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Date: February 2,2016

Subject: Add one Secretary-Advanced Level position and cancel one vacant Clerk-Senior Level position in the Health
Services Department

RECOMMENDATION(S):

ADOPT Position Adjustment Resolution No. 21820 to add one (1) Secretary-Advanced
Level (J3TG) position ($3,627-$4,643) and cancel vacant Clerk-Senior Level (JWXC)
position #7174 ($3,087-%$3,942) in the Hazardous Materials Division of the Health Services
Department. (Both represented classes)

FISCAL IMPACT:

Upon approval, the costs associated with this action will be approximately $12,353 annually
with benefits, including $2,983 in pension costs. Costs will be 100% funded by Hazardous
Materials Fee Revenues.

BACKGROUND:

The passage of Assembly Bill 2286 in 2008 required electronic reporting of all hazardous
materials data to the local agency. With the implementation of this bill, the amount of
paperwork processing and data entry has decreased significantly. The Hazardous Materials
Division now has a greater need for administrative support and duties that are consistent
with the classification of Secretary-Advanced Level. These duties include (but are not
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limited to): drafting and editing correspondences, preparing reports and meeting notes, as
well as prioritizing and maintaining appointment calendars for division managers.



CONSEQUENCE OF NEGATIVE ACTION:

If this action is not approved, the Hazardous Materials division will not have the
appropriate administrative personnel to staff its operations.

CHILDREN'S IMPACT STATEMENT:
Not applicable.
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