
RECOMMENDATION(S): 
ADOPT Position Adjustment Resolution No. 25901 to reclassify position #17040 and its
incumbent from Executive Secretary-Exempt (J3T5) (unrepresented) at salary plan and
grade level B85-1445 ($5,951 - $6,562) to Administrative Services Assistant II (APVA)
(represented) at salary plan and grade level ZB5-1475 ($6,129 - $7,449) in the Department
of Child Support Services. 

FISCAL IMPACT: 
Upon approval, there is an annual cost increase of approximately $29,333 with pension
costs of $6,417 already included. This position will be funded by 66% Federal and 34%
State revenues. There is no cost to the County General Fund. 

BACKGROUND: 
A classification study was conducted on a single position currently allocated to the
Executive Secretary – Exempt classification assigned to the Department of Child Support
Services. In 2019, the Department of Child Support Services hired an Executive Secretary to
provide administrative support to the Director. The incumbent has taken on additional
responsibilities within the Business Administration Team and now performs higher level
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duties which include purchasing and budgeting, personnel responsibilities, project
management, and various administrative tasks. This work is most aligned with the
Administrative Services Assistant II, which is responsible for this scope of work. Upon
review and analysis, Human Resources recommends the position and its incumbent be
reclassified to Administrative Services Assistant II. 



CONSEQUENCE OF NEGATIVE ACTION:
If this action is not approved, the incumbent will not be appropriately classified. 

CHILDREN'S IMPACT STATEMENT:
The Department of Child Support Services supports two of the community outcomes
established in the Children's Report Card: 3) "Families that are Economically Self
Sufficient" and 4) "Families that are Safe, Stable and Nurturing."
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