materials and services have been received.

Arbitrates receiving departments’ complaints; evaluates vendor performance and

develops new sources of supply.

Consults with department representatives to become acquainted with their needs; keeps

departments informed on new products, sources and policies.

Confers with vendors and manufacturers to acquaint them with the purchasing policies

and procedures of the County and to obtain information on their products and services.

o Completes special projects; prepares necessary correspondence and reports.

May review procurement and purchasing operations and recommend new or alternate

types of purchasing programs.

EMPLOYMENT STANDARDS:

Knowledge of:

Principles, practices and ethics of purchasing for a government agency
Supplies, materials and equipment used by various County departments
Methods and procedures used in competitive bidding and evaluation
Laws and regulations applicable to purchasing transactions

Vendor practices regarding pricing, shipping, warranties and invoicing

Contract negotiation technigues and methods of preparing contracts

Technigues for establishing sources of supply, product and vendor information
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92
93
94
95

Current market conditions and prices

Sources of supplies and services

Accounting practices-and, budgetary controls_and vendor payment analysis

o Office-equipmentand-precedures-Current computer applications and office equipment

o Effective verbal and written communication technigues

Ability to:

Make sound decisions in selecting where to buy and in what quantities and quality

Analyze requisitions and prepare product specifications and contracts

Evaluate bids and make awards

Establish and maintain effective working relationships with ethersstaff and vendors

Keep current with changes in the field of buying

applicatiensOperate standard office equipment including a computer and assigned

software

o Prepare-correspendence-and-maintainrecords-Communicate clearly both verbally and in
writing

e Negotiate with vendors and suppliers and prepare contract documents

e Collect and evaluate budgetary, statistical and accounting data

EDUCATION/EXPERIENCE:

Administration _or_related field. (Job-related experience may substitute for the required

education on a vear-for-year basis.): In-additen—ene-yearpurchasing-experience-with-alarge
business-er-geveramental-ageneys




96

97

98

99
100
101
102
103
104
105
106
107
108
109
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115
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118
119
120
121
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Bachelors dearee in Business Administration or related field. (Job-related experience may

substitute for the required education on a yvear-for-year basis.) In addition: Either A: One year

of experience performing purchasing duties as a Buyer I for San Luis Obispo County; Or B: Two

years responsible purchasing experience with—a—large—businessin_a_centralized procurement

function or governmental agency.

LICENSES/CERTIFICATES:

Anv current certification(s) from the Universal Public Procurement Certification Council, Institute

for Supply Management and/or National Contract Management Association are preferred.

Certain positions within this classification may require driving. When driving is an essential
function of the position, a valid CALIFORNIA driver's license will be required at the time of

appointment_and must be maintained throughout employment.

This class specification generally describes the duties and responsibilities characteristic of the
position(s) within this class. The duties of a particular position within a multi-position class may
vary from the duties of other positions within the class. Accordingly, the essential functions of a
particular position (whether it be a multi-position class or a single-position class) will be
identified and used by medical examiners and hiring authorities in the selection process. If you
have any questions regarding the duties or the working conditions of the position, please
contact the PerserrelHuman Resources Department at (805) 781-5959.

Adopted: 1-10-63
Revised: 08-28-02

P:\SPECS\ANALYST WORKING DOCUMENTS\A-C\BUYER 1| Il & SUPERVISING BUYER\BUYER I-




%, Human Resources Department ramipougias-schatz,

Director

/ County Government Center, 1055 Monterey Street « Ste. D-250, San Luis Obispo, CA 93408
> Telephone: 805.781.5959 - Fax: 805.781.1044 - Email: hr@co.slo.ca.us

TO: Civil Service Commission
DATE: March 27, 2013
FROM: Megan Fisher, Personnel Analyst

SUBJECT: New Specification: Sheriff's Records Manager

RECOMMENDATION

It is recommended that the Commission approve the new Sheriffs Records Manager class
specification as proposed.

DISCUSSION

As a result of the 2012 Class Study Open Window period, a re-class request was reviewed for an
existing Administrative Services Officer II position overseeing the Sheriff’s Office records/warrants
unit. Through completion of a desk audit and additional research, it became apparent a new class
specification should be developed. There is currently no existing classification that addresses the
complexity and nature of specialized law enforcement related duties required by the existing
Administrative Services Officer II classification, nor the knowledge required to perform those
duties.

Six other agencies were reviewed and most were found to have a similar specialized records
management classification similar in description, albeit various titles, and were at the level of
organization comparable to Lieutenant. Additionally, they reported to a Captain or Chief Deputy,
which is consistent with the organizational structure for this new class specification. This new class
specification will be responsible for the entire criminal records processing unit and the direction
thereof. With the introduction of this new class specification, one additional Supervising Legal
Clerk and their respective direct reports (Correctional Technicians) will shift to report directly to
the Sheriff's Records Manager. The title “Sheriff's Records Manager” was selected because it is well-
understood in law enforcement agencies and is most reflective of the job responsibilities.

Attached is the new class specification, as well as an organizational chart of the Sheriff’s Office.

The department has been involved in the development of this class specification and concurs with
the specification as proposed.

7a-



Human Resources Department

San Luis Obispo County
SHERIFF’S RECORDS MANAGER

DEFINITION:

Under general direction, performs a variety of activities involved in the overall administrative, budgetary, and
personnel management of the Sheriff’s Office criminal records management functions; plans and directs
business activities and flow of information to ensure effective and efficient business operations; provides
specialized criminal, legal processing, and booking suppott through knowledge and application of law

enforcement procedures, practices, and mandated requirements; and performs other related work as required.

DISTINGUISHING CHARACTERISTICS
This is a single position, non-sworn, supervising classification responsible for the Sheriff’s Office records

management functions.

REPRESENTATIVE DUTIES (Not in order of importance)

o Oversees a variety of activities involved in the overall administrative, budgetary and
personnel management of the Sheriff Office’s criminal records management functions;
establishes and maintains departmental timelines and priorities; ensures related activities
comply with established standards, policies, procedures, legal, and legislative
requirements.

o Plans and directs business activities and flow of information for effective and efficient

business operations; monitors consistency and accuracy of inter-related processes and

74-2



documents; develops, implements, monitors, and evaluates projects, goals, objectives,
and activities; ensures proper and timely resolution of business issues.

Supervises, trains, and evaluates the performance of assigned personnel; interviews and
selects employees; recommends reassignment, termination, and disciplinary actions;
ensures proper and timely resolution of personnel issues; oversees the development and
maintenance of job standards for criminal records management positions.

Provides consultation to Sheriff’s Office staff concerning administrative activities,
records procedures, and specific laws, regulations, and policies related to criminal records
handling and processing; researches and responds to complex and unusual inquiries,
issues, and conflicts; provides detailed and technical information concerning related
standards, requirements, policies, and procedures.

Provides input in development of the annual budget for assigned areas; reviews and
analyzes budgetary and financial data; administers personnel programs and business
activities within budgetary priorities.

Provides technical information-and recommendations to management on business
operations, needs, and issues; formulates and develops policies, procedures, and
programs; maintains current knowledge of laws, codes, rules, regulations, and pending
legislation related to records management; provides input for proposed legislation and
assists in implementation of legislative changes.

Maintains integrity of automated databases; acts as liaison to Sheriff’s Office IT
functions for purposes of resolving issues and interacting with vendors; participates in
preparation and response to Department of Justice (DOJ) and Federal Bureau
Investigation (FBI) audits and ensures compliance with reporting mandates; maintains a
variety of narrative and statistical records, special reports and files related to assigned

areas of responsibility.
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Communicates with other departments, allied agencies, governmental agencies, and
others to exchange information, coordinate activities and resolve issues or concerns
related to the administrative activities of the Sheriff’s Office records management

functions; attends and conducts a variety of meetings and prepares and delivers oral

presentations as assigned.

EMPLOYMENT STANDARDS:

Knowledge of:

Ability to:

Principles, practices, and techniques involved in-the administrative, budgetary, and
personnel management activities of a law enforcement department

Principles and practices of law enforcement records management

Operational structure of a law enforcement agency

Computer applications and operations

Research, analysis, and database management techniques

Criminal, legal processing, booking, and law enforcement laws, codes, regulations and

practices

Utilize effective verbal communication skills

Establish and maintain cooperative, effective, and collaborative working relationships
with others |

Utilize effective written communication skills to prepare clear, concise, and accurate
reports, correspondence, policies, procedures, and written materials

Evaluate administrative management problems and present corrective alternatives,

solutions, and recommendations

7a-4



o Interpret, apply, and explain complex laws, codes, rules, regulations, policies, and
procedures

o Mediate, facilitate effective outcomes, and positively influence group problem solving

e Maintain confidentiality and exercise discretion

e Operate a computer and assigned office equipment

EDUCATION AND EXPERIENCE:

Graduation from an accredited college or university with a Bachelor’s degree in criminal justice, business
administration, public administration, or a closely related field (Job-related experience may substitute for the
required education on a year-for-year basis). In addition, two years of experience at a supervisory or lead level
performing criminal records management a¢tivities; or four years of experience at a supervisory or lead level

performing legal processing support activities.

LICENSES AND OTHER REQUIREMENTS:
A valid driver’s license is required at thetime of application. A valid CALIFORNIA driver’s license is required

at the time of appointment and must be maintained throughout employment.
Position requires clearance-in a Sheriff’s Office background investigation.

WORKING CONDITIONS:
Environment:
Office environment

Incumbent may be required to perform duties inside a locked facility

7a-5



This class specification generally describes the duties and responsibilities characteristic of the position(s) within
this class. The duties of a particular position within a multi-position class may vary from the duties of other
positions within the class. Accordingly, the essential duties of a particular position (whether it be a multi-
position class or a single-position class) will be identified and used by medical examiners and hiring authorities
in the selection process. This information will also be made available for review at the time of any recruitment

for that position and at such other times as reasonably required.

Adopted: TBD/13

BOS Approved: TBD/13
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HUMAN RESOURCES DEPARTMENT
SAN LUIS OBISPO COUNTY

Tami Douglas-Schatz, DIRECTOR

County Government Center, 1055 Monterey Street « Suite D-250, * San Luis Obispo, CA 93408

To: Civil Service Commissioners

From: Maricela Havard, Human Resources
Megan Fisher, Human Resources

Date: March 27, 2013

Subject: New Classification of Supervising Collections Officer.

Recommendation

It is recommended that the Commission approve the new classification of Supervising Collection Officer, as
presented.

Discussion

The Probation Department has four major divisions in the department that are each overseen by a Chief
Deputy Probation Officer. One of these divisions, the Support Services Division, includes five work units --
one of which is the Collections Unit. Supervision of the Department’s Collection Unit, previously provided by
an incumbent in the classification of Supervising Deputy Probation Officer, is currently and temporarily being
provided by the Chief Probation Officer overseeing all of the Support Services Division’s five work units.

Recent implementation of the State’s Realignment (AB109) program, moved prisoners from state prisons to
county jails and required the Probation Department to hire additional Deputy Probation Officer (DPO) staff as
part of that Realignment program. As a result, the Supervising Deputy Probation Officer (SDPO) previously
overseeing the Collections Unit, was reassigned to the supervision of the additional DPO staff.

That reassignment provided the Probation Department with a timely opportunity to review the effectiveness
of the use of an SDPO classification for the supervision of the Collections Unit. The Probation Department
enlisted the assistance of the Human Resources Department to identify a classification that would provide
improved supervision and oversight of the Collections Unit and have the specific experience and knowledge
in the credit and collections field necessary for the effective supervision of the specialized unit.

After review and study of the situation, the classification of Supervising Collections Officer is warranted in
order to provide the level of knowledge and expertise in credit and collections required of an incumbent in a
position providing supervision to the collections unit. The new classification will result in a more efficient and
effective use of department staff and resources and provide the technical expertise required to oversee this
specialized unit.

The employee organization, SLOCEA, has been advised of the proposed new job classification.

Attachments:

1 — New Supervising Collections Officer job specification
2 — Current organization chart

3 — Proposed organization chart

7b-/
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PROPOSED NEW SPECIFICATION

March 2013

Human Resources Department

San Luis Obispo County

SUPERVISING COLLECTIONS OFFICER

DEFINITION:

Under direction, oversees the overall activities of a collection unit within an assigned
department. Supervises a group of collection officers and support staff. and monitors the
collection and accounting of current and delinquent accounts, and directs and reviews a variety

of information, reports, and data pertaining to collection and operation activities.

REPRESENTATIVE DUTIES: (not in order of importance)

e Supervises and evaluates the performance of assigned staff; interviews and selects
employees; recommends appointments, transfers, reassignments, terminations, and
disciplinary actions; assigns employee duties and reviews work to ensure accuracy,
completeness, and compliance with established standards, requirements, and procedures;

e Directly oversees, or may personally handle, the most complex, difficult, and/or high
profile collection cases including negotiations of repayment agreements, approval of
settlements, and represents the department in court; reviews uncollectable accounts to
determine the proper course of action;

e Makes determination of ability to pay court-ordered fines, fees, and restitution;

establishes terms and methods of payment; investigates changes in financial status;
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e Files legal actions to effect collections; files claims against estates of deceased persons;
appears in court when necessary;

e Works cooperatively with other County departments and outside agencies for the
purpose of collections;

e Assists with problems and recommends methods to increase efficiency of collection
efforts; analyzes, recommends, and implements policies and procedures for the
collections program and staff;

e Explains laws affecting payment of accounts to probationers, the public, and staff;
reviews changes in laws and regulations affecting collections;

e Directs the preparation and review of a variety of reports and statistical data and
information pertaining to collection and operations activities;

e Performs related duties and responsibilities as assigned.

EMPLOYMENT STANDARDS:

Knowledge of:

e Principles, methods, and techniques of credit and collection work;
e Laws, rules, and regulations governing collection work;

e Business management techniques and procedures;

e Automated collections systems;

e Accepted practices of employee supervision and evaluation.

Ability to:

e Communicate effectively verbally and in writing in a professional manner;

e Establish and maintain effective relations with the public, County employees, and other
organizations under conditions requiring tact, firmness, integrity, ingenuity, and
perseverance;

e Exercise sound judgment in evaluating situations and making decisions;

e Effectively explain collection rationale to offenders and others;
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e Interpret policies and legal requirements involved in collection work;

e Perform accurate mathematical calculations;

e Problem solve issues between staff and others;

e Plan, direct, and evaluate the work of subordinate staff as assigned;

o Work effectively in an environment that includes resistance from creditors, pressure

to achieve expected collection outcomes, and critical oversight of work output.

EDUCATION/EXPERIENCE:

Either A: Two (2) years of experience as a Collections Officer II in San Luis Obispo County or
B: Graduation from an accredited four-year college or university with a bachelor's degree in
accounting or closely related field AND: two years experience equivalent to a Collections
Officer II in San Luis Obispo County. (Job related experience equivalent to a Collections
Officer Il may substitute for the required education on a year-for-year basis.)

LICENSES / CERTIFICATES:

Certain positions within this classification may require driving. When driving is an essential
function of the position, a valid CALIFORNIA driver’s license will be required at the time of
appointment.

This class specification generally describes the duties and responsibilities characteristic of the position(s) within this
class. The duties of a particular position within a multi-position class may vary from the duties of other positions
within the class. Accordingly, the essential duties of a particular position (whether it be a multi-position class or a
single-position class) will be identified and used by medical examiners and hiring authorities in the selection
process. This information will also be made available for review at the time of any recruitment for that position and
at such other times as reasonably required.

Adopted: 3-27-2013

Effective:
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