
 

FINANCE AND AUDIT COMMITTEE
MEETING AGENDA

 August 1, 2017
Administration Building,

4th Floor, BCC Meeting Room, 477 Houston
Street,

Green Cove Springs, FL 32043
3:00 PM

PUBLIC COMMENTS
CO M M I TTEE AG ENDA I TEM S

1. Liberty Tire Recycling, LLC First Renewal of Agreement #13/14-135
Approval of the First Renewal to Agreement #13/14-135, with Liberty Tire
Recycling, LLC, for waste tire management services, for a term of one year.
Funding Source: 401-3802-534600 (Solid Waste Fund / Environmental
Services / Temp Labor/Bill/Coll/Management) (A. Altman)

2. Adopt-A-Mile Litter Removal Agreement-NAS Jax Combined FCPOA
Approval of the Adopt-A-Mile Litter Removal Agreement with NAS Jax
Combined FCPOA, for a portion of County Road 220 (beginning at
Swimming Pen Road and ending at College Drive), for a term of two years,
at no cost to the County.  Funding Source: Not Applicable (A. Altman)

3. Second Extension to Agreement #12/13-179 with Care Environmental Corp
Approval of the Second Extension to Agreement #12/13-179 with Care
Environmental Corp., for household hazardous waste collection received at
the Rosemary Hill Facility, for a term of one year, at the cost of $39,000.00. 
Funding Source: 401-3802-534600 (Solid Waste Fund - Environmental
Services - Temp Labor/Bill/Coll/Management) (A. Altman)

4. Second Extension to Agreement #12/13-180-Erosion Control Seeding &
Mulching, Inc.
Approval of the Second Extension to Agreement #12/13-180 with Erosion
Control Seeding & Mulching, Inc., for the maintenance of closed landfills and
environmental convenience centers, for a term of one year, at the cost of
$460,000.00.  Funding Source: 401-3802-534600 (Solid Waste Fund -
Environmental Services - Temp Labor/Bill/Coll/Management) (A. Altman)

5. FY2017/2018 Emergency Management Performance Grant Agreement
Approval of the FY 2017/2018 Emergency Management Performance Grant
Agreement with the State of Florida Division of Emergency Management and
the accompanying Resolution approving the budget, for the purpose of
maintaining the County's Emergency Management Program, for the term of
7/1/2017-6/30/2018, with revenue of $72,030.00. Funding Source: 001-001-



331212 (General Fund Revenue / EMPG Grant) (L. Mock)
6. Acceptance of Grant Award - Fire Station Renovation

Approval to accept the grant award from the State of Florida for
FY2017/2018, from July 1, 2017 through June 30, 2018, in the amount of
$700,000.00, for the construction of Fire Station 11. These funds are to be
used in conjunction with CIP Funds allocated for the construction of the fire
station. Funding Source: Not applicable at this time. (L. Mock)

7. First Amendment to Memorandum of Understanding #2016/2017-37 with the
University of Florida
Approval of the First Amendment and Modification to the Memorandum of
Understanding with the University of Florida (UF), regarding the funding of a
UF faculty member specializing in 4-H youth development, for the period of
10/1/2017-9/30/2018, at the cost of $29,819.06, contingent upon approval of
the FY17/18 budget. Funding Source: 001-3401-531000 (General Fund -
Extension Svcs/Ag - Professional Services) (B. Burbaugh)

8. Position Revisions
Request approval to make changes to the following positions and amend the
organizational chart as appropriate. (B. Burbaugh)

1. Executive Secretary to Program Manager, and,
2. Data Entry Clerk/Receptionist to Office Assistant/Receptionist

9. Bid #16/17-27, Guardrail Repair, Installation and Replacement
Approval to post notice of intent and award Bid #16/17-27, Guardrail Repair,
Installation and Replacement to Central Florida Street Signs, Inc. for a term
of two years at the unit price rates.  This bid is utilized as needed. Approval
will be effective after 72 hour bid protest period has expired assuming no
protest are received. Funding Source: 101-3701-546100 (Transportation
Trust Fund / Streets & Drainage / Repairs and Maintenance) (D. Smith)

10. Interlocal Agreement with Housing Finance Authority
Approval of Revision to Interlocal Agreement with Housing Finance Authority
re: Cassie Gardens, Ltd. (H. Coyle)

11. Fairgrounds Master Plan Funding
Approval of the Tourist Development Council's recommendation to fund the
Fairgrounds Master Plan as an effort to enhance our destination's product
development efforts at an investment of $35,000. Funding Source: Tourism
Development Funds (K. Morgan)

12. Contract for Construction of the Fleming Island Athletic Assoc. Multi-Purpose
Fields Project
Update regarding the contract with Thomas May Construction Company for
construction of the Fleming Island Athletic Assoc. Multi-Purpose Fields
Project. (J. Householder)



COUNTY MANAGER/CLERK OF THE BOARD
13. County Project Update

Update on County projects.
In accordance with the Americans with Disabilities Act, any person needing a special
accommodation to participate in this matter should contact the Clay County ADA
Coordinator by mail at Post Office Box 1366, Green Cove Springs, FL 32043, or by
telephone at number (904) 269-6347 no later than three (3) days prior to the hearing or
proceeding for which this notice has been given. Hearing impaired persons can access
the foregoing telephone number by contacting the Florida Relay Service at 1-800-955-
8770 (Voice), or 1-800-955-8771 (TDD).



 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, August 1  3:00 PM

TO: Finance and Audit Committee DATE: 7/21/2017
  
FROM: Administrative and
Contractual Services
  
SUBJECT: Approval of the First Renewal to Agreement #13/14-135, with Liberty Tire
Recycling, LLC, for waste tire management services, for a term of one year. Funding Source:
401-3802-534600 (Solid Waste Fund / Environmental Services / Temp
Labor/Bill/Coll/Management) (A. Altman)
  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
This Renewal will continue the transportation and recycling/disposal of waste tires received at
the Rosemary Hill facility. The cost increase is due to an increase in volume, no change in
rates. 

Is Funding Required (Yes/No):
Yes

If Yes, Was the item budgeted
(Yes\No\N/A):
Yes

Funding Source: Solid Waste Fund / Environmental Services / Temp
Labor/Bill/Coll/Management
 
Account # 401-3802-534600    Amount - $44,000.00 (estimated)

Sole Source (Yes\No):
No

Advanced Payment
(Yes\No):
No



Planning Requirements:
Public Hearing Required (Yes\No):
No

Hearing Type: 

Initiated By:

Not Applicable

ATTACHMENTS:
Description
Liberty Tire First Renewal

REVIEWERS:
Department Reviewer Action Date Comments
Administrative
and
Contractural
Services

Thomas, Karen Approved 7/26/2017 - 11:49
AM



































 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, August 1  3:00 PM

TO: Finance and Audit Committee DATE: 7/26/2017
  
FROM: Administrative and
Contractual Services
  
SUBJECT: Approval of the Adopt-A-Mile Litter Removal Agreement with NAS Jax Combined
FCPOA, for a portion of County Road 220 (beginning at Swimming Pen Road and ending at
College Drive), for a term of two years, at no cost to the County.  Funding Source: Not
Applicable (A. Altman)
  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
This is to allow local organizations to participate in litter removal from roadside parks and
roadways at no cost to the County. 

Is Funding Required (Yes/No):
No

If Yes, Was the item budgeted
(Yes\No\N/A):
No

Not Applicable

Sole Source (Yes\No):
No

Advanced Payment
(Yes\No):
No

Planning Requirements:
Public Hearing Required (Yes\No):
No

Hearing Type: 



Initiated By:

Not Applicable

ATTACHMENTS:
Description
Litter Removal Agreement

REVIEWERS:
Department Reviewer Action Date Comments
Administrative
and
Contractural
Services

Thomas, Karen Approved 7/26/2017 - 12:00
PM

County
Manager

Kopelousos,
Stephanie Approved 7/27/2017 - 11:42

AM











 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, August 1  3:00 PM

TO: Finance and Audit Committee DATE: 7/26/2017
  
FROM: Administrative and
Contractual Services
  
SUBJECT: Approval of the Second Extension to Agreement #12/13-179 with Care
Environmental Corp., for household hazardous waste collection received at the Rosemary Hill
Facility, for a term of one year, at the cost of $39,000.00.  Funding Source: 401-3802-534600
(Solid Waste Fund - Environmental Services - Temp Labor/Bill/Coll/Management) (A. Altman)
  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
To provide collection of household hazardous waste received at the Rosemary Hill Facility.
The price increase over last year is due to an increase in volume. 

Is Funding Required (Yes/No):
Yes

If Yes, Was the item budgeted
(Yes\No\N/A):
Yes

Funding Source: Solid Waste Fund - Environmental Services - Temp
Labor/Bill/Coll/Management
 
Account #  401-3802-534600   Amount - $39,000.00 

Sole Source (Yes\No):
No

Advanced Payment
(Yes\No):
No

Planning Requirements:



Public Hearing Required (Yes\No):
No

Hearing Type: 

Initiated By:

Not Applicable

ATTACHMENTS:
Description
2nd Extension to Agreement #12/13-179-Care Environmental

REVIEWERS:
Department Reviewer Action Date Comments
Administrative
and
Contractural
Services

Thomas, Karen Approved 7/27/2017 - 12:03
PM



































































 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, August 1  3:00 PM

TO: Finance and Audit Committee DATE: 7/26/2017
  
FROM: Administrative and
Contractual Services
  
SUBJECT: Approval of the Second Extension to Agreement #12/13-180 with Erosion Control
Seeding & Mulching, Inc., for the maintenance of closed landfills and environmental
convenience centers, for a term of one year, at the cost of $460,000.00.  Funding Source:
401-3802-534600 (Solid Waste Fund - Environmental Services - Temp
Labor/Bill/Coll/Management) (A. Altman)
  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
This is for the maintenance of closed landfills and environmental convenience centers.
 

Is Funding Required (Yes/No):
Yes

If Yes, Was the item budgeted
(Yes\No\N/A):
Yes

Funding Source: Solid Waste Fund - Environmental Services - Temp
Labor/Bill/Coll/Management
 
Account # 401-3802-534600   Amount - $460,000.00 

Sole Source (Yes\No):
No

Advanced Payment
(Yes\No):
No



Planning Requirements:
Public Hearing Required (Yes\No):
No

Hearing Type: 

Initiated By:

Not Applicable

ATTACHMENTS:
Description
Erosion Control Second Extension Agreement

REVIEWERS:
Department Reviewer Action Date Comments
Administrative
and
Contractural
Services

Thomas, Karen Approved 7/27/2017 - 12:08
PM











































 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, August 1  3:00 PM

TO: Finance and Audit Committee DATE: 7/24/2017
  
FROM: Administrative and
Contractual Services
  
SUBJECT: Approval of the FY 2017/2018 Emergency Management Performance Grant
Agreement with the State of Florida Division of Emergency Management and the
accompanying Resolution approving the budget, for the purpose of maintaining the County's
Emergency Management Program, for the term of 7/1/2017-6/30/2018, with revenue of
$72,030.00. Funding Source: 001-001-331212 (General Fund Revenue / EMPG Grant) (L.
Mock)
  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
This reimbursable Grant Agreement represents an annual grant which provides Federal funds
through the Florida Division of Emergency Management to maintain the County's Emergency
Management Program. 

Is Funding Required (Yes/No):
Yes

If Yes, Was the item budgeted
(Yes\No\N/A):
No

Funding Source: General Fund Revenue / EMPG Grant; A budget Resolution accompanies
this reimbursable Agreement.
 
 EMPG Grant Revenue   Account 001-001-331212   Amount ($72,030.00)
 Professional Services Account 001-2102D-531000   Amount  $72,030.00

Advanced Payment



Sole Source (Yes\No):
No

(Yes\No):
No

Planning Requirements:
Public Hearing Required (Yes\No):
No

Hearing Type: 

Initiated By:

Not Applicable

ATTACHMENTS:
Description
FY17/18 Emergency Management Performance Grant Agreement
Budget Resolution

REVIEWERS:
Department Reviewer Action Date Comments
Administrative
and
Contractural
Services

Thomas, Karen Approved 7/26/2017 - 11:50
AM























































































































 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, August 1  3:00 PM

TO: Finance & Audit Committee DATE: 7/26/2017
  
FROM: Lorin L. Mock
  
SUBJECT: Approval to accept the grant award from the State of Florida for FY2017/2018,
from July 1, 2017 through June 30, 2018, in the amount of $700,000.00, for the construction
of Fire Station 11. These funds are to be used in conjunction with CIP Funds allocated for the
construction of the fire station. Funding Source: Not applicable at this time. (L. Mock)
  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
The 2017-2018 General Appropriations Act, line 2372A, appropriated $700,000.00 to the
Clay County Board of County Commissioners (Grantee) to assist in the construction of a new
fire and rescue station to serve the needs of the local community. Funding under this
Agreement will be used to assist in the construction of a new fire and rescue station located at
7390 State Road 21, Keystone Heights, Florida. 

Is Funding Required (Yes/No):
Yes

If Yes, Was the item budgeted
(Yes\No\N/A):
Yes

Funding Source: Not applicable at this time.

Sole Source (Yes\No):
No

Advanced Payment
(Yes\No):
No

ATTACHMENTS:
Description



Grant Memo
Grant Award Letter

REVIEWERS:
Department Reviewer Action Date Comments
Public
Safety Mock, Lorin Approved 7/26/2017 - 4:08 PM

County
Manager

Kopelousos,
Stephanie Approved 7/27/2017 - 11:42

AM















 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, August 1  3:00 PM

TO: Finance and Audit Committee DATE: 7/26/2017
  
FROM: Administrative and
Contractual Services
  
SUBJECT: Approval of the First Amendment and Modification to the Memorandum of
Understanding with the University of Florida (UF), regarding the funding of a UF faculty
member specializing in 4-H youth development, for the period of 10/1/2017-9/30/2018, at the
cost of $29,819.06, contingent upon approval of the FY17/18 budget. Funding Source: 001-
3401-531000 (General Fund - Extension Svcs/Ag - Professional Services) (B. Burbaugh)
  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
The purpose of this First Amendment is to fund 40% of the salary of a UF faculty member, in
Clay County, who specializes in 4-H youth development. The individual in this position will be
considered a State employee; thus, the County will not be responsible for funding health
insurance or sick leave payout. 

Is Funding Required (Yes/No):
Yes

If Yes, Was the item budgeted
(Yes\No\N/A):
Yes

Funding Source: General Fund - Extension Svcs/Ag - Professional Services (Contingent upon
approval of the FY17/18 budget)
 
Account # 001-3401-531000 Amount - $29,819.06 

Sole Source (Yes\No):
Advanced Payment
(Yes\No):



No No

Planning Requirements:
Public Hearing Required (Yes\No):
No

Hearing Type: 

Initiated By:

Not Applicable

ATTACHMENTS:
Description
First Amendment-MOU with University of Florida

REVIEWERS:
Department Reviewer Action Date Comments
Administrative
and
Contractural
Services

Thomas, Karen Approved 7/26/2017 - 11:56
AM











































 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, August 1  3:00 PM

TO: Board of County
Commissioners DATE: 7/26/2017

  
FROM: Jennifer Rupert-Bethelmy
  
SUBJECT:
Request approval to make changes to the following positions and amend the organizational
chart as appropriate. (B. Burbaugh)

1. Executive Secretary to Program Manager, and,
2. Data Entry Clerk/Receptionist to Office Assistant/Receptionist

  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
 A comprehensive review was conducted to ensure that positions or any replacements
positions were appropriately realigned to the core functions of the Division. These changes
will better enable the Division in accomplishing its programming goals and objectives to the
County and community. 

Is Funding Required (Yes/No):
No

If Yes, Was the item budgeted
(Yes\No\N/A):
No

Funding Source: Not applicable

Sole Source (Yes\No):
No

Advanced Payment
(Yes\No):
No

ATTACHMENTS:



Description
Organizational Chart
Job Description Office Assistant / Receptionist
Job Description Program Manager

REVIEWERS:
Department Reviewer Action Date Comments
Human
Resources

Bethelmy,
Jennifer Approved 7/27/2017 - 12:44

PM



Extension Services/Agriculture Division 

 

 

Senior SecretarySecretary

4-H/Family &
Consumer Science

Agent III
4-H Agent IIAgriculture/Natural

Resources Agent II
Horticulture

Agent II

County Extension Director
Bradley Burbaugh

Program
Manager

Custodial
Technician I

Office Assistant/
Receptionist
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CLAY COUNTY 

BOARD OF COUNTY COMMISSIONERS 

JOB DESCRIPTION 

 

 

JOB TITLE: Office Assistant/Receptionist 

EXEMPT: No 

SALARY LEVEL: Non-Exempt 14 

DEPARTMENT: Agricultural Agent / Extension Office 

REPORTS TO: County Extension Director 
 

 

GENERAL DESCRIPTION OF DUTIES:  This position will be responsible for greeting 

customers, answering incoming calls, and directing customers to appropriate faculty, 

coordinating mail distribution, and providing clerical and administrative support in a fast-paced 

academic environment. The Receptionist is the first point of contact for the entire organization, 

requiring a positive attitude and professional appearance.  

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES INCLUDE THE FOLLOWING: (other 

duties, may be assigned) 

 

Serves as office receptionist: greets, announces, and routes customers to appropriate faculty and 

staff.   

 

Answers incoming telephone calls, determines purpose of callers, and forwards calls to 

appropriate faculty and staff.  

 

Takes and delivers messages or transfers calls to voicemail when appropriate personnel are 

unavailable.  

Answers routine questions about the organization and provides callers with address, directions, 

and other information as requested.  

Responsible for opening and closing the customer reception area at 8:00 am and 4:30 pm. 

Operates office equipment such as computers, postage machine, copier, fax, printer and scanner. 

 

Assists support staff with clerical duties to include faxing, copying, organizing/maintaining 

files, and other special projects.  

 

Receives, sorts and distributes incoming mail. Prepares, meters, and delivers outgoing mail.  

 

Prepares educational materials; takes notes and develops minutes for staff and advisory council 

meetings. 
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Assists in providing website updates, social media postings, and educational meeting 

announcements. 

 

Serves as the primary contact for faculty and staff as well as stakeholders for scheduling meeting 

rooms, reserving audio visual equipment, and providing access to facilities. 

Tracks data and maintains records for county and University of Florida (UF) reports. 

Monitors office supply inventory and compiles orders when required.  

Organizes and updates office databases related to contact information and customer satisfaction. 

Responsible for registering customers for educational programs. 

Monitors and provides initial reports and approval of County and UF time and leave requests by 

faculty and staff.  

Contributes to and submits multiple County and UF reports (e.g., vehicle mileage, partners for 

progress report, inventory, affirmative action file, and reconciling budget accounts). 

Supports administrative and special projects, as assigned.  

In the event of a hurricane, major storm, natural or man-made disaster that may threaten the area, 

the employee will be required to perform emergency duties as directed.   

Performs other duties as assigned. 

 

 

QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual must 

be able to perform each duty satisfactorily. The requirements listed below are representative, of 

the knowledge, skill and/or ability required. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

Must be able to anticipate, assess, and respond effectively to the needs of diverse customers, both 

internal and external, providing consistently excellent service that is timely, accurate, courteous, 

and respectful. 

 

Must have knowledge of county and office policies, procedures, and records management 

principles. 

 

Must have skills in the preparation of clear and precise administrative reports. 

 

Must operate with tact, courtesy, and be able to work in a team environment. 

 

Must have the ability to gather, organize, and maintain data.  
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Must have knowledge of designing and maintaining databases, spreadsheets, and creating 

reports.  

 

 

EDUCATION AND/ OR EXPERIENCE: Candidate must possess a High School Diploma or 

GED equivalent and five years of appropriate experience.  

 

Appropriate college coursework or vocational/technical training may substitute at an equivalent 

rate for the required experience. 

 

Requires knowledge of modern office practices and equipment, including Microsoft Applications 

such as Word, Outlook, etc., and other job related software programs. 

 

The ability to drive a County vehicle and maintain a valid Florida Driver's License, with a good 

driving history is required. 

 

Any combination of education and experience may be substituted, so long as it provides the 

desired skills, knowledge and abilities to perform the essential functions of the job. 

 

All requirements are subject to possible modification to reasonably accommodate individuals 

with disabilities.  However, some requirements may exclude individuals who pose a direct threat 

or significant risk to the health and safety of themselves or other employees. 

 

While requirements may be representative of minimum levels of knowledge, skills and abilities 

to perform this job successfully, the incumbent will possess the abilities or aptitudes to perform 

each duty proficiently. 

 

The job description in no way implies that these are the only duties to be performed.  Employees 

occupying the position will be required to follow any other job-related instructions and to 

perform any other job related duties requested by their supervisor. 

 

 

PHYSICAL QUALIFICATIONS AND ACTIVITIES OF THE POSITION: Sedentary 

work. Exerting up to 25 pounds of force occasionally and/or a negligible amount of force 

frequently or constantly to lift, carry, push, pull otherwise move objects, including the human 

body. 

 

Stooping: Bending body downward and forward by bending spine at the waist. 

 

Kneeling: Bending the body downward and forward by bending leg and spine. 

 

Crouching: Moving about on hands and knees or hands and feet. 

 

Reaching: Extending hand(s) and arm(s) in any direction. 
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Standing: Particularly for sustained periods of time. 

 

Sitting: Particularly for sustained periods of time. 

Walking: Moving about on foot to accomplish tasks, particularly for long distances. 

 

Lifting: Raising objects from a lower to a higher position, or moving objects horizontally from 

position-to-position. 

 

Dexterity: Picking, pinching, typing or otherwise working, primarily with fingers rather with the 

whole hand or arm as in handling. 

 

Grasping: Applying pressure to an object with the fingers and palms. 

 

Talking: Expressing or exchanging ideas by means of the spoken word. Those activities in 

which, they must convey detailed or important spoken instructions to other workers accurately, 

loudly, or quickly. 

 

Hearing: Perceiving the nature of sounds with no less than a 40 db loss @ 55 HZ, 1,000 HZ and 

2,000 HZ with or without correction. Ability to receive detailed information through oral 

communication and to make fine discriminations in sound, such as when making fine 

adjustments on machined parts. 

 

Repetitive motions: Substantial movements (motions) of the wrists, hands, and/or fingers. 

 

Visual requirement equal to that for clerical administrative whose work deals largely with 

preparing and analyzing data and figures, accounting, transcription, computer terminal, extensive 

reading, etc. 

 

The worker is subject to inside environmental conditions in a normal office setting.  Sedentary 

work, exerting up to 25 pounds of force occasionally and/or a negligible amount of force 

frequently or constantly to lift, carry, push, pull, or otherwise move objects, including the human 

body. 

 

 

CONCLUSION: 

 

1. All main duties and requirements are essential job functions. 

2. All requirements are subject to possible modification to reasonably accommodate individuals 

with disabilities. 

 

3. Regular attendance is an essential function of this position. 
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CLAY COUNTY 

BOARD OF COUNTY COMMISSIONERS 

JOB DESCRIPTION 

 

 

JOB TITLE: Program Manager 

EXEMPT: No 

SALARY LEVEL: Non-Exempt 19 

DEPARTMENT: Agricultural Agent / Extension Office 

REPORTS TO: County Extension Director 
 

 

GENERAL DESCRIPTION OF DUTIES:  This position assists in managing the Extension 

Services division by providing logistical and administrative support in a fast-paced academic 

environment. The incumbent will be expected to perform a wide variety of complex tasks that 

require excellent organizational skills and considerable independent judgment. 

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES INCLUDE THE FOLLOWING: (other 

duties, may be assigned) 

 

Assists the Director in managing day-to-day administrative tasks including financial, facilities 

maintenance, personnel, payroll, and inventory activities.  

 

The financial duties of this position include ordering supplies, preparing and maintaining 

fiscal records, monitoring state and County budget accounts, processing purchase requisitions, 

travel authorizations, expense reports, check requests, and vendor payments. 

 

Directs the maintenance of facilities including initiating and monitoring work order requests.  

 

Maintains inventory records, including office supplies, equipment, and other materials.  

 

Processes leave and timesheets for payroll.  

 

Monitors compliance with established County and UF policies and procedures, accurately and 

clearly conveys directives, policies, assignments, instructions and other information to faculty, 

staff, and stakeholders. 

 

Serves as point of contact for Clay County MIS and University of Florida IT Services for 

computer, audio visual, software, and videoconferencing systems.   

Provides general clerical and administrative assistance for the Director (e.g., makes 

appointments, tracks workflow, monitors deadlines, develops and submits reports).   

 

Assists in the preparation of correspondence, email, surveys and other administrative and 

secretarial duties as needed. Proofreads and edits aforementioned communications as needed.   
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Prepares multiple State and County reports.  

 

Coordinates and schedules meeting room availability with staff, County, State, and outside 

agencies to ensure the meetings and groups comply with County and UF policies and procedures.   

 

Provides educational program support to the Director, including set-up, registration, securing 

refreshments, and other duties as assigned.  

 

Assists in the planning and coordination of office-wide meetings and events as well as County 

and UF initiatives. 

Works as a team with faculty and staff to provide office administrative support including 

maintaining appropriate staffing and office coverage. This includes answering the phone and 

responding to customer requests, as well as directing customer inquiries to the appropriate 

faculty, staff and/or volunteers. 

 

In the event of a hurricane, major storm, natural or man-made disaster that may threaten the area, 

the employee will be required to perform emergency duties as directed. 

 

Performs other duties as assigned. 

 

 

QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual must 

be able to perform each duty satisfactorily. The requirements listed below are representative of 

the knowledge, skill and/or ability required. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

Must have advanced training or experience in accounting and office/program management.   

 

Must have excellent oral and written communication skills.  

 

Must be able to work in a self-directed manner, demonstrate initiative, and maintain a high 

degree of accuracy and attention to detail. 

 

Must have the ability to multitask and manage multiple projects and deadlines.   

 

Must operate with tact, courtesy, and be able to work in a team environment. 

 

Must have the ability to gather, organize, and maintain data. Must have knowledge of designing 

and maintaining databases, spreadsheets, and creating reports.  

 

 

EDUCATION AND/ OR EXPERIENCE: Candidate must possess an Associate’s Degree with 

two years of relevant experience in office management and accounting. A Bachelor’s Degree is 

preferred.    
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Requires knowledge of modern office practices and equipment, must be proficient in MS Office 

Suite including Word, Outlook, Excel, and internet research. Knowledge of audio and video 

equipment is a plus. 

 

The ability to drive a County vehicle and maintain a valid Florida Driver's License, with a good 

driving history is required. 

 

Any combination of education and experience may be substituted, so long as it provides the 

desired skills, knowledge and abilities to perform the essential functions of the job. 

 

All requirements are subject to possible modification to reasonably accommodate individuals 

with disabilities.  However, some requirements may exclude individuals who pose a direct threat 

or significant risk to the health and safety of themselves or other employees. 

 

While requirements may be representative of minimum levels of knowledge, skills and abilities 

to perform this job successfully, the incumbent will possess the abilities or aptitudes to perform 

each duty proficiently. 

 

The job description in no way implies that these are the only duties to be performed.  Employees 

occupying the position will be required to follow any other job-related instructions and to 

perform any other job related duties requested by their supervisor. 

 

 

PHYSICAL QUALIFICATIONS AND ACTIVITIES OF THE POSITION: Sedentary 

work. Exerting up to 25 pounds of force occasionally and/or a negligible amount of force 

frequently or constantly to lift, carry, push, pull otherwise move objects, including the human 

body. 

 

Stooping: Bending body downward and forward by bending spine at the waist. 

 

Kneeling: Bending the body downward and forward by bending leg and spine. 

 

Crouching: Moving about on hands and knees or hands and feet. 

 

Reaching: Extending hand(s) and arm(s) in any direction. 

 

Standing: Particularly for sustained periods of time. 

 

Sitting: Particularly for sustained periods of time. 

 

Walking: Moving about on foot to accomplish tasks, particularly for long distances. 

 

Lifting: Raising objects from a lower to a higher position, or moving objects horizontally from 

position-to-position. 
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Dexterity: Picking, pinching, typing or otherwise working, primarily with fingers rather with the 

whole hand or arm as in handling. 

 

Grasping: Applying pressure to an object with the fingers and palms. 

 

Talking: Expressing or exchanging ideas by means of the spoken word. Those activities in 

which, they must convey detailed or important spoken instructions to other workers accurately, 

loudly, or quickly. 

 

Hearing: Perceiving the nature of sounds with no less than a 40 db loss @ 55 HZ, 1,000 HZ and 

2,000 HZ with or without correction. Ability to receive detailed information through oral 

communication and to make fine discriminations in sound, such as when making fine 

adjustments on machined parts. 

 

Repetitive motions: Substantial movements (motions) of the wrists, hands, and/or fingers. 

 

Visual requirement equal to that for clerical administrative whose work deals largely with 

preparing and analyzing data and figures, accounting, transcription, computer terminal, extensive 

reading, etc. 

 

The worker is subject to inside environmental conditions in a normal office setting.   

 

 

CONCLUSION: 

 

1. All main duties and requirements are essential job functions. 

2. All requirements are subject to possible modification to reasonably accommodate individuals 

with disabilities. 

 

3. Regular attendance is an essential function of this position. 

 



 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, August 1  3:00 PM

TO: Finance and Audit Committee DATE: 7/11/2017
  
FROM: Karen Thomas,
Administrative & Contractual
Services
  
SUBJECT: Approval to post notice of intent and award Bid #16/17-27, Guardrail Repair,
Installation and Replacement to Central Florida Street Signs, Inc. for a term of two years at
the unit price rates.  This bid is utilized as needed. Approval will be effective after 72 hour bid
protest period has expired assuming no protest are received. Funding Source: 101-3701-
546100 (Transportation Trust Fund / Streets & Drainage / Repairs and Maintenance) (D.
Smith)
  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
This bid provides guardrail repair, installation and replacement county wide as needed. 

Is Funding Required (Yes/No):
Yes

If Yes, Was the item budgeted
(Yes\No\N/A):
Yes

Funding Source: Transportation Trust Fund / Streets & Drainage / Repairs and Maintenance
  
Account 101-3701-546100   Amount - $299,683.90

Sole Source (Yes\No):
No

Advanced Payment
(Yes\No):
No



ATTACHMENTS:
Description
Memo - Comparison
Central Florida submittal
Grading & Bush Hog submittal
reference

REVIEWERS:
Department Reviewer Action Date Comments
Administrative
and
Contractural
Services

Thomas, Karen Approved 7/26/2017 - 12:51
PM

















































































































































































 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, August 1  3:00 PM

TO: Finance & Audit Committee DATE: 7/26/2017
  
FROM: Holly Coyle
  
SUBJECT: Approval of Revision to Interlocal Agreement with Housing Finance Authority re:
Cassie Gardens, Ltd. (H. Coyle)
  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
The attached Interlocal Agreement between the Board and the Housing Finance Authority
(HFA) is a funding agreement requiring Clay County to make a contribution to the construction
of an affordable elderly housing project in order for the developer of the project to receive tax
credits. The Board, in September 2016, approved entry into the agreement committing the
County to a contribution of $80,000.00 and provided that the contribution would be funded by
the HFA to the County contingent on the applicant being awarded tax credits from the Florida
Housing Finance Corporation for their particular project. 
 
The applicant Cassie Gardens, Ltd. was awarded tax credits and has requested the County’s
contribution. The agreement (attached) has been revised to extend the deadline for the project
closing and to reduce the timeframe for the HFA to provide contribution of the funds for the
closing to the County.
 

Is Funding Required (Yes/No):
No

If Yes, Was the item budgeted
(Yes\No\N/A):
No

 

Sole Source (Yes\No):
No

Advanced Payment
(Yes\No):



No

ATTACHMENTS:
Description
Memo
Interlocal Agreement
Assignment of Mortgage

REVIEWERS:
Department Reviewer Action Date Comments
Budget
Office

Goodermote,
Angela Approved 7/27/2017 - 11:23

AM



Memorandum 

To: 

From: 

Date: 

Re: 

, ~\ r· "? ·-
"'' ··~ ' . . 

- . 
. . , ' 

Department of Economic 

and Development Services 

Board of County Commissioners 
Holly Coyle, Director of Economic and Development Services 
July 27, 2017 
lnterlocal agreement for funding contribution 

Issue: lnterlocal agreement for funding contribution 

Background: The attached lnterlocal Agreement between the Board and the Housing Finance 
Authority (HFA) is a funding agreement requiring Clay County to make a contribution to the 
construction of an affordable elderly housing project in order for the developer of the project 

to receive tax credits. The Board, in September 2016, approved entry into the agreement 
committing the County to a contribution of $80,000 and provided that the contribution would 
be funded by the HFA to the County contingent on the applicant being awarded tax credits 
from the Florida Housing Finance Corporation for their particular project. 

The applicant Cassie Gardens, Ltd. was awarded tax credits and has requested the County's 
contribution. The agreement (attached) has been revised to extend the deadline for the project 
closing and to reduce the timeframe for the HFA to provide contribution of the funds for the 
closing to the County. 

Recommendation/ Action: In light of the Applicant being awarded tax credits, approval of the 
attached revised agreement and approval to deliver the attached Assignment of Mortgage 
upon closing is being requested. 
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Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, August 1  3:00 PM

TO: Finance & Audit Committee DATE: 7/26/2017
  
FROM: Kimberly Morgan on behalf
of TDC
  
SUBJECT: Approval of the Tourist Development Council's recommendation to fund the
Fairgrounds Master Plan as an effort to enhance our destination's product development
efforts at an investment of $35,000. Funding Source: Tourism Development Funds (K.
Morgan)
  
AGENDA ITEM TYPE:  

Is Funding Required (Yes/No):
Yes

If Yes, Was the item budgeted
(Yes\No\N/A):
No

Funding Source: Tourism Development Funds

Sole Source (Yes\No): Advanced Payment
(Yes\No):

REVIEWERS:
Department Reviewer Action Date Comments
Tourism and
Film
Development

Morgan,
Kimberly Approved 7/26/2017 - 4:32 PM



 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, August 1  3:00 PM

TO: Committee DATE: 7/27/2017
  
FROM: Parks and Rec. Div.
  
SUBJECT: Update regarding the contract with Thomas May Construction Company for
construction of the Fleming Island Athletic Assoc. Multi-Purpose Fields Project. (J.
Householder)

  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
Staff has drafted the contract and the contract is in the review process. Request approval to
place this item directly on the Aug. 8th BCC meeting. 

Is Funding Required (Yes/No):
Yes

If Yes, Was the item budgeted
(Yes\No\N/A):
Yes

Funding Source: 305-6062-562000 (CIP Fund - Multi-Purpose Field @ FIAA - Infrastructure)

Sole Source (Yes\No):
No

Advanced Payment
(Yes\No):
No

REVIEWERS:
Department Reviewer Action Date Comments
Administrative
and
Contractural Thomas, Karen Approved 7/27/2017 - 1:07 PM



Services



 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, August 1  3:00 PM

TO: Finance &
Audit Committee DATE: 4/5/2017

  
FROM: S.C.
Kopelousos
  
SUBJECT: Update on County projects.
  
AGENDA ITEM
TYPE:  

REVIEWERS:
Department Reviewer Action Date Comments
Budget
Office

Goodermote,
Angela Approved 6/13/2017 - 11:50

AM
Item Pushed to
Agenda
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