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DATE: February 24, 2010
TO: First 5 Madera County Commission
FROM: Chinayera Black-Hardaman, MPA

SUBJECT: Consideration of Human Resource Matters

RECOMMENDATION:
That your Commission:
a. Approve modification to the organizational structure including incorporation of a

Operations Manager position.

b. Approve Operations Manager job description for, Range 30
c. Approve appointment of Mang Thao to Operations Manager, retroactive
to January 2, 2010

d. Approve filling the Secretary position as support to Commission
administration and FRC (Madera/Chowchilla) operation.

e. Approve authorization of the Transition Committee to conduct final review
of the Plan 457 document on behalf of the full Commission with the decision
points as itemized in this Commission packet.

BACKGROUND:

The scope and size of First 5 Madera County staffing has evolved over time to
meet the needs of existing and anticipated programming, both Funding Initiatives
and the Family Resource Center (FRC) Initiative.

There has been much discussion about clarifying the organization’s design to
more clearly identify a staff member to serve the role as Deputy Director and
interim Director in the Executive Director’'s absence. This has been discussed at
length in subcommittee meetings (Transition Committee) involving Vern Moss
(Commission Chair), Sally Frazier (Staffing and Nominations Committee Chair),
David Chavez, Carol Barney and the Executive Director.

Further, the subcommittee has also been working on establishing the parameters
for a retirement plan, Plan 457.

DISCUSSION:

The purpose of this agenda item is to seek consideration and approval of
proposed adjustment to your Commission’s organizational chart as
recommended by your Committee. In short, the existing Senior Administrative
Assistant position will be reclassified to Operations Manager. See Attachment A
for proposed revisions to the organizational chart. See Attachment B for the
proposed job description.




Also, the administrative secretary position has gone unfilled for an excess of one full year. The office assistant
position shared by both the Madera and Chowchilla FRCs has gone unfilled for 2 months. As per
recommendation of the Transition Committee, your Commission can fill the Secretary position to address
staffing needs.

The subcommittee has convened with Mel Hill of Retirement Plan Consultants to facilitate the development of
a Plan 457 for staff. In the interest of time the subcommittee recommends that your Commission consider and
approve the following decision points and allow the subcommittee to finalize the document.

e Exclusions: Any staff other than permanent full-time staff will be excluded from the plan

o Eligibility: Staff become eligible to participate in the plan upon their 1st payroll following their "Anniversary
Date"

e Contributions: There will be Salary Deferrals from EEs and Matching Deferrals from ER

¢ Auto Enrollment: Upon anniversary date there will be an auto enroliment that commits staff to a 3%
Salary Deferral unless otherwise specified. Staff will have to option to defer more or less but will only be
eligible for the matching deferral with a minimum 3% EE contribution.

e Vesting: 5 year cliff vesting

e« Forfeiture: Inthe event staff terminates employment prior to vesting, the ER share will revert back to
Commission and be placed in the matching contribution account to offset future costs.

e Plan Trustee: The Commission's Executive Board (Chair, Vice-Chair and Secretary) will serve as Plan
Trustees.

o Signature: The Commission Chair (or designee) will sign on behalf of the Commission.

FISCAL IMPACT:

If approved by your Commission, the Operations Manager will be placed at a range 30 for 225 days with a
corresponding salary of $55,026-$63,698. Mang Thao will be placed in this position at the second step,
$57,778 retroactive January 2, 2010. This, and hiring for the Secretary position, can be afforded under the
adopted FY 2009-2010 Budget.




MADERA COUNTY—

Children and Families Commission ] Commission Funded - Staff
[] Commission Funded - Contracts

[] Categorically Funded/Grants - Staff

Agenda Item 7.0 — Attachment A S’raffing Pattern
ﬂ FI RST 5 February 2010

Executive Director

Administration/Operations Family Resource Center Initiative
[ |
Operations Manager FRC Manager
(Deputy Director)
I
| ]
Administrative Professional Fy_nd_mg
I I Madera Chov/chilla Mt Area
Madera County FRC FRC FRC
Auditor Controller . .
Program Officer Program Officer
Contracts i .
Secretary Madera County ( ) (Bvaluation) FRC Coordinator
] Counsel Office
Assistant
Madera County I
] Maintenance 5 FTE 2FTE
Family Adv. Family Adv.
Amerirnrn Amerirnrn
Barrett Business I |
Services, Inc. 1FTE 1FTE
— (BBSI) - Personnel Workforce Workforce
l |
Blankenship & I
— Company -
Accounting Health & Wellness Coordinator -  1FTEPrg
Assist Americorn
Madera County Parent Leadership Facilitator
Superintendent of
— Schools - 2FTEC
Information ) ase
Technology Master Level Social Worker = Varagers




Agenda Item 7.0 — Attachment B

"ZFIRST5

MADERA COUNTY

Operations Manager
Range 30

Position Title Operations Manager

Reports To Executive Director

Working Schedule Full-time/Exempt

General Description

Under the direction of the Executive Director, this position is responsible for management of day-to-day
operations, which includes overseeing the processing of fiscal transactions, administrative supports, human
resources support and general services for the Commission. Supervises the Commission’s fiscal and office
support staff. This position will serve as Deputy Director in the absence of the Executive Director.

Major Duties and Responsibilities

Fiscal

= Audit claims as prepared by fiscal staff/contractors to ensure accuracy.

= Oversee day-to-day activities associated with claim processing, accounts payable and accounts
receivable.

= Act as primary contact with the Auditor Controller’s Office on topics particular to claims processing and
payment.

= Support Executive Director in facilitating annual auditing process.

= Support Executive Director in annual budgeting process.

Human Resource Services
= Serve as liaison to HR Firm regarding day-to-day human resource matters including processing and
submittal of standard forms, recruitment and hiring processes, etc.
=  Support Executive Director in filing and record keeping related to personnel files.
= Support Executive Director in the implementation and enforcement of all organizational policies and
procedures to ensure uniform application across the organization.

Administration and Leadership
= Plans, assigns, directs, and reviews the work of Commission clerical support staff in the areas of office
management activities including office equipment and supplies, file systems, professional contracts,
and other administrative support activities.
=  Work with Executive Director to ensure ongoing, continuous quality improvement of the organization.
= Foster an environment of learning, teamwork and cooperation throughout the organization.
= Promote team cohesion throughout the organization through the application of effective management
and leadership techniques.
n
Communication and Community Outreach
= Ensure effective and efficient procedures and processes are in place to promote communication and
adequate information flow within the organization as well as in the community.
= Facilitate and coordinate relationships with media outlets to promote the Commission, Funding
Initiatives and the FRC Initiative.
= Develop and implement ongoing strategies to keep provider stakeholders and community stakeholders
current on First 5 activities and work including distribution of collateral materials, press releases, media
alerts, etc.
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Information Technology
e Plans, assigns, coordinate and reviews information technology needs including computers, printers,
faxes, telephones, etc.
e Serve as liaison to IT contractor regarding day-to-day IT matters
e Develops, or facilitate the development, and maintenance of Commission website and representation
on social networking sites.

OTHER
= Perform other duties as required.

Employment Standards

Bachelor's degree or equivalent in early childhood development, business administration, organizational
development, liberal arts, social sciences, public administration or a related field with at least 4 years of related
experience in mid management positions (or) 7 years of related senior management experience. Work
experience in early childhood development. Demonstrated experience in overseeing the day-to-day operations
of a non-profit organization, county or state agency. Bilingual Spanish a plus.

Core Competencies for All Employees

= Maintains standards of confidentiality and a strong commitment to ethical practice.

= Demonstrates safe work practices and exhibits understanding of emergency response techniques
appropriate to position.

= Focuses on understanding and meeting customer needs.

» Maintains positive work relationships in a respectful and collaborative manner.

» Maintains good communication with others ensuring others have necessary information.

= Actively works toward organizational improvement and professional growth.

= Actively promotes FIRST 5 Core Values and Essential Elements.

General Knowledge of:

= State and local matters related to young children’s issues and programming
= QOrganization and time management

= Administrative and clerical practices and techniques

= Computer applications related to work

= Strong writing and editing skills
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Ability to:

Build interpersonal trust and demonstrate a capacity to build and sustain open and transparent
relationships in a collaborative team setting.

Demonstrate a level of interpersonal confidence and cross-cultural sensitivity, which engenders trust,
and respect in others.

Work independently and as part of a team.

Set priorities and manage multiple projects and recommend an effective course of action.
Demonstrate excellent communication skills including writing, editing, facilitation and public speaking.
Be detailed oriented with excellent follow-up.

Work flexible hours as needed.

Maintain stability and leadership in a rapidly changing environment.

Work effectively as a leader of a team internally and externally.

Plan and assign clerical workloads clearly and effectively.

Develop and effectively utilize all available resources.

Establish and maintain program objectives, priorities and policies.

Interpret, analyze and evaluate data.

Balance and organize multiple tasks.

Be professional, trustworthy, and respectful of others and display a positive attitude.

Work Environment

Some travel, primarily within the County and State to attend various meetings.

Fast paced, diverse and dynamic environment.

Will require working some evenings and weekends.

Work cohesively with the Commissioners, FIRST 5 staff, management, and outside vendors

The work is sometimes physical, requiring setting up for meetings which may require lifting or carrying
cumbersome materials, e.g., easels, flip charts, refreshments, brochures, etc.

Possession of a valid California Driver’s License and a reliable means of transportation.
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