THIS IS A DECISION PAPER:

TO:

Members of the Hardin County Board of Education

FROM:
Teresa Morgan, HCS Superintendent
DATE:
April 12, 2019


SUBJECT:
Request for the Reclassification of the Clerk, Class Code 7784 be amended as well as days worked.

DISCUSSION:

The Departments for Student Services and Human Resources have gone through some changes over the last couple of years causing the need for increased staffing.  The position of Clerk, no longer adequately serves the needs of the current student services and human resource departments.  I am requesting the clerk position (Level 6, 212 days) be reclassified to a secretary (Level 6, 261 days).  With this change comes increased responsibilities to include assisting the human resources department in the processing of new employees in the summer time, qualify applications, and explain employee benefits.  Additional duties within the Student Services Department include enrollments and attendance for behavioral health unit, online registration, Withdraws and adds for new classes, point of contact for eSchool students to reset quizzes and unlock tests.  In addition, the position will work in the human resource department from the months of May to August during the hiring season as well as to create a back-up person for our certified and classified personnel specialists.  The funding source for this position will be funded out of the student service budget as it is currently.
RECOMMENDATION:

  I recommend that the Hardin County Board of Education approve the reclassification of the Clerk Position (level 6, 212 days) to a Secretary (level 6, 261 days) as a result of the increased responsibilities in the Student Services and Human Resources Departments. 
RECOMMENDED MOTION:

  I recommend that the Hardin County Board of Education approve the reclassification of the Clerk Position (level 6, 212 days) to a Secretary (level 6, 261 days) as a result of the increased responsibilities in the Student Services and Human Resources Departments.
