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May 25, 2022 
 
 TO:  County Personnel Policy Board Members 
         
SUBJECT:  Personnel Policy Board Meeting 

Thursday, June 2, 2022 
12:00 p.m., Commissioners Hearing Room 
County-City Building, Room 112 

 
A G E N D A 

 
ITEM 1: Approval of Minutes from the May 5, 2022 meetings 
 
ITEM 2: Request to create the following classification: 
 
 CLASS CLASS     
 CODE TITLE PAY GRADE    
   5358 Civil Specialist A19 ($41,171.52 - $52,728.00) 
 
ITEM 3: Request to revise and change the pay grade of the following classification: 
 
 CLASS CLASS CURRENT    PROPOSED 
 CODE TITLE PAY GRADE    PAY GRADE 
 9610 Statistical Modeling C23 ($78,382.72 - $100,391.20)   C19 ($68,036.80 - $87,147.84) 
 Analyst 
 
ITEM 4: Request to amend County Rule 1 – Definitions 
 
ITEM 5: Request to amend County Rule 8.2 – Conditions Preliminary to Status 
 
ITEM 6: Request to amend County Rule 17.7 – Rate of Pay as Result of Change in Pay Grade of 

a Class 
 
ITEM 7: Request for grievance hearing – Jamie Draper – County Engineer 
 
ITEM 8: Request for grievance hearing – Shawn Slezak – County Engineer 
 
ITEM 9: Miscellaneous Discussion 
 
PC:  Department Heads 
  Kristy Bauer 
  Ashley Bohnet 
  Rick DeBoer 
  John Corrigan 
  Jamie Draper 
  Shawn Slezak 
 

 

NOTE: Change 
in start time 



 5358 
 LANCASTER COUNTY 
 CIVIL SPECIALIST 
 
 
NATURE OF WORK 
 

This is responsible work in the Civil division of the Sheriff's Office. 
 
Work involves responsibility for processing Civil service paperwork and maintaining an accurate 

filing and records retention system; entering information in the NCIC/S protection order file via the 
NCJIS Portal; entering and modifying information in the CJIS computer system; answering a multi-line 
telephone system; monitoring Civil radio transmissions; assisting the public at the information counter; 
registering Sex Offenders and uploading registrations to the State database system; accepting incoming 
firearms purchase permit applications and criminal history requests, reviewing the permits and requests 
for accuracy and documenting payments accordingly; and assisting deputies as requested in a variety of 
duties.  Supervision is received from the Support Services Division Civil Unit Sergeant with work being 
reviewed in the form of adherence to department and applicable law enforcement guidelines. 
 
 
EXAMPLES OF WORK PERFORMED 
 

Enter, print, issue and provide legal service returns to the appropriate court of jurisdiction those 
legal documents requested or ordered to be served by the Sheriff’s Office. Ensure accurate data entry into 
the Civil Service System; assist deputies in maintaining service records, routine filing, and yearly file 
maintenance. 

 
Enter, modify, and clear Protection Order information in the national NCIC/S computer system 

using State of Nebraska guidelines through the NCJIS Portal; communicate with Crime Analysis as 
needed to place alert flags in the CJIS computer system. 

 
Answer telephones, accurately provide requested information; transfer calls and take messages, as 

necessary. 
 
Monitor, send, and receive radio transmissions from Civil deputies. 
 
Enter and retrieve criminal justice information on the CJIS computer system. 
 
Register and maintain information in the Sex Offender Registration database; communicate with 

Crime Analysis as needed to place alert flags in the CJIS computer system; communicate with the 
Nebraska Sex Offender Registration Office as required. 

 
Accept firearms purchase permits from the public; review permits for accuracy; and document 

payments received. 
 
Accept and process criminal history requests and document payments received. 
 
Assist public at the service desk with information and direction. 
 
Perform related work as required.  



5358  LANCASTER COUNTY CIVIL SPECIALIST PAGE 2 
 
 
 
DESIRABLE KNOWLEDGE, ABILITIES AND SKILLS 
 

Knowledge of modern office equipment, practices, and procedures. 
 
Some knowledge of the operation of a telephone/radio dispatch unit for the purpose of receiving 

and relaying information. 
 
Some knowledge of the legal process, court proceedings, and the judicial system. 
 
Ability to communicate effectively both orally and in writing. 
 
Ability to establish and maintain effective working relationships with law enforcement officials, 

co-workers, and the general public, and to deal with public relations problems courteously and tactfully. 
 
Ability to interact with the general public in a professional and courteous manner. 
 
Ability to undertake multiple tasks and prioritize accordingly to complete such tasks. 
 
Ability to efficiently prioritize work assignments and complete work within identified timelines. 
 
Ability to perform routine clerical tasks and maintain routine records. 
 
Ability to adapt to advancements in technology as they become available. 
 
Skill in the operation of multiple word processing, computer database software, and windows-

based systems.  
 
Skill in the operation of common office equipment including computer, copier/fax/scanner, and 

related equipment. 
 
 
MINIMUM QUALIFICATIONS 
 

Graduation from high school or equivalent including or supplemented by courses in business 
practices and six months of experience working with a computer system; or any equivalent combination 
of training and experience that provides the desirable knowledge, abilities, and skills. 
 
 
NECESSARY SPECIAL REQUIREMENT 
 

Employees in this class working in the Support Services Division of the Sheriff's Office must 
receive NCIC/NCIS certification as administered by the Nebraska State Patrol within one year of 
employment. 
 
 
6/22 
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 9610 
 LANCASTER COUNTY 
 STATISTICAL/MODELING ANALYST 
 
 
NATURE OF WORK 
 

This is responsible technical work providing statistical data and support to property appraisal 
personnel. 

 
Work involves maintenance, development and calibration setup and implementation of models 

for the valuation of all real property in Lancaster County, and implementing and analyzing ratio studies 
assessment data for all property types to evaluate market trends and data integrity. Work also involves 
creating and maintaining cost tables, depreciation tables and market and income models in the Computer 
Assisted Mass Appraisal (CAMA) System and evaluating and enhancing system preference. assisting in 
identifying coefficients and implementing selection criteria for the CAMA systems market modeling 
program. An individual within this classification will be expected to utilize independent judgment in 
performing operational tasks with work decisions made in accordance with departmental policies, 
procedures and State statutes. Supervision is received from an administrative superior with work reviewed 
in the form of accuracy, results achieved and compliance with departmental and legal requirements. 
 
 
 
EXAMPLES OF WORK PERFORMED 
 

Identify and interpret trends, inverse relationships and critical elements in program and 
administrative data. 

 
Select and apply established mathematical and statistical methods and techniques for use in 

computing percentages, averages, totals and ratios to meet analytical and interpretation requirements of 
studies of data. 

 
Summarize statistical data into technical reports, charts, graphs and tables; apply statistical testing 

techniques to the analysis and interpretation of data; formulate conclusions and calculate probabilities 
based on data analysis. 

 
Develop and mMaintain technical models used in valuing real property; analyze and interpret the 

validity and accuracy of all market and income models. 
 
Establish and eEvaluate the effectiveness of multiple regression models; develop and implement 

new models as needed. 
 
Implement statistical studies for all types of property characteristics; distribute results to appraisal 

staff. 
 
Prepare and maintain detailed program and operation documentation. 
 
Evaluate operational effectiveness of hardware and software for purposes of field collection and 

mass appraisal. 
 



9610  LANCASTER COUNTY STATISTICAL/MODELING ANALYST PAGE 2 
 
 
 
DESIRABLE KNOWLEDGE, ABILITIES, AND SKILLS 
 

Considerable knowledge of the principles, methods, practices and techniques of real property 
appraisal and assessment. 

 
Considerable knowledge of the principles of random sampling and probability. 
 
Considerable knowledge and technical understanding of appraisal system hardware and software 

platforms.the methods and techniques of statistical analysis. 
 
Considerable Kknowledge of computerized appraisal systems including applicable software and 

hardware technology. 
 
Knowledge of the applicable statutes governing real property assessment and appraisal. 
 
Ability to establish and maintain effective working relationships with co-workers, property 

owners, public officials and the general public. 
 
Ability to prepare and maintain clear and concise reports and documentation. 
 
Ability to communicate effectively both orally and in writing. 

 
 
DESIRABLE TRAINING AND EXPERIENCE 
 

Graduation from an accredited four-year college or university with major coursework in statistics, 
math, business administration or related field plus considerable experience in the appraisal and 
assessment of real property. Experience utilizing CAMA system modeling in a mass appraisal 
environment preferred. 
 
 
MINIMUM QUALIFICATIONS 
 

Graduation from an accredited four-year college or university in math, statistics, business 
administration, data science or related field plus two years of experience appraising real property or 
performing tax evaluation functions complex data analysis, or any equivalent combination of training and 
experience that provides the desirable knowledge, abilities and skills. 
 
 
 
04/136/22 
 
PS9610 
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 RULE 1 – DEFINITIONS (Revised 06/22) 
 

 

The following words and phrases when used in these Rules have the following meanings 

unless otherwise clearly indicated in the context: 

 

Allocation means the assignment of a position to a class on the basis of the kind, 

difficulty, and responsibility of work of the position. 

 

Appointment means the designation to a position in the classified service of a person 

who has qualified for the appointment through appropriate examination or determination of 

fitness. 

 

Board means the Personnel Policy Board. 

 

Certification means the referral of the names of qualified prospective employees by the 

Human Resources Director on request of the appointing officer for selection to a position in 

the classified service. 

 

Chief deputy means an individual who serves as first assistant to, and at the pleasure of 

an elected official. 

 

Class means a group of positions which are sufficiently similar in kind or subject matter 

of work performed, level of difficulty and responsibility, and qualification requirements to 

warrant similar treatment in personnel and pay administration, and the same tests of fitness 

may be applied to each position in the group. 

 

Class description means the written description of a class including title, statements of 

the duties and responsibilities, and the minimum requirements of education and experience 

appropriate upon entrance for satisfactory performance in a position of the class. 

 

Class title means the official title used in the County pay plan. 
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Classified service shall comprise all positions not specifically included in the 

unclassified service.  

 

Continuous examinations are open to all competitors who meet the qualifications of the 

examination announcement.  The examination is administered on a continuing basis, and 

eligibles are placed on the basis of their final score regardless of the examination date. 

 

County means Lancaster County. 

 

County Board means the County Board of Commissioners of Lancaster County. 

 

Date of employment means the date on which an employee begins service with the 

County.  If an individual is reemployed, only the date of his current employment shall serve 

as the official date of employment for all personnel transactions, except as otherwise 

provided in these Rules.  This section shall in no way affect those employees who have been 

given credit for interrupted service prior to the adoption of these Rules, nor those who qualify 

otherwise under the section relating to layoff. 

 

Demotion means a change in the rank of an employee from a position in one class to a 

position in another class having a lower pay grade. 

 

Department Head means an elected official or an appointed official serving at the 

pleasure of the County Board to administer one of the major departments of county 

government and authorized by the County Board or by state statute to make appointments. 

 

Deputy is a working title for one or more individuals so designated by an elected 

official. 

 

Disadvantaged person means an individual who is a poor person as defined by the U.S. 

Department of Labor who does not have suitable employment and who is either (1) a school 

dropout, (2) a member of a minority group, (3) under 22 years of age, (4) 40 years of age or 

over, or (5) is disabled. 

 

Dismissal means the termination of employment of an employee for cause. 
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Elected official means a person elected by the popular vote of the people to serve as the 

administrator of a major County function.  These elected officials are the County Attorney, 

Public Defender, County Sheriff, County Treasurer, Clerk of the District Court, Register of 

Deeds, County Clerk, County Assessor, and the County Engineer. 

 

Eligibility date is the employee's anniversary date; the date in which the employee 

receives his/her annual performance evaluation and potential merit increase.  In most 

circumstances, the eligibility date is the date the employee obtains status in a classified 

position.  (Created 9/01) 

 

Eligible means a person whose name is on an active recall, promotion or eligible list and 

who may, under these Rules, be certified for appointment to a position in the classified 

service. 

 

Eligible list means a list of persons arranged in descending order of their ratings on 

examinations for classes of positions and to which they are qualified for appointment. 

 

Emergency appointment means an appointment without regard to the examination 

requirements of these Rules to a position by reason of a governmental emergency recognized 

by the Human Resources Director, which appointment is not to exceed thirty (30) working 

days in duration and is nonrenewable. 

 

Exempt means an employee who is not eligible for overtime pay as defined in the Fair 

Labor Standards Act. 

 

Full-time employment means employment in a position which does not normally 

require less than forty (40) hours work per week or eighty (80) hours every two weeks.  

(Revised 6/00) 

 

Human Resources Director means the employee designated by the County Board to 

administer these Rules. 
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Layoff means the separation of an employee from the classified service which has been 

made necessary by lack of work or funds or other reasons not related to fault, delinquency, or 

misconduct on the part of the employee. 

 

Leave of absence means an approved period of time during which the employee is not 

physically present for work. 

 

Minimum qualifications means the requirements of training and experience, and other 

qualifications to be measured by any combination of written, oral, or performance 

examinations, as prescribed for a given class in the County pay plan. 

 

Nonexempt means an employee who is eligible for overtime pay as defined in the Fair 

Labor Standards Act. 

 

On-call employee means an employee who is employed on an irregular or occasional 

basis and paid only for actual hours worked. 

 

Part-time employment means employment in a position which normally requires less 

than forty (40) hours work per week. 

 

Pay grade means the alpha and/or numerical designation assigned to a class in the 

County pay plan. 

 

Pay period means a two week period of time beginning on Thursday at 0001:00 and 

ending two weeks later on Wednesday at 2359:00.  
 

Pay status means the eligibility of an employee to receive his regular rate of pay as 

determined in these Rules. 

 

 Personnel file means the electronic file of an employee. 

 

Position description means a collection of duties and responsibilities assigned by the 

appointing authority to be performed by one individual (whether part-time, full-time, on-call 

or temporary). 
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Probationary employee means an employee who has not completed his entrance 

probationary period after original appointment. 

 

Probationary period means the first designated months of service following 

appointment to any position in the classified service, an examination period during which the 

employee can be removed by the Department Head without right to appeal or hearing if his 

work performance does not meet required standards. 

 

Promotion means a change in rank of an employee from a position of one class to a 

position of another class having a higher pay grade. 

 

Qualifying for status period means the six months following appointment to a 

promotional position, as distinguished from a reallocation.  

 

Reallocation means the assignment of a position to a class different from the one to 

which it was previously assigned. 

 

Recall list means the separate list of names of employees with status who have been laid 

off through no fault of their own because of lack of funds or work, curtailment of program, 

or abolishment of organization unit and who have made written request for recall; or the 

names of persons placed on the list at the discretion of the Human Resources Director in 

accordance with the provisions of these Rules. 

 

Reprimand means a formal written notice to an employee informing him of the specific 

manner in which his conduct or work performance does not meet prescribed standards. 

 

Resignation means the termination of employment of an employee made at the 

discretion of the employee. 
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Seasonal appointment means an appointment to a position which, although temporary in 

duration, coincides with a particular season or seasons of the year and may recur regularly from year 

to year. 

 

Status employee means an employee who after satisfactory completion of the probationary 

period acquires tenure with all the rights and privileges of an employee in the classified service. 

 

Supervisor as distinguished from lead workers or crew leaders, means any person responsible to 

a superior for directing the work of others. 

 

Suspension means a forced leave of absence without pay for disciplinary purposes. 

 

Temporary appointment means an appointment to a position created for a defined period of 

time not to exceed one (1) year. 

 

Transfer means the movement of an employee from one position to another position of the same 

class or of another class having the same maximum pay rate, involving the performance of similar 

duties, and requiring essentially the same basic qualifications.  

 

Unclassified position means a position which has been specifically excluded from the classified 

service by Rule 3 of these Rules. 

 

Work cycle for employees not covered by a contract, pursuant to the Fair Labor Standards Act 

referencing hospitals and nursing facilities, shall consist of a two week period generally aligned with 

the pay period and consisting of fourteen (14) consecutive twenty-four hour periods.  The work 

period may incorporate eight, ten or twelve hour shifts. (Created 6/00) 

 

Work week means the one week period of time beginning on Thursday at 0000:01 and ending 

the following Wednesday at 2400:00.  (Revised 6/00) 

 



8.2    Conditions Preliminary to Status (Revised 9/0106/22) 
 

(a) When an If, in the Department Head's opinion, the employee successfully completes 

their his probationary period, the Department Head will communicate shall recommend in writing to 

the Human Resources Director that the employee is eligible to be given status.  The employee's 

salary will advance to the next higher step in the pay grade for theirhis/her class.  The increase in pay 

shall be effective with the beginning of the pay period immediately following after the date of 

satisfactory completion of the probationary period.  The employee's new eligibility date will be one 

year from the effective date of obtaining status.  Upon successful completion of probation, a position 

description and performance evaluation of the employee must be submitted to the Human Resources 

Directorwill be completed and become part of the employee’s personnel file. 

 

(b) An employee who is promoted during the employee's initial probationary period will 

serve the remainder of his their probationary period in the new classification.  The employee's rate of 

pay due to promotion will advance in accordance with Rule 9.1 (d).  Consequently, the The employee 

is not eligible to will not receive a pay increase at the completion of the of his initial probationary 

period.  Upon successfully completing the promotion probation promotional period,  the employee 

will become a  qualifying for status period employee and, the employee's rate of pay will advance 

one step.  and tThe employee's new eligibility date will be one year from their current 

eligibilitystatus date. of qualifying for status. 

 

 (c)  An employee who is in a class that is allocated to a higher pay grade during the 

employee’s initial probationary period will serve the remainder of their probationary period in the 

higher pay grade. The employee’s rate of pay due to the higher pay grade will advance in accordance 

with Rule 17.7.  The employee is not eligible to receive a pay increase at the completion of their 

initial probationary period. Upon successful completion of probation, the employee’s new eligibility 

date will be one year from the current eligibility date. 

 

(c)(d) A probationary employee who is reallocated to a position in a newly created class with a 

higher pay grade will serve the remainder of the employee's their probationary period in the new 

classification in accordance with Rule 8.2 (a). 
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17.7    Rate of Pay as Result of Change in Pay Grade of a Class (Revised 12/9806/22) 
 

In those cases where a class is allocated to a higher pay grade, the employee in the class will be 

placed in the higher pay grade on shall have his rate of pay increased to that the same step in the 

higher pay grade that is closest to their current rate of pay, provided this does not result in the loss of 

pay, in the higher pay grade above his rate of pay they were on prior to the change in pay grade of 

their his class, or to the minimum rate of the higher pay grade, whichever is greater.  If the step in the 

higher pay grade results in an increase of less than two and one-half percent (2.5%), the employee's 

rate of pay shall be increased to the next higher step in that pay grade, if available.  The employee's 

new eligibility date shall be one year from the date of the change in pay grade of theirhis class unless 

the employee is on probation, then the eligibility date will be set in accordance with 8.2 (c).  In those 

cases where a class is allocated to a lower pay grade, the employee in the classification shall 

normally be paid at the same rate in the lower pay grade.  ; or if eEmployees at or above the 

maximum no rate in the lower pay grade is the same, he shall begin receiving the maximum rate of 

the lower pay grade twill be placed at the maximum in the lower pay grade.  Any change shall be 

effective the first day of the pay period following the approval of County Board. 
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