
 

FINANCE AND AUDIT COMMITTEE
MEETING AGENDA

 March 21, 2017
Administration Building,

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

Green Cove Springs, FL 32043
10:00 AM

PUBLIC COMMENTS

1. Clay County Soccer Club, Inc. Lease @ 4387 Lakeshore Drive, Fleming Island
Approval of the Lease Agreement with Clay County Soccer Club, Inc., regarding Eagle
Harbor Soccer Complex, 4387 Lakeshore Drive, Fleming Island, with the lease period
ending December 31, 2026 and the lease amount of $1.00 per year. The purpose of
this lease is to amend and correct the Association's name. Funding Source: Not
Applicable (J. Householder)

2. Police Athletic League of Clay County, Inc. Lease @ 450 Parkwood Drive, Orange Park
Approval of the Lease Agreement with the Police Athletic League of Clay County, Inc.,
regarding Walter Odum Community Park, 450 Parkwood Drive, Orange Park, with the
lease period ending December 31, 2026 and the lease amount of $1.00 per
year. Funding Source: Not Applicable (J. Householder)

3. Middleburg Association of Athletics, Inc. Lease @ 4317 C.R. 218, Middleburg
Approval of the Lease Agreement with the Middleburg Association of Athletics, Inc.,
regarding Omega Park, 4317 County Road 218, Middleburg, with the lease period
ending December 31, 2019 and the lease amount of $1.00 per year. Funding Source:
Not Applicable (J. Householder)

4. Deed and Easement Instruments Regarding the Widening of State Road 21
Approval of the following Deed and Easement Instruments for parcel numbers 122.1,
708.1 and 805.1, in favor of the State of Florida Department of Transportation, regarding
the widening of State Road 21 (from Black Creek to Alley Murray Road). Funding
Source: Not Applicable (D. Smith)

A)  County Deed - Parcel #122.1 (along S.R. 21)
B)  Temporary Easement - Parcel #708.1 (along S.R. 21)
C)  Perpetual Easement - Parcel #805.1 (along S.R. 21)

5. Bid #16/17-15, Wetland Mitigation Provider for Brannanmill Boulevard Extension
Request approval to post notice of intent and award Bid #16/17-15, Wetland Mitigation
Provider for Brannanmill Boulevard Extension to Reinhold Corporation d/b/a Greens
Creek Mitigation Bank at a cost of $37,600.00.  Approval will be effective after 72 hour
bid protest period has expired. Funding Source: 305-6076-563000 (CIP Fund -
Challenger Center Roadway - Infrastructure) (D. Smith)

6. Final Plat Reserve at Eagle Harbor
Acceptance of final plat reserve at Eagle Harbor. (H. Coyle)



7. Funding Agreement with the EDC - Branding and Logo Development Project
Approval of Funding Agreement with the Economic Development Corporation (EDC) for
assistance with funding the Branding and Logo Development Project. The Agreement is
in the amount of $60,000, with a $20,000 advancement, however the EDC will reimburse
the County all funds minus $12,000, which is the County's matching contribution, once
the project has been completed and the EDC has been reimbursed by the Department
of Economic Opportunity. Funding Source: 001-3240-531000 (General Fund - EDC
Branding Grant - Professional Services) (H. Coyle)

8. SHIP Rehabilitation Projects - Policy Waiver
Approval to waive the purchasing policy and award two SHIP Rehabilitiatin Projects in
the total amount of $43,100.00 to the second lowest bidder, Liberty Homes, Inc. due to
ongoing concerns regarding the lowest contractor. Quotes were received for both
projects. Funding Source: 116-0110-549800 (SHIP Program Fund / SHIP Program
Activities / Program Services) (H. Coyle)

9. Tracker Software Corporation Sixth Amendment to Agreement #09/10-141 - Pubworks
Software
Approval of the Sixth Amendment and Modification to Agreement #09/10-141 with
Tracker Software Corporation, Inc., for maintenance and support of the Pubworks
software, for a term of one year, at the cost of $10,500.00. Approval of sole source and
advance payment are also requested.  Funding Source: 001-0107-546100 (General
Fund - MIS - Repairs and Maintenance) (T. Nagle)

10. ESRI, Inc. Seventh Renewal for GIS Software Maintenance
Approval of the Seventh Renewal to Agreement #09/10-88 with Environmental Systems
Research Institute, Inc. (ESRI, Inc.) for GIS software maintenance, for a term of one
year, at the cost of $31,800.00. Approval of sole source designation and advance
payment is also requested. Funding Source: 001-0107-546100 (General Fund - MIS -
Repairs and Maintenance) (T. Nagle)

11. Position Reclassification and Assignment
Staff requests consideration for the division reorganization to further facilitate integration
of technical services under MIS. (J. Bethelmy)

1. Reclassify position to Application Support Analyst
2. Amend organization charts to reflect position change and assignment
3. Reallocate funds as necessary.

COUNTY MANAGER/CLERK OF THE BOARD

12. 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, March 21  10:00 AM

TO: Finance and Audit Committee DATE: 3/9/2017
  
FROM: Administrative and
Contractual Services
  
SUBJECT: Approval of the Lease Agreement with Clay County Soccer Club, Inc., regarding
Eagle Harbor Soccer Complex, 4387 Lakeshore Drive, Fleming Island, with the lease period
ending December 31, 2026 and the lease amount of $1.00 per year. The purpose of this
lease is to amend and correct the Association's name. Funding Source: Not Applicable (J.
Householder)
  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
It was determined that the name on the original Lease Agreement (#2015/2016-72) contained
the name of "Clay County Soccer Association, Inc.," which by virtue of this lease document will
correct the name to reflect that of "Clay County Soccer Club, Inc."  All other terms and
conditions remain the same. 

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

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



Hearing Type: 

Initiated By:

Not Applicable

ATTACHMENTS:
Description
Lease Agreement-Clay County Soccer Club, Inc.

REVIEWERS:
Department Reviewer Action Date Comments
Administrative
and
Contractural
Services

Thomas, Karen Approved 3/14/2017 - 8:43 AM

County
Manager

Kopelousos,
Stephanie Approved 3/16/2017 - 3:24 PM















 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, March 21  10:00 AM

TO: Finance and Audit Committee DATE: 3/9/2017
  
FROM: Administrative and
Contractual Services
  
SUBJECT: Approval of the Lease Agreement with the Police Athletic League of Clay County,
Inc., regarding Walter Odum Community Park, 450 Parkwood Drive, Orange Park, with the
lease period ending December 31, 2026 and the lease amount of $1.00 per year. Funding
Source: Not Applicable (J. Householder)
  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
It was determined that the name on the original Lease Agreement (#2015/2016-74) contained
the name of "Clay County Police Activities League, Inc.," which by virtue of this lease
document will correct the name to reflect that of "Police Athletic League of Clay County,
Inc." All other terms and conditions remain the same. 

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

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



Hearing Type: 

Initiated By:

Not Applicable

ATTACHMENTS:
Description
Lease Agreement-Police Athletic League of Clay County, Inc.

REVIEWERS:
Department Reviewer Action Date Comments
Administrative
and
Contractural
Services

Thomas, Karen Approved 3/14/2017 - 8:56 AM

County
Manager

Kopelousos,
Stephanie Approved 3/16/2017 - 8:01 AM















 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, March 21  10:00 AM

TO: Finance and Audit Committee DATE: 3/9/2017
  
FROM: Administrative and
Contractual Services
  
SUBJECT: Approval of the Lease Agreement with the Middleburg Association of Athletics,
Inc., regarding Omega Park, 4317 County Road 218, Middleburg, with the lease period ending
December 31, 2019 and the lease amount of $1.00 per year. Funding Source: Not Applicable
(J. Householder)
  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
The Middleburg Association of Athletics, Inc. will organize youth athletic activities at Omega
Park. The Parks and Recreation staff have received and reviewed all necessary compliance
documents, and have found them to be adequate to meet the requirements stated in the
Lease Agreement. 

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

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



Hearing Type: 

Initiated By:

Not Applicable

ATTACHMENTS:
Description
Lease Agreement-Middleburg Association of Athletics, Inc.-Omega Park

REVIEWERS:
Department Reviewer Action Date Comments
Administrative
and
Contractural
Services

Thomas, Karen Approved 3/14/2017 - 8:55 AM

County
Manager

Kopelousos,
Stephanie Approved 3/16/2017 - 8:01 AM















 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, March 21  10:00 AM

TO: Finance and Audit Committee DATE: 3/13/2017
  
FROM: Administrative and
Contractual Services
  
SUBJECT:
Approval of the following Deed and Easement Instruments for parcel numbers 122.1, 708.1
and 805.1, in favor of the State of Florida Department of Transportation, regarding the
widening of State Road 21 (from Black Creek to Alley Murray Road). Funding Source: Not
Applicable (D. Smith)

A)  County Deed - Parcel #122.1 (along S.R. 21)
B)  Temporary Easement - Parcel #708.1 (along S.R. 21)
C)  Perpetual Easement - Parcel #805.1 (along S.R. 21)

  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
The State of Florida Department of Transportation is currently in the process of designing and
widening State Road 21 from Black Creek to Alley Murray Road and the attached
deed/easements are needed to facilitate said design and widening. Part of the project will also
realign a portion of Long Bay Road and County Road 220. 

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



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

Hearing Type: 

Initiated By:

Not Applicable

ATTACHMENTS:
Description
A) Deed-Parcel #122.1 (S.R.21)
B) Temporary Easement-Parcel #708.1 (S.R.21)
C) Perpetual Easement-Parcel #805.1 (S.R.21)
Parcel Right of Way Maps

REVIEWERS:
Department Reviewer Action Date Comments
Administrative
and
Contractural
Services

Thomas, Karen Approved 3/14/2017 - 8:44 AM

County
Manager

Kopelousos,
Stephanie Approved 3/16/2017 - 3:21 PM









































 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, March 21  10:00 AM

TO: Finance and Audit Committee DATE: 3/13/2017
  
FROM: Karen Thomas,
Administrative & Contractual Services
  
SUBJECT:
Request approval to post notice of intent and award Bid #16/17-15, Wetland Mitigation
Provider for Brannanmill Boulevard Extension to Reinhold Corporation d/b/a Greens Creek
Mitigation Bank at a cost of $37,600.00.  Approval will be effective after 72 hour bid protest
period has expired. Funding Source: 305-6076-563000 (CIP Fund - Challenger Center
Roadway - Infrastructure) (D. Smith)

  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
There are two known approved mitigation banks in the drainage basin fitting for this
project. The other district approved bank received a bid package, however did not submit a
proposal. 

Is Funding Required (Yes/No):
Yes

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

Funding Source: CIP Fund - Challenger Center Roadway - Infrastructure
 
Account # 305-6076-563000   Amount - $37,600.00

Sole Source (Yes\No):
No

Advanced Payment
(Yes\No):
No



ATTACHMENTS:
Description
Memo - Bid info
Greens Creek submittal

REVIEWERS:
Department Reviewer Action Date Comments
Administrative
and
Contractural
Services

Thomas, Karen Approved 3/14/2017 - 8:28 AM

County
Manager

Kopelousos,
Stephanie Approved 3/16/2017 - 7:57 AM











































 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, March 21  10:00 AM

TO: Finance & Audit
Committee DATE: 3/15/2017

  
FROM: Chad Williams
  
SUBJECT: Acceptance of final plat reserve at Eagle Harbor. (H. Coyle)
  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
Dreamfinders Homes will be requesting that the Board accept the final plat for the
aforementioned subdivision. Generally, the final plat is placed on the agenda for Board
acceptance and County staff has reviewed for compliance with local ordinances and State
statues. In this particular case, a portion of the right-of-way is encumbered by an easement to
the Diocese of St. Augustine. It is highly unlikely that the easement could be utilized since the
Diocese owns no property around the surrounding area, however the encumbrance affects the
right-of-way and needs to be brought to the Board’s attention. 

ATTACHMENTS:
Description
Memo
Map

REVIEWERS:
Department Reviewer Action Date Comments
Budget
Office Russ, Stephanie Approved 3/15/2017 - 12:01

PM
County
Manager

Kopelousos,
Stephanie Approved 3/16/2017 - 3:48 PM









 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, March 21  10:00 AM

TO: Committee DATE:
  
FROM: Purchasing
  
SUBJECT: Approval of Funding Agreement with the Economic Development Corporation
(EDC) for assistance with funding the Branding and Logo Development Project. The
Agreement is in the amount of $60,000, with a $20,000 advancement, however the EDC will
reimburse the County all funds minus $12,000, which is the County's matching contribution,
once the project has been completed and the EDC has been reimbursed by the Department
of Economic Opportunity. Funding Source: 001-3240-531000 (General Fund - EDC Branding
Grant - Professional Services) (H. Coyle)
  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
The EDC applied for and received a Florida Defense Reinvestment Grant with DEO to assist
with a Branding and Logo Development project. The grant is a reimbursable grant. The EDC
has requested assistance from the County with funding the project, with the understanding that
they would seek reimbursement from DEO and in turn reimburse the County minus the
$12,000 matching funds that the County has agreed to contribute. 

Is Funding Required (Yes/No):
Yes

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

Funding Source: General Fund-EDC Branding Grant-Professional Services
 
Account # 001-3240-531000  Amount - $60,000.00

Sole Source (Yes\No):
Advanced Payment



No (Yes\No):
Yes

ATTACHMENTS:
Description
EDC Funding Agreement

REVIEWERS:
Department Reviewer Action Date Comments
Administrative
and
Contractural
Services

Thomas, Karen Approved 3/15/2017 - 2:02 PM

County
Manager

Kopelousos,
Stephanie Approved 3/16/2017 - 3:24 PM

























 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, March 21  10:00 AM

TO: Finance and Audit Committee DATE: 3/15/2017
  
FROM: Karen Thomas,
Administrative & Contractual Services
  
SUBJECT:
Approval to waive the purchasing policy and award two SHIP Rehabilitiatin Projects in the total
amount of $43,100.00 to the second lowest bidder, Liberty Homes, Inc. due to ongoing
concerns regarding the lowest contractor. Quotes were received for both projects. Funding
Source: 116-0110-549800 (SHIP Program Fund / SHIP Program Activities / Program
Services) (H. Coyle)

  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
SHIP Rehabilitation Projects:
1. 1844 Mackenzie Court, Middleburg, Florida 32068 in the amount of $22,950.00 (low bid
was $21,208.00; a difference of $1,742.00)
2. 3318 Westfield Dr., Green Cove Springs, Florida 32043 in the amount of $20,150.00 (low
bid was $20,056.00; a difference of $94.00)
 

Is Funding Required (Yes/No):
Yes

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

Funding Source: SHIP Program Fund / SHIP Program Activities / Program Services
 
Account # 116-0110-549800  Amount - $22,950.00
Account # 116-0110-549800  Amount - $20,150.00



Sole Source (Yes\No):
No

Advanced Payment
(Yes\No):
No

ATTACHMENTS:
Description
Mackenzie Ct
Westfield Dr
Memo - Waive policy

REVIEWERS:
Department Reviewer Action Date Comments
Administrative
and
Contractural
Services

Thomas, Karen Approved 3/15/2017 - 2:08 PM

County
Manager

Kopelousos,
Stephanie Approved 3/16/2017 - 8:01 AM













































































 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, March 21  10:00 AM

TO: Finance and Audit Committee DATE: 3/13/2017
  
FROM: Administrative and
Contractual Services
  
SUBJECT: Approval of the Sixth Amendment and Modification to Agreement #09/10-141 with
Tracker Software Corporation, Inc., for maintenance and support of the Pubworks software, for
a term of one year, at the cost of $10,500.00. Approval of sole source and advance payment
are also requested.  Funding Source: 001-0107-546100 (General Fund - MIS - Repairs and
Maintenance) (T. Nagle)
  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
This Agreement will allow for the continued maintenance and support of the Pubworks
software to track work orders and requests. 

Is Funding Required (Yes/No):
Yes

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

Funding Source: General Fund - MIS - Repairs and Maintenance
 
Account # 001-0107-546100 Amount - $10,500.00

Sole Source (Yes\No):
Yes

Advanced Payment
(Yes\No):
Yes

Planning Requirements:



Public Hearing Required (Yes\No):
No

Hearing Type: 

Initiated By:

Not Applicable

ATTACHMENTS:
Description
Agreement #09/10-141 Sixth Amendment
Sole Source Documentation

REVIEWERS:
Department Reviewer Action Date Comments
Administrative
and
Contractural
Services

Thomas, Karen Approved 3/14/2017 - 8:57 AM

County
Manager

Kopelousos,
Stephanie Approved 3/16/2017 - 8:01 AM















































 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, March 21  10:00 AM

TO: Finance and Audit Committee DATE: 3/13/2017
  
FROM: Administrative and
Contractual Services
  
SUBJECT: Approval of the Seventh Renewal to Agreement #09/10-88 with Environmental
Systems Research Institute, Inc. (ESRI, Inc.) for GIS software maintenance, for a term of one
year, at the cost of $31,800.00. Approval of sole source designation and advance payment is
also requested. Funding Source: 001-0107-546100 (General Fund - MIS - Repairs and
Maintenance) (T. Nagle)
  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
This renewal allows for the continued maintenance of the GIS software. 

Is Funding Required (Yes/No):
Yes

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

Funding Source: General Fund - MIS - Repairs and Maintenance
 
Account # 001-0107-546100  Amount - $31,800.00

Sole Source (Yes\No):
Yes

Advanced Payment
(Yes\No):
Yes

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



Hearing Type: 

Initiated By:

Not Applicable

ATTACHMENTS:
Description
ESRI, Inc. Agreement #09/10-88, Seventh Renewal
ESRI, Inc. Sole Source Documentation

REVIEWERS:
Department Reviewer Action Date Comments
Administrative
and
Contractural
Services

Thomas, Karen Approved 3/14/2017 - 8:44 AM

County
Manager

Kopelousos,
Stephanie Approved 3/16/2017 - 3:22 PM















































 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, March 21  10:00 AM

TO: Board of County Commissioners DATE: 3/15/2017
  
FROM: Jennifer Bethelmy
  
SUBJECT:
Staff requests consideration for the division reorganization to further facilitate integration of
technical services under MIS. (J. Bethelmy)

1. Reclassify position to Application Support Analyst
2. Amend organization charts to reflect position change and assignment
3. Reallocate funds as necessary.

  
AGENDA ITEM TYPE:  

BACKGROUND INFORMATION:
The position of Chief Programmer, assigned to the Finance Department had previously been
the sole provider of technical support for finance-related software used by the County in the
past. However, with the continued integration of technical services under the Management
Information Systems Division, it is requested that the position of Chief Programmer be
reclassified to an Application Support Analyst position and assigned under the MIS Division.
 
This reorganization of skilled resources will facilitate a higher level of support to the agency as
a whole. This position will be a pivotal role with the primary responsibility of providing customer
support on a daily basis to the various users and coordinate expansion of existing software
modules.
 

ATTACHMENTS:
Description
Job Description
Organizational Chart - Finance
Organizational Chart - MIS



REVIEWERS:
Department Reviewer Action Date Comments
Human
Resources

Bethelmy,
Jennifer Approved 3/15/2017 - 4:44 PM

County
Manager

Kopelousos,
Stephanie Approved 3/16/2017 - 8:00 AM
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CLAY COUNTY 

BOARD OF COUNTY COMMISSIONERS 

JOB DESCRIPTION 

 

 

JOB TITLE:  MIS Application Support Analyst 
EXEMPT: Yes 

SALARY LEVEL: Grade 919 

DEPARTMENT: MIS 

REPORTS TO: MIS Manager 
 

 

GENERAL DESCRIPTION OF DUTIES:  Position is responsible for troubleshooting 

software related issues, training on software, and implementing new software programs.  This 

position will also oversee the changes and development of the county financial system. In 

addition, this position will review and triage helpdesk issues. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES INCLUDE THE FOLLOWING: (other 

duties, may be assigned) 

 

 Provide technical support and troubleshoot issues with the various software packages. 

 Train and guide staff on the usage of the financial system and support future upgrades 

and transition plans as modules are added. 

 Manage user profiles in the various software applications. 

 Coordinate and triage helpdesk tickets to insure timely response and resolve for county 

staff. 

 Develop reports for various staff requests. 

 Assist with the review of contracts for the MIS division. 

 Provide technical support via phone and email for end users. 

 Recommends system changes to the MIS manager in support of the overall goals of the 

MIS Division and BCC. 

 Perform 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. 

 In-depth knowledge of applicable data privacy practices and laws. 

 Understanding of project management principles. 

 Strong interpersonal skills. 

 Ability to conduct and direct research into IT issues and products as required. 

 Ability to present technical ideas in a business-friendly and user-friendly language. 
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 Ability to perform general mathematical calculations for the purpose of creating business 

cases, budgets, and so on. 

 Highly self-motivated and directed. 

 Keen attention to detail. 

 Proven analytical, evaluative, and problem-solving abilities. 

 Ability to effectively prioritize and execute tasks in a high-pressure environment. 

 Exceptional customer service orientation. 

 Extensive experience working in a team-oriented, collaborative environment. 

 

 

EDUCATION AND/ OR EXPERIENCE: 

 Bachelor’s degree in Information Technology, Computer Science, Management 

Information Systems, or other appropriate related field with a minimum of four years of 

experience. Degree requirements can be met through any combination of related college 

level coursework, certifications and additional years of experience. 

 Understanding of Microsoft System Center family of products. 

 Understanding of the various Microsoft applications. 

 Good understanding of computer systems characteristics, features, and integration 

capabilities. 

 Experience with systems design and development from business requirements analysis 

through to day-to-day management. 

 Proven experience in IT planning, organization, and development. 

 Must possess a Florida driver’s license with a clean driving record. 

 On-call/ after-hours availability. 

 

 

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 10 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. 



Date: 03/2017  Page 3 of 4 

 

 

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. 

 

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 and outside environmental conditions. Tasks may risk exposure 

to extreme temperatures, humidity, etc. 

 

 

CONCLUSION: 

 

1. All main duties and requirements are essential job functions. 
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2. All requirements are subject to possible modification to reasonably accommodate individuals 

with disabilities. 

 

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

 



Finance Department 
Finance Office 

 

 

Finance Director
Clayton Meng

Accounting Manager

General Account
Manager

Financial Compliance
Specialist

Administrative
Assistant

Senior Staff
Accountant

Ambulance
Billing Clerk

Inventory Control
Accountant

Senior Accounts
Payable Clerk

Accounts
Payable Clerk Bookkeeper I

Bookkeeper II

Senior Data
Entry Clerk



Management Information  
Systems (MIS) Division 

 

 

MIS Manager/
911 Coordinator

Troy Nagle

Application Support Analyst Communications & Customer
Support Manager

GIS Coordinator GIS Technician II

Network Administrator

MIS Technician I (3)

MIS Programmer

Junior ProgrammerGIS Technician E-911

MIS Systems Analyst

Server Administrator

MIS Technician II

Webmaster/
Multimedia Specialist



 

 
Agenda Item

Clay County Board of County Commissioners

 Clay County Administration Building
Tuesday, March 21  10:00 AM

TO: Finance &
Audit Committee DATE: 12/7/2016

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

REVIEWERS:
Department Reviewer Action Date Comments
Budget
Office

Goodermote,
Angela Approved 1/13/2017 - 2:28 PM Item Pushed to

Agenda
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