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AGENDA
COOSA COUNTY COMMISSION
May 14, 2019
9:30 AM

WELCOME
FUBLIC COMMENTS:

Walter D. Lewis, Piper, Jaffray avd Co. — County Financing/Other Issues
Greg Jenkins — Cyber Education

ELECTED OFFICIAL COMMENT:

CALL TO ORDER

COMMISSION ROLL CALL

INVOCATION, PLEDGE OF ALLEGIANCE
APPROVE AGENDA

READING OF MINUTES

AWARDS AND PRESENTATIONS

OPENING OF BIDS ON 2 HVAC Units @ 16:30 am

CONSENT AGEND A- MOTION AND SECOND 10 APPROV E

(A) Motion for Chairmzan, Vice Chairman and Administrator to authorize to issue and sign
checks for payiaciit of monthly expenses and payroll.

(B) Motion to approve changes in employces: job description, salary, work hours, status
(including budget approved raises).

NEW BUSINESS

(1) Approval of revised Probate Office position descriptions from 4/9/19 approval — Judyge Dearn

(2) Discussion of County Board of Equalization Appointments Due in June Commission
Meeting- Administrator Graham

(3) Approval of Definition of Sick Leave to add to County Policy — Administrator Graham

(4) Approval to declare EMA inventory #700176 & #700179 as obsolete and to officially
transfer #7004 15 and #700422 identificd agencies (See print outs) — EMA Director
Hale/Administrator Graham

(5) Approved to declare Rockford Senior Center Inventory as obsolete and/or transterred(
#400078, #400079,#4400088,#400093,#600145,4700584 & #700587 (Sce listing for obsolete
and transterred items) — Administrator Graham, Senior Manacer Oden

(6)Approval to declare the following Probate Office items as Obsolete and Remove from

Inventory (#500032, #500061, #500062. #500090, #700093 . #700392 as per listing).- Judge

Dean

(7)Discussion of Local Self Governance and Setting of a Date for a Work Session in May -

Chairman Adams/Commissioner Kelley
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(8) Approval of participation in July 19— 21, 2019 “Back ‘o School™ Sales Tax Holiday-
Chairman Adams.

(9) Approval to begin procesz of disponal of Public Transpertation Van Inventory #700092, 2007
Ford Goshen Pacer 1. VIN#1TFTIWE3SL.RTDA 13402, Milzage 150k +/1, Condition Poor (3311
Program)— Chanrman Adams/ Adminisiarator Graham

(10) Approval to Accept E911 Office Space for use by FMA purposes at no current cost or
future cost to the Coosa-County Commission — EMA Director Hale

(11) Approval of Error Approval Form DCE-22 for 2018 Tax Year - Revenue Commissioner
Lamberth.

(12) Approval to fssue a Letter of Support for Fast Alabama Emergency Medical Services, Inc.
(EAEMS)-Chairman Adams

(12) Approval to sead out bids 1or the purchese of Z hush hogs with bids to be opened at the June

11. 2019 Commission Meeting (Engineer to provide detaiis) Spees to be provided to the
Commissicn oifice on or before Friday, May 17, 2019, — Engiueer Eason

(14) Permission to Transter Reappraisal Vehicle =2002 Chevrolet SUV™
VINZIGNDTI3W92K 167454 to the County Highway Department at vaiue of $500 to be
reimbursed by the 7 cent fund to the Reappraisal Fund — Engincer Fason. Reveiue
Commissioner Lamberth

(15) Discussion of New Business Opportunity - Chairman Adams/Attorney Johnson

Gl BUSENES

SEAVY REVOV TS

Adminisirator —

Engincer
Attorney-
FMA

Courthouse Maintenance-

Nutrition-

Safety Coordinator-

DISCUSSION ITEMS BY COMMISSIONERS

ADJOURN
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MINUTES
COOSA COUNTY COMMISSION
MAY 14, 2019

9:30 A.M.
ELECTED OTFICIAL COMMENT

ALLTO ORDER
THE COOSA COUNTY COMMISSION MET AT THE COOSA COUNTY COURTHOUSE MAY 14, 2019
FOR ITS REGULAR MEETING WITH CHAIRMAN TODD ADAMS, PRESIDING.

COMMISSION ROLL CALL
COMMISSIONER ROLL CALL CONSISTED OF CHAIRMAN-TODD ADAMS, VICE CHAIR BERTHA K.
MCELRATH, UNZELL KELLEY, RONNIE JOINER, AND RANDALL DUNHAM.

INVOCATION AND PLEDGE OF ALLEGIANCE
INVOCATION WAS GIVEN BY COMMISSIONER UNZELL KELLEY. THE PLEDGF OF ALLEGIANCE WAS
SAID BY ALL IN ATTENDANCE.
APPROVE AGENDA
MOTIONED BY COMMISSIONERS UNZELL KELLEY AND SECONDED BY RONNIE JOINER TO
APPROVE THE AGENDA. UNANIMOUSLY APPROVED

READING OF MINUTES
MOTIONED BY COMMISSIONERS RANDALL DUNHAM AND SECONDED BY UNZELL KELLEY TO
DISPENSE READING OF MINUTES. UNANIMOUSLY APPROVED

AWARDS AND PRESENTATION
NONE
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CONSENT AGENDA

MOTIONED BY COMMISSIONERS RANDALL CUNHAM AND SECONGED BY UNZELL KELLEY TO
APPROVE FOR THE CHAIRMAN, VICE CHAIRMAN AND ADMINISTRATOR TO AUTHORIZE TO

ISSUE AND SIGN CHECKS FOR PAYMENT OF MONTHLY EXPENS
UNANIMOUSLY APPROVED

MOTION TO APPROVE CHANGES IN EMPLOYEES: JOB DESCRIP
STATUS (INCLUDING BUDGET APPROVED RAISES).

o

Coosa County Com
Enaineering Departman
17781 US HWY 231

L3321

FS AND PAYROLL.

TION, SALARY, WORK HOURS,

ROCKFORD, ALABAMA 35136

(256) 377-2261

Donald Wayne Eason

RANDALL DUNHAM
COUNTY ENGINEER

DISTRICT NO.1

BERTHA MCELRATH
DISTRICT NO. 2
May 6, 2019

Bridge: Graham
Admiunistrator

Coosa County Comimizsion
P.O. Box 10

Rockford. AL 35136

_ RE: Raymond Abrams
Dear Bridget:

o
Iyl

The above referenced employee’
- was March 26, 2019,

Thanks for your attention in this matter.

] -
: - ] )ﬂ 4 L
INUSSION
¢
UNZELL KELLEY
DISTRICT NO. 3
RONNIE JOINER
DISTRICTNO. 4
TODD ADAMS
CHAIRMAN
INSTRICT NOL S
VLYY Y
s B AL "F 3 -
il {14
L FAR S 1
NOISSININGD vaL oD

QANZED S

last day of employment with the i ehway Department

Yours truly,

e

Donald W. Eason, P.I.
Coosa County Engineer
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FEW BUSINESS
MOTIONED BY COMMISSIONERS TODD 2247 AND SECONDED BY UNZELL KELLEY THE
APPROVAL OF REVISED: PROBATE OFFICE 0OSITION DESCRIPTIONS WHICH WERE ORIGINALLY

\Vi 5 aY

APPROVED ON 4/9/2019. UNANIMOUSLY AFPROVED

COCSA COUNTY
JOEB UESCRIPTION

Job Title: Chief Clerk
Department: Judge of Probate Office

FLSA: Grade:
Joh Description Prepared: March 2210

Note: Statements included in this dissciption are intended tc reflect in general the
Juves 2nd responsibilities of trfs job and are not o be interpretad 2s being all-
nclusive, Tha employee may he g3s'gned other duties that are not specifically

michudad,

Reizticnships

Reports to: Judge of Probaze
Subordinate Staff- Recording Clerk: License Office Administrator, Licensing
Clerks

Other Internal Contacts- Revenue Commissioner's Office; Board of Registrars:
Sheriff's GCffice,  Circuit Clerk’s Office, Emergency
Management Officials, F-9-1-1 Board and Offices, County

Commission Cffice.,

Generzal Pubiic: Attorneys: Computer/|T Consuétants; State
Comptroiler; Departments of Revenus, Human Resources,
Mental Health, Veterans Administration, and Archives U.S.
and Alabams Elected representatives; Alabama Law
Enforcement Agancy; Secretary of State’s Office, Health
Facilities; Financial Institutions: State Auditors; Towns of
Rockford, Goodwater, Keliyton; Local Newspaper: Other
Media Sources: Abstractors: Alabama Law Institute; Circuit
and District Judgas’ offices; District Attornay’s Office, Other
Law Enforcement Agencies, Other Probate Offices:
Abstractors, Researchers, and any visitors to the Probate

and Licensing offices.

External Contacts:



5567

Under the supervision and goneral direction ©f the Probate Judge, the employee
provides leadership for Fiohaie and Licensing Cfice personnel and strictly adheres to
and enforces standards o©f conduct and professionalism as identified in Stale and
Judicial® ethics guidelinas .and as esiablished by the Judge of Probate. Employee
supervises staff, performs financial and bookkesping duties {0 include maintaining
mutltiple accounts and checkbooks as required, accurately iracking funds, and properly
disbursing funds in. accordance with the Code of Alabama and cther governing
documents and guidelines. Ermployes ensuras the office runs effectively and efficiently
by managing daily operations and workfiow. Emplovee performs Records/Documents
Recording and Research Duties and Issues Licenses. Employee mainiains a working
knowledge cof all aspects of the Probate and linenzing coffices. When specifically
delegated or directed by the Judge of Probata, ambloyee has authority as allowed by
the Code of Alabama § 12-13-14

Essential Functions

ESSENTIAL FUNCTIONS: The following list was developed through a job analysis;
however, it is not exhaustive and other duties may be required and assigned. A person
with a diszbiity which is covaered by the LDA must be able 1o narform 'he essentis)
functions of ihe job uneided or with the assisierce of o reasonabie accommmodation.

ioas 2 stating ot o datenning egsseatial

e Pl cad e et ol : A T
The list of eszentizl functions s 1o Da uss e I

e &5 B e e 1 L s s BB o sy lao all v g b Pl 40
functions for a specifc position al a speciic incation &t & gpanific fime,

ESSENTIAL FUNCTION: Supervision and Management. Assists Judge of Probaite

“in the supervision of subordinate employees and performs management

respoensibilities for the effective and efficient operation of the Probate and
Licensing offices.

1. Participates in hiring of personnel, performance appraisals, and considers
leave requests and maintains projeciad leave scheduies.

2. Enforces compliarice and adherance to dress and appearance, quality,
and behavior stanidards.

3. Maintains leave/work schedulas to ensure adequate staffing.

4. Ensures compliance with Code of Alabama, Ethics Commission and
Judicial ethics as applicable to staff personne!.

B Ensures staff compliance with state and locally established policies,

procedures, guidelines.
Manages daily functions of the office to ensure timely completion of tasks,

6.
assignments, and all office-related functions.
7 Establishes priorities and communicates priorities to employees.
8. Assigns tasks to employees.
9. Indoctrinates and trains new employees.
10.  Trains employees for cross-utilization between the offices when necessary

te ensure adequate coverage and customer support/service.
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11.  Corrects performance; ceyisiite with the Judge of Probate 25 necessary.

12. Communicates with and eccurately conveys information with and among

the Judge and employzes

13.  Promptly responcs o questions and solves pioblems related to office
functions and subordinaie workars,

14, Initiates processes and dreczdures on behaif of the Judge.

15, Ensures strict cempliarice with Cepartment of Revenue Minimum
Accounting Requirements.

16.  Manages alj funds processes.

17.  Creates, updates, and builds continuity books, help sheets, and guidelines
for most functions of the iob 53 directed by the Judge of Probate.

18.  Conducts and documeriis (us a minimum) annual reviews of all policies
and procedures, guidelines, arnd schedule of fees.

19.  Uses technology to provide for batter record Keeping, verification, tracking
of suspenses and tasks, efiectiveness, and efficiency of the offices.

20.  Assists Recording Clerk to maintain office suppiy inventory; orders items
as needed.

21.  Ensures that computers any office equipment are functional; contacts
vendors when necessary.

22, Helps develop computer security procedures, enforces and monitors
computer security and techinelogy protection poiicies and procedures.

23. Abendgs meetings, trainin:y fassions, cenferences, and community-related

functions to represent the Frobaie Offices as directed by the Judge of

Proh=te.

Maintziins nontinued judicic education hours as requived.

Responsibie for establistung and Maintaining Financial Policy and

Procedures, Guidance, ario Help Sheets.

26.  Assists with Establishing ar.¢ maintaining Probate, Recording and
Licensing offices’ Files Plans and office guidance: to ensure compliance
with Department of Archives, ather state and federal codes and
guidelines.

27.  Keeps Probate Judge informed on Operations and important/major issues
pertinent to office Operations.

28.  Responsible for ensuring safe office operating practices are adhered to,

‘ correcting safety deficiencies, briefing subordinates regarding safety
policies and practices, reperting unsafe bui!ding/faciiity conditions to the
Judge of Probate and the County Comrmission.

N o
SIEN

ESSENTIAL FUNCTION: Prohate Court fdanagemant, Serves as the Chief Clerk of
the Probate Office, providing services and ‘epresenting the Judge of Probate

when the judge is absent.

1. Serves in the official Capacity 25 Chief Clerk of the Probate Office.

2, Serves in the role as judge it the absance of the Judge of Probate as
authorized in the Code of Alibaing § 12-13-14,

3. Establishes a case number ard dockets each case.

=
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6.

-~

2§ 2

17.

18.

Compares each case file raceived aqainst appropriate checklist and

completes checklist,

Reviews case aocuments {0 accuracy and completeness and establishes

a probaia r'ia

Calculates and coilects filing fees in accordance with Code of Alabama

§12-19-90 and §456-19-series.

Prepares orders, staterents, citations, subpoenas, and notices; presents

to the Judge; and when authorized signs those documents in the absence
of the Judge of Probate.

Ver.ﬂp accuracy and completeness of each file/case

Coordinatas with attorneys and other courts as required to obtain

complete and accurate casa documents, to transfer case files to other

courts when appropriate, and to prepare briefs when necessary.

Establishes and schedules hearings; prepares docket.

Signs uncentested orders in absence of the Judge.

Copies files and maintains court records; secures confidential 2nd sealed

documents.

Responds to questions and requests; serves as a resource for information

about probate matters.

Maintains confidentiality.

Maintains Elecironic Databases: Ensuras gl actions avs elsctronicaily
.“PL',UFLC(‘! docketed and annotatsd in complisncs wi It the Code of
Alabama, Rues of thz Coun, and Rules of Evidens

if absent, ur.m furn o ouly reviews alease 'lf,:, cockated by tf":
5
Pl

Racording Clerk 1o enswre complateness, wroner d: (.sr‘r,z.at.( N, 2t

comipiiance with the Code of Aiabama, Ruies of the Cour, Rules uf'

Evidence, and other requirements as may be levied from a superior court.
Responsible for establishing, updating, and completing checklist for a!
Probate Court case types, filing completed checklists in appropriate case

file.
Performs other duties as directed by the Judge of Probate.

ESSENTIAL FUNCTION: Audit and Finance. Accurately manages fiscal matters
for the Probate Office in accordance with all Department of Revenue, State
Comptroller, Probate Office Folicies, Procedures and Guidelines as well as
generally accepted bookkezping practices. Prepares for and participates in

audits.

1

2,
3.
4.

&

’

Manages finances associated with probate and licensing offices’ functions.
Ensures accuracy in all financial matters.

Conducts daily re-cap of all Probate Office actions.

Verifies accuracy of all vehicle tag, boat license, driver licenss, business
license, conservation, mobile home, recording and all other transactions
performed in the Probate and Licenses offices.

Accounts for funds and credits received; enstires fotal security of funds.
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10.
11.

12.

13,
14.
15.
16.
17

20.

5569

orifies

Reconciles, balances. =1a verites  all daily transactions in strict
accordance wilii the Dapertmzrt of Revenve Minimum Accounting

Requiremerits ana the Cooaa vourdy Judge of Probate Policiss and

Procedures guidalines and othar divecives az appiicable.
Watches/Verifies ena-cicia ¥ eoueidown or other clerks' cash drawers,

Identifies and corrects diserenanciaz, takes immediate action as
aifempst fo pravapt futyre discrepancies.

appropriate in an
actions prior to allowing

Verifies/certifies subordinnie's rranased void trans
the transaction, properiy Lcurnanis/annotates the action,
Maintains electronic (and pager when required) fites, records, and copiee.
Establishes and maintaing tectrds needed for reports required by the
State Comptrolier, Departivent of Revenue, and Auditors.

Provides records for Cagsa county Commission audits and meets with
auditors as directed by the cudge of Probate.

Conducts bookkeeping functions.
Ensures accuracy and proper coding of all transactions in the electronic

cashbook.
Maintains current and accurs!s records of each fund.

Conducts bank reconciliations ard fonthly cashbook recongiliations.
Prepares and distributes 2! oty disbursements and fee declarations
to comply with all deadlines.

Prepares and submits repohs ior the State Treasurer and other agencies
as reguired.

Ensures daily bank deposits of all funds received by the Probate apg
Licensing offices

Ensures funds are securad ini the vault at the end of the day or when 2

LR i)

bark deposit cannot be mads,

ESSENTIAL FUNCTION: Legal Documienis, Establishes and maintains files and

documents

general.

=

g -

to support the functions of the Probate Court and Probate Office in

Works with the Judge of Probate to establish and maintain legal
documents and records in paper, electronic, or both formats as required.
Maintains all legal documents of the Probate Office and Probate Court.
Promptly scans all required case file documents into the electronic probate

recording system.
Maintains hardcopy and electronic records of non-court documents/files as

appropriate and required.
Maintains secure and sealed decumenis as appropriate, ensures records
are accessed only by proper court order.,

When applicable, secures caze files and other documents in the vault.
Determines and ensures proper lavel of security necessary for documents.
Ensures accuracy and conileteness of gl documents and files.

Ensures timely recording and docketing of all documentsffiles related to

probate court
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14.
15.
16.

Works directly with the Judge to compiete documents and orders.

Drafts letizis, orders, and decrees and othier legal documents related to
the Probate QOffice and Probaiz Court,

Prepares couitreom for hearings,

Atiends and rscoris hearings, dowrioads recordings to computer and
external media (copy on CD for.insertion into appropriate case file and/or
on external hard drive for backup).

Establishes, organizes, and maintains case files.

Determines venue and jurisdiction specific to each case.

Develons, maintaing, and completes checklists for all case types to ensure

compieteness.

CESENTIAL FUNCTION: Conservation and Boat LUicenses, In the ghsence of the

R el

Recording Clerk, produces reg

porie and completas all actions to reconcile funds,

raports, and raceipls.

2.

=]
i

4.

EOSSEMTISL
Manager in the conduct of i o

inputs information into the computer programs to enable correct
disbursement of funds.
Verifies and reconciles boat-related funds/credits, receipts, and reports to

ensure accuracy
Sezparates and forwarde receipts with reports to meet siate requirements.

LT copy oF elecionio as applicahie) tor audiis,

&

Viginteine aooumioeialon

FLNCTION: Botions. Assisis the Judge of Probotz and Elecfions
L
clections bela i the County that 223 witkin the

purview of the Probote offics,

Ta

(O%]

o

20~

Assists and supports the Judge of Probate and Elections Manager in
election functions and cycles.

Follows established election processes to meet Code requirements, state
and federal regulations and guidelines.

Contacts potential poliing officials to determine their wiliingness to work
the polis and inferm them of job requirements, scheduies, and location.
Notifies potential polling officials of sciection and dates of eiection school.
Updates Elections Database with polling officiels” information.

Monitors and tracks election calendars, reviews code and regulations to
ensure all Probate Office responsibilities are accomplished accurately and
timely.

Assists with election school: verifies attendance.

Processes pay vouchers for polling officials.

Assists with verification and posting of election results.

Assists with securing documents; maintaining files, and storing required
historical documents/files as required by state and federal code,

regulations, and guidelines.

o
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11. Acts as Judge of Probats's repracentative on appointing and/or
canvassing boards, team= os “uauired by law or the Probate Judge.
12. Tracks and processes riadia notfizations to ensure payment.

ESSENTIAL FUNCTION: Recording. i e absence of the Recording Clerk,
accurately records and processes items for probate office filing in accordance
with Code of Alabama, Department ¢ Archives, Secretary of State and other
practices in either hardcopy or elactronic filing or both as is appropriate.

Receives notices and docuinerts of items for probate office recording

1.

2. indexes ali notices and docuiments.

> Calculates and verifies costs asscciated with propertias.

4. Calculates taxes associated with deeds and mortgages.

5. Enters data and informatior; into the appropriate computer prcgrams.

6. Provides copies of documents (¢ the public.

s Collects deed and mortgage taxes.

8. Calculates and collects fees, charges as applicable for all recording and
copying.

9. Runs daily reports of transactions.

10.  Issues marriage licenses.

11.  Records marriage license and Prepares and issues maririage certificates.
12, Correcls maniage certific ziag

13 Prapares, maiis, or e-mais documents as required.

ESSENTIAL FUNCTION: Driver's Licanze and Non-driver I|dentification Card
Renewal. Follows Alabama Law Enforcement and Federal protocols to renew and
replace driver’s licenses and/or Non-tvivar ldentification Cards.

1. Strictly follows Computer Secuiity protocols and guidelines related to
equipment accass.

Renews driver licenses/identification cards.

Replaces driver licenses/identification cards.

Responds to customer questions,

Assists in solving problems related to driver licenses/identification cards;
refers to other offices or organizations as necessary.

Contacts the Alabama Low Enforcement and Federal agencies as
appropriate regarding driver licensing issues.

Verifies accuracy of information contained on driver licenses.

Updates information contained on driver licenses and Voter information as
required.

9. Uses camera and equipment to take photographs.

10.  Determines types of license and status.

11.  Prepares daily and monthly reports on renewal and replacement of driver

licenses.

SHECIN

o

2l
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ESSENTIAL FUNCTION: Customer Service. Provides direct customer service in a
positive and professional manner.

i
2

CI~NO o

Professionally and promptly greets customers, of the Probate Offices.
Provides excaiiant customer service by responding to questions and
comments; providing accurate information; referring customers to other

“individuals or offices as necessary.

Responds to customer requests and questions promptly either in person,
via telephone or electronic mai.

Considers and solves problems

Answeis mulltiine phonas; transfers cails.

Accepts payments; writes receipis; makes copies.

Secures monies received.

Locates deeds and other records in‘both paper and alecironic files,
Obtains and mainiains knowiedge of all functions of the Probate

Recording and Licensing offices in order to assist all clerks in the
development of guidelines, standards, and to relieve clerks as needed.

ESSENTIAL FUNCTION: General Office Operations. Contributes to the
professional operaticn of the Probate Office and Licensing Department

Operations.

B O T T e
Carans iata

3 * T FONE IR o Py W, e o B e g e
Licenzing Office Funtiions: Matniame 2 basio un

‘ SRrsINGG Of cuirent
afornmation: waurance,ana knovdaoge of Licansing sws and re
a7 proceiuiss
FE o oid@s, other legal dacuments and padorms other clesical
duties as directed by the Judge of Probate. \
Sets a professional example for other employees to follow, conducts all
affairs of the office in a courteous and professional manner.
Strives for process improvement through use of technology and sound
leadership and management principles and concepts.
Performs other duties as assigned by the Judge of Probate.

Knowledgs, Skills and Abilities
(* Can be acquired on the icb)

*Knowledge of County and deparimental policies, procedures, and
guidelines.

*Through knowledge and understanding of state, county, and federal
statutes and laws affecting probate and licensing processes and
associated functions.

Employee must have an eye for detail and the ability to minimize errors in
work functions and all documents produced or signed in the Probate
Offices, especially legal documents related to case files.

*Employee is responsible for ensuring all Cepartment of Revenue
Accounting Guidelines and Minimum Accounting Requirements are met.
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10.

11.

12.

13.
14.

15.

16.

17

18.
19. -

20.

21.

22,
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5371

Knowledge of the gencal nrihsinlas of accsunting.
Knowledge of principies of Isadership and managemeant.

Knowledge of the County Probate Offices’ fiing system and procedures,
Verbal skiiie to effectively communices With co-workers, elecied officials,
and the general public.

Computer skills to effectively uss office management, word-processing,
Spreadsheet, and datalra-e brograms to  create docurnents, manage
funds, etc. for effective office operations.

Reading skills to read, uniderstand, and explain State acts, federal laws,
and guidelines operater manuais, directives, procedures and
instructions.

Writing skills to Compose complex letters to citizens and other
governmental agencies and draft ceurt orders, decrees, and other legal
documents.

Skills to count, reconcite and varify funds and charges, accounts, daily re-
¢aps and monthly bank zr;d cashbook reconciliations.

Ability to effectively manage time, funds, and personnel.

Ability to effectively lead ai ¢ supervise employees to gain optimum
productivity and efficiency 27 office operations.

Ability to manage a professionai office and prioritize work projects for self
and subordinate employeas.

ABIlty 19 multi-task.

Ability to effectively organize filee and work projects.

Ability fo work independersdiy with litte or no supervision,

Abiiity to direct the work of others and ensure departmenta! projects and
duiies are accurately cornpleted within designated and required time
frames.,

Ability to pay attention to neisil when completing work and ability to work
accurately with attention to aetail, in an environment with frequent

interruptions.
Ability to work independently and exercise sound judgment to make

prudent decisions.
Ability to lift and carry moderately heavy items and boxes; ability to stand

for extended periods of time while working at the probate counter.

Minimum Qualifications

Possesses a high school diploma or GED.

An associate’s degree from an accredited community college is preferred.
A minimum of five years of professional work experience in an attorney’s
office, probate office, or Comparable legal experience in the public sector,
or any combination of education, training and experience that
demonstrates the knowledge ang skills commensurate with the

requirements of the job.
Possess a current and valid driver's license and ability to drive.
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A Ability tc attend courses and understand materials to obtain training,
certifications, and instruct othar office personnel as required.
6. Ability to work “en call” and during exiended and non-traditional hours.

Physica! Demands

The work requires some physical exertion such as long periods of standing; walking
over rough, uneven, or rocky surfaces; recurring bending, crouching, stooping,
stretching, reaching or similar activities; recurring iifting moderately heavy items such as
record boxes. The work may require specific, but.common, physical characteristics and
abilities such as above-averag: agility and dexterity.

Work cnvironmeant

The work involves moderate risks or discomforls which require special safety
precautions, e.g., working around moving parts, carts, or machines; with contagious
diseases or irritant chemicals, etc. Employees may be required to use protective
clothing or gear such as masks, gowns, coats, boots, goggles, gloves or shields.

10
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COQEA COUNTY
JOB [IESCIUPTION

Job Title: Recording Clerk =14 Eiactinns Manager
Department: Judge of Probate Gftice

| FLSA: Grade:
Job Description Prepared: March 2012

Note: Statements included in this doscription are intended ‘o reflect in general the
dulies and responsibilities of this job 2nd are not to be interpreted as being all-
inclusive. The employee may po ascigned other duties that are not specifically

included.
Relationznins
Reports to. Chief Clerk
Subordinate Stat: None

Othker Internal Contacts: Revenue Comimissioner's Office; Board of Registrars:
Sheriff's Office, Cireuit Clerk’s Office, Emergency
Managemen: Officiais, E-9-1-1 Board and Offices, County
Commission Qfiice.

External Contacts: General Public; Attorneys; Computer/IT Consultants: State
Comptroller: Departments of Revenue, Human Resources,
Mental Health, Veterans Administration, and Archives:
Alabama Law Enforcement Agency; Secretary of State’s
Office, U.S. and Alabama Elected representatives; Health
Facilities; Financial institutions; State Auditors; Towns of
Rockford, Goodwater, Kellyton; Local Newspaper: Other
Media Sources; Abstractors; Alabama Law Institute: Circuit
and District Judges' offices; District Attorney’s Office, Other
Law Enforcement Agencies, Other Probate Offices: Financial
Institutions, Information Technology Consuliants and
Providers, Abstractors, Researchers, and any visitors to the

Probate and Licensing offices.
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Under the supervision: of ihe Hrobate Judpe and general supervision of the Chief Clerk,
the employee serves a% a recarding, probate, and licensing clerk. Employee assists the
Probate Judge in election management. Employee assists the Chief Clerk in
performing financial and bookkeeping duties to include maintaining multiple accounts
and checkbooks as required, accurately tracking funds, and-properly disbursing funds in
accordance with the Code of Alabama and other governing documents and guidelines.
Emplovee performs Document Recording and Research Duties and lssues Licenses to
inciude automobile, driver, hunting. and fishing, etc.) At the specific direction of the
Probate Judge, employee signs legai documents not prohibited by law. Emplovee
maintains a general knowledge of ail aspects of the Probate and Licensing offices.
Embloyes maintaine an extensive knowiedge of recording duties to ensure compliance
with Federai, Code of Alabama, Department of Archives, and other raguiations and
guidelines as applicable. Employee sets a professional example, conducts ali affairs of
the office in a courteous and professional manner, and provides positive customer

service 1o all who enter the Probate Offices.

ESRENTIAL FUNCTIONMS: The following st was devaippaa fnrough a job anaiysis;
however, it iz not exhaustive and cther duties may he readired and 2ssigned. A persen
with a disastay which is coverad by the ADA must be able o perfarm the agsseitial
functiors of the job unaided or with the assistance of a reasonable accommodation.
The list of essential functions is to be used as a starting point to determine essential

functions for a specific position:at a specific location at a specific time.

ESSENTIAL FUNCTION: Recording. Accurately records and processes items for
probate filing in accordance with prescribed practices either in hardcopy or

electronic filing «s is approvriate.
i 8 Ensures strict compliance with Federal, State, and Locai code,

regulations, procadures, and guidelines reiated to the recording process.
Receives notices and documents of items for probeate office recording.

2.

3. Indexes all notices and documents.

4. Calculates and verifies costs associated with properties.

8, Calculates taxes associated with deeds and mortgages.

6. Enters data and information into the computer program.

7. Provides copies of documents to the public

8. Collects deed and mortgage taxes.

9. Calcuilates and collects fees and charges as applicable for all recording
and copying.

10.  Writes and issues receipts.

.\“-','
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1. Runs daily reports of transactions.

12. Secures funds received.

13.  Operates computers, prirders, cash machire, fax machines, muiti-line
phones, and cther ¢ffics tnachines and envipment.

4. lssues mariage license;

15. Records marriage licerze sng 2lepares and issues marriage ceitificates.

16.  Correcls marriage ceriificates,

17. Prepares, mails, or e-mizils doviinants as required.

ESSENTIAL FUNCTION: Probate Wanzgemaent. Assists Chief Clerk anic Judge of
Probate, and in the absence of the (3!ixf Clerk provides sarvices and represents
the Judge of Probate to the extent aiowalie by jaw,

1. Establishes a case number and dockets cases.
<. Reviews documents for ‘equired ilems and establi shes a probate file.
3 Calculates and coliecis 1ihing fees in accordance with Code of Alabama
§72-19-9C and 45-19-seriss.
Verifies accuracy and cermplatenass of each file/case.
Establishes and scheduiss rearings, prepares docket.
Copies files and maintains fecerds, secures confidential and sealed
documents.
Updates Electronic Databiase with all actions in compliance with the Code
of Alabama, Rules of the Count, 2nd Rules of Evidence.

8. Respaiids to questions end raquesis; provides general information about

nrobata procedures.

- 8, Mairtaing confidentiality.

10, Perforris other duties as 'l coing by the Judge of Probate.

e

~

ESSENTIAL FUNCTION: Audit and Finanice, Aszist with, and in the absence of
the Chief Clerk, accurately manages fiscai Meiiars for the Probate Office in
accordance with all Department of¢ Revenus, Stale Comptroller, Probate Office
Policies, Procedures and Guidelines »s weoli ac generally accepted bookkeeping
‘Practices. Praparss for and participates in zudits,

1. Assists with finances associated with probate and licensing offices’
functions.

o Ensures accuracy in all financial matters.

3. Conducts daily re-cap of alj Probate Office actions as required.

4, Verifies accuracy of all vehicle tag, boat license, driver licerise, business
license, conservation, mobile home, recording and all other transactions
performed in the Probate and Licenses offices.

5. Accounts for funds and crecits received: ensures total security of funds.

6. Reconciles, balances, and verifies  all daily transactions in strict

accordance with the Depariment of Revenue Minimum Accounting
Requirements and the Coosa County Judge of Probate Policies and
Procedures guidelines as recyired,
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Watches/Verifies end-of-day countdown of other clerk’s cash drawers.

Identifies and repcrts discrepancias to supervisors.

Verifies/certifies pronosed void transactions (in absence of Chief Clerk
and/or License Office Administrater) prior to allowing the transaction,

properly cocuments/annotates the action.

Maintains eiectronic (and paper when required) files, records, and copies.
Assists with. providing and maintaining records needed for reports required

by the State Comptroller, Department of Revenue, and Auditors.

Provides records for audits and meets with auditors as directed by the

Judge of Probate.

Conducts bookkeeping functions as required.

Ensures accuracy and proper coding of all transactions in fh\, electronic
cashbook.

Assists with mamtaining accurate raccrds of each fund,

Conducts bank reconciiiaticns and monthly cashbook reconciliations as
required.

Prepares and distributes monthly disbursements and fee declarations to
comply with all deadlines as required.

Ensures daily bank deposits of all funds received.

Prepares and submits reports for the State Treasurer and other agencies
a8s required.

Ensures funds are cactacy intnie vauit at the end of the day or wihen a

bank deposa cannet be mans,

selpivar ér:!wrti'r‘i%tioﬂ Card
ederal protovols (o renew and

FUNCTION: Drevor's Licensa :-n‘;-d ‘3{

replace driver’s licenses and/or Non-driver Identlﬁcatmn Cards.

1.

0~

10.
1.

Strictly follows Computer Security protocols and guidelines related to
equipment access.

Renews driver licenses/identification cards.

Replaces driver licenses/identification cards

Responds t¢ customer questions.

Assists in sclving problems related ¢ driver licenses/identifization cards;
refers to other offices or organizations as necessary.

Contacts the Alabama Law [Enforcement and Federal agencies as
appropriate regarding diiver licensing issues.

Verifies accuracy of information contained on driver licenses.

Updates information contained on driver licenses and Voter information as
required.

Uses camera and equipment to take photographs.

Determines types of license and status.

Accomplishes daily and monthly reports on renewal and replacement of

driver licenses.
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ESSENTIAL FUNCTION: Conservaiion and Soat Licenses, Produces reports and
completes all actions to reconcile funds, reports and receipts.

1. Inputs information into {he compier programs to enable correct
disbursement of funds,

‘. Verifies and reconciles bozt-raiatzd funds/credits, receipts, and reports fo
ensure accuracy

: ? Separates and forwards aesipie with reports to meet state requirements.

4. Maintains documentatior: (h2id copy or electronic as applicable) for audits.

ESSENTIAL FUNCTION: Elections. Perorm:s Eleciion duties and assists the
Judge of Probate in managing all alections held in the County that fall within the

purview of the Probate office,

1 Assists and supports the Judge of Probate in election functions and
cycles.

2. Loads, updates, and maisilains thie Elections Database with current
Election and Polling Officials’ information.

3. Establishes, maintains, traciks el:ction calendars to ensure all

responsibilities of the Probate Cffices are accomplished in a responsible
and timely manner.
4. Assists Judge of Probate wiik; estabiished election processes in
accordance with the Code of Alabama, Federal and State Election
Guideiines.
ldentifies and notifies potential woli workers of selection, job requirements,
scheduizs, and locations of facilities.
Assists with election schouwi; verifies attendance.
Processes pay vouchers for appointed polling officials.
Works to verify election resuits.
Secures documents: maintains files, and stores required historical
documentsf/files as required by state and federal code, regulations, and
guidelines.
10.  Acts as Judge of Probate’s representative on appointing and/or
canvassing boards, teams as required by law or the Probate Judge.

o

OO~

ESSENTIAL FUNCTION: Customer Service. Provides services to customers,
represents the Probate Offices and Coosa County in a positive manner.

1 Professionally greets customers entering the Probate Offices.

2. Provides excellent customer service by responding to questions and
comments; providing accurate information: referring customers to other
individuals or offices as necessary

3. Answers multi-line phones.

4, Searches for information at the request of customers; makes copies of

documents to provide to customers.
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Responds to customer requests and questions promptiy either in person,

via telephone or electronic mail.
Files and stores documents accordiiig to established processes.

Notarizes documearnits and records.

ESSENTIAL FUNCTION: Depariment Operations. Performs tasks to support the
functions of the Probate QOffices.

1.
2
3

& o
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Fills in for licensing clerks as needed.

Maintains current infermation, insurance, and knowledge of licensing laws.
Attends classes and courses.

Orders, stores, maintains all office supply tems o support cffice functions.
identifies compuiter probiems, contacts service professionals for computer
repairs as raquired.

Assists with ensuring all Department of Revenue Accounting Guidelines
and Minimum Accounting Requirements are met.

in the absence of the Chief Clerk, initially assigns case numbers, dockets
and records court cases, calculates and collects fees for emergency
and/or time sensitive cases and other probate related functions as
directed by the Judge of Probate.

Qe*pmfihlo for maintaining safe, clean and nm’ani7ed work area.

Follows general office gately proceduces and other safety procedures
aopiigabie o uperations,

Fespongilie for ceveloping and maintainieg ofiice guides and orocedurss

rrjllthNIJ t\! G f ( t v
Pedoras other guties as assigned Ly the Judye of Frekale.

Knowledae, Skills and Abilitias
(* Can be acquired on the job)

*Thorough knowledge of County and Probate Offices’ rules, requlations,
policies, pracedures, and guidelines.

*Thorough knowledge and understanding of the roles and functions and of
the County Prohate, Recording, and Licensing Offices.

*Knowledge and understanding of state, county, and federal statutes and
laws affecting probate and licensing piocesses and associated functions.
Must have an eye for detail and the ability to minimize errors in work
functions and all documents produced in the Probate Offices.

Computer skills to effectively use office management, word-processing,
spreadsheet, and database programs to create documents, manage
funds, etc. for effective office operations.

Reading skills to read, understand, and explain State acts, federal laws,
and guidelines, operator manuals, directives, procedures and instructions.
Verbal skills to communicate effectively with supervisors, co-workers and

general public.
Writing skills to clearly and neatly complete routine forms and records.

o
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9. *Skills to accurately project budgets ang reconcile accounts.

10.  Skills to count, raconcile, and verify monies, accounts, daily re-caps and
monthly bank and cashibook reconiciliations.

11, Skills to utilize a fu'f arra ¢ Office equipment including computers. multi-
line phones, printets, aii fax macnnes.

12. Ability to effectively fnanage fime, funds, and personne!.

13. Ability to check for and resolve computer functioning problem:s.

4. Ability to lift and carry moderately heavy items and boxes.

15.  Ability to work accurately with attention to detail, in an
environment with frequent interruptions.

16.  Ability to direct the work of others and ensure projects and duties are
accurately completed within aesignated and required time frames.

17. Ability to assist with the management of a professional office and prioritize

work projects for self and other employees.

Minimum Qualification 5

S U Y]

1. Possess a high school dipiema or GED.
2, Completion of college-level courses in office management is preferred.
3. Three years of work experience in office setting is preferred: or any

combination of education training and experience that demonstrates the
above listed knowledge, ciills ape abilities tommensurate with the
‘equirasments of this job.
4 Ability 1o become a Notary Public within a designated period of time,
Possese a current and vaiid driver's license and ability to drive.
Ability & attend courses and understand materials to complete required
training or certifications; instruct oiher office personnel: overnight travel.
Ability to pass a pre-employment background check.
8. Ability to work “on call” and during extended and non-traditional hours.
thsic\g!pemaa@
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The work requires some physical exertion such as long periods of standing; walking
over rough, uneven, or rocky surfaces; recurring bending, crouching, stooping,
stretching, reaching or similar activities; recurring lifting moderately heavy items such as
record boxes. The work may require specific, byt common, physical characteristics and
abilities such as above-average agility and dexterity.

Work Environment

The work environment involves everyday risks or discomforts which require normal
safety precautions typical of such places as offices, meeting and training rooms,
libraries, and residences or commercial vehicles, e g., use of safe work practices with
office equipment, avoidance of trips and falls, observance of fire regulations and {raffic
signals, etc. The work area is adequately lighted, heated and ventilated.
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COQSA COUNTY
JOB DESCRIPTION

Job Title: License Office Administrator
Department: Judge of Probate Office/Coosa County One-Stop License Office
FLSA: Grads:

Job Description Preparsd: March 2019

Note: Statements included in this description are iniended to reflect in generai the
duties and responsibilities of this job and are not to be interpreted as being all-
inclusive. The employee may be assigned other duties that are not specifically

included.
Relationships
Reports to: Probatz Judge and Chief Clark
Subordinate Stafr: Al Licensing Office Parenane!

Other Internal Contacts: Revenue Commissioner’s Office: Board of Registrars;
Sheriff's Office, Circuit Clerk's Office, Emergency
Management Officials, £-9-1-1 Office, County Commission

Office,

External Contacts: General Public; Alabama Departments of Motor Vehicles,
Revenug, Conservation, Health, Archives: U.S. and Alabama
Eiected representatives; Alabama Marine Police; internal
Revenue Service, Alabama Law Enforcement Agency
(ALEA); Alabama Forestry Commission, Alabama
Association of Rescue Squads; Computer/iT Consultants:
State Comptroller; In and Out of State Auto Dealers:
Banking/Financial Institutions; Attorneys; and any visitors to
the Probate and Licensing offices.
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0% Summary

Under the supervision of the Probate Judge 2nd generai supeivision of the Chief Clerk,
the employee provides ieade shi and supenvision for i.icensing Office personnel and
strictly adheres to and enforces siaridar.'s of conduct and professionalism as identified
in State and Judicial ethics guidetines and as established by the Judge of Probate.
Employee supervises licensing office staf, performs financial and beokkeeping duties
related to the licensing office to include accuraiely tracking funds in accordance with the
Code of Alabama and other governing documents and guidelines, and ensures that the
office runs effectively and efficientiy. Zmployae performs Records/Documents filing and
retention in accordance with the Coce of Alabama, Depariments of Archives, Revenue,
and Alabama Law Enforcement Agericy.  Employee maintains a thorough working
knowledge of all aspects of the Licensing Ofiice. Employee is responsible for ensuring
all Department of Revenue Accounting  Guidelines  and Minimum Accounting
Requirements as they relate to the Licensing Office are met.

Essential Functions
ESSENTIAL FUNCTIONS: The foilowing list was developed through a job analysis;
however, it is not exhaustive and other dufies may be required and assigned. A person
with a disatility ‘which is covered Ly the ADA must be able to perform the essential
furictions of e job unaided or with the assistance of a reasonable accommodation.
The list of esseriial functions is to be used as a starting point to determine essential
wunctions for a specific position at a speciic iocation at a specific time.

ESSENTIAL FUNCTION: Supervision and Management. Employee supervises
subordinate employees and perforns management responsibilities for the
effective and efficient operation ! the Licensing Office. Employee ensures
proper controls and security of ticensing inventories (tags, paper, forms).
Licensing Office computers and controls

Employee ensures security of the L
access to the area where controlied items ara stored. Employee coordinates with

the Chief Clerk to schedule, employees time off to ensure adequate office
coverage.

B 5 Supervises all License Office personnel, including delegation of job

functions, time, attendance and scheduling.

2. Performs job evaluations.

£ Assigns tasks to employzes.

4 Employee interviews, independently or with Probate Judge and Chief Clerk
as appropriate, potential new employees and works with the Judge of
Probate and Chief Clerk o hire new licensing office employees.

B Manages daily operations of the License Office to ensure timely completion
of tasks, assignments, and all office-related functions

6. Promptly responds fo questions and solves problems related to office

functions and subordinaie workers,

]



- 2076

0

10.
11.

1.

22,

23.

24,

25.

26.

27.

28.

Trains and assisis License Cisrks in the issuance of all fypes of licenses,
tags, and titles issued in the licensing office.
Ensures stat compliance with state and locally established policies,

procedures. ang guidelines.
Emplovee acconipliches perscianai pedormance appraisals on subordinate

employees.
indoctrinates and trains new employees.

Trains employees for cross-utilization between the offices when necessary
to ensure adequate custiomer support and coverage.

Corrects performance; consuits with the Judge of Probate and Chief Clerk
as necessary.

Communicates with and accurately conveays information with and among
the Judge and empioyeaas.
Ensures strict compliznce with Depaitraent of Revenue Minimum
Accounting Reguirements.

Manages all funds processes related to the Licensing Office.

Creates, updates, and builds continuity books, help sheets, and guidelines
for most functions of the job as directed by the Judge of Probate.

Uses technology to provide for better tracking of suspenses and tasks,
effectiveness, and efficiency of the Licensing Office.

Helps develop computer security procedures, erforces and monitors
Lomputsr sacudly and technciogy drotection puiicies and piocaduras.
Submits supply ragussts o Racoiding Glerk,

Ensures thel computersiana office equipmant aie functicnal; contacis

YETIADIS, ,
Altenis meelings, training sessions, conferences, and community-retated
functions to represent the Probate and Licensing Offices as directed by the
Judge of Probate.

Works with the Chief Clerk and Recording Clerk to establish and maintain
Licensing Office Files Plans and office guidance; to ensure compliance with
Department of Archives, other state and federal codes and guidelines.
Complies with Probate and Licensing Office guidelines, policies and
procedures, standards of conduct, and county and office safety policies.
Responsible for ensuring safe office operating practices are adhered to;
correcting safety deficiencies, briefing subordinates regarding safety
policies and practices, reporting unsafe building/facility conditions to the
Judge of Probate and the County Commission.

Responsible for maintaining safe, clean and organized work area and
enforcing same on subordinates.

Keeps Probate Judge informed on operations and important/major issues
pertinent to office operations.

Employee always strives for process improvement through use of
technology and sound leadership and management concepts and
principles.

Performs other duties as requested by the Judge of Probate.
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ESSENTIAL FUNCTION: Audit an.< Finence. Accurately manages fiscal matters
for the Licensing Office in accord ee with all Department of Revenue, State

pot
Comptrolier, Probate Office Palicics. Procedures and Guidelines. Prepares for
and participates in audits by previding documsnis and answering questions.
Ensures the transactions and e fundsieredits match daily and monthly reports

X

as applicable.

1. Ensures accuracy in aff Ginarcis matters.
2. Collects/verifies funds 211 receipts,
3 Verifies accuracy of ali vahicle tag, boat, business license, conservation

and any other transacior:s.

4. Audits transactions from the day and ensures tag numbers line up and
proper amount of money was coilected.
8. Recaps the transactions from the day and ensures money in drawer

matches transactions and Ieceipts,
Watches/Verifies end-ci-day countdown of clerks’ cash drawers.

6.

7. Ensures Daily Recap is accomplished in strict accordance with the
Department of Revenie hinimum Accounting Requirements and the
Coosa County Judge of Probate Policies and Procedures guidelines.

8. Makes deposits as requester.,

9. Ensures accuracy and proeer coding of all transactions.

10 Verifies/certifies suborainzta’s roposed void transactions prior to allowing
the {ransaction, properly do: uments/annotates the action.

11, In the absence of the Chiaf Clerk and Recording Clerk, ensures funds are
secured in the vault ai tha ¢nd of the day or when a bank deposit cannot
93 mada.

12, ldeniifies and corrects discrepancies, takes immediate action as
appropriate in an attempt {6 prevent future discrepancies.
13. Maintains electronic (a1id paper when required) files, records, and copies.
.14, Works with the Chief Cisrk and/or Recording Clerk to correct
discrepancies and takes actions io prevent future discrepancies.

ESSENTIAL FUNCTION: Titles, Automotive, Business, and Mobile Home
Licenses. Employee verifies accuracy of documents presented to obtain Tags,
Titles, and Licenses. Employee verifies that all required documentation in
accordance with Federal and Alabama code, Department of Motor Vehicles,
Department of Revenue are properly presented and stores documentation as
required. Employee ensures requests for new tags, titles, licenses or renewals
are fulfilled and processed correctly, timely and proper types of tags, and/or

licenses are issued as applicable.

1 Issues all instruments pertaining to vehicle registration and tag renewal,
title application, business licenses, mobile home licenses and collects 3l

associated fees/taxes.
2. Verifies mandatory liability insurance reinstatement documents are proper,

current, and correct.
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Orders persunalized tags; maintains online orders of personalized tags.

3.

4, Processes mandatory liability insurance reinstatement and collects
associated feas,

5. Determines ihe eppiopriate transfer of current and expired Alabama
license tags.

6. Processes new business license and calculates fees for business
licenses.

7. Ensures vehicle and mobile home titles are processed correctly.

8. Processes mabile home titles, refers customers to Revenue conmissicner
for collection of sales taxes, files documentation from Revenue
Comimissioner veriiving sales tax was paid

9. Ensures security of contralied tags, paner, forms and decals

10.  Maintains and controts Handicap/Diszahiity records/placardsftags; issuas

placards/tags.

1. Calculates purchase price of vehicles for determining the proper collection
of use tax from licensed dealer sales.

12. Calculates purchase price of a vehicle for the determining proper
collection of casual sales tax.

13. Ensures proper security of all controlled inventory and assets.

14.  Produces reports of transactions as applicable.

EZEENTIAL FUNCTION: Concesvation and Boatiiconses, Zmpioyes recaives
applications for and issues burting, frahing, and boating licenses., Empioyee

verifies acocuracy of Conumeats wresented and o ohtain Losnses, Yraployes A
vetities accurasy of documents prasentad (o ohiain apeliczble licenses.

Eraployes varifies that all raquired documantation in accordance with Federal and

Alabama code, Department of Ceonservation, Department of Fish and Game, and
Department of Revenue are properly presented and stores documentation as

required. Employee ensures requests for licenses or renewals are fulfilied and

processed correctly, timely and proper types of tags, and/or licenses are issued
as applicable.

1. repares and sells boat registration/renswalllicense.

Z Reviews documents to ensure proper feas/iaxes are collected.

3. Renews “AL” numbers and issues new decals for previous customers with
boats.

4, Enters data into the computer system regarding boat purchases and
licenses.

5. Provides receipts, registration/license, and boat decals to applicants.

6. Ensures customers receive proper Department of Conservation and
Department of Fish and Game license.

T Collects fees: issues receipts.

8. Reconciles and balances monies with receipts.

9. Uses the computer to generate reports on a daily and monthly basis.

10.  Corrects and updates data in the computer system.

11. Ensures accuracy in the recording of data and information.
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ESSENTIAL FUNCTION: Speciz!  Records. Employee maintains/archives
supporting documents (hard capy o elsctronic as appropriate) tor all special
licenses, decals, placards for Aepavimart of <evenue, Department of Motor

]

Vehicles, Department of Conzoivation, Auditors andfor other agencies as
required,.

1. Reviews/verifies Sociz| Secuity Administration documentation for accuracy
and completeness for Nisabied fishing License before issuing license; files
documentation as requirad.

2, Reviews/verifies Vetersris Adrninistration documentation to ensure
eligibility for Military Aporociatior: Disabled License before issuing license;
files documentation as required.

. Reviews/verifies schout documentis, another state’s documents, student
identification, and/or oiner documentation for accuracy and completeness
for Student Corservation Licanse before issuing license: files
documentation as requirsd,

4, Reviews/verifies, birth certificates, Social Security Administration Account

card, parent’s proof of residency, parent’s driver license accuracy and

completeness for Lifetims Conservation License for individuals under the
age of 16 years before issuing license; files documentation as required.

Revisws/verifies physician's dncumentation to ensure applicant’s eligibility

for Handicap Placard and/or Lissbled License Plate hefore issuing the

placard and/or license plate: files documentation as required.

On

ESSENTIAL FUNCTION: Customer Jervice. Frovides direct customer service in a
prompt, positive and professiona' inanier,

1. Professionally greets customers of the Licensing and Probate offices.
2 Provides excellent customer service by responding to questions and
comments; providing accurate information; referring customers to other

individuals or offices as necessary.

3. Responds to customer requests and questions promptly either in person,
via telephone or electronic mail.
+ 4, Considers and solves problems.
5. Answers multiline phones; transfers calls.
6. Accepts payments; issues receipts; makes copies.
r. Obtains and maintains kriowledge of all functions of the Licensing Office in

order to create and assist clerks in the development of guidelines,
standards as needed.



§a18

ESSENTIAL FUNCTION: Inventory. Enypioyec
and ensures motor vebi

maintains office and tag inventory
cle displays and inventory match current state designs

and requirements.

1. Orders licensing supplies froni the Siate
2. Receipts for licensing supplies when received in accordance with

Department of Revenue and other state directives/guideiines.

Ensures boating decal inventory is correct and properly secured.

Receives inventory from state.

Ensures all packaging is correct, hox numbers are correct and properly

accounted, and inveniory is accurate.

6. If discrepancies exist between the order and deliver
coordinates with applicable state agencies to resolve issues.

&0 bW

y, immediately

7. Updates inventory in computers (staie and office calabases) as applicable
and properly organizes and secures inventory.

8. Boxes outdated/rescinded license plates, places in secure storage,
updates Database, and maintains items for audit purposes.

9. Maintains inventory of all general office supplies and equipment related to

the licensing office.
10.  Ensures license plate displays match the current license plates availabie

and in inventory
14, Easures jimitad accens arza ard sirici

controlied licensing invantc A products

secunty/accountabiiity for all

EESENTIAL FUNCTION: Denartwient Operations, Performe tagks o support the

func

-
t.ong of the Probats OHices

1. Employee drafts letters and other documents and performs other clerical
duties as directed by the Judge of Probate.

2. Employee sets a professional example for other employees to follow,

conducts all affairs of the office in a courteous and professional manner, and

provides positive customer service to all.
3. Employee follows and enforces general office safety procedures and other

safety procedures applicable to operations.
4. Employee must have an eye for detail and the ability to minimize errors in

work functions and all documents produced,
5. Performs other duties as assigned by the Judge of Probate.

Knowledge, Skills and Abilities
(* Can be acquired on the job)

1. *Knowledge of County rules, regulations, policies and procedures.

2. *Knowledge of County road and bridge systems.

3. *Knowledge of Alabama state laws pertaining to licensing, registration,
and titling.

4. *Knowledge of County tax districts.
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5. *Knowledge of Soldiurs ard Sailors Civil Relief Act as it applies to Office
operations.

6. *Knewledge of basic rnigration laws as the ¥ apply to Office operations.

7. *Knowledge of the Mandetory Lizbilty Insurance law as it applies to Office
operations.

8. Knowledge of genera! ¢ifice piocedures and filing systems.

9 Knowledge of basic bockkesping/accounting procedures.

16.  Knowledge of safety ulas including accident causation and prevention.

1. Reading skiils to comprenend  laws,  directives, procedures and
instructions.

12.  Verbal skills to communicate effectively with supervisor, co-workers, and

~ public in person or ovar the ielephone.

13, Writing skills to clearly and neatly complete routine forms records, and
notes using correct English, graminar, punctuation, and spelling.

14. Math skilis to perform basic accounting calculations and collect taxes.

15.  Bookkeeping skills to handie multiple accounts.

16.  *Ability to supervise others and provide clear instructions.

17.  Ability to efficiently organize and manage daily office operations.

18.  Ability to operate standard office equipment (computers, fax machines,
copiers, etc.).

15, Ability to use computers and office produictivity software (spreadsheets,
woid processing, etc.).

20,  Ability to efiectively maneago time, funds, and personnel to obtain

maximum productivity zne! operations.

i Ability to keep records and make accurate reports.,

22.  Abiiity to handle monev, chacks, and credit card receipts.

23.  Ability to use a muitilinz felephone

24, Ability to explain laws and rules to customers.

25.  Ability to deal with all contacts in a courteous and patient manner.

26.  Ability to work under stiessful and time constraint situations.

27.  Ability to develop and accomglish goals and objectives as needed to
accomplish work assignments,

28.  Ability to work independently with a minimum of supervision.

29.  Ability to readily learn new processes and procedures.

30.  Ability multi-task: organize and prioritize responsibilities.

31.  Ability to drive.
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Minimum Clualifications

Possess & high sahiool diploms or GED.

i

2. Some coliege edioztion prefe ed

A Two years of work experierice as 2 ciarl ; Or any combination of education,
training and experience that demonstrates the above listed Knowledge,
skills and abilities commensurate with the requirements of this job.

4, Possess a current, valid driver's license.

5. Ability to be bended.

6. Ability to become a notary.

7. Ability to attend continuing education: colrses.

8. Ability to maintain County insurability.

Physical Demands

The work requires some physical exertion such as long periods of standing; walking
over rough, uneven, or rocky surfaces; recurring bending, crouching, stooping,
stretching, reaching or similar activities; recurring lifting moderately heavy items such as
record boxes. The work may require specific, but common, physical characteristics and

abilities such as above-average agility and dexterity

Nork Snvironment

he work environment involvas evervoay risks o discomiorts which raquice nerzl
safely precautions typical of such piaces ag offices, meeting and training rooms,
libraries, and residences or commercial vehicles, e.g., use of safe work practices with
office equipment, avoidance of trips and falis, observance of fire regulations and traffic

signals, etc. The work area is adequately lighted, heated and ventilated.
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COOEM COUNTY

JOR DESCRIPTION

Job Title: License Office Admirusirater Assistant Clerk
Department: Judge of Probate OifieaiCoosg County One. Stop License Office
FLSA: Grade.

Job Description Prepared: March 2Gig

Note: Statemenis included in this descrigtion are intended to reflect in general the
duties and responsioilities of this, j<h and are not to be interpreted as being all-
inclusive. The employee may Se assigned other duties that are not specifically

included.

Redstioishing

iReports to: Licensing Adminiziator and Chief Clerk

Subordinate Staff: None

Other Intarna] Contacts:  Revenue Commissioner's Office; Board of Registrars:
Sheriff's Offizg, Circuit Clerk’s Office, Emergency
Management Officials, £.9-1-1 Office, County Commission
Office.

External Contacts: General Public; Alabama Departments of Motor Vehicles,
Revenue, Conservaticn, Health, Archives: U.S. and Alabama
Elected ‘epresentatives; Alabsma Marine Police; internat
Revenue Service, Alabama Law Enforcement Agency

State Comptrolier: In ang Qut of State Auto Dealers:
Banking/Financial Institutions: Attorneys: and any visitors to
the Probate and i icensing offices.

[
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Job

%I—

3:“ immary

Unoer the direct supervision of the i icense Office Administrator and general supervision
f the Chief Clerk, the empioyez efiictly adheres to standards of conduct and
professionaiism as identified in State and Judicial ethics guidelines and as established
by the Judge of Probate. In the absence of the License Office Administrator, employee
works with the Chief Clerk to perform financial and bookkeeping duties related to the
licensing office to include accurately tracking funds in accordance with the Code of
Alabama and other governing documents and guidelines, and to ensure the office runs
effectively and efficiently. Cinoloyee assist License Office Adminisirator in performing
Records/Documents filing and retention in accordance with the Code of Alabama,
Departments of Archives, Revenus, and Alabama Law Enforcement Agency. Employee
maintains a thorough working knowledge of ail aspects of the Licensing Office. In the
absence of the Licanse Office Administrator and in concert with the Chief Cierk,
employee is responsibie for ensuring all Department of Revenue Accounting Guidelines
and Minimum Accourting Requirements as they relate to the Licensing Office are met.

Essential Functions

FSSENT!AL FUNCTIONS: The following list was developed through a job analysis;

rowever, ¥ s not exhaustive and ciner dnties msy e reutired L.-!;:_" m's.”:npd A person
Wit 2 (," -.~hiu4 which o coversd by tha ADA nuist be shie fo serform the essential
funstions of the b lh'ugj Svowith the assisfance O 4 reasc aoconodalion.

v. &
The list o% assantial ffun,nf iz ty be used as a sioring point fo determine essential
Ve SDRCHIC e

IR T £}
L C‘Fk}n% D 26 5?!*., )(J"a TGN & 2.8 e ;Ifi; L8 He :( A
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ESSENTIAL FUNCTION: Audit and Finance. Foliows Department of Revenue,
State Comptroller, Probate Office Policies, Procedures and Guidelines as related
to financial responsibilities. Assists with preparation for and participates in
audits by providing documents and answering questions. Ensures the
transactions and the funds/credits match daily recap sheets and monthly reports

as applicable.

Ensures accuracy in all financial matters.

1.
2. Collects/verifies funds and receipts.
2 Ensures accuracy of funds collected for 2!l vehicle, boat, business license,

mobile home, and conservation licenses and other Licensing Office

transactions.
4, Orders personalized tags; maintains online orders of personalized tags.
5. Recaps the transactions from the day and ensures funds in drawer

matches transactions and receipts.
Verifies end-of-day cash drawers and reports match.

8.

8 Accomplishes Daily Recap in strict accordance with the Department of
Revenue Minimum Accounting Requirements and the Coosa County
Judge of Probate Policies and Procedures guidelines.

8. Makes deposits as requested.
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9. Ensures accuracy anc ploner eading of all transactions,

10.  Identifies and corrects discrensncias, takes immediate action as
appropriate in an atteript lo prevent future discrepanciss.

11.  Requests SUperviser o vafy/oartify Propesed void transactions prior te
completing the “Void” transaction, properly documents/annotates the
action appropriately,

12. Maintains electronic (and paper wien required) files, records, and cepies.

13.  Works with the Licensing Adniinistrator or Chief Clerk to correct
discrepancies and takes acticns to prevent future discrepanciss.

in_the absence of the License Offize Administrator: Works with the Chief
Clerk to accurately manage fiscal matters for the Licensing Office in
accordance with alj Departien{ of Revenue, State Comptroller, Probate
Office Policies, Procedures and Guidelines. Prepares for and participates
in audits by providing docuiments and answering questions. Ensures the
transactions and the fundsiciedits match daily and monthly reports as

applicable.

14, Verifies/certifies preposed void fransactions prior to allowing the
transaction, properly docuiments/anniotates the action.

15.  Ensures funds are secured in the vault at the end of the day or when a
baink deposit cannot be made,

18 !dentifies discrepancies, informs Supervisors, and takes immediate action

28 apprmpriate in an attempi to prevent future discrepancies.

17, Maintains electronic (and paper when ‘equired) files, records, and copies.

18.  Works with tha Chief Clerk ¢ Probate Judge to correct discrepancies, and
takes actions to prevent future discrepancies,

19.  Assists with managing all fiinds processes related to the Licensing Office.

20.  Verifies/certifies subordinaie’s proposed void transactions prior to allowing
the transaction, properly documents/annotates the action.

ESSENTIAL FUNCTION: Titles, Automotive, Business, and Mobile Home
Licenses. Employee verifies accuracy of documents presented to obtain Tags,
Titles, and Licenses. Employee verifies that all required documentation in
accordance with Federal and Alabama code, Department of Motor Vehicles,
Department of Revenue are Properly presented and stores documentation as
required, Employee ensures requests for new tags, titles, licenses or renewals
are fulfilled and processed correctly, time!y and pProper types of tegs, and/or

licenses are issued as applicable.

1 Issues all instruments pertaining to vehicle registration and tag renewal,
title application, business licenses, mobile home licenses and collects all

associated fees/taxes.

2. Verifies mandatory liability insurance reinstatement documents are proper,
current, and correct.
3 Orders personalized tags; maintains online orders of personalized tags.

3
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4, Processes mandatory liability insurance reinstatement and collects
associatzd fees.

5. Determiries the eopropriate fransfar of current and expired Aiabama
license f:gs.

6. Processes new business license and calculates fees for business
licenses.

7. Ensures vehicle and mobile home titles are processed correctiy.

8 Processes mobile home titles, refers customers to Revenue commissioner

for collection of sales taxes, files documentation from Revenue
Commissioner verifying saies tax was paid.

S. Ensures security of controlled tags, paper, forms and decals.

10.  Maintains and controls Handicap/Disability records/placards/tags; issues
placards/tags.

1. Calculates purchese price of vehicies for determining the proper collection
of use tax from licensed dealer sales.

12, Calculates purchase price cf a vehicle for the determining proper
collection of casual sales tax.

13.  Ensures proper security of all controiled inventory and assets.

14.  Produces reports of transactions as applicable.

ESSENTIAL FURNCTION: Gonservalion and Boat Licenses. Employee receives
apphications for and issuwes hunting, fishing, ann beating licenses. Emiloyes
veriiiss accuracy of dosumemts prosenfed and fo obtam lizsenseas. Employae
verifias acowacy of documents ivezented to obtainapplicadis licensas

Emplayes vavifiss that all required documontation in accordence with Federal and
Alabama code, Department of Conservation, Department of Fish and Game, and
Department of Revenue are properly presented and stores documentation as
required. Employee ensures requests for licenses or renewals are fulfilled and

processed correctly, timely and proper types of tags, and/or licenses are issued
as applicable.

Prepares and sells boat registration/renewal/license.

1
2, Reviews documents to ensure proper fees/taxes are collected.
3 Renews “AL" numbers and issues new decals for previous customers with

' boats.

4. Enters data into the computer system regarding boat purchases and
licenses.

o Provides receipts, registration/license, and boat decals to applicants.

6. Ensures customers receive proper Department of Conservation and
Department of Fish and Game license.

7. Collects fees; issues receipts.

8. Reconciles and balances monies with receipts.

9. Uses the computer to generate reports on a daily and monthly basis.

10.  Corrects and updates data in the computer system.

11.  Ensures accuracy in the recording of data and information.

HS
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ESSENTIAL FUNCTION: Specis! Receords, Emgioyse maintains/archives
Supporting documents (hard copy »r Qactronic as dppropriate) for all special
licenses, decals, piacards for Dupsrtinens of Revernue, Department of Motor
Vehicles, Department of Conservatior, Auditors  andfor other agencies as

required,

1 Reviews/verifies Social Security Administration documentation for accuracy
and compieteness for [ isabied | ishing License before issuing license: files
documentation as requirzd.

2. Reviews/verifies Veteraiis Administration documentation to ensurn
eligibility for Military Appraciation Disabled License before iISsuing license;
files documentation as required.

<] Reviews/verifies school docuimients, another state’s documents, student
identiﬁcation, and/or other documentation for accuracy and completeness
for Student Conservation Licansa hetore issuing license: files
documentation as required.

4, Reviews/verifies, birth cerlificatas, Social Security Administration Account
card, parent's proof of residesicy, parent's driver license accuracy and
comipleteness for Lifetime Sonse rvation License for individuals under the
age of 16 years before issting ficense: files documentation as required.

5. Reviews/verifies physician’s documentation to ensure applicant's eligibility
for Handicap Placard and/cr Disabied License Plate before issuing the
placard and/or license plata: filag documentation as required.

ESSENTIALF UNCT.ON: Customer Service, Provides direct customer service ina
prompt, positive andg professionai mariner,

1. Professionaiiy greets customers, of the Licensing Office.

2. Provides excellent customer service by responding to questions and
comments; providing accurate irformation; referring customers to other
individuals or offices as necessary.

3. Responds to Customer requests and questions promptly either in person,
via telephone or electronic mai.

4, Considers and solves problems.

5. Answers multiline phones; transfers calis.

6

7

Accepts Payments; issues receipts; makes copies.
Obtains and maintains knowledge of a| functions of the Licensing Office in
order to create and assist ciarks in the development of guidelines,
standards as needed.

ESSENTIAL FUNCTION: Inventory. Employee maintains office and tag inventory
and ensures motor vehicle displays and inventory match current state designs

1. Assists Licensing Administrator with licensing orders and supplies.
2. Helps ensure boating decal inventory is correct and properly secured.
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o

Helps ensure ali packaging is correct, box numbers are correct and
properly ancounied, and invertory is accurate.

If discrepzncies are discover:d, immediately brings to the attention of the
Licensing £.Gimintairator or sUpsivisor,

Assists with boxing, securing, and storing outdated/rescinded license
plates for audit purposes.

lHelps ensure limited access to area and security of controlied licensing
inventory/producis and general office products.

In_ the Absence of the License Administrator:

7
8.

9.

10.
1

16.

17.

o Of

Orders licensing supphes rom tne Gtate.

Receipts for licensing supnlies when received in accordance with
Department of Ravenue and other siate girectives/guidelines.

Ensures boating decal inventory is correct and properly secured.
Receives inventory from state.

Ensures all packaging is correct, box numbers are correct and properiy
accounted, and inventory is accurate.

if discrepancies exist between the order and delivery, immediately
coordinates with applicable state agencies to resolve issues.

Updates inventory in cormmmitars (state and office datzlhases) as epplicable
2nd propedly orgenizes and SSCURES INVeniolv.

Boxzs outdatedirascindediicensepiaics, viaces 0 saci g storage,
updates Databasze, and imamians tens for audit puiposes.

Mazintainz inventory of all general office supnlies and cquiprneni related 1o
the licensing office.

Ensures license plate displays match the current license plates available
and in inventory.

Ensures limited access to area and strict security/accountability for all

controlled licensing inventory/products.

ESSENTIAL FUNCTION: Department Operations. Performs tasks to support the
functions of the Probate Offices.

—

NGO

Maintains a clean, safe and organized work area.

Complies with computer security guidelines.

Complies with Probate and Licensing Office guidelines, policies and
procedures, standards of conduct, and county and office safety policies.
Assist with creating, updating, and building continuity books, help sheets,
and guidelines for Licensing Office functions as directed by the License
Office Administrator and Judge of Probate

Maintains filling systems.

Sends faxes.

Provides notary service.

Receives and processes mail.

Processes mail outs.

o



10.
11.
12.

ON -

el

14,

15.
16.
17.
18.
19.

20.
27
22
23.
24,
25.

26.
27,

28.
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Ensures mail is returned it thers are errors.
Performs other Clerical Jities as requirsd.,
Performs other duties a% 258igned by the Judge of
Office Administrator.

Probate or License

Knowledoe. Skilis 2nd A bilities
(* Can bz acquired an the job)

*Knowledge of County rules, ‘éguiations, policies and procedures.

*Knowledge of County road and bridge systems.
*Knowledge of Alabama state Jaws pertaining to licensing, registration,

and titling.
"Knowledge of County tax dictricts.
*Knowledge of Soldiers and Sailors Civil Relief Act as it applies to Office

Operations.
*Knowledge of basic immigration laws as they apply to Office Operations.
*Knowledge of the Mandatory i.fability Insurance law as it applies to Office
Ooperations.

Must have an eye for detail and the ability to minimize errors in work
functions and aj| docume:iis oroduced.

Knowledge of general office procedures and filing systems.

Knowiedge of basic bookkee.oan/escc.ounting procedures,

Kriowledge of safety rules including accident Causation and prevention.
Reading skills {o contorehend  jaws, directives, procedures and
instructions.

Verbal skills to communicate aifectively with supervisor, Co-workers, and
public in person or over the isiephone.

Writing skills to clearly andg neatly complete routine ferms records, and
notes using correct English, grammar, punctuation, and spelling.

Math skills to perform basic: accounting calculations angd collect taxes.
Bookkeeping skills to handie multiple accounts.

*Ability to Supervise others and provide clear instructions.

Ability to efficiently organize and manage da ily office operations.

Ability to Operate standard office equipment (computers, fax machines,

copiers, etc.).
Ability to use computers znd office productivity software (spreadsheets,

word processing, etc.).
Ability to keep records and make accurate reports.

Ability to handle money, checks, and credit card receipts.

Ability to use a multiline telephone.

Ability to explain laws and ruleg to customers.

Ability to deal with all contacts jn a courteous and patient manner.

Ability to work under stressful ang time constraint situations.

Ability to develop and accomplish goals ang objectives as needed to
accomplish work assignments.

Ability to work independenﬂy with & minimum of supervision.
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29.  Ability tc readily learn new processes and procedures.
30.  Ability mufti-task; organize and prioritize responsibilities.
31.  Ability to drive.

Minimum Qualifications

1. Possess a high school diploma or GED.

2. Some college education preferred.

3. Two years of work experience as a clerk; or any combination of education,
training and experience that demonstrates the above listed knowledge,
skills and abiiities commensurate with the requirements of this job.

4. Possess a current, valid driver's ficense.

5 Ability to be bonded.

6. Ability to become a notary.

7. Ability to attend continuing education courses.

8. Ability to maintain County insurability.

Physical Demands

The work reauires some physical exertion such as long periods of standing; walking
over rough, uneven, ur rocky surfaces. recuring beading, crouching, stooping,
stretching, reaching or similar sotvities; recurring liting moderately heavy iterns stich as
record boxes. The work may require specific, but common, physica! characteristics and
abilities such as ahove-average wgility and dexterity.

Work Environment

The work environment involves everyday risks or discomforts which require normal
safety precautions typical of such places as coffices, meeting and training rooms,
libraries, and residences or commercial vehicles, e.¢., use of safe work practices with
office equipment, avoidance of frips and falls, observance of fire regulations and traffic
signals, etc. The work area is adequately lighted, heated and ventilated.
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COGSA COUNTY
JOR DESCRIPTION

Job Title: Licensing Clerk
Department: Judge of Probats Office/Consa County One-Stop License Office
FLSA: VGrade:

Job Description Prepared: Maich 2019

Note: Statements included in this descripion are intended to reflect in general the
duties and responsibilities of this job znd are not to be interpreted as being all-
inclusive. The employee may o assigned other duties that are not specifically

included.
Relationships
Reports to: License Offive Admiristiator
Subordinate Staff: None

Other internal Contacts: Revenue Corriissioner's Office; Board of Registrars:
Sheriff's Offica. Circuit Clerk’s Office, Emergency
Managemerit Officials E-9-1-1 Office, County Commission

Office.

External Contacts: General Public; Alabama Departments of Motor Vehicles,
Revenue, Conservation, Health, Archives; U.S. and Alabama

Elected representaiives, Alabama Marine Police: Interna]

- Revenue Service, Alabama Law Enforcement Agency

(ALEA);  Aiabama Forestry Commission, Alabama

Association of Rescye Squads: Computer/IT Consultants:

State Comptraller; In angd Out of State Auto Dealers;

Banking/Financial institutions; visitors to the Probate and

Licensing offices.
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Job Summary

Under the direct supervision of !'ne License Office Administrator and general supervision
of the Probate Judge and Chief Clerk, the amnployee performs duties related to the
successful operation of fhe L\, ensing Office. The emplcyee strictly adheres to
standards of conduct and professionalism as identified in State and Judicial ethics
guidelines and as established by the Judge of Probate. The employee processes,
issues, and renews licenses for vehicles, boats, mobile homes, businesses, and
Department of Conservation. [‘mployee maintains a working knowledge of most
aspects of the Licensing Office. The employze handies mailouts and interacts with
customers. The employee prapares and issues receipts. The smpioyee balances cash
drawers and accomplishes daily recaps. £mployee performs Records/Dacuments filing
as applicable. Empioyee sets a r)rcféasmr.al exampie, conducts all affairs of the office
in @ courteous and professional manner, and pravides positive customer service to all.
The employee also assists with daily office operations and assists with maintaining the
inventories of the Licensing Office. Produces reperts of transactions as applicable.
Occasionally, the employee may be required to perform administrative functions in the

Probate and Recording office.

Essential Functions

ESSENTIAL FUNCTICNS: The foliowing st was devaloped fnicugh @ job analysis,
NaWeVEr, it 15 not & ‘rnm istive and other duties may be required and assioned. A parson
with & cisability which is covared by the ADA st be zble to perform the assentiz!

functions of ihe jub unaded ar with the assislance of & reasonabls *an*umtv"

The list of essential functions is to be used as a starting pornt to determme essentiai
functions for a specific position at a specific location at a specific time.

ESSENTIAL FUNCTION: Titles, Automotive, Business, and Mobile Home
Licenses. Employee verifies accuracy of documents presented to obtain Tags,
Titles, and Licenses. Employee verifies that all required documentation in
accordance with Federal and Alabama code, Department of Motor Vehicles, and
Department of Revenue are properly presentad and storesffiles documentation as
required. Employee ensures requests for new tags, titles, licanses or renewals
are fulfilled and processed correctly, timely and proper tyvpes of tags, andlor

licenses are issued as applicable.

b Issues all instruments pertaining to vehicle registration and tag renewal,
title application, business licenses, mobile home licenses and collects all

associated fees/laxes.

2. Verifies mandatory liability insurance reinstatement documents are proper,
current, and correct.

3. Processes mandatory liability insurance reinstatement and collects
associated fees.

4. Orders personalized tags; maintains online orders of personalized tags.



3385

5. Determines the appropriate tranister of current and axpired Alabama
license tags.
6. Processes new business license and calculates fees for business

licenses.

Ensures vehicle an¢ modile home titles are processed correctiy.

Processes mobile home tties, refers customers to Revenue commissioner

for collection of sales taxes, files documentation from Revenue

Commissioner verifying saius tax was paid.

9. Ensures security of controliad 2gs. paper, forms, and decals.

10.  Maintains Handicap/Disabsiii'y records/placards/tags: issues placards/tags.

11.  Calculates purchase prize of vehicles for determining the proper collection
of use tax from licensed dezier sales,

12.  Calculates purchase price of a vehicie for the determining proper
collection of casual sales tax,

13. Ensures proper security of all controlled inventory and assets.

14 Produces reports of transactions as applicable.

S

ESSENTIAL FUNCTION: Conservaticn and Boat Licenses. Employee receives
applications for and issues hunting, fisking, and boating licenses. Employee
verifies accuracy of documents presenied and to obtain licenses, Employee
verifies accuracy of documents presented to obtain applicable licenses,
Employee verifies that all required deoumentation in accordance with Federal and
Alabama code, Cepartment of Conservation, Department of Fish and Game, and
Department of Revenue ars properly presentad and stores documentation as
required. Employee ensures requests for ticenses or renewals are fulfilled and
processed correciiy, timely and Propei lypes of tags, and/or licenses are issued
as applicable.

1 Prepares and sells boat regstration/renewalllicense.

2, Reviews documents to ensure Proper fees/taxes are collected.

o Renews “AL” numbers and issues new decals for previous customers with
boats,

4. Enters data into the computer system regarding boat purchases and

licenses.

Provides receipts, registration/ﬁcense, and boat decals to applicants,

Ensures customers receive proper Qepartment of Conservation and

Department of Fish and Game license.

oo

7. Collects fees: writes receipts.

8. Reconciles and balances monies with receipts,

9. Uses the Ccomputer to generata reports on a daily and monthly basis.
10.  Corrects and updates data in the computer system.

11.  Ensures accuracy in the recording of data and information.
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ESSENTIAL FUNCTION: Special Racords. Employee maintains/archives
supporting documenis (hard copy ov electronic as appropriate) for all special
licenses, decals, placards for Depariment of Revenue, Department of Motor
Vehicles, Departmert 2f Lonservation, Auditors andf/or other agencies as

required.

1. Reviews/verifies Social Security Administration documentation for accuracy
and completeness for Disabled Fishing License before issuing license; files
documentation as required.

2 Reviews/verifies Veterans Administration documaentation to ensure
eligibility for Military Appreciation Disabled License before issuing license:;
files docurmentation as reauirad.

3. Reviews/verifies school documents, another siate's documenis, student
identification, and/or other docurmentation for accuracy and completeness
for Student Conservation Licensa before issuing license: files
documentation as required.

4. Reviews/verifies, birth certificates, Social Security Administration Account

card, parent's proof of residency, parent’s driver license accuracy and

completeness for Lifetime Conservation License for individuals under the
age of 16 years before issuing license; files documentation as required.

Reviews/verifies rhysiciar’s decumentation to ensure applicant's eligibility

for Handicap Piacard and/or Disabled License Plate before issuing the

placard anufor license plata; files documenralion as required.

&

o/
ESSEMNTIAL FUNCTION: CQusiomer Sernes. Frovides direct cusiomer service ina
prompt, positive, and professionst mareer.
1. Professionally greets customers of the Licensing Office.
2, Provides excellent customer service by responding to questions and
. comments; providing accurate information; referring customers to other
individuals or offices as necessary.
3. Responds to customer requests and questions promptly either in person,
via telephone or electronic mail.
4. Considers and solves problems.
8, Answers multiline phones; transfers calls
6. Accepts payments; issues receipts; makes copies.
7. Obtains and maintains knowledge of Licensing Office functions in order to
properly service customers.
o/
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ESSENTIAL FUNCTION: Audit and Fipnance. Follows Denartment of Revenue,
State Comptrolier, Probate Cffice Paiiclag, Procedures and CGuidelines as related

to financial responsibiiities. Assizis with pieparation for and participates in

audits by providing docurents zad answering  queastions. Ensures the
transactions and the fundsicredics mieteh daily recap sheets and monthly reports

as applicabile.

1L Ensures accuracy in ali financial matters.

2 Collects/verifies funds ane receipts.

3. Ensures accuracy of funds coliected for all vehicle, boat, business license,
mobile home, and conservation licenses and other Licensing Office
transactions.

4. Recaps the transactions from the day and ensures funds in drawer
matches transactions and receipts.

8, Verifies end-of-day cash drawers and reports match.

6. Accomplishes Daily Recap i strict accordance with the Department of

Revenue Minimum Accounling Requirements and the Coosa County

Judge of Probate Policies 2nd Frocedures guidelines.

Makes deposits as requestad,

Ensures accuracy and proper coding of all transactions.

Identifies and corrects discreparcies, takes immediate action as

gpuropniate in an aitempi o prevent future discrepancies.

10.  Requests supervisor to vz nfy/certify proposed void transactions prior to
completing the “Void” tranzzaction, properly documents/annotates the
action appropriately.

1. Maintains electronic (and paper when required) files, records, and copies.

12. Works with the Licensing Adrinistrator or Chief Clerk to correct
discrepancies and takes aclions to prevent future discrepancies.

L P =

match current state designs and requirements.

1. Assist Licensing Administrator with licensing orders and supplies.

2 Helps ensure boating decal inventory is correct and properly secured.

3. Helps ensure al! packaging is correct. box numbers are correct and
properly accounted, and inventory is accurate.

4. If discrepancies are discovered, immediately brings to the attention of the
Licensing Administrator or supervisor,

5, Assists with boxing, securing, and storing outdated/rescinded license
plates for audit purposes.

6. Helps ensure limited access tec area and security of controlled licensing

inventory/products and general office products.
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ESSENTIAL FUNCTION: General Office Responsibilities. The employee ensures
operations of the office are maintained.

SENPS
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10.
11.

12.
13.
14.
15.
16.
1.

18.
19.

Maintains a clean, safe and organized work area.
Complies with conmputer security guidelines.
Complies with Procbate and Licensing Office guidelines, policies and
procedures, standards of conduct, and county and coffice safety policies.
Maintains filling system.

Sends faxes.

Provides notary service.

Receives mail

Processes mail ouits.

Ensures mail is returned if there are erors.

Performs other duties as assigred by the Judge of Probate.

Knowledge, Skills and Abilities
(* Can be acquired on the job)

*Knowledge of County rules, regulations, policies and procedures.
“Knowledge of County road and bridge systems.

"Knowiadge of Alabama stale laws perlaining to licensing, registration.
and titiing :

*Knowiedge of County tax districts,

vl cieom ~F Qedelio e, o b L o T T T B T rer T N
Kiowiedge of Soldiers and Sailors Chil Ralief Aot as it applies teo Office

operatione,
*Kaowiedge of basic inmigration laws as thsy apply to Office cperations
*Knowiedge of the Mandatory Liability Insurance law as it applies to Office

operations.
Must have an eye for detail and the ability to minimize errors in work

functions and all documents produced.

*Knowledge of general office procedures and filing systems.
Knowledge of safety rules including accident causation and prevention.
Reading skills to comprehend laws, rlirectives, procedures and

instructicns.
Verbal skills to communicate effectively with supervisor, co-workers, and

the public in person or over the telephone.

Writing skills to clearly and neatly complete routine forms records, and
notes using correct English, grammar, punctuation, and spelling.

Math skills to perform basic accounting calculations and collect taxes.
Ability to efficiently organize and manage daily functions of the job.

Ability to operate standard office equipment (computers, fax machines,
copiers, etc.).

Ability to use/learn to use computers and office productivity software
(spreadsheets, word processing, etc.).

Ability to keep records and make accurate reports.

Ability to handle money, checks, and credit card receipts.

- ’/
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20.  Ability to use a multiline telephone.

21, Ability to explain laws and rijiss to customers,

22.  Ability to deal with ! Corracts in a courteous 2nd patient manner.

23. Ability to work uncer stressiul and time constraint situations.

24.  Ability to develop ang accomplish goals and objectives as needed to
accomplish work assigriments.

25.  Ability to work with a minimum of supervision,

26.  Ability to readily learn new processes and procedures.

27.  Ability multi-task; organize ang prioritize responsibilities.

28.  Ability to drive.

Minimum Qualifications

Possess a high school diploma or GED.

Some college is preferreq.

Work experience having direct public contact.

One year of work expericnce with cash transactions and reconciling a
cash drawer.

Two years of work experience with computers in an office environment: or
any combination of education, training and experience that demonstrates
the above listed knowledge, skills and abilities commensurate with the
requirernents of this job.

P0ossess a current and valid driver's license.

Ability to maintain non-standard hours if needed.

Ability to traval.

BWN

o

°~ o

The work requires Some physical exertion such as long periods of standing; walking
over rough, uneven, or rocky surfaces: recurring bending, crouching, stooping,
stretching, reaching or similar activities; recurring lifting moderately heavy items such as
record boxes. The work may require specific. but common, physical characteristics and
abilities such as above~average agility and dexterity.

Work Environment

The work environment involves everyday risks or discomforts which require normal
safety precautions typical of such places as offices, meeting and training rooms
libraries, and residences or Commercial vehicles, €.9., use of safe work practices with
office equipment, avoidance of trips andg falls, observance of fire regulations and traffic
signals, etc. The work area is adequately lighted, heated and ventilated.



3 3 8 7DlSCUSSION OF COUNTY BOARD OF EQUALIZATION APPOINTMENTS DUE IN JUNE COMMISSION
MEETING.

MOTIONED BY COMMISSIONERS UNZELL KELLEY AND SECONDED BY BERTHA K. MCELRATH THE
APPROVAL OF ADDING DEFINITION OF SICK LEAVE TO COUNTY POLICY.
UNANIMOUSLY APPROVED

Approved by the Coosa County Commission and Added to Leave Policy on 5/14/2019

Definition of “Sick Leave”

Sick leave is hereby defined to mean the absence from duty of an employee because of: (1) illness; (2)
bodily injury not incurred in line of duty, or bodily injury or occupational illness incurred in line of duty;
(3) attendance upon members of the immediate family whose illness requires the care of such
employee; (4) death in the immediate family of the employee. Immediate family is hereby defined to
include spouse, children as defined by the Family and Medical Leave Act, grandchildren, parerts or
grancpaients, sister or brother, mother-in-law, fathzi-in-law, daughter-in-taw and son-in-'aw. \Where
Jnusuaily strong perscnal ties exist, due to an employee having Deen supported or educited by a person
of some relationship other than those listed, this relationship may be recognized for leave purposes. In
each such case, the employee concerned shall file with his avpointing authority a writien statement of
the circumstances which justify an exception to the general rule.
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MOTIONED BY COMMISSIONERS RANDALL DUNHAM AND SECONDED BY RONNIE JOINER THE
APPROVAL TO DECLARE EMIA INVENTORY #700176 & #700179 AS OBSOLETE AND TO
OFFICIALLY TRANSFER #700415 AND #700422 IDENTIFIED AGENCIES.

UNANIMOUSLY APPROVED

Coosa County Commission

DISTRICT 1
RANDALL DUNHAM

BRIDGET H. GRAHAM, CPA, CGMA
ADMINISTRATOR

PHONE (256) 377-1350
FAX (256) 377-2524

May 14, 2019

To: Coosa County Commissioners

Subject: inventory Adjustments — EMA

700176 19" Monitor

700179 Office Jet J6480

700415 Alert Warning System

700422 3-M Series AED Difibulators to

Be used by Volunteer Fire Dente.

Pd by Homeland Security Grants

Thank you,

Terri Haie, EMA Director

Post Office Box 10
ROCKFORD, ALABAMA 35136-0010

PR 3 R R T B 4

DISTRICT 2 DISTRICT 4
BERTHA KELL RONNIE JOINER
VICE CHAIRMAN

DISTRICT 3 DISTRICT 5

UNZELL KELLEY TODD J. ADAMS
CHAIRMAN

Obsolete/Destroy
Chbsolete and has been replaced

Owned by Stewartville VFD/Rem frm Inv.

See AED Transfer Agreements — Remove from |

Inventory
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" 8I\?OTIONED BY COMMISSIONERS UNZELL KELLEY AND SECONDgD Bégg{;fz pro
APPROVAL TO DECLARE ROCKFORD SENIOR CENER INVENTORY Asﬂ3358’1 #700587
TR;\NSFERRED £400078, #400079, #400088, #400093, #600145, #7 4,
UNANIMOUSLY APPROVED

e

(Loosa County Commission
' Post Office Box 10
ROCKFORD, ALABAMA 35136-0010

SEpRe
PR TRV NPT SCad
A A 0 O SN A S . 59 M - .l s RS

s ."ﬂ‘.»»‘u" ? K _—
. Ao W DISTRICT 2 DISTRICT 4
' BERTHA KELLY RONNIE JOINER
BRIDGET H. GRAHAM, CPA, CGMA DISTRICT 1 VICE CHAIRMAN
ADMINISTRATOR RANDALL DUNHANM
PHONE (256) 377-1350 ) ) . DISTRICT 3 DISTRICT 5
FAX (256) 377-2524 UNZELL KELLEY TODD J. ADAMS
CHAIRMAN
May 14, 2019
To: Coosa Coungy Commissionars
Subject: Inventory Adjustments
Please adjust the Reckford Nutrition Center inventory:
Asset # Item ¢ Explanation
400078 2 Food Carriers Sent back to Valley/Remove from Inventory
400079 Tea Dispenser Sent back to Valley/Remove from Inventory
400038 Brown Couch lunk/Has b=en Replaced with Donated Couch
400093 Hot Box Warmer Sent hack to Valley Foods
600145 5 folding tables Lis broken/declare juink and dispose/adjust description
700584 Dell Copier, Printer,
Scanner Broken and replaced by asset # 700956/Remove fr inv
700587 Emerson Microwave Broken and replaced with a Hamilton Beach/Rem fr inv
Thank you,

Brenda Oden (ﬁj /)
4 /() 4/

Rockford Senior Center Manager N2 N (X
=X !



APPROVAL TO DECLARE THE FOLLOWING PROBATE OFFICE ITEMS AS OBSOLETE AND REMOVE 3 3 8 9
FROM INVENTORY #500032, #50006 1, #500C€2, #500090, #700093, #700392.
UNANIMOQUSLY APPROVED

i (4

.(‘"‘i s . a1 < L b ] ® °
_cosa County Commission
Post Office Box 10
ROCKFORD, ALABAMA 35136-0010

e PN e N o0 S SR >

DISTRICT 2 DISTRICT 4
BERTHA KELLY RONNIE JOINER
BRIDGET H. GRAHAM, CPA, CGMA DISTRICT 1 VICE CHAIRMAN
ADMINISTRATOR RANDALL DUNHARM
PHONE (256) 377-1350 DISTRICT 3 DISTRICT 5
FAX {256) 377-2524 UNZELL KELLEY TODD J. ADAMS
CHAIRMAN
May 14, 2019 ' '
To: Coosa County Coimmissioners
o Subject: Inventory Adiustments - Probate Office
500032 IBM Wheel writer Typewriter Obhsolete/Broken
500061 Sharp Cash Register Broken
500062 Canon Calculator Broken
500090 Hewlett Packard Fax Machine Broken
700093 " Quad Core Xeon Processor Server Broken
700392 Berber Mat Obsolete/Remove from Inventory
Thank you,

Richard Dean, Probate Judge



3 3 8 %ISCUSSION OF LOCAL SELF GOVERNANCE WORK SESSION SET FOR MAY 28, 2019 @ 5:00 PM

MOTIONED BY COMMISSIONERS RANDALL DUNHAM AND SCCONDED BY UNZELL KELLEF\;"I(;I-I:/IE
APPROVAL OF PARTICIPATION IN THE “BACK TO SCHOOL” SALES TAX HOLIDAY IN JULY

State of Alabama
Department of Revenue

(www.revenue.alabama.gov)
20 North Ripley Streeat
Montgomery, Alabama 36132

March 7, 2012

2019 “Back-to-School” Sales Tax Holiday
July 19-21, 2¢19

Beadline to notify ADOR: June 1 09,2019

The 2019 “Back-to-School” Sales Tax Holiday begins at 12:01 a.m. on Friday, July 19, 2019, and ends at twelve
midnight on Sunday, July 21, 2019. As required by Rule 810-6-3- 65, a participating county or municipality shall
submit a certified copy ¢ thair acdoptad resolution or ordinanae providing for the Sales Tax Holiday, and any
subsequent amendmants thereof w the Alabama eoartivent of Revenue before June 19, 2018. The
Department will cormpiie His information inlo 2 Fst of 2 sourtiag

School”  Sales Tax  Hoiday end esue &  curent pubication of the dist on its website at-
https:l.’rever!ue.aeabama.gav!fsa?szs-L-sss;-.is;*.!\f:s.-t:-:a;.:m".og'fday'ai. Plotilication of paticipation in the sales tax
hoiiday may not be included in the published hist if received after June 19, 2019.

Retail businesses and the public need to know whether or not your locality will participate in
the 2019 “Back-to-School” Sales Tax Holiday. Please put it on your calendar to discuss and
vote on this matter soon and notify the ADOR of the decision.

IMPORTANT RESPONSE REQUIRED IMPORTANT
Participating? Send a certified copy of any resolution. ordinance, or amendment adopted by your
g locality.

Not Participating? Send an email, fax or lstter (with signature line) stating: “COOSA COUNTY will not be
participating in the 2019 Back-to-School Sales tax holiday.” Itis important that you inform
us of that fact, otherwise, retailers and the public wonder if you are participating and forgot

to notify the Department of Revenue.

Retailers and_the public rely on the list provided by the Department of Revenue and the Department
cannot post a locality’s participation status based on assumption; notification of nonparticipation or a copy of the

resolution/ordinance from the locality is required

Notification can be faxed, mailed or emailed:

FAX: 334-242-8916 MAIL: ALABAMA DEPARTMENT OF REVENUE
ATTN: Laura Reese
EMAIL: laura.reese@revenue.alabama.gov Sales & Use Tax Division

Post Office Box 327900
QUESTIONS: 334-242-1443 Montgomery, Alabama 36132-7900

20 runicipalities participaiing in the “Eack-to- | )
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RESOLUTION PROVIDING FOR COOsA COUNTY’'S PARTICIPATION IN THE “SALES TAX

HOLIDAY” As AUTHORIZED BY ACT NO. 2005-574 IN AUGUST 2017

WHEREAS, during its 2006 Regular Session, the Alabama Legislature enacted Act No.

certain non-commercial purchases, related tn scho
weekend in August of each year; and

WHEREAS, Act No. 2006-574 authorizes the county commission to provide for a n
exemption of county sales and use taxes for purchases of items covered by the Act during the

same item period in which the states sales and use tax exemption is in place, provided a
resolution to that effect is adopted at least thirty days prior to 12:01 a.m. on the first Friday in

August; and

WHEREAS, the Coosa County Commission has afﬁrmativefy voted to grant the
S€ taxes on purchases covered by Act No 2006-574 during the
first weekend of July 2019, beginning at 12:01 onJuly 19, 2019 and ending at twelve midnight

on Sunday, July 21, 2019, the first full weekend in July 2019; and

WHEREAS, Code of Alabama 1975 § 11-51-210 ¢ requires that the county commission
notify the Alabama Depertment of Revenue of any new local tax or amendment to an existing
local tax levy at least 30 days prior to the effective date of the change; and

WHEREAS, the exemption of certain county sales and used taxes for the first full weekend of

July 2018 herein adopted by the county commission is an amendment of the county sales and
use tax levy warranting notice to the Alabama Department of Revenue as provided in Code of

Alabama 1975 $11-51-210 (e);

BE IT FURTHER RESOLVED that 3 copy of his resolution be spread Upon the minutes of
April 14, 2019 meeting of the Coosa County Commission, and be immediately forwarded to the
Alabama Department of Revenue in compliance with Cogle of Alobama 1975 & 11-51-210(e).

IN WITNESS WHEREOF, the Coosa County Cormmission has caused this Resolution to he
éxecuted in its name and on its behalf by its Chairmzn on this 14th day of April 2019,

Sy —

Chairman Coosa Cotinty Commission
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3 3 9 OC\PPROVAL TO BEGIN PROCESS OF DISPOSAL OF PUBLIC TRANSPORTATION VAN INVENTORY
#700092, 2007 FORD GOSHEN PACER 11, VIN#1FDWE35L87DA13442, MILEAGE 202,00,
CONDITION FAIR (5311 PROGRAM) TO SALE ON GOV. COM. OR BY 310
UNANIMOUSLY APPROVED

Coosa County Commission
[Equipment Description 2007 Ford Goshen Pacer 1

[Source Grant 5311

VIN # 1FDWE3SLB7DA13402
#Seats 15-Passenger
Acquisition Date 41312007
Agoregate Cost $39,736

Title Holder EARPDC

Tag # 46259C0
[Grant Project Section 5311
[Wheel-chair Lift B Yes J
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MOTIONED BY COMMISSIONERS UNZELL KELLEY AND SECONDED BY BERTHA K. MCELRATH THE
APPROVAL TO ACCEPT E911 OFFICE SPACE FOR UISE BY EMA PURPOSES AT NO COSTTO THE
COMMISSION. IF IN THE FUTURE ANY COS57 IS PROPCSED IT WILL NZED TO BE BROUGHT
BEFORE THE COMMISSION. UNANIMOUSLY APPROVEDR

MOTIONED BY COMMISSIONERS RONNIE JOINER AND SECONDED &Y BERTHA K. MCELRATH
APPROVAL OF ERROR APPROVAL FORIVI DCF-22 FOR 2018 TAX YEAR.
UNANIMOUSLY APPROVED

DFC 22 (Rev. 2:01)

INSOLVENTS, FRPORS AND TAXES IN LITIGATION FOR 20} 8 AND
UNCOLLECTED INSOLVENTS AND TAXES IN LITIGATION FOR PREVIOUS YEAR(S)

THE STATE OF ALABAMA

Cc00sA County
BE IT REMEMBERED, That at the meeting of the Board of County Commissioners of said County, held
14 MAY 19
on this - _day of L
Debra W. Lamberth, Reve_nue Cm“"lifioner RN X tor of said County, made his report of

“Insolvents”, “Errors in Assessment” and “Taxes in Litigation” on taxes for the current year 2018 | as
required by Code of Ala. 1975, Section 40-5-23. And after a careful and rigid examination of said reports by
said Board, it was considered and adjudged that said collector be allowed credit on his final settlement with

the Comptroller for the following amounts:

Insolvents: State Taxes—General - e $ g
B $__ -0
“BOHOO0. 5 mmmrom s ittt e $__ -0-
Errors in Assessments: State Taxes ~Ceneral oo .. B $ -—5,373.55
~-Soldier--.- - % 214942
—School e - - $ __£L4_~4_8_£€Lﬁ
) Taxes in Litigation: State Taxes—General oo oo B Qe
' 1 N - $__-0- -
—School st $__ -0- _

And said Collector has also made his report for final allowance of the uncollected balances of Tnsolvent
* Taxes for the previous year 20 18, as required by Code of Ala. 1975, Section 40-5-29; and the Board
thereupon made the following allowances to said Collector of such Insolvent Taxes as he may have heen

unable to collect, as follows:

State Taxes—General - oo oo el DU | SR B
—Soldier = oo e e & 77_‘0' _____
BCROOD e % -0- -

And said Collector is also allowed eredit for the following taxes in litigation for the previous year(s) which

he has been unable to collect as follows:

General Soldier School
NONE -— $ P
% ~ $ _ SEEN
$ $ NS
$ ¢



ADAMS THE
OTIONED BY COMMISSIONERS UNZELL KELLEY AND SECONDED BY;R%C;?\JCY ek
9 T‘\APPROVAL TO ISSUE A LETTER OF SUPPORT FOR EAST ALABAMA EM

: N.
SERVICES, INC, PROVIDING NO OTHER SERVICES ARE REQUIRED BY COMMISSIO

UNANIMOUSLY APPROVED

N b ) ° - ®
Coosa County Commission
Post Office Box 10
ROCKFORD, ALABAMA 35136-0010

DISTRICT 2 DISTRICT 4
BERTHA KELLY RONNIE JOINER
BRIDGET H. GRAHAM, CPA, CGMA [IETRICT 1 VICE CHAIRMARN
ADMINISTRATOF RANDALL DUMHAM
PHONE (256) 377-1350 DISTRICT 3 DISTRICT 5
UNZELL KELLEY TODD J. ADAMS
CHAIRMAN

FAX (256) 3772524

May 14, 2019

Mr. Stephen Wilson, Director
Alabama Department of Public Heaith
Office »f Emargency Medical Services
PO Box 303017

Montgoinery AL 36330-2017

Re: Letter of Support for East Alabama Emergency Medical Services, Inc. Application To Request
for Proposal (RFP) from the Alabama Department of Public Health, Office of Emergency

——— = L e allia U

Medical Services (EMS).

Dear Mr, Wilson,

It is with great pleasure that I write in support of East Alabama Emergency Medical Services, inc. and
their application of the Request for Proposal from the Alabama Department of Public Health, Office of
Emergency Medical Services to provide regional EMS Service in the eastern region of Alabama. Our
Agency, the Coosa County Commission, has enjoyed an exceptional professionai relationship with Fast

Always, East Alabama EMS stands ready to coordinate and to provide the necessary leadership and
support of our mutually beneficial objectives/goals.

It is with the utmost pride, and with the support of this Agency, that | offer this overwhelming
endorsement and recommendation of Fast Alabama EMS and its staff,

If you need additional information, please do not hesitate to contact me.

Sincerely,

W N Y —

Todd Adams, Chair

CAncA Faciaa. .~
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MOTIONED BY COMMISSIONERS RANDALL DUNMAM AND SECONDED BY RONNIE JOINER THE
APPROVAL TO SEND OUT BIDS FOR THE PURCHASE OF 2 BUSH HOGS WITH BIDS TO BE OPENED
AT THE JUNE 11, 2019 COMMISSION MEETING (CNGINEER TO PROVIDE DETAILS) SPECS TO BE
PROVIDED TO THE COMMISSIGN OFFICE ON OF BEEORE FRIDAY, MAY 17, 2019.
UNANIMOUSLY APPROVED

MOTIONED BY COMMISSIONERS RANDALL DUNHAN AND SECONDED BY BERTHA K. MCELRATH
PERMISSION TO TRANSFER REAPPRAISAL VFiiCLE 2002, CHEVROLET SUV”
VIN#1GNDT13W92K167454, DECAL #0000000468, ASSET #500001,TO THE COUNTY HIGHWAY
DEPARTMENT AT VALUE OF $500 TO BE REIMBURSED BY THE 7 CENT FUND TO THE
REAPPRAISAL FUND. UNANIMOUSLY APPROVED

DISCUSSION OF NEW BUSINESS OPPORTUNITY.,

MOTIONED BY COMMISSIONERS TODD ADAMS AND SECONDED BY RONNIE JOINER TO GO
INTO EXECUTIVE SESSION WITH EACH INDIVIDUAL COMMISSIONER VOTED YES.

MOTIONED BY COMMISSIONERS RONNIE {OINER AND SECONDED BY UNZELL KELLEY COME
OUT OF EXECUTIVE SESSION. UNANIMOUSLY APPROVED

OPENING BIDS ON 2 HVAC UNITS AT 10:30. THE WINNING BID WAS ENGLE SERVICES IN THE
AMOUNT OF $20,434.00

MOTIONED BY COMMISSIONERS RANDALL DUNHAM AND SECONDED BY BERTHA K. MCELRATH
TO AWARD OF THE BID TO LOW BIDDER ENGLE SERVICES. UNANIMOQUSLY APPROVED

OLD BUSINESS
NONE

MOTION TO ADJOURN

MOTIONED BY COMMISSIONERS RONNIE JOINER AND SECONDED BY UNZELL KELLEY TO
ADJOURN. UNANIMOUSLY APPROVED

MINUTES APPROVED THIS 11Th DAY OF __ JUNE #2018,
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CHAIRMAN,ZODD ADAMS

UNZELL KELLEY

RANDALL DUNHAM

B"Lq‘/l\.& A J’(C 8(01 a T

VICE CHAIRMARN, BERTHA ¥. MCELRATH
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D%F IGINER
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AGENDA
COOSA COUNTY COMMISSION
June 11, 2019
9:30 AM

WELCOME
PUBLIC COMMENTS:

Dawn Landholm, Principal Planner with EARPDC - 2020 Census

Marty Rittman, Children Policy Council — 2020 Census Issues

Cindy Atkinson, Alta Pointe Health System — AltaPointe Health

Systems Amended Articles of Incorporation

David L. Mann — Coosa County Road 16 Conditions

Willie James Taylor — Coosa County Road 64 and 66 Conditions

Kelis Kelley and Miracle Norris, Central High School Students — School System
Issues

ELECTED OFFICIAL COMMENT:

CALL TO ORDER

COMMISSION ROLL CALL
INVOCATION, PLEDGE OF ALLEGIANCE
APPROVE AGENDA

READING OF MINUTES

AWARDS AND PRESENTATIONS
OPENING OF BIDS ON Bush Hogs (10:30)

CONSENT AGENDA- MOTION AND SECOND TO APPROVE

(A) Motion for Chairman, Vice Chairman and Administrator to authorize to issue and sign
checks for payment of monthly expenses and payroll.

(B) Motion to approve changes in employees: job description, salary, work hours. status
(including budget approved raises).

NEW BUSINESS

(1) Discussion of Threat Advice Contract up for FY20 — Administrator Graham

(2) Discussion of Renewal of Lease to DHR for FY20 — Administrator Graham

(3) Discussion of Commission Office Server and Need in FY?20 — Administrator Graham

(4) County Board of Equalization Appointments Due in June Commission Meeting. Approval to
reappoint all in current positions for another term - Chairman Adams

(5) Approval of Closing Courthouse on Friday, July 5" with the July 4' holiday falling on
Thursday-Revenue Commissioner Lamberth

(6) Approval to declare an International Tractor, Decal 131, Asset 400117, and Trailer, Decal
127, Asset 400136, as Highway Department Surplus and to sell on Govdeals.com or by
closed bid after advertisement — Engineer Fason
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(7) Appointment of Vincent Kelly to the E-911 Board (District 2) to replace 1da James B
with a term beginning immediately _and ending with Jda James™ current term.,

(8) .= Commissioner McElrath

(8) Discussion and Approval of Appointment of Individual to il Ms, Chlora May’s vacant
position on the Coosa County Department ot Human Resources Board. This appointment would
serve through the end of Ms. May’s current term which expires in August 2020, — Chairman

Adams

(7) Approval of AltaPointe Health Systems Amended Articles of Incorporation — Chairman
Adams

(8) Approval to sell Public Transportation Van Inventory #700092, 2007 Ford Goshen Pacer I1.
VIN#IFDWE3SLE7DA13402, Mileage 200K +/-, Condition Poor to Good (5311 Program)-— by
closed bid atter advertisement or on Govdeals.com - Chairmain Adams/Administiator Graham
(9) Approval of change of voting site in Goodwater from Caldwell Center to the National Guard
Armory - Commissioner McElrath Probate Judge Dean

(10) Awarding of Bushog Bids — Fogineer Eason

OLD BUSINESS

STAFF REPORTS

Administrator — Initial Budget Requests. FY'TT and FY18 Prepared Statements (Unaudited).
Financial Audits scheduled for FY' 17 and FY 13, Welliess Scieening tor Health Insurance

percentages, ete.

Encineer

Attorney-
EMA

Courthousc Maintenance-

Nutrition-

Safety Coordinator-

DISCUSSION ITEMS BY COMMISSIONERS

ADJOURN



MINUTES
COOSA COUNTY COMMISSION
JUNE 11, 2019

9:30 A.M.
ELECTED OFFICIAL COMMENT

CALL TO ORDER
THE COOSA COUNTY COMMISSION MET AT THE COOSA COUNTY COURTHOUSE JUNE 11, 2019 FOR ITS
REGULAR MEETING WITH CHAIRMAN TODD ADAMS, PRESIDING.

COMMISSION ROLL CALL
COMMISSIONER ROLL CALL CONSISTED OF CHAIRMAN-TODD ADAMS, VICE CHAIR BERTHA K.
MCELRATH, UNZELL KELLEY, RONNIE JOINER, AND RANDALL DUNHAM.

INVOCATION AND PLEDGE OF ALLEGIANCE
INVOCATION WAS GIVEN BY MR. DAVID MANN. THE PLEDGE OF ALLEGIANCE WAS SAID BY ALL IN
ATTENDANCE.
APPROVE AGENDA
MOTIONED BY COMMISSIONERS UNZELL KELLEY AND SECONDED BY RANDALL DUNHAM TO APPROVE
THE AGENDA. UNANIMOUSLY APPROVED

READING OF MINUTES
MOTIONED BY COMMISSIONERS RANDALL DUNHAM AND SECONDED BY UNZELL KELLEY TO DISPENSE
READING OF MINUTES. UNANIMOUSLY APPROVED

AWARDS AND PRESENTATION

2094
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CONSENT oGEMNDA
MOTIONED BY COMMISSIONFRS TODD ADAMS AND SECONDLED BY UNZELL KELLEY TO APPROVE FOR
THE CHAIRMAN, VICE CHAIRMAN AND ADMINISTRATOR TO AUTHORIZE TO ISSUE AND SIGN CHECKS
FOR PAYMENT OF MONTHLY EXPENSES AND PAYROLT, UNANIMVIDUSLY APPROVED

MOTION TO APPROVE CHANGES iN EVIPLOYEES: JOB DESCR'PTION, SALARY, WORK HOURS, AND
STATLIS.

[£Q0sA COUNTY JUDGE OF PROBATE
JUDGE: RICHARD M. DEAN

O eo Faeaen

s By S S N A L8 =

May 22, 2019

RE: Hire of Maggie Stroud for Recording Clerk and Elactions Manager

To: Coosa County Commission Adininistrator
Rockford, Alabama 35136

1. This letter is to notify you we selected Mrs. Maggie Stroud to fill the Judge of Probate’s
Recording Clerk and Elections Manager position effective May 25, 2019. Mrs. Stroud is
currently a Tag Clerk in the Licensing Office, has extensive knowledge of the Licensing
Office functions and is very famiiar with mary of the recording and licensing aspects in

the Probate Office. She must learn the Preyate requtements in due time and most of the

[zlections tunctions as we woark through the 2020 election cvcle. Mrs. Stroud's operational

knowledge mentioned above enabtles hor to immediately ba an asset, greally decreases

the learning curve in major areas, and will enabie her to focus her efforts on obtaining the

skills and knowledge required to accomplish all aspects of her new job.

2. Mrs. Stroud’s annual rate of salary effective May 25, 2019, will be $31,000.00. Because
of the complexity and broad scope of the job, there will be incremental increases (detailed
in Para 3) as Mrs. Stroud (1) becomes more proficient in the job; (2) attains the required
training related to elections and probate functions; and (3) obtains the Chief Clerk’s
recommendation and Judge of Probate’s written approval and verification that all the
conditions for each increase listed in this paragraph have been met.

3. Six months from the effective date listed in paragraph 1, the annual salary will increase by
$500.00; after the November 2020 General Election, the annual salary will increase by
$1,000; and in November 2021 after Mrs. Stroud has learned all aspects of the position,
the annual salary will increase by $1,000. The amounts of these incremental increases
over the approximate 30-month period are to be as stated and contingent upon all
requirements listed in paragraph 2 being fully met.

4. Attached is Mrs. Stroud's resume, county job application, a copy of the Recording Clerk
and Elections Manager job description signed by Mrs. Strou:d indicating she has read and
understands the job requirements, and other documents ueed in the hiring process.
Please take appropriate action to hire Mrs. Stroud and place this letter and accompanying

documents in her personnel file.

533533 ; Y,
GRS

chuard M. Déan
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Coosa County Sheriff’s Office

Michael Howell, Sherift
296 School Street » P. O. Box 279
Rockthad, Alabama 35136
Office: 256-377-4922 « Fax 256-377-1244
Jail ¥ax 256-377-2690
Email: office@coosaso.com «  Website: ww W.Cceosacountyso.org

i L

To: Coosa County Commission

From: Coosa County Sheriff’s Office
Date: June 10, 2019

Re: Paul Matthew Cook ~ Resi gnation

Message:

Paul Matthew Cook will resign his position as Depuiy Sheriff on June 14, 2019. This office will notify
the County Commission Office when all of the Sheniff's Office property is returned. Deputy Cook will
inform this office how to process his final check if direct deposit ceased.

M% Pl il o
/7

Sheriff Date
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MELWY BUSINESS
DISCUSSION OF THRFAT ADVICF CONTRALCT

CLIYNT AGREEMER™

This ThreatAdvice Client Agreement (the "Agresinent”) is entered into by and between ThreatAdvice LLC, a subsidiary
company of NXTsoft, LLC and an Alabama limited liability company ("ThreatAdvice"), and Coosa County Alabama (the
"Client") as of 5/30/19 (the "Effective Date").

ThreatAdvice has developed, owns and makes available to clients a multifaceted cyber platform located at
www. threatadvice,com (the "Website") that allows clients to access the various ThreatAdvice cyber tools, including but not
limited to phishing tests, policies and procedure library, cyber insurance review, and cyber training and education.

In consideration of the above recitals and for other good and valuable consideration as specified in this Agreement, the
sufficiency of which is hereby acknowiedged, the parties hereby agree as follows:

1. Services. The services ThreatAdvice will provide to clent zre specfied in Exhibit A, attached hereto and
incorporated hergin (the "Servicas").

2. Term. The term of this Agreement shall be for three (3) years from the Effective Date and thereafter the Agreement
shall automatically renew for successive one (1) year terms and shail continue in effect unless earlier terminated as provided
in the General Terms and Conditions (Customer Agreement), which can be found on the ThreatAdvice website
(https://www.threatadvice.com/client_terms.pdf).

3. Fees. In exchange for use of the Website and Services, the Client shall pay to ThreatAdvice, the fees set forth in

Exhibit A.

4 Payments.

3. The Mopthly Faes shali be paid an an anouel basis, i advance, The Menthiy Fees for the first iwelve (12)
month term are due and payabie on or befora the tenrth (10 day sfter the Effective Date. Thereafter, os fong as the
Agreement cortinues to uto-ronew, the Manthly Fees for the nexu year are due and payabie on or before the tenth: (10¥)
day after each anniversary of the Effective Date.

b. Al payments shail be made by chack or wire ransfer as rmivtuaily agreed upun by the parties, and are non-

refundable once paid.

S. Taxes. In addition to the fees specified herein, any sales or use tax, transfer tax, excise tax, tariff, duty or any other
tax or payment in lieu thereof imposed by any governmental authority or agency with respect to the fees payable under this
Agreement, shall be added to the amounts to be paid by Client. i

6. Late Payments. Client shall pay interest at the rate of cne and one-half (1.5%) percent per month (or the highest
rate legally permitted if lower) for any late payments, plus all collection and legal expenses associated with such late payment.
In addition to collecting the late fees and interest, ThreatAdvice may suspend Client’s Account until all fees are paid in full.

7. Incorporated. The General Terms and Conditions (Customer Agreement) can be found on the ThreatAdvice website
(https://www.threatadvice.com/client. terms.pdf) and are incorporated hersin and made a part of this Agreement,

In witness whereof, Client and ThreatAdvice have caused this Agreement to he executed as of the Effective Date.

ThreatAdvice, LLC Coosa County Alabama
Signed: Signed: B o
Name: ‘ . Name: BridgetGralam™ 1% Add ) A dam S
Title: ‘ Title: Adfmig_:gtﬁfér hay r.m an
Date: e Date: _: e
Address: _EO ) Corporate Parkway & < Address: 100 Main Street B pC{___P}@A 8, -
Suite 110-A -
Birmingham, AL 35242 - _Ro_c_lgford, Al 35136
Email Email

Address: __ Address: Ccoosacountyadm@gmail.com




DISCUSSION OF RENEWAL OF LEASE TO DHR FOR FY20.

State of Alabama
Department of Human Resources

S. Gordon Persoas Building
36 Ripley Street
F. G, Box 304000
Montgomery, Alabama 36130-4000
(334) 242-1310

Kay Ivey

Governor

May 22, 2019

Coosa County Commission
PO Box 10
Rockford, Alabama 35136

Attn: Mayor, Administrator, Chairman, and/or City Clerk

Re: County DHR Facility: Coosa o
Occupied: August 2001
Located: 300 South Jackson Street, Rockford, Alahama 35136

To Whom It May Concern:

Nancy T. Buckner
Commissioner

'n accordance with the renewsal paragraph of the lease agreement between the State of Alabama, 5epartment of

Human Resources (DHR} and Cao0sa County Commission:
° Page: 4
e Section: 5

DHR hereby gives netice of our intention to extend the Leasc Agreement as follows upon your concurrence:

» The fifth additional one year term
e At $1.00 per square foot for 11,315 square feet

*  Atthe monthly rate of $942.92 or $11,315.04 annually

¢ Extension begins on the 1st day of October 2019 and end on the 30" day of September 2020

Please place your concurrence in writing to me at:

2773 Gunter Park Drive West, Montgomery, AL 36109 and include 12-months of rental invoices for payment. Please reference

Lease ID #2001-003-A1 on all invaices.

If you have any questions or need additional information, please feel free to contact me at 334-409-6808 or

Jacquelj e_Darnell@dhr.alabama.gov.

./““"\
acgfleline Darnell '

. General Services Division

Ces By Email
County Director
N/ Department of Finance
DHR Accounts Payable
Office of Space Management

An Affirmative Action/Equal Opportunity Emplover
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DISCUSSION OF COMMISSION OFFICE SERVER AMD NEED IN FY20.

MOTIONED BY COMMISSIONERS RONNIE JOINER AND SECONDED BY BERTHA MCELRATH TO APPROVE
COUNTY BOARD OF EQUALIZATION APPOINTMENTS. TO REAPPOINT ALL N CURRENT POSITIONS FOR
ANOTHER TERM. CURRENT APPOINTMERNTS WOULD INCLUDE CHRISTA JENNING AND DR. JEFF FULLER
WITH APPOINTMENT OF REV. FARLIER LEONARD'S POSITION IN JUNFE. UNANIMOUSLY APPROVED

MOTIONED BY COMMISSIONERS RANDALL DUNHAM AND SECONDED BY BERTHA K. MCELRATH THE
APPROVAL TO CLOSE THE COURTHOUSE ON FRIDAY, JULY 5™ WITH JULY 4™ HOLDAY FALLING ON
THURSDAY. UNANIMOUSLY APPROVED

MOTIONED BY COMMISSIONERS RANDALL DUNHAM AND SECONDED BY RONNIE JOINER TO APPROVAL
DECLARE AN INTERNATIONAL TRACTOR, DECAL 131. ASSET 4001 17, AND TRAILER, DECAL 127, ASSET
400136, AS HIGHWAY DEPARTMENT SURPLUS AND TO SELL ON GOVDEALS.COM.

UNANIMOUSLY APPROVED

Junc 6, 2019

[ t

Bridget Graham
Adminstrator

Coosa County Commission
P.O. Box 10

Rockford, AL 35136

Dear Bridget:
Please add to the agenda the request for approval for the following equipment to be sold:
e Decal 131 Assct 400117 - International Tractor caly
° Decal 127 Asset 400136 - Trailer only
Thanks for your attention in this matter.
Yours truly,

Donald W. Eason
Coosa County Engincer
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MOTIONED BY COMMISSICNERS BERTHA MCELRATH AND SECONDED BY RANDALL DUNHAM TO

APPOINTMENT VINCENT KELLY TO THE E-911 BOARD (DISTRICT 2) TO REPLACE MRS. IDA JAMES WITH

TERM BEGINNING IMMEDIATELY TO SERVE UNT!L END OF IDA JAMES CURRENT TERM.
UNANIMOUSLY APPROVED

SHERIFF
. . Goosa Counry
i o E91 1 QF?!CE Board Members
EFm(():rgalIJrg]tferLam : | 5 _ P.C. Box 156 Melvin Palmer
Rockford, AL 35136 lda James

Vice Chairman a7 s S (256)391-2080

Rusty Mascari Elizabeth Caldwell

Richard Crayton

Treasurer ) .
E911 Director ~ Amanda Robinson
Sheldon Hutcherson v

6/9/2019

Bertha McElrath — Commissioner
Coosa County District 2

Dear Commiissioner McElrath ) , ;

The district 2 seat on the E911 board has not been attended by a representative in nearly
12 months. | have been contacted by the family of your current representative Ida James
and have been informed that due to Mrs. James medical state, she would be unable to
continue as the district 2 representative. Please make preparations to appoint a
replacement as soon you are able. For any questions, please feel free to contact me.

Best Regards,
/’b:/;,:.u e P / "':’ oFu ¥ -

Elmore Unbehant — Chairman
Coosa County E911 board
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MOTIONED BY COMMISSIONERS UNZELL KELLEY AND SECONDED BY BERTHA MCELRATH TO TABLE
UNTIL THE JULY MEETING THE APPROVAL OF APFOINMENT OF INDIVIDUAL TO FILL MS. CHLORA MAY'S
VACANT POSITION ON THE COOSA COUNTY DEPARTMENT OF HUMAN RESOURCES BOARD. THIS
APPOINTMENT WOULD SERVE THROUGH THE END OF MS. MAY’S CURRENT TERM WHICH EXPIRES IN

AUGUST 2020. UNANIMOUSLY APPROVED

MOTIONED BY COMMISSIONERS RONNIE JOINER AND SECONDED BY RANDALL DUNHAM THE
APPROVAL OF ALTAPOINTE HEALTH SYSTEMS AMENDED ARTICLES OF INCORPORATION.

UNANIMOUSLY APPROVED
STATE OF ALABAMA

COUNTY OF COOSA

WHEREAS, the Board of AltaPointe Health Systems, Inc. AltaPointe, a 310 Board, nas
adopted a resoiution setting forth and approving a merger with Mobile Association for
Retarded Citizens, Inc., and thereby amending its Articles of Incorporation pursuant to the
provisions of Section 22-51-7, Code of Alabama (1975) (the resolution; and

WHEREAS, Altapointe has obtained the approval of such merger form the Alabama
Department of Mental Health; and

WHEREAS, the Coosa County/ Commission as a governing body entitled to appoint
members of the Board of Altapointe as it is constituted at the time of the adoption of the

Resolution; and

WHEREAS, the proposed amendment of the Articles of Incorporation has been
submitted to the Coosa County Commission for review and approval;

NOW, THEREFORE, the premises considered, the Coosa County Commission, upon
consideration and review of the proposed amendment of the Articles of Incorporation of
Altapointe, finds the proposed amendment to be in the public interest and, therefore, finds
that the amendment is due to be, andit is hereby, APPROVED,

l, 84,& Ja} U . %fikﬁﬂu . County Administrator, hereby certify that the
foregoing is a true and correct copy of the resolution adopt%by the Cﬁm&/
County Commission in regular meeting convened the i} _day of June, 2019.

IN WITNESS WHEREOF, | have hereunto set my hand and the official seal of the
County Commission of this | day _ Jume/ L a0t9

2019.

J)({ O Mﬂm/l (Lhmm; oy
‘Q/ltu[@;:ﬁ ,%!mt'mw, faﬂ{vﬂa{? O e"’i?@,_ﬂi{*;f:é(.fﬁ“l—gj\_}j

4
County Administrator
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#*

AllaPointe

Health

)i GHY ivell-n LY Ol fHieih
Ms. Bridget Graham, Administrator
Coosa County Commission
P OBox 10
Rockford, AL 35136

Dear Ms. Graham:

AllaPeinte Health Systems, formerly known in Coocsa County as Cheaha Regicnal Mental
Health Center, is seeking to merge with Mobile Association of Retarded Citizens, Inc., g
provider of services to tha intellectually disaieq zommunity in Mobile,
Alabama. AltaPointe's current Articies of ncorporation limit its authority to provide services
to the intellectually dischled population in Mabile County. We nead to amend our Arficles to
aliow for the addition of thesa services in Mobile and will need approval of the Amended
~  Aricles of Incorporation from each of our apromting avthorities which includes the Coosa
County Commission. Approval of the merger has areqdy besn gronted by the AltaPointe

and Mobiie ARC boards of directors cs well as the Commissioner of Mental Health for the

State of Alabarna.

The merger will have no effect on the services proevided in Coosa County and we respectfully
request the County Commission's approval of the changes to the Articles of Incorporation.

We have enclosed ¢ sample resclution for your use os well as the Amended ond Restated

Articles of Incorporation. We appreciate having this item of discussion added to the June 11,

2019 commission agenda and its approval prior tc July 1, 2019,

If you have any questions, please do not hesitats 1o contact me at {256)245-1340.

Sincerely,

Cindy Atkinson, Associate Executive Direcior, , .
Community Mental Health Service- North Region
AltaPointe Health Systems

W J

Serving the Mobile Bay & Sylatauga Regions of Alabhama

e Feng T SR Yor L R e 1 VA A o
s mand Rrive Aokl 5o ¥ ) g

T ST S I
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Placement on Commission Meeting Agenda:

The following information must be submitted to the Coosa County Commission
office no later than Wednesday at Noon prior te the meeting on Tuesday.
Time limitis 3-5 minutes and the topic is subject to approval.

Please leave at least 2 formis of contact in the space bolow,

' ';’-l ] i . f‘:’ ~ -
Name: - - 0 o — B

Phone: o = B

Email: e

o 'J‘.
. ; 1 ; s £ag 3 P .
Topic: AN S raevais Db oFTA ey o
ik 4 . - —— cene s woe e - ot . ——
! F =

S S I i Pl O T g W R e I T e

s s N Pt A B Sl PR R A o B S R
F O . e i

Please email form to coairnisiinn il
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ARTICLES OF AMENDMENT
AMENDED AND RESTATED ARCIC LES OF INCORPORATION OF

ALTAPCIN LEMESLTH SYSTEMS, INC.
L. NAME_OF CORPORATIGN

The name of the Corporation is ALTAPOINTE HEALTH SYSTEMS, INC.
2 LOCATION OF PRINC] I’AL OFFICE

The principal office of the Corporation will be Jocated in the City of
Alabama. at 5750-A Southland Drive The registered agent of the Corporation is J. TUFRK
SCHLESINGER, whose address js 5750-A Southland Drive, Mobie, Alabama 36693,

3. ARFA OF SERVICE

The arca which will be served by the Corporation shali be Baldwin, Mobile,
Washington, Clay, Coosa, Randolph' and ul”ddu'd Counties, Alubama. and contigious
counties within the State of Alabama where veatures may be undertaken from ume o time
to make uvailable Facilities or services whnc.‘; are o be used. useful, or capable of use in
conmnection with or incidental o the implementation and operation of Programs. Provided.,
however, that ae such services in <Ontiguous counties shall be undertaken  without the
cxpress consent of the Public Comoration formed within such contiguous COUNY OF (ounties
wader the provisions of Act 310 of the 1947 Regular Session of the Alzhama Legslature
(“Act 3107} and charged with provicing services of the natuse sought to be offered, and
provided further, that the offering of such services is not otherwise prohibited by faw.

4. NAMES OF APP] ROVING G GOVERNING B JDIES

Names of the constituent governing bodies that have approved  this amended and
restated Charter are the governing body of the City of Mobile and the governing bodies of
the Counties of Mobile, Baldwin, Washingron, lay. Coosa, Randolph and Tallade ga.

5. PROGRAMS AND DPURPOSES

the programs which the Corporation will implement and the purposes for which the
Corporation is formed are:

a. The planning and 1wakin g of other stops leading to comprehensive Stae and
community action to combat any and all formss of menta) disabilities; including but not limited

to mental iliness, intellectual and deve dopmental disabilities, substance use disorders, and epilepsy:

b. The provision of primary care services for the people of the area as designated in

Maobile,

5399
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Paragraph 5, ARDA OF SERVICT:
¢ Studies of the nevdy and wvaileble reshurees of the Siute in relating 1o the above,
the develepment of public awareness of the said disabilities and the need for combating them

and the coordination of Stale and Jocal sciivities relating 1o the various aspects of mental

itness-imtelectual developmvntal disabilities and primany coare necds:

-

d. The conduciing of gescarch  relaiine 1o hunuan development,  whether

hiological. medical. social, or bebaviaral, which may assist in providing primary care services

and finding the causes and means of prevention of mental diess intellecals fevelopmental

disabilities

¢ the providing of any cne or more of fhe following services: primary care.

mpatient, outpatient, partial - hospialisation, emergeney care. community education and
consultation, diagnosis, evaloation, rehabilitation, precare, residential care, aftercare, and the

prevention of all forms of nicnial ilness- inteliccnzldesclopmenial disabilities
1 ' '
£ Po provide for climeal faiining of technical and speclalized personne!l needed

losresearch,  diagnosis,  remiment,  cducanon,  taiaing. or care of the menlly il

ti

y ot gty de o T T 0 P T CAranG dan od arinste o e P
atedfe .uJ!.»} G ‘.Cl!&{\hg‘l"."-:h} disaniad and tour the orosy don of arin diy CAre SUrvices.

SOl pRIOUT And Carty ot Ui o LW Qdeve Programs
2 3 &

To cohlrmct with pther

3.4

and purposes,

h. To contract with the State Board of Health and the Alabama Department of

Mental Health, oreither of them, fn carrving out the above prozrams within it areas of services;
1. To receive tunds from the United States Governmont. the State of Alabama or

any 1ocs] povermment within the State of Alabama ot any other nublic or privaie source, and to

expend the same ia the furthicronce of 1 programs aad purposes.

] It 1y intended that these services or'eonters he established, concistent with the
overall heatih planning for all arcas wmoabich e Corporsiion conducts business, under
applicable rules and regulations of the Afabaima Department of Mental Health, the State
Board of Health, and of the agenicics of ihe Federal Government making funds available for
the purpose. through  contracts for services  with community  mental  health  centers,

community nealth centers, existing medical instittions,  health  departmenis and

hospitals, and other memal health agencies. acting  independently  through  their own

-4
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administrative and prefessional staffs, and vithout intervention by the corpotaiion in the

professional-patient relationship or in the madica! treaiment or administrative proceduates of
the contracting agency concerned.

The Corporation may;

i Survey the primary care. menial health. and intelicerual and  developmental
disabilitics needs of the people of the area as designated in Paragraph 3, AREA
Ol SERVICE:

2 Determine where such comprehensive primary care ad community mental health
services are needed and o an most advantageously be plaged:

B, Lnter inte contracts wiih exisung institutions and agencics o esablish and
conduct such services, 10 assist such contraciing institutions and agencies in
obtaining local, state. and foderal funds for the construction of such new
facilities and the provision of such operating funds as may be neeessary in the
development of the prograrn. and

4. Serve as the initiator apd coordinator ot local primary care and mental health
services inthe area,

In all these endeavors the Corporation intends fully to cocperate with all pubic and
volunteer agencies and to enter into Stich corperative agreements or contracts as maybe
neeessary or advisable to insure coordinaiion and continuity of community primary core and
mental health services in the arca.

6. PERIOD OF DURATION

Ihe period of duration of the ¢ ‘orporaticn shall be perpetual.

7. POWLRS

The Corporation is authorized and o powered o exercise the foliowing powers:

a, To construct and maimain tacilities as defined heren:

b. 1o cooperate and  contract with  the Swte Board of Health for the
construction, operation, and maintenanée of such fadilities and for the operation and cxecution
of such programs as it has elected (o mplement:

c. To cooperate and contract with the Alabama Department of Mental Healih for
the construction, operation, and maintenance of such facilities and far the operation  and

execution of such programs as it has elected 1o miplement;

d
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Jd To take over by purchose, lease, or oiherwise any hospital or other facilities
to be used for carrying oui such progrens as ithas elected io aplement:
e, to purchase, lease or rent any land. building structure. or facilities needed in
its operations:

Lo obtain options tpon, and 1o acquire by purchase, yift, grant, beguesi,

]

devise. or otherwise, any property or inferest therein lrom any Derson;

B Fo sell, exchange, wansfer, assien. or pledae Gny properts. or any limerest

therein W any person,

li Toamprove any sucl property;
Toansure against suchrisks as itimay deens advisable;
i o borrow money upon its honds. notes. swarrants,  debentures. or ather

evidences of indebtedness, and to secure the same by pledacs of its revenues:

i

k. o have perperual succession:
2 Fo make and execute contracts and other InStraments necessary or comvericnt to

e exerct o s pasaors;

I s authorized and directed to determine reasopabie fees for such SETVILES

il > ol
which it makes available 19 the public, and it shali collavt such foes uniess. on application and
ivestigation, it is determined that the person receiving such scivices is umable to pay the
established lee. and in such case, such amount as he is able (o pay wili be collected:

repeal by-laws and regulations

=)

. To make and rom time 10 Gime amend ar

not inconsistent with Act 3o
Q, To carry o ctfect the powers and purposes conlterred by Act 310, and
P Fodo any wind all other things accessaer or convenient to ast out the pOMCTS

atven i Act 310, fushall, in addition. have the power to sue and be sued in

1S COMporae name,
to contract with others the performance by them of any of its powers, aad to exercise sl other
powers vested in nen-profit corporations as new defined by the jans of Alubama of s iy
hereafier be enacted.

8. BY:-LAWS
he By-Laws of the Corporation shall be adopted by its Board of Dircctors. Al alierations,

deletions, additions or amendments must be approved ai 2 meeting of the said Board by an

affirmative vote amajority of the members attending and voting,

e’



9. DIRECEGRS AND THE R 1T

The Corporation shalf have 2 Foard

each County served and the City of Moabije, euch of whom shall bi¢ a resident of the ages of the

appointing authoricy for that member's poaition: Cach of the  appro ing authorities for the

counties named in Anticle 3 above, un ! for the ity of Mobile shall designate three (3) members
of the Board.

Phe six (6) year terms of office of the Dirvetors shatl be arranged nsofar as possible

such that the werms of oifice of appiostmaiely oacdourth of all Direcrors will end at noon on

April 1, in cach odd-numbered caleinr year. As each said teem expires or atherwise

becomes vacant, the goveraing body authorized 10 make that appoirtnent shall be requested,

in the case of expiring terms 1o APPOINL & suecessor for a term of six (6) years, and in the case

of other vacancies, for the balance of the unexpired term, with cach term of office ending at

noon on April | of the sixth year. Lach Director shall hold office untif a successor shall have

been chosen. Thereafler, the respectice governing bodies shall apnoint a sucCessur v each
~ - i

Director as his term shali expire, for aterm of Six (6) yvears, with each ferm of oftice ending at
noon, on April 1, as set forth above, and with caeh Brirccior serving vntil his successor shall

be appointed. A member of the Board o Divecters shall receive no compensation for his or her
services.

At the time any vacancy oceurs. the Bourd shall cecommend o the appopriate
governing authority a candidate for the appoinivent,

10 NON-PROFIT

The Corporation is not organized for pes
. 4l no part of it net earnings shall enurg to the

‘uniary profit nor shall it have any power (o

issue certificates of stock or declare dividend,
benefit of any member, director, or individuel, The balance, ifany, of all money received by the
Corporation from irs operation, gifls, contributions,
any debt and operations of the “orporation of whatsoever kind and nature, shall be uwed and
distributed exclusively for the mental health-inrellectual developmental disabilities purposes for
which this Corporation i organized.  The Cerporation shall have no members,

1. FUNDS

Funds appropriated by any county or municipality shall te used for the benefis of its

1} L] +
citizens. The Board shall comply with any existing minimum standards of maintenance and

Of Dircctors consisting of three {3) members of

or otherwise, afler the pavment in full of

5401
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operation that may be adopted by the “tare Bonrd of idesith end the Stste Depariment ol

Nental Health.
12, AMENDMENIS

Amendments to the Certificate of Licorporation may be made in secordance with the

provisions of Act 210, Saction 7.

13 DISTRIBUTION AND DISSOLUTION

o event ot dissolution of e Corperaticin assas and property. renl. personal or

mixed, remaining e the Comortion shull be disiribnied 0 a nublic or NEIVARS 13N exempt

Chuty o such prosorticns as best appeonaniies the veowmphread aress servad by, and tur the

providing of services as nemrly as possible approvidiating, these offered i such geozrphical
areas by the Corporation,

Notwithstanding any other provision of these Aiticles. this Corperation shall net carey

on any other activities not permiticd to be carried on by (@ 2 COMParaiion exeimpl rom

Federal income 1ax under Section S01{0031 of the Internal Revenue Code ol 1974 o the
corresponatng provision oiany fzture Linitad States Inteial Revenue aw, o thy & Coperdion

contrbutions o which are dedociible vnaer Section TN of the internar Revenwe (ode of

1934 ar any other comespandng prinision of sy fotme Laded St nterns] Revenne lav,

ATTAPOINTUEHEALTH SYSTLMS. INC.

STATE OF ALABAMA

COUNTY OF MOBILE

Jw un ir.r\n.nul a Notary Publc n; afd for sgid State and County, hiereby certify that
ﬁ’“i QV,}W ,,3: e and wg;_;._,-‘?; J- ?\, L&..L\-i[ L owhose names as Pesident
and asNecretary b! \iTTAl"ul\ IE HEALTH 5YS FFM\ NC., an Alabama public corporation
created pumuant to the provisions of Ala. Code §822-51-1 et seq. (19753, are sioned to the

{1
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toregning instrument, and who are kncan to me. acknow ledged before me on this d
informed of the contents of said instrument. cact 43

ay thit, being
:.'ll
the same voluntarily for an as the a

uch clficer and with tull authonty, evecuted
ctof said corporation.

“ /i F
Given under my hand and office netacial seal this ;‘g?_ day o' _y jm.___, 2019

7 ’F o, i}

lha 1 2utsl.
- __w,_é_‘.’&'k!(j_.’f. Ll .-_.w{"‘__ A S e
Notaty Publiy
;o L - 41 fopey
My Commission enprires: _ J /e £ 2

2o 3 4
! .__...;_?Lis.._ L. .
Nt . Y f

6119383

|



3 4 O 2 MOTIONED BY COMMISSIONERS RANDALL DUNHAM AND SECON{EED BY UNZELL KELC;E%’ ;TTE APPROVAL
TO SELL PUBLIC TRANSPORTATION VAN INVENTORY #700092, 2007 FORD GOSHE PAROGF%AJM} on
VIN#1FDWE35L87DA13402, MILEAGE 200K +/-, CONDITION POOR TO GOOD (5311p

GOVDEALS.COM. UNANIMO'SLY APPROVED

iy . e
MOTIONED BY COMMISSIONERS BERTHA MCELRATH AND SE\,QNDED BY RAI’\"IDALL DU/I:I:E/TRI\:_('I)T;HE
APPROVAL OF CHANGING THF VOTING SITE FROM THE CALDWELL CENTER IN GOODW
NATIONAL GUARD ARMORY, FENDING ADVERTISEMENT 3y THE PROBATE JUDGE,
HNANMINOLISLY APPROVED
Rental Contract

('Unit\Lei_teﬂpead]

Unit POC: MB3 Bt __fgg_ﬁi_i’ﬁ_
FPhone #:

S
— A5 o T

RENTAL CONTRACT WITH:
',f‘

Wiz ﬁ) G L i Ylﬁ_,liﬁilk;ﬁij.__i),‘;@i__m

—ddenth: P53 —— e
];‘ [“[5".{".&!&1{(9-" ﬂ [ m— — - -

This RENTAL CONTRACT, between

MAS _ e ()r':‘_gi(\:" 1266 0s¢B Ao/ xo __ (Unit) and
(Renter) is
thie ey T —— e - ——
made this b /9 day of 20 /¥

WITNESSETH:
That the Unit does hereby temporzrily rent unio the Rentar the following descrined
premises in the City of
The auditorium of Fort

___C.’._tjﬁ‘ _iiu’r:f_'__ —
i LMt i

Alabama, to Wit:

Alabama (the premises) for use and Occupation by the R-enter as .a place for public
entertainment, specifically, booaf, ¢lefe Lalse | elo ow L L nD
—'f——-(-k_._ﬁ___ L
_ . : _—_—
—_—

“__M_%__ﬂ____%_m_
and for no other different use or purpose, during the hours only from s

and only on the dates from B Keedd to A5 ne :
MR ef L= | S S _RNee '
PROVIDED that the following sums for the items indicated are paid by Renter to the

Unit as stated herein:

$ ¥, deposit payable within one week of date of this contract and
3 o5 payable at least one week PRIOR to the rental date.

present at the Premises. in such event, Unit shall refund pro-rata to Renter the
share of the total rent representing the time the Premises is not available for use by



5403

Rentai Contracs

Renter hereby agrees that no alcohaiic bevarages will he aliovied on the Premises for
the purpose of sale by the Renter or by any member of the nubkc.

Renter hereby agrees not t0 Issue ary more adimission tickeis or invitations to the
Premises for this rental than the maximum numbers indicated:

a. Seated in chairs: g
b. Seated at tables: v
. Not seateq: .

As part of the consideration hereof, the Renier hereby covenanis and agrees to hold
the Unit, and the Unit's agents, servants znd employees, free and harmless from
any and all liabiiity for claims for damages oi ather claims for personal injury, death or
Property injury, sustained by Renter, or Sustained hy any other person, while on the
Premises or adjacent thereto during the term of this rental as the result of the negligence
or other conduct of the Unit or the Unit's agents, servants or employees.

Renter hereby agrees to assume al| respensibility for public liability and for any and all
damage which may be done during time of this rental contract to the Premises, the
building, its equipment, furniture and/or facilities.

The Renter hereby agrees to indemnify arit holc; the Unit harmless from and
against any and zli liability, loss, damage, cost, and expense, including court costs and
attorneys' fee (whether or not litigation be comrmenced) of whatever nature or type, that
the State may hereinafter suffer, incur, be put 1o pay or layout by reason of Unit's
failure to make rented facilities canform to ait applicable local state and federa| building
restrictions, requirements, ordinances, and laws requiring that facilities be accessible to
individuals with disabilities for the purpose of attending Programs conducted by the
Unit; from al fines, suits, claims, demands, and actions of any kind or nature, by
reason of any breach, violation or nonperformance of any condition hereof or part of the
Renter; protect the Unit and its Property while in, on, or about the premises, and any
and all property of said Renter which may be located or stored either in the premises,
or the building of which the premises is g part, shall be so stored at the sole risk of the
Renter,

Any arrangements for holding rehearsals, decorating, installing public address system,
electrical wiring or other similar functions at tje Premises prior to rental date will be
made with the Unit in advance.

Unit hereby agrees to make available to the Renter, up to @ _ Chairs
and sufficient banquet—type fables not to excead 1153 in number, the use of
same to be included in the rental fee. Additional tables and chairs are available at fees

a. Chairs: @

b. Tables: Q__S

Attachment #1 Unit Initials
AGO Form 54 (21 March 2013) Page 2 of 3 Renter Initials
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Rental Contract

INWITNESS WHEREOQF, the partizs hereto hzve hereunto set their hands and seals
onthis the ;4 2% day of 20 K

LT g
gl et —
RMORY BOARD OF C NTROIL
WITNESSED BY: APPROVED:

jji%}u/ ﬁ%/ /;"J s BY: B
(Unit)

£ : \\ =
‘\, % ‘;,,1’) A-) ‘\\ ) - s 4/_;;/ g "/ﬁtb':*ﬁf:m--; .
‘y‘/(_ LS > BY: &£ ZnaE.., £ A S B T
e it e r-‘_-—-q._“ = - -7 - - g — 4 -

———— — L '3;-_..!&;,_ e S
(Renter) ™

ltemized list of charges:
Auditorium rental S b
Chairs: 5 @ $_ & each $ o -
Tables: ] @ % W~ each 5 2 S
Rooms: 5 L
Other: b 2

TOTAL ABMOUNT DU FOR mpayrs & 800

"Dioes NOT include amount for Deposit, Securily, Custodial, etc. This amount is ONLY
the amount charged for the use of the Premises as herein indicated. Renter js solely

responsible to pay separately for Security, Custodial, the attending National Guard
member, etc. ;

Attachment #1

Unit Initials
AGO Form 54 (21 March 2013) Page 3 0f3

Renter Initials
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y
£
‘ s L

; P LY.
o i 5,
_L__"___,___._—ﬁ____‘___‘._*,_“,_ — T

Cancellation or Change in Rental Contract

st g T ——
1a. National Guar Installation: 1b. Date N
. —— |
—_— '
} Te. Change Order #:
—
T
—
e e
2. Change in Contract Price Y2 ncrease
(Amount) ¥ g ____ Decrease
S e e

3 Description of this Modification-

7. Unit:
S —12aett (53 i3
BY: -
o //L/E‘é
(signture) o Fsignattfre)
b f/ Qe LS
{typed name) {typed name)
_ — D5 - was B
(titte) ' (rank, title)

B T
Attachment #2

AGO Form 54-3 (21 March 2013)

—
Page 1 of 1
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MOTIONED BY COMMISSIONERS TGDD ADAMS AND SECONDFED BY RANDALL DUNHAM THE APPROVAL
TO AWARD BID FOR (2) BUSHOG FLWX ROTART CUTTIER !N THE AMOUNT OF $34,730.00.
UNANIMOUSLY APPROVED

1 OLD BUSINESS
NONE

‘ MOTION TO ADJOURN
MOTIONED BY COMMISSIONERS RANDALL DUNHAM AMD SECONDED BY BERTHA MCELRATH TO
ADJOURN. UNANIMOUSLY APPROVED

MINUTES APPROVED THIS __ 9TH__ DAYOF _ JULY |, 2339,

,ﬁm s (Mo Bty K Metleatt.

CHAIRMAN T(_Q)D ADAMS VICE CHAIRMAN, BERTHA K. MCELRATH

RONNIZIANER

UNZELL KELLY

RANDALL DUNHAM




