
CALL TO ORDER: PRESIDENT, BOB ARMSTRONG

ADOPTION OF THE AGENDA

APPROVAL OF MINUTES: March 11, 2026

FINANCIAL REPORT: AUDITOR, JACKIE SCHEUMAN

TOTAL APPROPRIATIONS REQUESTED IN THE GENERAL FUND: 291,000$                 

TOTAL APPROPRIATIONS REQUESTED IN OTHER FUNDS: 1,500,000$              

COMMISSIONERS REPORT

PUBLIC COMMENT

WEST CENTRAL ALLEN COUNTY FIRE DISTRICT:

APPROPRIATION WITHIN THE GENERAL FUND

400 Series - Capital 3,300,000$              

DEPARTMENT 05 - SHERIFF

Consideration of a salary ordinance establising the pay for ten (10) new Civilian 

Confinement Officers with a classification of C3/1 $52,662 annual salary,

 40 Hours per week, Non-Exempt.

DEPARTMENT 07 - CORONER

APPROPRIATION WITHIN THE GENERAL FUND 100:

100-0701-442.43-08 Vehicle 57,000$                   

DEPARTMENT 40 - COMMISSIONERS

APPROPRIATION WITHIN THE GENERAL FUND 100:

1) 100-4001-411.31-13 Contractual 200,000$                 

2) 100-4006-411.43-07 Weights & Measures - Vehicles 34,000$                   

234,000$                 

APPROPRIATION WITHIN THE OPIOID LITIGATION SETTLEMENT FUND 127:

127-4001-411.31-13 Contractual 300,000$                 

DEPARTMENT 40 - COMMISSIONERS (AUDITOR)

TRANSFER WITHIN THE GENERAL FUND 100:

FROM:

132-4010-411.44-99 Jail Construction (9,686,000)$             

TO:

132-4010-411.38-63 AC Bldg Corp Lease Rental 9,686,000$              

ALLEN COUNTY COUNCIL MEETING AGENDA

WEDNESDAY, APRIL 15, 2026

5:30 PM
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DEPARTMENT 48 - EMERGENCY MANAGEMENT

Consideration of a salary ordinance reclassifying the pay of Planning Coordinator

from A6/8 $81,757, 37.5 Hrs, Non-Exempt TO A6/8 $81,757, 37.5 Hrs, Exempt.

DEPARTMENT 72 - HIGHWAY

APPROPRIATION WITHIN THE HIGHWAY FUND 250:

250-7203-431.42-02 Buildings 1,200,000$              

DEPARTMENT 73 - HEALTH

1) Consideration of a salary ordinance reclassifying the pay of Information Systems & 

Special Projects A2/1 $44,873, 37.5 Hrs, Non-Exempt  TO  Information Systems

Coordinator, A4/1, $53,314, 37.5 Hrs, Non-Exempt.

2) Consideration of a salary ordinance reclassifying the pay of STD/HIV Prevention Division

Director, A8/1, $69,045, 37.5, Exempt  TO  HIV/STD Prevention Supervisor, A7/1, 

$63,344, 37.5 Hrs, Exempt.

DISCUSSION AND OTHER BUSINESS TO COME BEFORE COUNCIL:

Allen County Police Pension annual review.

RECENT and/or UPCOMING MEETINGS:

LIAISON REPORTS:

Approval to waive the second reading on any matter approved today for which it may be 

deemed necessary for the County Council meeting of April 15, 2026

The next regular County Council meeting will be held at 5:30 pm, Wednesday May 13, 2026

in the Chambers room of Citizens Square.  

Allen County does not discriminate because of disability in the admission to, or treatment or employment in, its

programs or activities. The Human Resources Director has been designated to coordinate compliance with

nondiscrimination requirements contained in Section 35.107 of the Department of Justice regulations.  Information

concerning the provisions of the Americans with Disabilities Act, and the rights provided therein, and Allen 

County's ADA policy is available from the ADA Coordinator.  Suggestions on how the County can better meet the

needs of persons with disabilities may be submitted to the ADA Coordinator at:  Human Resources Department 

200 E. Berry Street, Suite 380, Fort Wayne, In. 46802 or by phone at (260)449-7217.
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April 15, 2026 Meeting

Fund - 100

ESTIMATE ACTUAL

CASH BALANCE AT 1/1/26 50,002,995          50,002,995  

ESTIMATED REVENUES FOR 2026: ACTUAL REVENUES TO DATE:

     Percentage of Collections:

    2026 Property Tax 92,613,313          0.00%

    Less Circuit Breaker Credit (6,000,000)          

    Total Property Taxes charged 86,613,313          0.00% 0

    Miscellaneous 59,623,843          24.08% 14,355,760

146,237,156 Total Percentage of Collections 9.82% 14,355,760

TOTAL CASH & ESTIMATED REVENUES: 196,240,151 ACTUAL CASH YEAR TO DATE: 64,358,754

ESTIMATED DISBURSEMENTS: ACTUAL DISBURSEMENTS:

2026 Budget 149,464,479 35,150,966

2025 Encumbrances 932,328

Additional Appropriations 475,856

TOTAL BUDGETED APPROPRIATION 150,872,663 Percentage of Disbursements 23.30% 35,150,966

Retain Cash Reserve (4,000,000)

AMOUNT LEFT FOR APPROPRIATION 41,367,487 ACTUAL CASH BALANCE YTD: 29,207,789

FOR CONSIDERATION TODAY:

APPROPRIATION 291,000

ALLEN COUNTY
FINANCIAL REPORT FOR

COUNTY GENERAL FUND
March 31, 2026

4/3/2026    8:47 AM



Revenue Source

Annual 

Estimate Percent Actual Explanation

OTHER TAXES:

Financial Institutions Tax 320,000 0.00% 0 Two equal installments June and December. 

Vehicle License Excise Tax 5,000,000 0.00% 0 Distributed April, June, October & December

Local Income Tax 23,787,203 25.00% 5,946,801 Distributed monthly

Commercial Vehicle Excise Tax 501,330 0.00% 0 Two equal installments June and December. 

Riverboat Wagering Tax Rev 501,000 0.00% 0 Full year distribution received in August.

INTERGOVERNMENTAL REVENUES:

Indirect Costs - Child Support 150,000 14.14% 21,211 Received Quarterly

Emerg Prep/Civil Def-Fed Match 90,000 0.00% 0 Received 1x per yr

Care of State/Federal Prisoners 1,000,000 50.20% 502,021 Varies monthly depending on prisoners

ACJC/Trans Child Care 450,000 36.53% 164,387

Per Diem fees received monthly, except out-of-

county contracts pay full year in first quarter

Youth Serv/Regular Child Care 4,100,000 23.07% 945,822 Varies monthly depending on youth housed

Liquor Excise Tax Dist-ABC 20,000 53.96% 10,791 Two Distributions per year

Public Defender/Capital Case 2,200,000 22.51% 495,216 Received Quarterly

Examination of Records 0 0.00% 0 Two Distributions per year

Opiod Distribution to Local Gov 100,000 0.00% 0 Opioid Litigation Settlement

SSI Payments 5,000 0.00% 0 Receive monthly from Social Security Admin

LICENSES AND PERMITS:

Department of Planning 1,640,000 31.00% 508,480 Collections deposited monthly

Building Department 4,000,000 33.06% 1,322,200 Collections deposited monthly

Cable Franchise License Fees 275,000 22.61% 62,181 Paid Quarterly from Cable Vendors 

CHARGES FOR SERVICES:

Treasurer 75,000 0.13% 100 Tax Sale Fees receipted with December Settlement

Recorder 900,000 21.89% 196,978 Collections deposited monthly

Sheriff 1,950,000 57.16% 1,114,597

Made up of different fees, including tax warrants at 

3/31 $67,422.55.

Surveyor 275,000 21.32% 58,620 Summer months usually yield higher collections

Coroner 25,000 37.28% 9,320

Auditor 5,000 18.76% 938 Copy, Notary, Payroll Processing fees

Data Processing 50,000 19.54% 9,769

Data file fees monthly  / Joint Permit Brd 50% reimb 

from City of Ft Wayne

County General Miscellaneous Revenue Explanations

March 31, 2026

25% of Year Elapsed



Revenue Source

Annual 

Estimate Percent Actual Explanation

County General Miscellaneous Revenue Explanations

March 31, 2026

25% of Year Elapsed

N.I.R.C.C. 1,300,000 21.14% 274,844 Reimbursed from Feds as it is spent and invoiced

Clerk 1,000,000 24.17% 241,687 Collections deposited monthly

MISCELLANEOUS REVENUE:

Child Support Exp Budget Reimb 1,500,000 12.00% 180,028 Reimbursed from State as it is spent and invoiced

Election Expense Reimburse 0 0.00% 23,244 Reimbursement for cost of running City election

Reimbursements/Refunds 250,000 40.10% 100,253

Miscellaneous Reimbursements, i.e. Commissary 

part-time salaries

Interest 8,000,000 26.19% 2,095,038 Received monthly

Rental of County Property 250,000 17.67% 44,186 Received monthly.

Co. Misc. - Non-identified Rev 225,000 10.98% 24,697 Misc one time revenue

OTHER FINANCING SOURCES:

Sale of Real & Personal Property 50,000 4.70% 2,351 Proceeds from sale of county owned property

Unclaimed Surplus Tax 200,000 0.00% 0

Unclaimed Surplus is moved to General Fund in 

December of each year.  TS Surplus done in Jan

Property Tax Refund Reimb 200,000 0.00% 0

County is reimbursed from units at Settlement for tax 

refunds paid throughout the year.

TOTAL 60,394,533 23.77% 14,355,760

Less Property Tax Refunds

Eliminate refunds above the estimated revenue to 

calculate a more accurate picture of collection rate.

Total Miscellaneous Collections 60,394,533 23.77% 14,355,760



April 15, 2026 Meeting

Fund - 120

ESTIMATE ACTUAL

CASH BALANCE AT 1/1/26 6,035,661           6,035,661    

ESTIMATED REVENUES FOR 2026: ACTUAL REVENUES TO DATE:

     Percentage of Collections:

LIT Public Safety distributive shares 5,049,601           25.00% 1,262,400

Miscellaneous/Commissary Reimb

5,049,601 Total Percentage of Collections 25.00% 1,262,400

TOTAL CASH & ESTIMATED REVENUES: 11,085,262 ACTUAL CASH YEAR TO DATE: 7,298,061

ESTIMATED DISBURSEMENTS: ACTUAL DISBURSEMENTS:

2026 Budget 5,049,601 707,185

2025 Encumbrances 1,735,791

Additional Appropriations

TOTAL BUDGETED APPROPRIATION 6,785,392 Percentage of Disbursements 10.42% 707,185

AMOUNT LEFT FOR APPROPRIATION 4,299,870 ACTUAL CASH BALANCE YTD: 6,590,876

FOR CONSIDERATION TODAY:

APPROPRIATIONS 0

ALLEN COUNTY
FINANCIAL REPORT FOR

LIT Public Safety-County Share
March 31, 2026

4/3/2026    8:53 AM



April 15, 2026 Meeting

Fund - 127 Department - Commissioners

ESTIMATE ACTUAL

CASH BALANCE AT 1/1/26 1,696,162 1,696,162

ESTIMATED REVENUES FOR 2026: ACTUAL REVENUES TO DATE:

     Percentage of Collections:

Litigation Settlement 625,000 0.00% 0

Interest 50,000 0.00% 0

675,000 Total Percentage of Collections 0.00% 0

TOTAL ESTIMATED CASH: 2,371,162 ACTUAL CASH YEAR TO DATE: 1,696,162

ESTIMATED DISBURSEMENTS: ACTUAL DISBURSEMENTS:

2026 Budget 355,000 350,875

2025 Encumbrances 0

Additional Appropriations 0

TOTAL BUDGETED APPROPRIATION 355,000 Percentage of Disbursements 98.84% 350,875

AMOUNT LEFT FOR APPROPRIATION 2,016,162 REMAINING CASH BALANCE YTD: 1,345,287

FOR CONSIDERATION TODAY:

APPROPRIATIONS 300,000

UNAPPROPRIATIONS

ALLEN COUNTY
FINANCIAL REPORT FOR

Opioid Litigation Settlement Fund
March 31, 2026

4/3/2026    1:33 PM



April 15, 2026 Meeting

Fund - 132

ESTIMATE ACTUAL

CASH BALANCE AT 1/1/26 21,312,737          21,312,737  

ESTIMATED REVENUES FOR 2026: ACTUAL REVENUES TO DATE:

     Percentage of Collections:

LIT Correctional Facility Dist 16,131,881          25.00% 4,032,970

Miscellaneous

16,131,881 Total Percentage of Collections 25.00% 4,032,970

TOTAL CASH & ESTIMATED REVENUES: 37,444,618 ACTUAL CASH YEAR TO DATE: 25,345,707

ESTIMATED DISBURSEMENTS: ACTUAL DISBURSEMENTS:

2026 Budget 37,312,737 571,664

2025 Encumbrances 0

Additional Appropriations

TOTAL BUDGETED APPROPRIATION 37,312,737 Percentage of Disbursements 571,664

AMOUNT LEFT FOR APPROPRIATION 131,881 ACTUAL CASH BALANCE YTD: 24,774,043

FOR CONSIDERATION TODAY:

APPROPRIATIONS 0

ALLEN COUNTY
FINANCIAL REPORT FOR

LIT-CORRECTIONAL FACILITY
March 31, 2026

4/3/2026    8:54 AM



April 15, 2026 Meeting

Fund - 133

ESTIMATE ACTUAL

CASH BALANCE AT 1/1/26 43,658,180          43,658,180  

ESTIMATED REVENUES FOR 2026: ACTUAL REVENUES TO DATE:

     Percentage of Collections:

Miscellaneous -                      0

0 Total Percentage of Collections 0

TOTAL CASH & ESTIMATED REVENUES: 43,658,180 ACTUAL CASH YEAR TO DATE: 43,658,180

ESTIMATED DISBURSEMENTS: ACTUAL DISBURSEMENTS:

2026 Budget 43,658,180 1,264

2025 Encumbrances 0

Additional Appropriations

TOTAL BUDGETED APPROPRIATION 43,658,180 Percentage of Disbursements 1,264

AMOUNT LEFT FOR APPROPRIATION 0 ACTUAL CASH BALANCE YTD: 43,656,916

FOR CONSIDERATION TODAY:

APPROPRIATIONS 0

ALLEN COUNTY
FINANCIAL REPORT FOR

Correctional Facility Building Fund
March 31, 2026

4/3/2026    8:55 AM



January February March April May June July August September October November December

2026 $481,076 $582,015 $872,906

2025 $545,812 $163,024 $751,507 $895,110 $997,384 $1,117,494 $870,208 $671,594 $482,199 $306,805 $40,107 $624,862

2024 $1,945,407 $2,111,088 $1,826,171 $1,749,329 $2,584,539 $2,588,203 $2,259,616 $1,805,746 $1,553,426 $1,198,155 $1,001,921 $552,296

2023 $2,108,529 $1,906,476 $1,923,073 $2,246,877 $2,658,983 $2,532,940 $2,485,404 $2,146,026 $2,288,139 $2,416,686 $1,951,633 $1,790,259

2022 $2,655,364 $2,471,270 $2,405,931 $2,944,228 $3,145,715 $3,028,794 $2,726,031 $2,429,344 $2,390,626 $2,367,433 $2,133,628 $1,958,826

Average $1,547,237 $1,446,774 $1,726,671 $1,958,886 $2,346,655 $2,316,858 $2,085,315 $1,763,178 $1,678,598 $1,572,270 $1,281,822 $1,231,561

 $-

 $500,000

 $1,000,000

 $1,500,000

 $2,000,000

 $2,500,000

 $3,000,000

 $3,500,000

Coliseum Fund Balance 5 Year History

4/3/2026    9:01 AM



January February March April May June July August September October November December

2026 $555,493 $1,005,573 $1,122,172

2025 $751,963 $606,141 $1,290,472 $854,644 $1,207,107 $780,557 $344,131 $325,859 $347,393 $553,551 $405,153 $511,001

2024 $920,409 $981,724 $631,573 $656,058 $1,711,134 $667,467 $310,211 $117,372 $232,427 $253,356 $641,326 $447,702

2023 $897,284 $519,473 $809,851 $990,529 $1,150,804 $692,014 $572,343 $264,427 $570,371 $679,986 $483,137 $667,970

2022 $513,171 $443,336 $745,285 $1,131,987 $780,260 $439,791 $286,837 $132,986 $390,538 $552,234 $472,176 $706,178

Average $727,664 $711,249 $869,295 $908,305 $1,212,326 $644,957 $378,380 $210,161 $385,182 $509,782 $500,448 $583,213

 $-

 $200,000

 $400,000

 $600,000

 $800,000

 $1,000,000

 $1,200,000

 $1,400,000

 $1,600,000

 $1,800,000

Coliseum Revenue 5 Year History

4/3/2026    9:01 AM



January February March April May June July August September October November December

2026 $699,279 $904,634 $831,282

2025 $758,447 $988,929 $701,989 $711,041 $1,104,834 $660,446 $591,417 $524,473 $536,787 $728,946 $671,851 $(73,755)

2024 $765,261 $816,043 $916,489 $732,901 $875,923 $663,803 $638,798 $571,242 $484,748 $608,627 $837,560 $897,327

2023 $747,581 $721,526 $793,254 $666,725 $738,697 $818,057 $619,878 $603,806 $428,258 $551,439 $948,191 $829,344

2022 $610,898 $627,430 $810,624 $593,689 $578,774 $556,712 $589,599 $429,673 $429,256 $575,428 $705,982 $880,979

Average $716,293 $811,712 $805,589 $676,089 $824,557 $674,755 $609,923 $532,299 $469,762 $616,110 $790,896 $633,474

 $(200,000)

 $-

 $200,000

 $400,000

 $600,000

 $800,000

 $1,000,000

 $1,200,000

Coliseum Expense 5 Year History

4/3/2026    9:01 AM



April 15, 2026 Meeting

Fund - 240 Department - Memorial Coliseum

ESTIMATE ACTUAL

CASH BALANCE AT 1/1/26

ESTIMATED REVENUES FOR 2026: 624,862 ACTUAL REVENUES TO DATE: 624,862

     Percentage of Collections:

Fees 10,751,060 24.93% 2,680,140

Interest 99,000 3.13% 3,098

10,850,060 Total Percentage of Collections 24.73% 2,683,238

TOTAL ESTIMATED CASH: 11,474,922 ACTUAL CASH YEAR TO DATE: 2,683,238

ESTIMATED DISBURSEMENTS: ACTUAL DISBURSEMENTS:

2026 Budget 10,850,060 2,435,195

2025 Encumbrances 83,194

Additional Appropriations 0

TOTAL BUDGETED APPROPRIATION 10,933,254 Percentage of Disbursements 22.27% 2,435,195

AMOUNT LEFT FOR APPROPRIATION 541,669 REMAINING CASH BALANCE YTD: 872,906

FOR CONSIDERATION TODAY:

APPROPRIATIONS 0

UNAPPROPRIATIONS 0

ALLEN COUNTY
FINANCIAL REPORT FOR

Memorial Coliseum
March 31, 2026

4/3/2026    8:57 AM



April 15, 2026 Meeting

Fund - 250 Department - Highway

ESTIMATE ACTUAL

CASH BALANCE AT 1/1/26 19,874,899 19,874,899

ESTIMATED REVENUES FOR 2026: ACTUAL REVENUES TO DATE:

     Percentage of Collections:

SUR/Wheel Tax Distribution 2,890,700 21.59% 623,987

Highway Fees 677,500 26.35% 178,507

MVH State Distribution 11,580,342 27.46% 3,179,820

Miscellaneous/Other 3,346,000 21.80% 729,577

18,494,542 Total Percentage of Collections 25.48% 4,711,892

TOTAL CASH & ESTIMATED REVENUES: 38,369,441 ACTUAL CASH YEAR TO DATE: 24,586,791

ESTIMATED DISBURSEMENTS: ACTUAL DISBURSEMENTS:

2026 Budget 19,111,276 4,660,437

2025 Encumbrances 11,309,674

Additional Appropriations

TOTAL BUDGETED APPROPRIATION 30,420,950 Percentage of Disbursements 15.32% 4,660,437

AMOUNT LEFT FOR APPROPRIATION 7,948,491 REMAINING CASH BALANCE YTD: 19,926,354

FOR CONSIDERATION TODAY:

APPROPRIATIONS 1,200,000

UNAPPROPRIATIONS 0

ALLEN COUNTY
FINANCIAL REPORT

HIGHWAY FUND
March 31, 2026

4/3/2026    12:40 PM



April 15, 2026 Meeting

Fund - 252 Department - Highway

ESTIMATE ACTUAL

CASH BALANCE AT 1/1/26 1,117,591 1,117,591

ESTIMATED REVENUES FOR 2026: ACTUAL REVENUES TO DATE:

     Percentage of Collections:

Interlocal Agreements 198,433 25.00% 49,602

Miscellaneous 57,000 18.35% 10,460

255,433 Total Percentage of Collections 23.51% 60,062

TOTAL ESTIMATED CASH: 1,373,024 ACTUAL CASH YEAR TO DATE: 1,177,653

ESTIMATED DISBURSEMENTS: ACTUAL DISBURSEMENTS:

2026 Budget 255,403 0

2025 Encumbrances 258,758

Additional Appropriations

TOTAL BUDGETED APPROPRIATION 514,161 Percentage of Disbursements 0.00% 0

AMOUNT LEFT FOR APPROPRIATION 858,864 REMAINING CASH BALANCE YTD: 1,177,653

FOR CONSIDERATION TODAY:

APPROPRIATIONS 0

UNAPPROPRIATIONS 0

ALLEN COUNTY
FINANCIAL REPORT FOR

Sur/Wheel Tax Bridge Fund
March 31, 2026

4/3/2026    12:45 PM



April 15, 2026 Meeting

Fund - 255 Department - Highway

ESTIMATE ACTUAL

CASH BALANCE AT 1/1/26 4,467,246 4,467,246

ESTIMATED REVENUES FOR 2026: ACTUAL REVENUES TO DATE:

     Percentage of Collections:

LRS Distributions 3,092,641 26.82% 829,560

Federal Reimb/Misc 0

3,092,641 Total Percentage of Collections 26.82% 829,560

TOTAL ESTIMATED CASH: 7,559,887 ACTUAL CASH YEAR TO DATE: 5,296,806

ESTIMATED DISBURSEMENTS: ACTUAL DISBURSEMENTS:

2026 Budget 3,308,491 850,031

2025 Encumbrances 402,672

Additional Appropriations

TOTAL BUDGETED APPROPRIATION 3,711,163 Percentage of Disbursements 22.90% 850,031

AMOUNT LEFT FOR APPROPRIATION 3,848,724 REMAINING CASH BALANCE YTD: 4,446,775

FOR CONSIDERATION TODAY:

APPROPRIATIONS 0

UNAPPROPRIATIONS 0

ALLEN COUNTY
FINANCIAL REPORT

LOCAL ROAD AND STREET
March 31, 2026

4/3/2026    12:47 PM



April 15, 2026 Meeting

Fund - 261 Department - Co. Assessor

ESTIMATE ACTUAL

CASH BALANCE AT 1/1/26 593,570 593,570

ESTIMATED REVENUES FOR 2026: ACTUAL REVENUES TO DATE:

     Percentage of Collections:

    2026 Property Tax 690,526 0.00%

    Less Circuit Breaker Credit (42,567)

    Total Property Taxes charged 647,959 0.00% 0

    Miscellaneous 68,534 7.46% 5,112

716,493 Total Percentage of Collections 0.71% 5,112

TOTAL CASH & ESTIMATED REVENUES: 1,310,063 ACTUAL CASH YEAR TO DATE: 598,682

ESTIMATED DISBURSEMENTS: ACTUAL DISBURSEMENTS:

2026 Budget 997,170 374,287

2025 Encumbrances 4,627

Additional Appropriations

TOTAL BUDGETED APPROPRIATION 1,001,797 Percentage of Disbursements 37.36% 374,287

AMOUNT LEFT FOR APPROPRIATION 308,266 REMAINING CASH BALANCE YTD: 224,395

FOR CONSIDERATION TODAY:

APPROPRIATIONS 0

UNAPPROPRIATIONS 0

ALLEN COUNTY
FINANCIAL REPORT FOR

REASSESSMENT
March 31, 2026

4/3/2026    12:48 PM



April 15, 2026 Meeting

Fund - 285 Department - Health

ESTIMATE ACTUAL

CASH BALANCE AT 1/1/26 6,604,745 6,604,745

ESTIMATED REVENUES FOR 2026: ACTUAL REVENUES TO DATE:

     Percentage of Collections:

    2026 Property Tax 3,342,145 0.00%

    Less Circuit Breaker Credit (207,924)

    Total Property Taxes charged 3,134,221 0.00% 0

    Miscellaneous 3,147,624 19.82% 623,818

6,281,845 Total Percentage of Collections 9.93% 623,818

TOTAL CASH & ESTIMATED REVENUES: 12,886,590 ACTUAL CASH YEAR TO DATE: 7,228,563

ESTIMATED DISBURSEMENTS: ACTUAL DISBURSEMENTS:

2026 Budget 6,492,858 1,171,716

2025 Encumbrances 19,228

Additional Appropriations (494,846)

TOTAL BUDGETED APPROPRIATION 6,017,240 Percentage of Disbursements 19.47% 1,171,716

AMOUNT LEFT FOR APPROPRIATION 6,869,350 REMAINING CASH BALANCE YTD: 6,056,847

FOR CONSIDERATION TODAY:

APPROPRIATIONS 0

UNAPPROPRIATIONS 0

ALLEN COUNTY
FINANCIAL REPORT FOR

Board of Health Fund
March 31, 2026

4/3/2026    12:56 PM



April 15, 2026 Meeting

Fund - 321 Dept - Commissioners

ESTIMATE ACTUAL

CASH BALANCE AT 1/1/26 8,945,219 8,945,219

ESTIMATED REVENUES FOR 2026: ACTUAL REVENUES TO DATE:

     Percentage of Collections:

    2026 Property Tax 4,999,406 0.00%

    Less Circuit Breaker Credit (296,333)

    Total Property Taxes charged 4,703,073 0.00%

    Miscellaneous 498,305 18.27% 91,051

5,201,378 Total Percentage of Collections 1.75% 91,051

TOTAL CASH & ESTIMATED REVENUES: 14,146,597 ACTUAL CASH YEAR TO DATE: 9,036,270

ESTIMATED DISBURSEMENTS: ACTUAL DISBURSEMENTS:

2026 Budget 7,472,000 1,258,864

2025 Encumbrances 1,820,094

Additional Appropriations

TOTAL BUDGETED APPROPRIATION 9,292,094 Percentage of Disbursements 13.55% 1,258,864

AMOUNT LEFT FOR APPROPRIATION 4,854,503 REMAINING CASH BALANCE YTD: 7,777,406

FOR CONSIDERATION TODAY:

APPROPRIATIONS 0

UNAPPROPRIATIONS 0

ALLEN COUNTY
FINANCIAL REPORT

Cumulative Capital Development
March 31, 2026

4/3/2026    12:57 PM



April 15, 2026 Meeting

Fund - 329 Dept - Commissioners

ESTIMATE ACTUAL

CASH BALANCE AT 1/1/26 33,947,990 33,947,990

ESTIMATED REVENUES FOR 2026: ACTUAL REVENUES TO DATE:

     Percentage of Collections:

                        LIT-Economic Development Tax 17,969,967 25.00% 4,492,492

                        Miscellaneous (Commissioners) 500,000 0.17% 874

                        Federal/State Project Reimb-Highway 500,000 217.20% 1,085,983

18,969,967 Total Percentage of Collections 29.41% 5,579,348

TOTAL CASH & ESTIMATED REVENUES: 52,917,957 ACTUAL CASH YEAR TO DATE: 39,527,338

ESTIMATED DISBURSEMENTS: ACTUAL DISBURSEMENTS:

2025 Budget, Encumbrances and Additional Appropriations:

Highway ($8,142,534 Beg Budget, $602,557 PO's) 8,745,091 21.44% 1,874,931

Planning ($364,845 Beg Budget, $0 PO's) 364,845 18.23% 66,526

Commissioners ($5,625,994 Beg Budget, $6,228,263 PO's) 11,854,257 16.60% 1,967,576

County General Expenses moved for 2025 Budget 4,750,000 0.00% 0

TOTAL BUDGETED APPROPRIATION 25,714,193 Percentage of Disbursements 15.20% 3,909,033

AMOUNT LEFT FOR APPROPRIATION 27,203,764 REMAINING CASH BALANCE YTD: 35,618,305

FOR CONSIDERATION TODAY:

APPROPRIATIONS 0

UNAPPROPRIATIONS 0

ALLEN COUNTY
FINANCIAL REPORT

LIT-Economic Development
March 31, 2026

4/3/2026    1:24 PM



April 15, 2026 Meeting

Fund - 340 Dept - Highway

ESTIMATE ACTUAL

CASH BALANCE AT 1/1/26 11,109,166 11,109,166

ESTIMATED REVENUES FOR 2026: ACTUAL REVENUES TO DATE:

     Percentage of Collections:

    2026 Property Tax 5,385,323 0.00%

       Less Circuit Breaker Credit (328,688)

       Total Property Taxes charged 5,056,635 0.00% 0

       Miscellaneous 1,279,191 17.49% 223,757

6,335,826 Total Percentage of Collections 3.53% 223,757

TOTAL CASH & ESTIMATED REVENUES: 17,444,992 ACTUAL CASH YEAR TO DATE: 11,332,923

ESTIMATED DISBURSEMENTS: ACTUAL DISBURSEMENTS:

2026 Budget 6,535,107 1,610,003

2025 Encumbrances 3,733,526

Additional Appropriations

TOTAL BUDGETED APPROPRIATION 10,268,633 Percentage of Disbursements 15.68% 1,610,003

AMOUNT LEFT FOR APPROPRIATION 7,176,359 REMAINING CASH BALANCE YTD: 9,722,920

FOR CONSIDERATION TODAY:

APPROPRIATIONS 0

UNAPPROPRIATIONS 0

ALLEN COUNTY
FINANCIAL REPORT

MAJOR BRIDGE FUND
March 31, 2026

4/3/2026    12:59 PM



April 15, 2026 Meeting

Fund - 736 Department - Commissioners

ESTIMATE ACTUAL

CASH BALANCE AT 1/1/26 16,485,400 16,485,400

ESTIMATED REVENUES FOR 2026: ACTUAL REVENUES TO DATE:

     Percentage of Collections:

Interest 750,000 20.63% 154,698

Highway project reimbursement - #DIV/0!

Highway loan repayment 783,957 100.00% 783,957

1,533,957 Total Percentage of Collections 61.19% 938,655

TOTAL CASH & ESTIMATED REVENUES: 18,019,357 ACTUAL CASH YEAR TO DATE: 17,424,055

ESTIMATED DISBURSEMENTS: ACTUAL DISBURSEMENTS:

2026 Budget - 239,757

2025 Encumbrances 1,331,964

Additional Appropriations

TOTAL BUDGETED APPROPRIATION 1,331,964 Percentage of Disbursements 239,757

Transfer from General Fund Transfer from General Fund

AMOUNT LEFT FOR APPROPRIATION 16,687,392 REMAINING CASH BALANCE YTD: 17,184,298

FOR CONSIDERATION TODAY:

APPROPRIATIONS 0

UNAPPROPRIATIONS 0

ALLEN COUNTY
FINANCIAL REPORT FOR

Rainy Day Fund
March 31, 2026

4/3/2026     1:05 PM



April 15, 2026 Meeting

Fund - 975 Department - Commissioners

ESTIMATE ACTUAL

CASH BALANCE AT 1/1/26 10,182,162 10,182,162

ESTIMATED REVENUES FOR 2026: ACTUAL REVENUES TO DATE:

     Percentage of Collections:

ARPA Funds 0

Interest 2,000,000 4.60% 91,920

2,000,000 Total Percentage of Collections 4.60% 91,920

TOTAL ESTIMATED CASH: 12,182,162 ACTUAL CASH YEAR TO DATE: 10,274,082

ESTIMATED DISBURSEMENTS: ACTUAL DISBURSEMENTS:

2026 Budget 2,648,655 2,223,497

2025 Encumbrances 6,603,483

Additional Appropriations

TOTAL BUDGETED APPROPRIATION 9,252,138 Percentage of Disbursements 2,223,497

AMOUNT LEFT FOR APPROPRIATION 2,930,024 REMAINING CASH BALANCE YTD: 8,050,585

FOR CONSIDERATION TODAY:

APPROPRIATIONS 0

UNAPPROPRIATIONS 0

ALLEN COUNTY
FINANCIAL REPORT FOR

ARP Coronavirus Local Rec
March 31, 2026

4/3/2026    1:07 PM



1

Jackie Scheuman

From: Chris Perez <cperez@wcfd.us>
Sent: Saturday, March 21, 2026 12:11 PM
To: Jackie Scheuman; Jackie Scheuman
Cc: Gale Stelzer
Subject: Request for Additional Appropriation – West Central Fire District (April 8 Meeting)

CAUTION: This email originated from outside your organization. Exercise caution when opening attachments or clicking links, 
especially from unknown senders. 
Hello Jackie. 
 
The West Central Fire District would like to request a place on the agenda for the County Council 
meeting on April 8, 2026. We are seeking an additional appropriation for essential building renovations at 
our fire stations. 

Our Board has officially approved funding for this project in the amount of $3.3 million. To support this 
request, we have provided our 2026 budget projections below, which demonstrate our capacity to 
manage this expenditure while maintaining a healthy reserve: 

2026 Financial Projections 
Description Amount 

Cash on Hand (01/01/2026) $6,037,231.80 

Estimated 2026 Revenue $7,746,315.04 

Estimated 2026 Expenses $9,852,900.78 

Year-End Estimated Cash Reserve $3,930,646.06 

Please let me know if you require any additional documentation or specific forms to be completed prior 
to the meeting. Thank you for your assistance in bringing this before the Council. 

Best regards, 

Christina Perez 
Office Administrator 
West Central Allen County Fire District 
  



Title Approp Classification

Civilian Confinement NEW (10)

Officers

WHEREAS:

NOW THEREFORE: BE IT ORDAINED BY THE ALLEN COUNTY COUNCIL:

SECTION 1.

Attest:

Jacquelynn A. Scheuman, Allen County Auditor-Secretary, Ex-Officio

THIS ORDINANCE READ, CONSIDERED AND ADOPTED BY THE MEMBERS OF 

THE ALLEN COUNTY COUNCIL ON THE 15th DAY OF APRIL 2026.

MEMBERS OF THE ALLEN COUNTY COUNCIL

AYE NAY

The Allen County Council is apprised of the need to amend the salary ordinance for 

the above mentioned position and is in concurrence with this need.

The salary, wages and other compensation paid this position within the budget are 

amended as described above.

Amended Salary Ordinance

2026

Consideration of a salary ordinance amending the pay for employees within the budget of Sheriff 

Department.  All Sheriff Department funds 5201-421.

$52,662

Pay

C03/1

40 hrs/wk Non-Exempt



PERSONNEL COMMITTEE REQUEST FORM
Complete this form and submit electronically to the Compensation Specialist for consideration by the Allen
County Council Personnel Committee.  Include any additional documentation to support this request.  Must
be submitted four (4) weeks prior to Personnel Committee meeting.

Please indicate the type of request:    New Position  Reclassification  Other

If other was selected, please explain:

How many positions this change will affect:

Current FLSA Status:     Exempt       Non-Exempt

Requested FLSA Status:    Exempt        Non-Exempt

Please advise if this position is grant funded:  Yes    No

  Yes          No

  Yes    No

Is a new appropriation line number needed:  Yes          No

Are funds requested for 2026:    

Are there funds requested for 2027: 

Current Position Title:
Requested Position Title:
Current Pay Classification:

Appropriation Line Number (or first 10 digits):

Date Submitted to Human Resources:
Justification for request:  (use as much space as necessary)

Please provide/attach the following with the Personnel Committee Request Form:
1. Current and updated job description
2. Current and updated organization chart
3. Any additional information for Personnel Committee



Sheriff
 Troy R. Hershberger

Chief Deputy
Anthony Pape

Deputy Chief of Operations
Cary Fries

Deputy Chief of Confinement
David Butler

Captain/ Assistant Jail Commander
Mark Sickafoose

Jail

Captain of Operations
Scott Uetrecht

Captain of Special Operations
Darren Coburn

AdministrationWarrants B of I Patrol CID Vice Training FBI Task Force

Officers 
(2)

Civil

Matron
Cindy Foster

Admin Assistant
Eliza Gustafson

Office of Professional 
Standards (OPS)

OPS Commander / IA
Lt. Adam Griffith

Personnel Director
Lt. Tom DeRose

Part Time Comm.
(7)

Commissry Manager
Sandra Shady

Admin Assistant
Laura Braun

Firearms Instrusctor Sgt. 
Christopher Amstutz

Corporal
Andrew Brenneke

Officer
(1)

Financial Director
Jaime Hardy

Comptroller
Britney Roop

Part Time Clerk
(1)

IDACS Coordinator/ 
Community Relations

Jodi Moore

Admin Staff
Paw Har

Christ Hae

Part Time Lobby
(1)

K9

K9 Master Trainer Sgt.
Tyler Harris

Corporal
Steve Stuckey

Lieutenant
Jeffery Smallwood

Data Analyst
Melissa Samples

Sergeant
Holly Coonrod

Corporal
Sean Kelly

Officers
(5)

Lieutenants
J. Baker-1

J. Gasvoda- 2
C. Vaughan- 3

Admin Staff
Tammie Meredith
Kristal Gutmann

Sergeants
S. Perry- 1

T. Rhymer- 2
J. Ellert- 3

Lieutenant
Brian Sell

SRO/CRO

SRO/CRO Lieutenant
Kevin Neher

SRO Corporal
Ingrid Herriott

Corporals
E. Foster- 1

J. Reasoner- 1
A. Spahiev- 2

B. Fries- 2
T. Castleman- 3

T. Braun- 3

School Resource Officers
EACS

A. Gebhart
C. Loubier
B. Bolinger
D. Finley

NACS
K. Gater

G. Detrick
R. Bada

R. Kirkland
SACS

J. McPherson
A. McHenry
J. Alberson
A. Robbins
L. Toledo

R. Kirkland

Community Resource 
Officers

Huntertown
P. Yaruchyk- 1
B. Reichert- 2

Leo Cedarville/Grabill
A. Peters

Monroeville
M. Todd 

Officers
(36)

Field Service Officers
A. Stresemann

R. Wood

Crime Scene Tech Cpl.
Ed Hegbli

Evidence Tech
Shelley Lyon

Operations Sergeant
Open

IT Sergeant
J. Lumpcik

Corporal
J. Repaal

Admin Staff
Leslie Schnelker
Sandra Rainey

Detective Corporals
R. Morrison
G. Furnish
K. Wallin
J. Bleeke
J. Naish
D. Keller
N. Keefer
K. Surface

M. Henderson

Supervisor
Kisha Johnson

B of I Clerks
Alana Johnson
Fabiola Macias

Lisa King
Amy Barker
Pam Jones

Lieutenant
Dean Hoffman

Admin Staff
Jillian Reidenbach

Jen Gasparini
Brett Huguenard

Sergeant
Brock Williams

Corporals
Brian Jarboe

Duane Romines

Officers
(8)

Transport Officer
Spencer Bailey

S.O.R.N

Corporals
M. Smothermon

T. Gannon

Field Service Officer
Jeff Halsey

Part Time Admin
(1)

Lieutenant
Gerald Hogan

JCAP Coordinator Cpl.
K. Davis

Civillian Lieutenant
Block Operations

G. Wright

Civillian Sergeant
J. Thomas - 1st
C. Bostick - 1st

D. Caccamo - 2nd
N. Bade - 2nd

C. Oldfield- 3rd Shift 1st Sergeant
N. Bidlack- 3rd
J. Dunning- 3rd

Civillian Corporal
A. Troxel-1st
K. Griffin-1st
K. Haller-1st

G. Sherwood-1st
B. Sprunger-2nd

A. Hendrickson-2nd
C. Story-2nd
I. Elkins- 2nd

P. Ferrier- 3rd

Confinement Officers
(135)

Part Time
(1)

Disciplinary Corporal
J. Kroemer

Transport Corporal
A. Ross

Transport Officers 
(7)

Court Security

Supervisor
Rocky Stotts

Civilian Court 
Security Officers

(12)

Foreclosure Clerk
Kristin Kohlmeier

Court Detail

Sergeant
Jeremy Tinkel

Corporal
J. Reichard

Officers
(3-8)

Civil Process/Tax Detail

Sergeant 
Brian Sandberg

Civilian Baliffs
(3)

Tax Detail Civil Process

Tax Warrants Clerk
Cynthia Campbell

Corporal
Mark Reed

Civil Process Clerk
Christy Gray

Officer
(1)

Officers 
(5)

Assistant Court 
Security Supervisor 

Civilian Cpl.
Carly Baehl

Digital Evidence 
Specialist

Michael LeBlanc

Booking Sergeant
Anthony Malloris

Confinement Officer
(1) Confinement Officer

(1)

Crash Investigator Corporal
Russell Collins

Civillian Lieutenant
Lock Up / Intake

C. Hake

Personnel Corporal
K. Wright

Personnel Officer
J. Pennington
Background 
Investigator
P. Lothamer

Confinement 
Training Corporal

I. Peterson

Technology

Internal Affairs

Confinement Officer
R. Sexton

Inmate Communication 
Officer

John Wiese



 
 

 

Department:  Sheriff - Confinement FLSA Status: Non-exempt 

Classification/Level:  Safety, PG-3 ($49,629 - $69,805) Date:  5/2023 

 

Under the direction of the Corporal, the Confinement Officer is responsible for ensuring the safety and security 

of employees, inmates, and visitors at the Allen County Jail. This involves enforcing the laws, rules, and 

regulations relevant to the Office of the Sheriff and the detention of individuals in the jail. This position is 

covered as defined by the Board of Commissioners of the County of Allen Employee Handbook. 

 

ESSENTIAL FUNCTIONS: 

 

• Maintain the security and safety of employees, inmates, and visitors at the Allen County Jail through regular 

checks.  

• Conduct thorough searches of detainees to ensure the absence of weapons and prohibited items.  

• Supervise detainees during authorized activities such as counsel visitation, commissary purchases, mail 

distribution, and telephone calls.  

• Regularly inspect the jail facility to ensure security, monitor the well-being of detainees, and maintain cleanliness 

and security in cell areas.  

• Safely transport and accompany inmates to and from the jail, courts, medical facilities, and visits.  

• Take charge of inspecting, recording, and distributing meals for inmates.  

• Carry out necessary booking procedures, including detainee photography and completion of required forms and 

intake reports.  

• Receive, record, and manage all money and personal belongings according to established protocols.  

• Ensure inmates receive their prescribed medication and necessary medical attention.  

• Conduct routine "shakedowns" of cells and dormitories to identify and confiscate contraband, preparing written 

reports on findings.  

• Accurately enter data and maintain records as required.  

• Occasionally provide testimony in court proceedings.  

• Interact with other law enforcement agencies and the public regarding inmate matters.  

• Frequent interaction with inmates to address their needs and maintain order.  

• Attend seminars and in-service training sessions as mandated.  

• Perform all other assigned duties, including overtime when necessary. 

REQUIREMENTS: 

 

• High School Diploma or GED 

• Must be at least 18 years of age 

• Possession of a valid Driver's License for potential inmate transportation 

• Successful completion of Defensive Tactics training 

• Successful completion of the ILEA Jailers Academy within one year of the date of employment 

• Successful completion of the Allen County Jail First Time Officer training program 

• Proficiency in computer skills, including Microsoft Office and job-related software 

 

                                    Allen County 

Job Description 

 

                      CONFINEMENT OFFICER 



REQUIREMENTS: (continued) 

 

• Strong report writing skills 

• Ability to work effectively in both team and individual settings 

• Adaptability to handle stressful and unpredictable situations 

• Strong time management skills with the ability to multitask 

• Strong written and verbal communication abilities 

• Proficiency in utilizing handcuffs, radios, phones, computers, copiers, department vehicles, and other relevant 

equipment 

• Capability to physically restrain aggressive and violent inmates 

 

PERFORMANCE EXPECTATIONS:: 
 

The Confinement Officer performs work that involves carrying out moderately complex tasks to maintain the security 

and safety of inmates and visitors. It requires a comprehensive understanding of rules and regulations to ensure their 

proper implementation during booking procedures, inspections, and data entry. 

 

 

RESPONSIBILITY: 
 

The Confinement Officer engages in work that involves exercising judgment when conducting searches of individuals to 

detect weapons and contraband. Errors in decision-making are easily identified, and the work is regularly reviewed during 

the process and upon completion. 

 

PERSONAL WORK RELATIONSHIPS: 
 

The Confinement Officer maintains regular communication with fellow County employees, inmates housed at the Allen 

County Jail, other law enforcement agencies, and the general public. 

 

 

WORKING CONDITIONS: 
 

The Confinement Officer operates within a County detention facility, working closely with adult individuals who may 

exhibit physical and verbal aggression. The role involves frequent standing and the ability to move around freely, lifting 

objects weighing over forty pounds on a regular basis. Attention to detail is necessary for typing tasks, and there is frequent 

bending, pushing, pulling, reaching overhead, and kneeling. The work environment may involve exposure to body fluids, 

chemicals, unpleasant odors/fumes, and noise. The Confinement Officer is responsible for regularly monitoring equipment, 

conducting thorough inspections, and frequently proofreading documentation. Occasionally, physical exertion is required 

to subdue and restrain violent inmates. 

 

SUPERVISION: 
None 

 

LICENSING:  
CPR Certification and Basic First Aid 

Valid Driver’s License to transport inmates 

 

IMMEDIATE SUPERVISOR:  
Corporal 

 

HOURS:  
Various 

 



EEO CATEGORY:  
1104 

 

 

WORKERS’S COMP CODE:  
7720 

 

I agree that the contents of this job description are a fair and accurate representation of the duties of this position being 

described. 

 

Employee Signature: ____________________________________________ Date: ____________________ 

 

 

Supervisor Signature: ____________________________________________ Date: ____________________ 

 

 

 

 























 ADDITIONAL APPROPRIATION REQUEST FROM
FUNDS OTHER THAN THE GENERAL FUND:

COUNTY COUNCIL

DEPARTMENT:

LINE ITEM NUMBER:

CURRENT FUND BALANCE:

EXPECTED ANNUAL REVENUE:

IS REVENUE ON PACE TO MEET EXPECTATIONS?

STATUTORY GUIDELINES:

HOW WILL THIS APPROPRIATION BE USED?

WILL OTHER EXPENDITURES BE NECESSARY?

DISCUSSED WITH LIAISON?

LIAISON'S NAME:

DATE REVISED 8/2017

AMOUNT REQUESTED: $

SPECIFIC COST OF ITEM AND HOW WAS THIS COST DETERMINED?

IS THIS A RECURRING EXPENSE?

After saving this form, email it to
Becky Butler in the Auditor's Office

Board of Commissioners

100-4001-411.31-13 200,000

See attached

See attached.

Unsure at this time.

Not directly related to this request.

Commissioner Turpin will be contacting our liaison

Bob Armstrong



 

 

Restore Allen: Transition to Implementation and Sustainability 

Up to this point, Restore Allen has been privately funded and managed initiative. To turn its 

recommendations into reality, implementation needs a permanent anchor or hub that can 

coordinate work across agencies, community partners, and residents. This “home base” wouldn't 

lead the work or replace existing organizations. Instead, its role would be to ensure forward 

momentum, keep everyone aligned, maintain momentum, and ensure accountability as partners 

across the system lead their parts of the effort.  

Specifically, a home for this initiative is needed to:   

• Provide oversight and accountability to support sustainability and long-term impact 

• Maintain fiscal responsibility to ensure resources are used in the best way possible  

• Ensure the resources needed from the community are available 

• Bring influence, durability, and legitimacy to the effort 

To begin prioritizing and working on the recommendation, the formation of a Core Team is 

proposed, whose role would be to: 

• Prioritize the implementation of the recommendations 

• Identify working teams to address specific calls to action 

• Establish shared measurement and reporting practices 

• Facilitate cross-sector collaboration 

• Support community communications 

We believe that having this initiative housed within the Board of Commissioners provides the 

permanent anchor necessary to move forward. To that end we are requesting appropriation of 

$200,000 to fund a coordinator position(s) (contractor) who would work with the Core Team 

to begin to prioritize and implement recommendations. This person(s) would also be working 

to develop the long-term structures and processes to support the Restore Allen initiative as well 

as general collaboration with the justice ecosystem.  









 ADDITIONAL APPROPRIATION REQUEST FROM
FUNDS OTHER THAN THE GENERAL FUND:

COUNTY COUNCIL

DEPARTMENT:

LINE ITEM NUMBER:

CURRENT FUND BALANCE:

EXPECTED ANNUAL REVENUE:

IS REVENUE ON PACE TO MEET EXPECTATIONS?

STATUTORY GUIDELINES:

HOW WILL THIS APPROPRIATION BE USED?

WILL OTHER EXPENDITURES BE NECESSARY?

DISCUSSED WITH LIAISON?

LIAISON'S NAME:

DATE REVISED 8/2017

AMOUNT REQUESTED: $

SPECIFIC COST OF ITEM AND HOW WAS THIS COST DETERMINED?

IS THIS A RECURRING EXPENSE?

After saving this form, email it to
Becky Butler in the Auditor's Office

Board of Commissioners

127-4001-411.31-13 300,000

$1,345,287

$336,386.46

Yes

Federal Settlement agreement with drug companies

$40k of this money will be used to complete a grant agreement that was made with the Allen County Jail Chaplaincy
to help support the substance abuse treatment program provided inside the Allen County Jail. The remaining money
appropriated will be used towards other requests that have been made, if deemed appropriate.

See above.

There should be no other expeditures needed this year beyond this appropriation.

Yes

Bob Armstrong









February 24













Jail 2024
Payment Date Principal Interest Total Debt Service Principal Balance Interest Balance Fees Invoice Total

Beginning Balance 203,655,000.00      120,402,427.36    

6/30/2025 -                         6,159,877.36       6,159,877.36             203,655,000.00      114,242,550.00    2,622.64  6,162,500.00    

12/31/2025 -                         4,841,825.00       4,841,825.00             203,655,000.00      109,400,725.00    2,675.00  4,844,500.00    
6/30/2026 -                         4,841,825.00       4,841,825.00             203,655,000.00      104,558,900.00    2,675.00  4,844,500.00    

12/31/2026 -                         4,841,825.00       4,841,825.00             203,655,000.00      99,717,075.00      2,675.00  4,844,500.00    
6/30/2027 -                         4,841,825.00       4,841,825.00             203,655,000.00      94,875,250.00      2,675.00  4,844,500.00    

12/31/2027 -                         4,841,825.00       4,841,825.00             203,655,000.00      90,033,425.00      2,675.00  4,844,500.00    
6/30/2028 4,055,000.00       4,841,825.00       8,896,825.00             199,600,000.00      85,191,600.00      2,862.50  8,899,687.50    

12/31/2028 4,155,000.00       4,740,450.00       8,895,450.00             195,445,000.00      80,451,150.00      2,862.50  8,898,312.50    
6/30/2029 4,260,000.00       4,636,575.00       8,896,575.00             191,185,000.00      75,814,575.00      2,675.00  8,899,250.00    

12/31/2029 4,365,000.00       4,530,075.00       8,895,075.00             186,820,000.00      71,284,500.00      2,675.00  8,897,750.00    
6/30/2030 4,475,000.00       4,420,950.00       8,895,950.00             182,345,000.00      66,863,550.00      2,987.50  8,898,937.50    

12/31/2030 4,590,000.00       4,309,075.00       8,899,075.00             177,755,000.00      62,554,475.00      2,987.50  8,902,062.50    
6/30/2031 4,705,000.00       4,194,325.00       8,899,325.00             173,050,000.00      58,360,150.00      3,487.50  8,902,812.50    

12/31/2031 4,820,000.00       4,076,700.00       8,896,700.00             168,230,000.00      54,283,450.00      3,487.50  8,900,187.50    
6/30/2032 4,940,000.00       3,956,200.00       8,896,200.00             163,290,000.00      50,327,250.00      2,550.00  8,898,750.00    

12/31/2032 5,065,000.00       3,832,700.00       8,897,700.00             158,225,000.00      46,494,550.00      2,550.00  8,900,250.00    
6/30/2033 5,195,000.00       3,706,075.00       8,901,075.00             153,030,000.00      42,788,475.00      2,862.50  8,903,937.50    

12/31/2033 5,320,000.00       3,576,200.00       8,896,200.00             147,710,000.00      39,212,275.00      2,862.50  8,899,062.50    
6/30/2034 5,455,000.00       3,443,200.00       8,898,200.00             142,255,000.00      35,769,075.00      2,987.50  8,901,187.50    

12/31/2034 5,590,000.00       3,306,825.00       8,896,825.00             136,665,000.00      32,462,250.00      2,987.50  8,899,812.50    
6/30/2035 5,730,000.00       3,167,075.00       8,897,075.00             130,935,000.00      29,295,175.00      2,550.00  8,899,625.00    

12/31/2035 5,875,000.00       3,023,825.00       8,898,825.00             125,060,000.00      26,271,350.00      2,550.00  8,901,375.00    
6/30/2036 6,020,000.00       2,876,950.00       8,896,950.00             119,040,000.00      23,394,400.00      2,800.00  8,899,750.00    

12/31/2036 6,170,000.00       2,726,450.00       8,896,450.00             112,870,000.00      20,667,950.00      2,800.00  8,899,250.00    
6/30/2037 6,325,000.00       2,572,200.00       8,897,200.00             106,545,000.00      18,095,750.00      2,862.50  8,900,062.50    

12/31/2037 6,485,000.00       2,414,075.00       8,899,075.00             100,060,000.00      15,681,675.00      2,862.50  8,901,937.50    
6/30/2038 6,645,000.00       2,251,950.00       8,896,950.00             93,415,000.00        13,429,725.00      2,612.50  8,899,562.50    

12/31/2038 6,810,000.00       2,085,825.00       8,895,825.00             86,605,000.00        11,343,900.00      2,612.50  8,898,437.50    
6/30/2039 6,980,000.00       1,915,575.00       8,895,575.00             79,625,000.00        9,428,325.00        2,675.00  8,898,250.00    



Title Approp Classification

Same

Planning Coordinator 19.01

WHEREAS:

NOW THEREFORE: BE IT ORDAINED BY THE ALLEN COUNTY COUNCIL:

SECTION 1.

Attest:

Jacquelynn A. Scheuman, Allen County Auditor-Secretary, Ex-Officio

$81,757

37.5 hrs/wk Exempt

THIS ORDINANCE READ, CONSIDERED AND ADOPTED BY THE MEMBERS OF 

THE ALLEN COUNTY COUNCIL ON THE 15th DAY OF APRIL 2026.

MEMBERS OF THE ALLEN COUNTY COUNCIL

AYE NAY

The Allen County Council is apprised of the need to amend the salary ordinance for 

the above mentioned position and is in concurrence with this need.

The salary, wages and other compensation paid this position within the budget are 

amended as described above.

Amended Salary Ordinance

2026

Consideration of a salary ordinance amending the pay for employees within the budget of 

Emergency Management Department.  All Emergency Management Department funds 4801-429.

From/To

$81,757

Pay

A6/8

37.5 hrs/wk Non-Exempt



PERSONNEL COMMITTEE REQUEST FORM
Complete this form and submit electronically to the Compensation Specialist for consideration by the Allen
County Council Personnel Committee.  Include any additional documentation to support this request.  Must
be submitted four (4) weeks prior to Personnel Committee meeting.

Please indicate the type of request:    New Position  Reclassification  Other

If other was selected, please explain:

How many positions this change will affect:

Current FLSA Status:     Exempt       Non-Exempt

Requested FLSA Status:    Exempt        Non-Exempt

Please advise if this position is grant funded:  Yes    No

  Yes          No

  Yes    No

Is a new appropriation line number needed:  Yes          No

Are funds requested for 2026:    

Are there funds requested for 2027: 

Current Position Title:
Requested Position Title:
Current Pay Classification:

Appropriation Line Number (or first 10 digits):

Date Submitted to Human Resources:
Justification for request:  (use as much space as necessary)

Please provide/attach the following with the Personnel Committee Request Form:
1. Current and updated job description
2. Current and updated organization chart
3. Any additional information for Personnel Committee



Department: Emergency Management FLSA Status: Exempt 
Classification/Level: Professional, PG-A06 Date Last Reviewed: 02/2026 

Under the direction of the Director of Emergency Management, the Planning Coordinator is responsible for the 
development, management, and coordination of all emergency management planning processes and plans for Allen 
County to include the 5 mission areas of Prevention, Protection, Response, Recovery, and Mitigation, in accordance 
with the standard guidelines set forth by Federal Emergency Management Agency’s (FEMA) National Incident 
Management Systems and the National Response Framework (NRF). This position is Not Covered (At-will) as defined 
by The Board of Commissioners of the County of Allen Employee Handbook. 

ESSENTIAL FUNCTIONS: 

 Serves as Allen County’s chief emergency preparedness planner to strengthen the preparedness and 
resiliency of Allen County and its local units of government.  Works with stakeholders to coordinate, draft, 
review, approve, and maintain plans, including but not limited to, the Allen County Emergency Operations 
Plan (EOP) and Annexes; Emergency Response Plan (ERP);  Multi-Hazard Mitigation Plan (MHMP), 
Continuity of Operation Plan (COOP), and Continuity of Government Plan (COG).  

 Responsible for updating the annual Threat and Hazard Identification and Risk Assessment (THIRA), 
State Preparedness Report (SPR), and Hazard Identification and Threat Assessment (HIRA) tools.  

 Develops and maintains Allen County’s Emergency Operations Center (EOC), in both the virtual and 
physical EOC space, serving as Planning Section Chief, ensuring constant state of readiness of the 
Planning Section, and participating in EOC training exercises and drills.  Serves as EOC Manager. 

 Works with local units of government, event organizers, first responder agencies and stakeholders to 
coordinate, prepare, and disseminate Incident Action Plans (IAP’s) for planned community events, to 
include, but not be limited to, sporting events, parades, fairs, political events, and large community 
gatherings, in order to synchronize operations and ensure unity of response and alignment of public safety 
tasks and responsibilities. 

 Serve as the office’s Geographic Information System (GIS) Specialist and Liaison to the Allen County-
Fort Wayne GIS system.  Maintain the Allen County Emergency Management’s map viewer for situational 
awareness and response, to include creating and maintaining special layers specific to Allen County 
Emergency Management. 

 Maintain the damage assessment system and connectivity to local governmental units within Allen County 
and the Indiana Department of Homeland Security to quickly conduct the three phases of damage 
assessment and coordinate geospatial analysis to understand economic impact to the county and respective 
communities.  

 Coordinate, generate, and publish models using complex analysis to provide understanding of community 
impacts based on demographics, infrastructure, and parcel data.  Maintain ESRI geospatial dashboard for 
Allen County Emergency Management, including data sets from municipalities, local governmental units, 
and key partners.   

 Develops and maintains interpersonal relationships critical to the coordination of protection, preparedness, 
response, recovery, and mitigation with employees, volunteers, non-governmental organizations, 
businesses, and relevant stakeholders. 

 Serves as a liaison for the Allen County Emergency Management office to local and regional 
organizations, groups and committees related to emergency preparedness.  

 Manages the Allen County Office of Emergency Management’s Drone program, to include the 
coordination of the Allen County Drone Working Group, to include maintaining Part 107 UAS Drone Pilot 
License. 

Allen County 
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 Performs all other duties as assigned, including overtime as required. 

REQUIREMENTS: 
 Bachelor’s degree in Homeland Security, Emergency Management, Public Administration, or related degree field, 

with a minimum of four (4) years of experience in homeland security, emergency management, public safety, or 
related experience required; or any equivalent combination of education, training, and experience which provides 
the requisite knowledge, skills, and abilities for this job. 

 Extensive knowledge of and ability to apply the complex and varied planning concepts identified 
within the National Planning Frameworks. 

 Working knowledge and ability to make practical application of local, state, and federal homeland 
security/emergency management regulations, policies, and procedures during varied situation. 

 Working knowledge of standard English grammar, spelling, and punctuation, and ability to type with 
speed and accuracy. 

 Ability to effectively communicate orally and in writing and during routine and emergency situations 
with elected officials, county and local governmental unit department heads, co-workers, volunteers, 
public safety personnel, school corporations, related local/state/federal agencies, other emergency 
management agencies, and members of the public to include being sensitive to professional ethics, 
gender, cultural diversities, and disabilities. 

 Ability to work alone and with others in a team environment with minimum supervision, and maintain 
appropriate, respectful interpersonal relationships with co-workers.   

 Ability to work on several tasks at the same time and complete assignments effectively amidst frequent 
distractions and interruptions. 

 Ability to regularly work extended, evening and/or weekend hours, and occasionally travel out of town 
for training, sometimes overnight. 

 Ability to properly operate computer programs and systems used by the department, including Microsoft 
Office 365 suite, Homeland Security Information Network (HSIN), WebEOC, Damage Assessment 
App, Geospatial (GIS), and other systems. 

 Complete FEMA Professional Development Series within 90 days of hire. 
 Complete FEMA National Emergency Management Basic Academy within 24 months of hire. 
 Complete annual federal and state training requirements for this position. 

DIFFICULTY OF WORK: 

The Emergency Management Planning Coordinator performs work involving many variables in sometimes complex 
and chaotic situations. Applying key concepts into local planning to ensure planning requirements are accomplished.  
Judgment is needed to assess the risks and vulnerabilities that may occur in any emergency. 

There is frequent exposure to dangerous environments and situations when responding to and operating at emergency 
scenes.  Dangerous conditions could include exposure to extreme weather, roadside and traffic hazards, exposure to 
dangerous chemicals and substances, body fluids, and other objectionable materials.  Active and dynamic human 
caused emergency responses could create exposure to physical threats. 

RESPONSIBILITY: 

The Emergency Management Planning Coordinator duties are a broad range of duties involving complex considerations 
and problems, sometimes performed under difficult physical and psychological conditions.  Incumbent performs 
according to department policies and procedures, state guidelines, regulations, and recognized standards of professional 
and ethical practice.  Incumbent exercises independent judgment in most duties. 

PERSONAL WORK RELATIONSHIPS: 



The Emergency Managment Planning Coordinator maintains frequent contact with co-workers, other County and local 
governmental unit department heads and staff, local elected officials, volunteers, public safety personnel, school 
corporations and, other emergency preparedness agencies in common related federal state and local agencies, and 
members of the public for the purpose of exchanging and explaining information, providing instruction, and assisting in 
coordinating emergency operations. 

WORKING CONDITIONS: 

The Emergency Management Planning Coordinator performs duties in a standard office environment, involving sitting for 
long periods of time, sitting/walking at will, handling/grasping objects, bending, reaching, speaking clearly, keyboarding, 
and hearing communication. Frequent typing, including proofreading, attention to detail and detailed inspections are also 
required. 

Incumbent serves on 24-hour call, responding to emergencies involving physical threats and emotional stress, 
walking/standing for long periods, walking on uneven terrain, carrying objects weighing 50 pounds, bending, twisting, 
and crawling in confined spaces, and exposure to inclement or extreme weather, toxic chemicals, dangerous equipment, 
and loud environments, for which safety precautions must be followed at all times to avoid injury to self and others.

SUPERVISION 
None 

LICENSING:

 Valid Indiana Driver’s License to operate an emergency vehicle. 

 Eligible for appointment as a Special Deputy. 

 Acquire and maintain an FAA Part 107 Small Unmanned Aerial Vehicle (sUAS) License 

IMMEDIATE SUPERVISOR:
Reports directly to the Director of Allen County Emergency Management 

HOURS:  
This position has non-standard hours.  Generally, 8:00 am-4:30 pm, Monday through Friday.  Incumbent must be 
available after normal working hours and on weekends for frequent meetings, trainings, and events.  Must be available 24 
hours for emergency response to events within Allen County and Northeast Indiana.  

EEO CATEGORY:

0102 

WORKERS’S COMP CODE:
9410 

I agree that the contents of this job description are a fair and accurate representation of the duties of this position being 

described. 

Employee Signature: ____________________________________________ Date: ____________________ 

Supervisor Signature: ____________________________________________ Date: ____________________































Title Approp Classification

From/To From/To

19.92

WHEREAS:

NOW THEREFORE: BE IT ORDAINED BY THE ALLEN COUNTY COUNCIL:

SECTION 1.

Attest:

Jacquelynn A. Scheuman, Allen County Auditor-Secretary, Ex-Officio

Information Systems & 

Special Projects  TO

Information Systems 

Coordinator

A 2/1 $44,873, 37.5 Hrs, Non-

Exempt  TO  A 4/1 $53,314, 

37.5 Hrs, Non-Exempt

THIS ORDINANCE READ, CONSIDERED AND ADOPTED BY THE MEMBERS OF 

THE ALLEN COUNTY COUNCIL ON THE 15th DAY OF APRIL 2026.

MEMBERS OF THE ALLEN COUNTY COUNCIL

AYE NAY

The Allen County Council is apprised of the need to amend the salary ordinance for 

the above mentioned position and is in concurrence with this need.

The salary, wages and other compensation paid this position within the budget are 

amended as described above.

Amended Salary Ordinance

2026

Consideration of a salary ordinance amending the pay for employees within the budget of Health 

Department.  All Health Department funds 7301-441.

From/To

Pay

A2/1 TO 

A4/1



Title Approp Classification

From/To From/To

13.98

WHEREAS:

NOW THEREFORE: BE IT ORDAINED BY THE ALLEN COUNTY COUNCIL:

SECTION 1.

Attest:

Jacquelynn A. Scheuman, Allen County Auditor-Secretary, Ex-Officio

STD/HIV Prevention 

Division Director

HIV/STD Prevention 

Supervisor

A 8/1 $69,045, 37.5 Hrs, 

Exempt  TO  A 7/1 $63,344, 

37.5 Hrs, Exempt

THIS ORDINANCE READ, CONSIDERED AND ADOPTED BY THE MEMBERS OF 

THE ALLEN COUNTY COUNCIL ON THE 15th DAY OF APRIL 2026.

MEMBERS OF THE ALLEN COUNTY COUNCIL

AYE NAY

The Allen County Council is apprised of the need to amend the salary ordinance for 

the above mentioned position and is in concurrence with this need.

The salary, wages and other compensation paid this position within the budget are 

amended as described above.

Amended Salary Ordinance

2026

Consideration of a salary ordinance amending the pay for employees within the budget of Health 

Department.  All Health Department funds 7301-441.

From/To

Pay

A8/1  TO 

A7/1



PERSONNEL COMMITTEE REQUEST FORM
Complete this form and submit electronically to the Compensation Specialist for consideration by the Allen
County Council Personnel Committee.  Include any additional documentation to support this request.  Must
be submitted four (4) weeks prior to Personnel Committee meeting.

Please indicate the type of request:    New Position  Reclassification  Other

If other was selected, please explain:

How many positions this change will affect:

Current FLSA Status:     Exempt       Non-Exempt

Requested FLSA Status:    Exempt        Non-Exempt

Please advise if this position is grant funded:  Yes    No

  Yes          No

  Yes    No

Is a new appropriation line number needed:  Yes          No

Are funds requested for 2026:    

Are there funds requested for 2027: 

Current Position Title:
Requested Position Title:
Current Pay Classification:

Appropriation Line Number (or first 10 digits):

Date Submitted to Human Resources:
Justification for request:  (use as much space as necessary)

Please provide/attach the following with the Personnel Committee Request Form:
1. Current and updated job description
2. Current and updated organization chart
3. Any additional information for Personnel Committee



EXECUTIVE BOARD OF 
HEALTH 

(9 Members) 

HEALTH  
COMMISSIONER 

Thomas Gutwein, MD,  
FACEP 

DEPARTMENT 
ADMINISTRATOR     

(Deputy Health Commissioner) 
Mindy Waldron, REHS, CFSP 

Responsible for General Oversight/Planning tasks and 
Appointments of the Health Commissioner and          

Department Administrator. Meet quarterly. 

Medical Oversight, Statutory Position, but part-time.  Non
-operational position, more strategic and high-level. 

Generally operates from afar and when needed & is P/T 

Responsible for Day-to-Day Operations, Personnel,  
Legal, Finance, Enforcement, Infrastructure, Planning, 

and considered the Department Head 

Appointed positions 
by the Executive 

Board  
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by statute (by various  

elected bodies) 
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IT & INFORMATICS 

 
COMMUNICATIONS 

HIV/STD SERVICES 
& CASE MGMT 

FINANCE &  
ADMINISTRATION 

Currently, the HIV/STI Division is a stand-alone division. 

STAFF: 17 + 2 Seasonal P/T STAFF: 24 STAFF: 6 STAFF: 9 

STAFF: 3 STAFF: 1 STAFF: 6 STAFF: 3 

STAFFING: 
FTEs (71) 

STAFF (73) 

STAFF: 2 

Report to Executive Board 

Report to Department Administrator 
(including subordinates) 

STAFFING: 
FTEs (71) 

STAFF (73) 



EXECUTIVE BOARD OF 
HEALTH 

(9 Members) 

HEALTH  
COMMISSIONER 

Thomas Gutwein, MD,  
FACEP 

DEPARTMENT 
ADMINISTRATOR     

(Deputy Health Commissioner) 
Mindy Waldron, REHS, CFSP 

Responsible for General Oversight/Planning tasks and 
Appointments of the Health Commissioner and          

Department Administrator. Meet quarterly. 

Medical Oversight, Statutory Position, but part-time.  Non
-operational position, more strategic and high-level. 

Generally operates from afar and when needed & is P/T 

Responsible for Day-to-Day Operations, Personnel,  
Legal, Finance, Enforcement, Infrastructure, Planning, 

and considered the Department Head 

Appointed positions 
by the Executive 

Board  

Appointed positions 
by statute (by various  

elected bodies) 
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IT & INFORMATICS 

 
COMMUNICATIONS 

STAFF: 17 + 2 Seasonal P/T STAFF: 30 STAFF: 6 STAFF: 9 

STAFF: 2.5 STAFF: 1 

In this proposed version, the HIV/STI Division becomes a program housed 
under the Clinical Services & Case Management Division 
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FINANCE &  
ADMINISTRATION 

STAFF: 3 

STAFF: 2 

Report to Executive Board 

Report to Department Administrator 
(including subordinates) 

STAFFING: 
FTEs (71) 

STAFF (73) 



Title: Information Systems Coordinator           Classification/Level:   
Department:   Date: /2026 

GENERAL INSTRUCTIONS: The information you supply on this questionnaire will be used to draft your job 
description. Please read the entire questionnaire carefully before answering any questions to avoid duplicating 
your replies. Take time to answer each question carefully and completely. To accurately prepare a description of 
the duties and responsibilities of your job, it is essential that your responses be clear, concise, and thorough. 

POSITION INFORMATION 

(TO BE COMPLETED BY THE EMPLOYEE IN THE POSITION WITH REVIEW AND COMMENTS BY THE SUPERVISOR) 

Name: VACANT – Reclassifying then filling Date: March 3, 2026

Job Title: Information Systems Coordinator

Phone #: Organization: Allen County Department of Health

Department: same Division: Informatics Division

How long have you been in your current position:

Name of Immediate Supervisor: Jana Sanders (but being written by Mindy Waldron)

Title of Immediate Supervisor: Informatics Division Director

Phone # of Immediate Supervisor: 260-449-7120 (Jana) – 260-449-7578 (Mindy)

Email Address of Immediate Supervisor:  
jana.sanders@allencounty.in.gov / 
mindy.waldron@allencounty.in.gov

GENERAL DESCRIPTION 

Briefly state the general purpose of your job: 

Under the direction of the Informatics Division Director, the Information Systems Coordinator manages the 
information technology systems that support the Allen County Department of Health and coordinates with the 
County’s third party information technology (IT) vendor to support the department’s needs. The Information 

Allen County 
Job Evaluation System 

PROFESSIONAL JOB ANALYSIS QUESTIONAIRE 
(JAQ)

mailto:jana.sanders@allencounty.in.gov
mailto:mindy.waldron@allencounty.in.gov


Systems Coordinator oversees and supports various data platforms and represents the department as a Super 
User and trainer for the enterprise-wide permitting system. This position conducts overall departmental data 
analysis, training and dashboard development. This position also assists Department Administration with 
various equipment-related tasks, data management, research and other IT-related day-to-day activities needing 
support, development and IT/Equipment/Data troubleshooting. This position is covered as defined by The 
Board of Commissioners of the County of Allen Employee Handbook. 

ESSENTIAL FUNCTIONS OF THE JOB 

Essential functions are the basic job duties that an employee must be able to perform, with or without 
reasonable accommodation. 

Begin by listing the duties in order of importance from most important to least important. Rate the importance 
of each duty or responsibility based on the following scale and estimate the overall percentage of time you 
devote to each duty. [Note: percentages should total 100%.  Continued onto next page] 

Task or Duty
% of 
Time

1. Develops and works toward increased 
optimization of the enterprise-wide 
environmental permitting system, Accela, as 
well as Application Enhancer. Creates 
standard operating procedures and evaluates 
business processes/products to identify 
improvements and increase efficiency of this 
system and reporting. Tests, and trains staff on 
new Accela products and procedures as new 
versions are deployed or as new staff are 
onboarding. Troubleshoots issues with Accela 
and coordinates with vendor to resolve 
data/operational conflicts. Acts as the assigned 
departmental “Super User” for Acela, 
attending Super User meetings, conferences, 
and development discussions. 

 25%  

2. Analyzes various departmental data utilizing 
programming such as Power BI, developing 
reports utilizing Crystal Reports and Ad Hoc 
reporting products, assists with in-house 
Accela Citizens Access or similar, and works 
with any other platforms deployed to include 
testing and training as directed. 

 20%  

3. Develops reports for departmental use in 
Accela, and assists with data management, 
developing internal/external data mechanisms 
such as dashboards.  

 15%  



Task or Duty
% of 
Time

4. Assists with various GIS-related projects, 
mapping and data epidemiological processes, 
and staff training as directed. 

 5% 

5. Manages the procurement, testing and 
troubleshooting of all field equipment for use 
with Accela and other platforms as directed. 

 5% 

6. Manages and oversees the Department’s 
information technology equipment inventory 
including but not limited to, procurement, 
implementation, troubleshooting, tracking, and 
staff training. Coordinates and acts as the 
departmental contact for any new departmental 
or enterprise-wide application, portal, platform 
or IT-related process to include exploration, 
development, training and deployment as 
directed. 

 5% 

7. Coordinates with Allen County’s third party 
information technology vendor to refresh 
computers and other related equipment, 
working with the Informatics Director for 
deployment with all staff. Coordinates periodic 
cell phone and mobile device equipment 
refresh projects as directed. 

 5% 

8. Assists Informatics Director in the 
coordination of large and impactful IT 
department or enterprise-wide special projects 
(such as changes to email, computer and phone 
system changes, new/existing equipment, 
software or similar). Assists with new use 
account creation and deletion as directed. 
Assists Informatics Director with oversight of 
City/County phone system equipment, 
functionality, reporting and troubleshooting. 

 5% 



Task or Duty
% of 
Time

9. Develops/Manages staff’s daily and monthly 
report spreadsheets to include functionality of 
the reports in use, troubleshooting and data 
analysis as requested. Assists all division 
directors with the creation of various excel 
spreadsheets and reports and assists in 
epidemiological investigations as necessary. 

 5% 

10. Communicates computer/internet/system 
outages and resolution updates to staff when 
directed. Represents the Department at various 
meetings and events when requested. Assists 
Department Administrator with Health First 
Indiana/Health First Allen County grants, data, 
program tracking to include entry of data in 
state portal or similar. Assists with other 
special projects when needed. Performs 
leadership tasks and acts as the main IT-
related point person in the absence of the 
Informatics Director. Performs all other 
duties as assigned.

 10%  

JOB REQUIREMENTS: 

List any SPECIALIZED knowledge, abilities, and skills required to perform the tasks/duties effectively, 
i.e., budgeting, diesel mechanics, CAD, urban planning, payroll. Indicate how this is applied or used in 
your work. 

Knowledge, Skill, Ability How Applied 

Associates or Bachelors degrees in information 
technology, computer science, data 
management, project management or 
significant experience in public health and 
computer practice preferred.

 This is the basis of education and 
experience required to 
successfully lead the projects 
specified. 

More than three years of information 
technology or data analysis experience 
preferred. 

Needs some tangible experience 
in this area of practice to advise, 
lead and manage IT tasks for the 
department. 

Working knowledge of Accela, Application 
Enhancer, Crystal Reports, Power BI, GIS/GPS 
platforms, network environments, print servers, 
IT equipment in general with a mastery in 
technology troubleshooting, data dashboard 
development/familiarity, and database 
development preferred. 

 Knowledge of systems and 
software over which they will 
develop, lead, test, train and 
work in daily. 



Knowledge, Skill, Ability How Applied 
Strong written and verbal skills to include 
experience and ease in public speaking Presentations, meetings, 

department representation at 
state, local and national events, 
and day-to-day communications 
with medical providers, staff, and 
members of the public. Must 
engage in medical enforcement 
and must possess appropriate 
skills. Convey and synthesize 
difficult concepts into simple, 
digestible information.

Proficient in various Microsoft Office 365 
products, especially Word, Excel, Power Point 
and Teams. 

Day-to-Day activities and 
training. 

 Attention to detail, ability to analyze data and 
trends with regard to disease, and strong data 
entry and overall communication skills 

 Working with a great deal of 
technical and medical data, 
treatment regimens/medications, 
diseases, and accuracy of data 
entry for state reporting purposes.

Ability to take an idea or concept, consider 
all impacts and produce a product that 
addresses needs. Ability to learn new 
software programs, become proficient, and 
be able to train others on use of software. 
Strong verbal and written communication 
skills. Ability to multi-task many projects 
at once with strong organizational skills. 
Ability to comfortably and professionally 
speak to small and large audiences when 
training or representing. Ability to work 
with diverse groups of individuals with 
varying sets of skills and knowledge 

Day-to-day tasks 

List all major equipment, software, or other specialized tools that you typically use or handle to perform 
your job responsibilities/duties, i.e., truck, car, hand and power tools, lab equipment, computer software 
programs. 

 Microsoft Office software with strong emphasis on using Word, Excel, Power Point and Teams. 



 All general office equipment with special emphasis on working knowledge of computers, tablets and mobile 

devices, network printers, copiers, and other similar IT equipment. 

Place an X next to one statement to indicate the MINIMUM level of education required to perform this 
job. NOTE: This may well be less than your own particular educational level. 

[    ] High school diploma or equivalent 
[    ] Specialized training beyond high school normally gained in a program of less than 

18 months duration. 
Please specify type of training required: _________________________________ 

[  X  ] Associates degree (two year degree) or certification program of comparable 
length.  Please outline specific certification: _Associates or Bachelors degree in information technology, 
computer science, data management, project management or significant experience in public health and 
computer practice preferred.__ 

[    ] Degree, diploma, or certification with time requirements of greater than two years 
but less than four years.  Please specify:  _________________________________ 

[    ] Bachelors degree gained through four year college/university academic program, 
Please provide info on relevant bachelor’s degree, which would qualify:  
_Biology, public health, education, or related field preferred 

[    ] Masters Degree.  Please specify area of concentration: 
_________________________________________________________________ 

[    ] Post graduate degree and related experience normally associated with, but not limited to; legal,  
scientific and medical positions.  Please specify area of concentration:
_________________________________________________________________ 

Place an X next to one statement to indicate the minimum amount of total related experience an 
employee must have prior to starting this job. Assume the employee has the appropriate level of formal 
education indicated in the previous section. 

[    ] No related experience required 
[    ] Less than 1 year 
[    ] More than 1 year 
[  X  ] At least 3 years 
[    ] At least 5 years 
[    ] More than 8 years 

Please specify: 3 years experience in public health, information technology, data management or similar 
preferred._________________________________________________ 
________________________________________________________________________ 

List below any type of certification, licenses, or registration required for you to perform your job. NOTE: 
A valid driver’s license should only be listed if driving is a part of your job. 

Certification required: 

License required: 

Registration required: 



JOB REQUIREMENTS (LEVEL OF KNOWLEDGE, SKILLS AND ABILITIES 
REQUIRED) 

Place an X next to one statement that best describes the level of knowledge and abilities required in your 
job. 

[    ] Individual must possess an understanding of standard methods, practices and procedures of a discipline  
or specialized field and the body of facts relevant to the assigned categories of work. 

[    ] Individual must possess an understanding of elementary principles, theories, and  methodology or  
advanced methods, practices, and procedures. 

[    ] Individual must possess an understanding of full range of generally accepted and commonly used  
principles, theories, methodology, and precedents.  

[  X  ] Incumbent must possess an understanding of advanced theories, principles, methodology, and new  
developments.  

[    ] Incumbent must possess an understanding of mastery of their field plus the ability to cope with  
unprecedented types of problems by extending accepted methods and techniques or by developing new  
ones. 

[    ] Incumbent must possess an understanding of mastery of their field plus the ability to generate  
hypotheses or principles or to extend the accepted principles, theories, or concepts beyond their 
previously recognized limits.  

JOB REQUIREMENTS (NATURE AND EXTENT OF KNOWLEDGE) 

Place an X next to all statements, which describes the level of knowledge and abilities required for your 
job.  

[  X  ] Work consists of practical knowledge of practices, rules, and regulations developed through on-the-job  
training and extended experience.  

[  X  ] Work consists of specialized knowledge of pragmatic and theoretical principles.   

[   X ] Work consists of a broad knowledge of principles and practices of a recognized profession.  

[  X  ] Work consists of complete technical knowledge of a recognized profession.  

DIFFICULTY OF WORK (COMPLEXITY OF ASSIGNED WORK) 

Place an X next to all statements, which describes the level of complexity of intricacy of your work. 

[  X  ] Work consists of repetitive duties, restricted in scope and intricacy, involving few  variables.  

[  X  ] Work consists of repetitive duties, restricted in scope but of substantial intricacy, involving several  
variables or considerations with interrelationships.  

[  X  ] Work is broad in scope and of substantial intricacy involving many variables or considerations with  
interrelationships difficult to ascertain, and usually having  conflicting aspects requiring individual and  
differential diagnosis and treatment. 



[  X  ] Work is broad in scope and of great intricacy involving many complex and significant variables; or  
considerations which are new, either in basic character or in circumstances or situations in which they 
occur.  

[    ] Work, in addition to being broad in scope, is of great intricacy, and of new and unprecedented nature,  
also requires study and consideration of the impact of alternative possible solutions on other major 
programs, situations, organizations, or future developments.  

DIFFICULTY OF WORK (NATURE OF GUIDELINES) 

Place an X next to all statements, which describe the level of mental demands of your work.  

[  X  ] Work consists of numerous, prescribed and well established guidelines that are directly applicable to the  
task at hand, and can be readily selected. Judgment is limited to relating guidelines to a specific case. 
Analytical work answers are logically and readily obtained. 

[ X   ] Work consists of generally accepted, but not always clearly applicable guidelines. Judgment is needed in  
selecting the most pertinent guidelines, in interpreting precedents, and in adapting standard formulas, 
methods, or procedures to fit facts and conditions. 

[  X  ] Works consists of generally applicable, but ambiguous or only partially relevant guidelines or other-wise  
seriously deficient guidelines. Judgment is needed in extensively adapting or in making significant 
compromises to fit unusual or complex situations.

[    ] Work consists of obscure, non-existent, irrelevant or contradictory guidelines for  major parts of work.  
Creativity and ingenuity are needed to devise new approaches to deal with previously unsolved or novel 
problems. 

RESPONSIBILITIES – EXTENT OF SUPERVISORY PARTICIPATION AND 
CONTROL OVER WORK 

Place an X next to one statement that describes the effects of errors in your work.  

[    ] Supervisor gives specific instruction on new types of assignments. Work is occasionally checked during  
the process. All work is reviewed for adherence to instructions and guidelines, soundness of judgment 
and conclusions and accuracy. 

[  X  ] Purpose and desired results are indicated and anticipated and unusual problems are discussed. 
Deviations from the guidelines must be referred to the supervisor.  Case actions or recurring work are  
clearly covered by guidelines and may or may not be reviewed.  Otherwise, work is reviewed for  
adherence to instructions, soundness of judgment and conclusions, technical adequacy and conformance 
with practice or precedent.  

[    ] Purpose and desired results are indicated. Unusual problems are proposed and deviations from  
guidelines or normal practice are discussed at the discretion of the employee. Case actions, recurring 
work (even where there is some variety or departure from standard guidelines) may or may not be 
reviewed. Otherwise work is reviewed for soundness of judgment and conclusions, general technical 
adequacy and conformance with practice and policy.  

[    ] General objectives and boundaries are indicated. Problems during work raising questions about  



objectives and boundaries are discussed. Technical instruction is neither sought nor needed. Decisions 
and recommendations (other than on  individual cases) are reviewed for attainment of objectives and 
compliance with agency policy. 

[    ] Assignments are usually planned with the supervisor in terms of general objective and boundaries.  
Problems arising during the work which may have a possible impact on agency policy are discussed.  
Decisions and recommendations are  reviewed for overall accomplishment and impact upon agency 
mission, policy, or practice.

RESPONSIBILITIES – OPPORTUNITY TO MAKE CHOICES 

Place an X next to one statement to indicate the opportunity of making choices. 

[    ] Has little or no opportunity to make choices in carrying out routine or recurring assignments or tasks. 

[  X  ] Makes choices and takes actions in performing a variety of relatively standardized assignments or tasks. 

[    ] Makes choices and decisions and acts on varied non-standardized, non-routine assignments or tasks.  

Place an X next to one statement to indicate how the work is assigned to you by your supervisor. 

[    ] Detailed instruction before tasks or duty begins. 
[    ] Close supervision with frequent checks. 
[    ] General direction in following established practices and clear-cut policies. 
[  X  ] General guidance allowing for employee planning of procedures and methods to  

attain objective. 

RESPONSIBILITIES – NATURE OF INSTRUCTIONS, GUIDELINESS & REQUIRED 
JUDGMENT 

Place an X next to the one statement which best indicates the nature of instructions, guidelines and 
required judgment necessary to successfully perform the job. 

[    ] Work involves detailed instructions requiring little or no judgment. 

[    ] Incumbent will be required to apply standardized or generally accepted methods to deal with  
individual situations.  

[  X  ] Incumbent will provide a substantial contribution to the department making non-routine decisions /  
recommendations based on established departmental/organizational guidelines and policies. 

[    ] Incumbent will provide major contributions involving authoritative application of 
departmental/organizational policies and practices in especially complex or important matters. 

[    ] Incumbent will provide extensive and consequential contribution involving support, development or  
recommendations of major objectives, policies, programs, or practices.  



PERSONAL WORK RELATIONSHIPS – PURPOSE AND NATURE OF REQUIRED 
CONTACTS 

Place an X next to all the statements that describe the job-related communication required in your job. 
For those marked, indicate with an X whether it is daily, weekly, or monthly.  (continued onto next page) 

[  X  ] Cooperative work relationships are incidental to purpose of the work to give and receive factual 
information about the work.  

__X__ daily                          ____ weekly                        ____ monthly 

[  X  ]  Person-to-person work relationships with explanation or interpretation of what is required in order to 
render services, carry out policies or maintain coordination ,are necessary for incumbent to successfully carry 
out function of position. 

__X__ daily                          ____ weekly                        ____ monthly 

JOB REQUIREMENTS (NATURE AND LEVEL OF KNOWLEDGE) 

Place an X next to one statement that best describes the level of knowledge required in your job. 

[    ] Individual possesses ability to follow simple oral instructions and understands general work processes,  
as well as has practical knowledge of use of hand tools.  

[    ] Individual possesses ability to read and write at an elementary level and understand work processes, as  
well as methods and use of equipment and machinery. 

[    ] Individual possesses thorough knowledge of one trade or working knowledge of a variety of trades; has  
the ability to interpret work instructions and other technical guides; read blueprints; has practical 
knowledge of tools, machinery, and  equipment; and possesses some work planning and layout, as well  
as practical shop mathematics.  

[  X  ] Individual possesses ability to use memory, judgment and ingenuity in planning and layout work;  
possess skills in using a variety of equipment and machinery; possesses experience planning and laying 
out work; has practical knowledge of variety of related skills including shop mathematics to level of 
geometry and  trigonometry.  

JOB REQUIREMENTS (KIND AND AMOUNT OF SKILL) 

Place an X next to all statements, which describes the level of skill required for your job. 

[  X  ] Work consists of simple repetitive tasks and operations.  

[  X  ] Work consists of moderately complex, relatively standardized tasks, processes or operations.  

[  X  ] Work consists of complex, varied, standardized tasks, processes or operations.  

[  X  ] Work consists of highly complex, varied, non-standardized tasks, processes or operations.  



RESPONSIBILITIES – EXTENT OF SUPERVISORY PARTICIPATION AND 
CONTROL OVER WORK 

Place an X next to one statement that describes the effects of errors in your work. 

[    ] Supervisor gives complete and specific instruction on assignments. Work is performed under close  
supervision and there is no authority to deviate from the instructions given. 

[  X  ] Work is performed under moderate supervision. Instructions are relatively  complete. Incumbent applies  
knowledge of technical manuals and work precedents and recommends or requests deviations from 
general instructions when necessary.  

[    ] Incumbent works with considerable independence from supervisory controls.  Instructions are general.  
Technical manuals and work precedents may be modified to be practically applied. Incumbent has  
authority to deviate from instructions with prior approval and make decisions and judgments affecting 
quality and adequacy of work. 

RESPONSIBILITIES – SCOPE OF WORK 

Place an X next to one statement that describes the scope of your work. 

[    ] Incumbent works on only a portion of an operation which is part of a work process. 

[    ] Incumbent works on an operation which is part of a total work process, with little  planning and layout  
responsibilities. 

[  X  ] Incumbent works on a total work process with responsibility for planning and layout.  Advises others on  
practical aspects of work sequences and techniques. 

RESPONSIBILITIES – OPPORTUNITY TO MAKE CHOICES 

Place an X next to one statement to indicate the opportunity of making choices. 

[    ] Has little or no opportunity to make choices in carrying out routine or recurring assignments or tasks. 

[    ] Makes choices and takes actions in performing a variety of relatively standardized assignments or tasks. 

[   X ] Makes choices and decisions and acts on varied non-standardized, non-routine assignments or tasks.  

RESPONSIBILITIES – COMPLEXITY OF WORK 

Place an X next to all the statements that describe the level of complexity for the position. 

[    ] Work involves simple, repetitive action and simple work sequences.  Requires a low degree of accuracy  
and a low degree of care and skill to prevent damage to tools.

[  X  ] Work involves moderately complex, involved in relatively varied tasks. A  moderate degree of care and  
skill is required to protect tools, materials, and prevent injury to others. 



[  X  ] Incumbent is responsible for a variety of different operations to complete assignments. A high degree of  
accuracy is required to protect tools and materials and to prevent injury to others.  

PERSONAL WORK RELATIONSHIPS – NATURE OF PERSONS CONTACTED IN 
PERSON OR BY PHONE 

[  X  ]  Contacts are with persons employed by the same agency.  
[  X  ] Contacts are with persons employed by other agencies or with the public.  
[  X  ] Contacts are with supervisors or officials who have significant impact on programs or policies or  

incumbent’s work has significant impact on programs or policies or the organization. 

PHYSICAL EFFORT – NATURE AND DEGREE 

Place an X next to all the statements that describe the nature and degree of physical effort for the 
position. 

[  X  ] Effort involves light lifting of tools, objects and working material, or light  pushing and pulling, and/or  
normal visual or hearing acuity.  Normally performs job in seated or standing position. 

[  X  ] Effort involves moderate lifting, pushing, pulling, reaching and/or more than normal visual or hearing  
acuity required for precision work.  Performs in an abnormal sitting or standing position.  Manual 
dexterity moderate. 

[    ] Effort involves heavy lifting, pushing or pulling, and excessive crouching,  stooping, or lying in prone  
position and/or involves intense strain on sight or hearing.  Performs usually in a non-sitting position.  
High manual dexterity may be required. 

PHYSICAL EFFORT – FREQUENCY AND DURATION 

Place an X next to all the statements that describe the frequency and duration of physical effort for the 
position. 

[  X   ] Effort is exerted for short periods of time.  Strain is not prolonged. 

[     ] Effort is exerted regularly for sustained periods.  Strain may be intense for  frequent or moderate  
duration. 

[     ] Effort is prolonged and frequent.  Strain may be extended in duration. 

WORKING CONDITIONS – HAZARD/INJURY 

Place an X next to all the statements that describe the hazard and/or injury associated with this position. 

[  X   ] Minimum hazardous working conditions. 



[    ] Occasional exposure to hazardous work conditions (noise, fumes, height, slippery, vibration,  
moving parts). 

[     ] Daily involvement with work that involves chance of major injury or loss of life. 

WORKING CONDITIONS – EXPOSURE TO ENVIRONMENT 

Place an X next to all the statements that describe the exposure to the environment associated with this 
position. 

[  X   ] Adequate working conditions with at least minimum environmental conditions to  assure the health,  
safety, and comfort of the workers. 

[     ] Moderate exposure to dust, grease, temperature, noise, inadequate lighting, inclement weather, etc. May  
work where safety or health may be a factor. 

[     ] Prolonged and frequent exposure to dust, grease, extreme temperature, or sever outdoor weather  
conditions. Exposure to unfavorable health or safety conditions frequently present. 

WORKING CONDITIONS – PHYSICAL EFFORT 
Physical Effort/Risk 
In the spaces below, please note what kind of physical effort and/or risk is required to do your job and 
how often it is required by checking the appropriate box. 

Work Position  0 - 10% 10 - 30% 30 - 60% 60 – 90% 90-100% 
Standing [  X  ]  [    ]  [    ]  [    ]  [    ] 
Walking [    ]  [ X   ]  [    ]  [    ]  [    ] 
Sitting  [    ]  [    ]  [    ]  [ X   ]  [    ] 

Body Movements  0-30 lbs 31-60 lbs 61-90 lbs Over 90 lbs 
Lifting  [    ]  [  X  ]  [    ]  [    ] 
Pushing [    ]  [  X  ]   [    ]   [    ] 
Pulling  [  X  ]  [    ]  [    ]  [    ] 

0 – 10% 10 – 30% 30 – 60% 60 – 90% 90 – 100% 
Lifting frequency  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Pushing frequency             [  X  ]  [    ]  [    ]  [    ]  [    ] 
Pulling frequency  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Bending [    ]  [  X  ]  [    ]  [    ]  [    ] 
Squatting [    ]  [  X  ]  [    ]  [    ]  [    ] 
Kneeling [    ]  [  X ]  [    ]  [    ]  [    ] 
Crawling [  X  ]  [    ]  [    ]  [    ]  [    ] 
Climbing: 

Stairs  [    ]  [  X  ]  [    ]  [    ]  [    ] 
Ladders              [  X  ]  [    ]  [    ]  [    ]  [    ] 
Uneven Surfaces [  X  ]  [    ]  [    ]  [    ]  [    ] 

Reaching: 
Parallel [  X  ]    [    ]  [    ]  [    ]  [    ] 



Overhead [  X  ]  [    ]  [    ]  [    ]  [    ] 
Hand: 

Repetitive motion       [    ]  [    ]  [    ]  [    ]  [ X   ] 
Grasping [   ]  [ X   ]  [    ]  [    ]  [    ] 
Holding [   ]  [ X   ]  [    ]  [    ]  [    ] 
Finger Dexterity [     ]  [  X ]  [    ]  [    ]  [    ] 

This factor measures the kinds of mental stress and visual effort that is required to do your job. 

0 – 10% 10 – 30% 30 – 60% 60 – 90% 90 – 100% 
Typing/CRT  [    ]  [    ]  [    ]  [    ]  [  X  ] 
Color distinction [    ]  [    ]  [    ]  [ X   ]  [    ] 
Attention to detail  [    ]  [    ]  [    ]  [    ]    [  X  ] 
Visual inspection [    ]  [    ]  [    ]  [    ]  [  X  ] 
Measure/assemble 

close to eye  [    ]  [ X   ]  [    ]  [    ]  [    ] 
Eye/hand coordination  [    ]  [ X  ]  [    ]  [  X  ]  [    ] 
Writing [    ]  [    ]  [    ]  [    ]   [    ] 
Reading [    ]  [    ]  [    ]  [    ]  [ X   ] 
Hearing [    ]  [    ]   [    ]  [  X  ]  [    ] 
Speaking [    ]  [    ]  [    ]  [ X   ]  [    ] 

WORKING CONDITIONS – WORK ENVIRONMENT 
0 – 10% 10 – 30% 30 – 60% 60 – 90% 90 – 100% 

Exposure to temperature  
Extremes: 

Inside  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Outside [   X ]  [    ]  [    ]  [    ]   [    ] 

Hazard conditions: 
Dust  [ X   ]  [    ]  [    ]   [    ]  [    ] 
Fumes  [  X  ]  [    ]  [    ]  [    ]   [    ] 
Chemicals  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Gases  [  X  ]  [    ]  [    ]  [    ]  [    ] 

Dangerous  
equipment [ X   ]  [    ]  [    ]  [    ]  [    ] 
Infections 
Disease  [  X  ]  [    ]  [    ]  [   ]  [    ] 
Bodily fluids  [   X ]  [    ]  [    ]   [    ]  [    ] 

Extreme Noise  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Electrical Hazard [  X  ]  [    ]  [    ]  [    ]  [    ] 
Driving: 

Car/Std Truck  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Heavy truck  [ X   ]  [    ]  [    ]  [    ]  [    ] 
Manual/auto shift [  X  ]  [    ]  [    ]  [    ]  [    ] 
Mower  [ X   ]  [    ]  [    ]  [    ]   [    ] 
Forklift [ X   ]  [    ]  [    ]  [    ]  [    ] 
Heavy Equipment [  X  ]  [    ]  [    ]  [    ]  [    ] 

Location: 
Fall Hazard  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Confined Spaces [  X  ]  [    ]  [    ]  [    ]  [    ] 



Underground  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Standard Office [    ]  [    ]  [    ]  [    ]  [   X ] 

0 – 10% 10 – 30% 30 – 60% 60 – 90% 90 – 100% 
Lighting: 

Daylight [    ]  [    ]  [    ]  [    ]  [  X  ] 
Night  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Low lighting  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Intense lighting [  X  ]  [    ]  [    ]  [    ]   [    ]  

Other physical Effort/Risk 
Information: 

[    ]  [    ]  [    ]  [    ]  [    ] 
[    ]  [    ]  [    ]  [    ]  [    ] 

MANAGEMENT – SPAN OF CONTROL 

Do you directly supervise other employees?  [ ]  Yes [  X  ]  No 
If you answered yes, how many employees do you supervise? 

# of Subordinate Supervisors [    ]  # of Non-Supervisors  [    ] 
If you answered yes, how often do you directly supervise subordinates?   [ ] daily  
[    ] weekly  [    ] monthly 

ADDITIONAL INFORMATION 

Please use the space below to add any other information about your position with the organization that you feel 
is important to understanding your role. 
This new position will replace/revise a position that is currently vacant. Prior position was more related to 
assisting with day-to-day computer/IT needs (a little more just assistive vs. managing inventory, supporting 
platforms and software, and development/troubleshooting and creating dashboards). We are in a place where 
just admin/support-type work isn’t enough to support our day-to-day needs. We used to have a part-time 
Resultant resource onsite in our specific buildings daily for 4 hours due to our equipment/platform variety and 
diversity as well as our sheer need for operational support on equipment. That resource no longer exists. 

Further, our need for data analysis and development of data dashboards, reports, and better resources is 
immense and we struggle to do that ourselves with current workloads. We are looking for a position of greater 
depth than the current position is situated – one we can give higher levels of responsibility to with 
commensurate expectations of output (similar to a project manager in the IT world, but not completely 
autonomous). 

We are happy to provide further information, walk through our hierarchical chart, or explain the duties of the 
position relative to daily expectations.  Thank you for your time.

STANDARD HOURS OF POSITION: 8am-4:30pm____________________ 

SUPERVISOR CERTIFICATION 
The following is to be completed by the immediate supervisor ONLY. 



I certify that this is an accurate statement of the major duties and responsibilities of this position and its 
organizational relationships, and that the position is necessary to carry out organizational functions for which I 
am responsible. This certification is made with the knowledge that this information is to be used for statutory 
purposes relating to appointment and payment of funds, and that false or misleading statements may constitute 
violations of such statutes or their implementing regulations. 

[  X  ] As supervisor, I certify the accuracy of these statements 
[    ] As supervisor, I do not certify the accuracy of these statements. 

Please use the space below for any comments you may have. 
SEE ABOVE. 

By signing below, I agree that the information in this Job Analysis Questionnaire is factual, to the best of my 
knowledge, and represents the duties and functions of the position being described. 

Employee’s Signature ___vacant____________________________________________Date:  _____________ 

Department Head/Elected Official’s Signature _Mindy Waldron_________________Date: _3-3-2026______ 
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8900 Keystone Crossing / Suite 900 / Indianapolis, IN 46240 / NFP.com 
 
Insurance services provided through First Person, Inc., a subsidiary of NFP Corp. (NFP).  Doing business in Californica as First Person 
Insurance Solutions (License # OE 44236). 

Summary of Process 

Process Step Who was Involved Date Submitted / Completed 

Job Analysis 
Questionnaire (JAQ)    

Desk Audit 
Questionnaire and 
Virtual Meeting with the 
Department 

  

Two NFP Team 
Members 
Independently Evaluate 
the Position for 
Classification 

  

Market Compensation 
Benchmark Completed   

Job Description is 
Drafted and Finalized  

 

Personnel Committee 
Presentation – 
Scheduled Meeting 
Date 

Personnel Committee 

 

 

Attachments 

• Job analysis questionnaire (JAQ) 
• Job description 
• Market compensation benchmark 

 

 

 

 

 

 

 



 
 
 
Title: Information Systems Coordinator           Classification/Level:   
Department:     Date: /2026 
 
GENERAL INSTRUCTIONS: The information you supply on this questionnaire will be used to draft your job 
description. Please read the entire questionnaire carefully before answering any questions to avoid duplicating 
your replies. Take time to answer each question carefully and completely. To accurately prepare a description of 
the duties and responsibilities of your job, it is essential that your responses be clear, concise, and thorough. 
 

POSITION INFORMATION 
 
(TO BE COMPLETED BY THE EMPLOYEE IN THE POSITION WITH REVIEW AND COMMENTS BY THE SUPERVISOR) 
 
 
 
Name: VACANT – Reclassifying then filling Date: March 3, 2026 
 
Job Title: Information Systems Coordinator 
 
Phone #:  

 
Organization: Allen County Department of Health 

 
Department: same 

 
Division: Informatics Division 

 
How long have you been in your current position:   
 
Name of Immediate Supervisor: Jana Sanders (but being written by Mindy Waldron) 
 
Title of Immediate Supervisor: Informatics Division Director 
 
Phone # of Immediate Supervisor: 260-449-7120 (Jana) – 260-449-7578 (Mindy) 
 
Email Address of Immediate Supervisor:   

jana.sanders@allencounty.in.gov / 
mindy.waldron@allencounty.in.gov   

 

GENERAL DESCRIPTION 
 
Briefly state the general purpose of your job: 
 
Under the direction of the Informatics Division Director, the Information Systems Coordinator manages the 
information technology systems that support the Allen County Department of Health and coordinates with the 
County’s third party information technology (IT) vendor to support the department’s needs. The Information 

 
Allen County 

Job Evaluation System 
PROFESSIONAL JOB ANALYSIS QUESTIONAIRE 

(JAQ) 

mailto:jana.sanders@allencounty.in.gov
mailto:mindy.waldron@allencounty.in.gov


Systems Coordinator oversees and supports various data platforms and represents the department as a Super 
User and trainer for the enterprise-wide permitting system. This position conducts overall departmental data 
analysis, training and dashboard development. This position also assists Department Administration with 
various equipment-related tasks, data management, research and other IT-related day-to-day activities needing 
support, development and IT/Equipment/Data troubleshooting. This position is covered as defined by The 
Board of Commissioners of the County of Allen Employee Handbook. 

ESSENTIAL FUNCTIONS OF THE JOB 
 
Essential functions are the basic job duties that an employee must be able to perform, with or without 
reasonable accommodation. 
 
Begin by listing the duties in order of importance from most important to least important. Rate the importance 
of each duty or responsibility based on the following scale and estimate the overall percentage of time you 
devote to each duty. [Note: percentages should total 100%.  Continued onto next page] 
 

Task or Duty  
% of 
Time   

      
1. Develops and works toward increased 

optimization of the enterprise-wide 
environmental permitting system, Accela, as 
well as Application Enhancer. Creates 
standard operating procedures and evaluates 
business processes/products to identify 
improvements and increase efficiency of this 
system and reporting. Tests, and trains staff on 
new Accela products and procedures as new 
versions are deployed or as new staff are 
onboarding. Troubleshoots issues with Accela 
and coordinates with vendor to resolve 
data/operational conflicts. Acts as the assigned 
departmental “Super User” for Acela, 
attending Super User meetings, conferences, 
and development discussions. 

 

 25%   

2. Analyzes various departmental data utilizing 
programming such as Power BI, developing 
reports utilizing Crystal Reports and Ad Hoc 
reporting products, assists with in-house 
Accela Citizens Access or similar, and works 
with any other platforms deployed to include 
testing and training as directed. 

 

 20%   

3. Develops reports for departmental use in 
Accela, and assists with data management, 
developing internal/external data mechanisms 
such as dashboards.  

 

 15%   



Task or Duty  
% of 
Time   

4. Assists with various GIS-related projects, 
mapping and data epidemiological processes, 
and staff training as directed. 
 

 5%   

5. Manages the procurement, testing and 
troubleshooting of all field equipment for use 
with Accela and other platforms as directed. 
 

 5%   

6. Manages and oversees the Department’s 
information technology equipment inventory 
including but not limited to, procurement, 
implementation, troubleshooting, tracking, and 
staff training. Coordinates and acts as the 
departmental contact for any new departmental 
or enterprise-wide application, portal, platform 
or IT-related process to include exploration, 
development, training and deployment as 
directed. 

 

 

 5%   

7. Coordinates with Allen County’s third party 
information technology vendor to refresh 
computers and other related equipment, 
working with the Informatics Director for 
deployment with all staff. Coordinates periodic 
cell phone and mobile device equipment 
refresh projects as directed. 

 

 5%   

8. Assists Informatics Director in the 
coordination of large and impactful IT 
department or enterprise-wide special projects 
(such as changes to email, computer and phone 
system changes, new/existing equipment, 
software or similar). Assists with new use 
account creation and deletion as directed. 
Assists Informatics Director with oversight of 
City/County phone system equipment, 
functionality, reporting and troubleshooting. 

 

 

 5%   



Task or Duty  
% of 
Time   

9. Develops/Manages staff’s daily and monthly 
report spreadsheets to include functionality of 
the reports in use, troubleshooting and data 
analysis as requested. Assists all division 
directors with the creation of various excel 
spreadsheets and reports and assists in 
epidemiological investigations as necessary. 

 

 5%   

10. Communicates computer/internet/system 
outages and resolution updates to staff when 
directed. Represents the Department at various 
meetings and events when requested. Assists 
Department Administrator with Health First 
Indiana/Health First Allen County grants, data, 
program tracking to include entry of data in 
state portal or similar. Assists with other 
special projects when needed. Performs 
leadership tasks and acts as the main IT-
related point person in the absence of the 
Informatics Director. Performs all other 
duties as assigned. 

 10%   

JOB REQUIREMENTS: 
 
List any SPECIALIZED knowledge, abilities, and skills required to perform the tasks/duties effectively, 
i.e., budgeting, diesel mechanics, CAD, urban planning, payroll. Indicate how this is applied or used in 
your work. 
 
Knowledge, Skill, Ability  How Applied  
    
 Associates or Bachelors degrees in information 

technology, computer science, data 
management, project management or 
significant experience in public health and 
computer practice preferred. 

 This is the basis of education and 
experience required to 
successfully lead the projects 
specified. 

  

More than three years of information 
technology or data analysis experience 
preferred. 

 

  
 
Needs some tangible experience 
in this area of practice to advise, 
lead and manage IT tasks for the 
department. 

 Working knowledge of Accela, Application 
Enhancer, Crystal Reports, Power BI, GIS/GPS 
platforms, network environments, print servers, 
IT equipment in general with a mastery in 
technology troubleshooting, data dashboard 
development/familiarity, and database 
development preferred. 

 

 Knowledge of systems and 
software over which they will 
develop, lead, test, train and 
work in daily. 
 
 
 
 



 
Knowledge, Skill, Ability  How Applied  

Strong written and verbal skills to include 
experience and ease in public speaking 

 
Presentations, meetings, 
department representation at 
state, local and national events, 
and day-to-day communications 
with medical providers, staff, and 
members of the public. Must 
engage in medical enforcement 
and must possess appropriate 
skills. Convey and synthesize 
difficult concepts into simple, 
digestible information. 

  
Proficient in various Microsoft Office 365 
products, especially Word, Excel, Power Point 
and Teams. 
 

  
Day-to-Day activities and 
training. 

 Attention to detail, ability to analyze data and 
trends with regard to disease, and strong data 
entry and overall communication skills 

 Working with a great deal of 
technical and medical data, 
treatment regimens/medications, 
diseases, and accuracy of data 
entry for state reporting purposes. 

  

Ability to take an idea or concept, consider 
all impacts and produce a product that 
addresses needs. Ability to learn new 
software programs, become proficient, and 
be able to train others on use of software. 
Strong verbal and written communication 
skills. Ability to multi-task many projects 
at once with strong organizational skills. 
Ability to comfortably and professionally 
speak to small and large audiences when 
training or representing. Ability to work 
with diverse groups of individuals with 
varying sets of skills and knowledge 

 

  
 
Day-to-day tasks 

    

List all major equipment, software, or other specialized tools that you typically use or handle to perform 
your job responsibilities/duties, i.e., truck, car, hand and power tools, lab equipment, computer software 
programs. 

• Microsoft Office software with strong emphasis on using Word, Excel, Power Point and Teams. 



• All general office equipment with special emphasis on working knowledge of computers, tablets and mobile 
devices, network printers, copiers, and other similar IT equipment. 

 
Place an X next to one statement to indicate the MINIMUM level of education required to perform this 
job. NOTE: This may well be less than your own particular educational level. 
 
 
[    ] High school diploma or equivalent 
[    ] Specialized training beyond high school normally gained in a program of less than 
 18 months duration. 
 Please specify type of training required: _________________________________ 
[  X  ] Associates degree (two year degree) or certification program of comparable 

length.  Please outline specific certification: _Associates or Bachelors degree in information technology, 
computer science, data management, project management or significant experience in public health and 
computer practice preferred.__ 

[    ] Degree, diploma, or certification with time requirements of greater than two years 
 but less than four years.  Please specify:  _________________________________ 
[    ] Bachelors degree gained through four year college/university academic program, 
 Please provide info on relevant bachelor’s degree, which would qualify:  
 _Biology, public health, education, or related field preferred 
[    ] Masters Degree.  Please specify area of concentration: 
 _________________________________________________________________ 
[    ] Post graduate degree and related experience normally associated with, but not limited to; legal,  

scientific and medical positions.  Please specify area of concentration:
 _________________________________________________________________ 
 
 
Place an X next to one statement to indicate the minimum amount of total related experience an 
employee must have prior to starting this job. Assume the employee has the appropriate level of formal 
education indicated in the previous section. 
 
[    ] No related experience required 
[    ] Less than 1 year 
[    ] More than 1 year 
[  X  ] At least 3 years 
[    ] At least 5 years 
[    ] More than 8 years 
 
Please specify: 3 years experience in public health, information technology, data management or similar 
preferred._________________________________________________ 
________________________________________________________________________ 
 
 
List below any type of certification, licenses, or registration required for you to perform your job. NOTE: 
A valid driver’s license should only be listed if driving is a part of your job. 
 
Certification required: 
 
License required: 
 
Registration required: 



JOB REQUIREMENTS (LEVEL OF KNOWLEDGE, SKILLS AND ABILITIES 
REQUIRED) 
 
Place an X next to one statement that best describes the level of knowledge and abilities required in your 
job. 
 
[    ] Individual must possess an understanding of standard methods, practices and procedures of a discipline  

or specialized field and the body of facts relevant to the assigned categories of work. 
 
[    ] Individual must possess an understanding of elementary principles, theories, and  methodology or  

advanced methods, practices, and procedures. 
  
[    ] Individual must possess an understanding of full range of generally accepted and commonly used  

principles, theories, methodology, and precedents.  
 
[  X  ] Incumbent must possess an understanding of advanced theories, principles, methodology, and new  

developments.  
 
[    ] Incumbent must possess an understanding of mastery of their field plus the ability to cope with  

unprecedented types of problems by extending accepted methods and techniques or by developing new  
ones.  

 
[    ] Incumbent must possess an understanding of mastery of their field plus the ability to generate  

hypotheses or principles or to extend the accepted principles, theories, or concepts beyond their 
previously recognized limits.  

JOB REQUIREMENTS (NATURE AND EXTENT OF KNOWLEDGE) 
 
Place an X next to all statements, which describes the level of knowledge and abilities required for your 
job.  
 
[  X  ] Work consists of practical knowledge of practices, rules, and regulations developed through on-the-job  

training and extended experience.  
 
[  X  ] Work consists of specialized knowledge of pragmatic and theoretical principles.   
 
[   X ] Work consists of a broad knowledge of principles and practices of a recognized profession.  
 
[  X  ] Work consists of complete technical knowledge of a recognized profession.   

DIFFICULTY OF WORK (COMPLEXITY OF ASSIGNED WORK) 
 
Place an X next to all statements, which describes the level of complexity of intricacy of your work. 
 
[  X  ] Work consists of repetitive duties, restricted in scope and intricacy, involving few  variables.  
 
[  X  ] Work consists of repetitive duties, restricted in scope but of substantial intricacy, involving several  

variables or considerations with interrelationships.  
 
[  X  ] Work is broad in scope and of substantial intricacy involving many variables or considerations with  

interrelationships difficult to ascertain, and usually having  conflicting aspects requiring individual and  
differential diagnosis and treatment. 

  



[  X  ] Work is broad in scope and of great intricacy involving many complex and significant variables; or  
considerations which are new, either in basic character or in circumstances or situations in which they 
occur.  

 
[    ] Work, in addition to being broad in scope, is of great intricacy, and of new and unprecedented nature,  

also requires study and consideration of the impact of alternative possible solutions on other major 
programs, situations, organizations, or future developments.  
 

DIFFICULTY OF WORK (NATURE OF GUIDELINES) 
 
Place an X next to all statements, which describe the level of mental demands of your work.  
 
[  X  ] Work consists of numerous, prescribed and well established guidelines that are directly applicable to the  

task at hand, and can be readily selected. Judgment is limited to relating guidelines to a specific case. 
Analytical work answers are logically and readily obtained. 

 
[ X   ] Work consists of generally accepted, but not always clearly applicable guidelines. Judgment is needed in  

selecting the most pertinent guidelines, in interpreting precedents, and in adapting standard formulas, 
methods, or procedures to fit facts and conditions. 

 
[  X  ] Works consists of generally applicable, but ambiguous or only partially relevant guidelines or other-wise  

seriously deficient guidelines. Judgment is needed in extensively adapting or in making significant 
compromises to fit unusual or complex situations. 

 
[    ] Work consists of obscure, non-existent, irrelevant or contradictory guidelines for  major parts of work.  

Creativity and ingenuity are needed to devise new approaches to deal with previously unsolved or novel 
problems. 

  

RESPONSIBILITIES – EXTENT OF SUPERVISORY PARTICIPATION AND 
CONTROL OVER WORK 
 
Place an X next to one statement that describes the effects of errors in your work.  
 
[    ] Supervisor gives specific instruction on new types of assignments. Work is occasionally checked during  

the process. All work is reviewed for adherence to instructions and guidelines, soundness of judgment 
and conclusions and accuracy. 

 
[  X  ] Purpose and desired results are indicated and anticipated and unusual problems are discussed. 
 Deviations from the guidelines must be referred to the supervisor.  Case actions or recurring work are  

clearly covered by guidelines and may or may not be reviewed.  Otherwise, work is reviewed for  
adherence to instructions, soundness of judgment and conclusions, technical adequacy and conformance 

 with practice or precedent.  
 
[    ] Purpose and desired results are indicated. Unusual problems are proposed and deviations from  

guidelines or normal practice are discussed at the discretion of the employee. Case actions, recurring 
work (even where there is some variety or departure from standard guidelines) may or may not be 
reviewed. Otherwise work is reviewed for soundness of judgment and conclusions, general technical 
adequacy and conformance with practice and policy.  

 
[    ] General objectives and boundaries are indicated. Problems during work raising questions about  



objectives and boundaries are discussed. Technical instruction is neither sought nor needed. Decisions 
and recommendations (other than on  individual cases) are reviewed for attainment of objectives and 
compliance with agency policy. 

 
[    ] Assignments are usually planned with the supervisor in terms of general objective and boundaries.  

Problems arising during the work which may have a possible impact on agency policy are discussed.  
Decisions and recommendations are  reviewed for overall accomplishment and impact upon agency 
mission, policy, or practice. 

RESPONSIBILITIES – OPPORTUNITY TO MAKE CHOICES 
 
Place an X next to one statement to indicate the opportunity of making choices. 
 
[    ] Has little or no opportunity to make choices in carrying out routine or recurring assignments or tasks. 
 
[  X  ] Makes choices and takes actions in performing a variety of relatively standardized assignments or tasks. 
 
[    ] Makes choices and decisions and acts on varied non-standardized, non-routine assignments or tasks.  
 
 
 
Place an X next to one statement to indicate how the work is assigned to you by your supervisor. 
 
[    ] Detailed instruction before tasks or duty begins. 
[    ] Close supervision with frequent checks. 
[    ] General direction in following established practices and clear-cut policies. 
[  X  ] General guidance allowing for employee planning of procedures and methods to  
 attain objective. 

RESPONSIBILITIES – NATURE OF INSTRUCTIONS, GUIDELINESS & REQUIRED 
JUDGMENT 
 
Place an X next to the one statement which best indicates the nature of instructions, guidelines and 
required judgment necessary to successfully perform the job. 
 
[    ] Work involves detailed instructions requiring little or no judgment. 
 
[    ] Incumbent will be required to apply standardized or generally accepted methods to deal with  

individual situations.  
 
[  X  ] Incumbent will provide a substantial contribution to the department making non-routine decisions /  

recommendations based on established departmental/organizational guidelines and policies. 
 
[    ] Incumbent will provide major contributions involving authoritative application of 
 departmental/organizational policies and practices in especially complex or important matters. 
 
[    ] Incumbent will provide extensive and consequential contribution involving support, development or  

recommendations of major objectives, policies, programs, or practices.  



 

PERSONAL WORK RELATIONSHIPS – PURPOSE AND NATURE OF REQUIRED 
CONTACTS 
 
Place an X next to all the statements that describe the job-related communication required in your job. 
For those marked, indicate with an X whether it is daily, weekly, or monthly.  (continued onto next page) 
           
[  X  ] Cooperative work relationships are incidental to purpose of the work to give and receive factual 
information about the work.  
 __X__ daily                          ____ weekly                        ____ monthly 
        
[  X  ]  Person-to-person work relationships with explanation or interpretation of what is required in order to 
render services, carry out policies or maintain coordination ,are necessary for incumbent to successfully carry 
out function of position.  
 __X__ daily                          ____ weekly                        ____ monthly 
 

JOB REQUIREMENTS (NATURE AND LEVEL OF KNOWLEDGE) 
 
Place an X next to one statement that best describes the level of knowledge required in your job. 
 
[    ] Individual possesses ability to follow simple oral instructions and understands general work processes,  

as well as has practical knowledge of use of hand tools.  
 
[    ] Individual possesses ability to read and write at an elementary level and understand work processes, as  

well as methods and use of equipment and machinery. 
  
[    ] Individual possesses thorough knowledge of one trade or working knowledge of a variety of trades; has  

the ability to interpret work instructions and other technical guides; read blueprints; has practical 
knowledge of tools, machinery, and  equipment; and possesses some work planning and layout, as well  
as practical shop mathematics.  

 
[  X  ] Individual possesses ability to use memory, judgment and ingenuity in planning and layout work;  

possess skills in using a variety of equipment and machinery; possesses experience planning and laying 
out work; has practical knowledge of variety of related skills including shop mathematics to level of 
geometry and  trigonometry.  

 

JOB REQUIREMENTS (KIND AND AMOUNT OF SKILL) 
 
Place an X next to all statements, which describes the level of skill required for your job. 
 
[  X  ] Work consists of simple repetitive tasks and operations.  
 
[  X  ] Work consists of moderately complex, relatively standardized tasks, processes or operations.  
 
[  X  ] Work consists of complex, varied, standardized tasks, processes or operations.  
 
[  X  ] Work consists of highly complex, varied, non-standardized tasks, processes or operations.  
 



RESPONSIBILITIES – EXTENT OF SUPERVISORY PARTICIPATION AND 
CONTROL OVER WORK 
 
Place an X next to one statement that describes the effects of errors in your work. 
 
[    ] Supervisor gives complete and specific instruction on assignments. Work is performed under close  

supervision and there is no authority to deviate from the instructions given. 
 
[  X  ] Work is performed under moderate supervision. Instructions are relatively  complete. Incumbent applies  

knowledge of technical manuals and work precedents and recommends or requests deviations from 
general instructions when necessary.  

 
[    ] Incumbent works with considerable independence from supervisory controls.  Instructions are general.  

Technical manuals and work precedents may be modified to be practically applied. Incumbent has  
authority to deviate from instructions with prior approval and make decisions and judgments affecting 
quality and adequacy of work. 

 
RESPONSIBILITIES – SCOPE OF WORK 
 
Place an X next to one statement that describes the scope of your work. 
 
[    ] Incumbent works on only a portion of an operation which is part of a work process. 
 
[    ] Incumbent works on an operation which is part of a total work process, with little  planning and layout  

responsibilities. 
 
[  X  ] Incumbent works on a total work process with responsibility for planning and layout.  Advises others on  

practical aspects of work sequences and techniques. 
  

RESPONSIBILITIES – OPPORTUNITY TO MAKE CHOICES 
 
Place an X next to one statement to indicate the opportunity of making choices. 
 
[    ] Has little or no opportunity to make choices in carrying out routine or recurring assignments or tasks. 
 
[    ] Makes choices and takes actions in performing a variety of relatively standardized assignments or tasks. 
 
[   X ] Makes choices and decisions and acts on varied non-standardized, non-routine assignments or tasks.  
 

RESPONSIBILITIES – COMPLEXITY OF WORK 
 
Place an X next to all the statements that describe the level of complexity for the position. 
    
[    ] Work involves simple, repetitive action and simple work sequences.  Requires a low degree of accuracy  

and a low degree of care and skill to prevent damage to tools.  
 
[  X  ] Work involves moderately complex, involved in relatively varied tasks. A  moderate degree of care and  

skill is required to protect tools, materials, and prevent injury to others. 



 
[  X  ] Incumbent is responsible for a variety of different operations to complete assignments. A high degree of  

accuracy is required to protect tools and materials and to prevent injury to others.  
 

PERSONAL WORK RELATIONSHIPS – NATURE OF PERSONS CONTACTED IN 
PERSON OR BY PHONE 
 
[  X  ]  Contacts are with persons employed by the same agency.    
[  X  ] Contacts are with persons employed by other agencies or with the public.  
[  X  ] Contacts are with supervisors or officials who have significant impact on programs or policies or  

incumbent’s work has significant impact on programs or policies or the organization. 
 
 
PHYSICAL EFFORT – NATURE AND DEGREE 
 
Place an X next to all the statements that describe the nature and degree of physical effort for the 
position. 
 
[  X  ] Effort involves light lifting of tools, objects and working material, or light  pushing and pulling, and/or  

normal visual or hearing acuity.  Normally performs job in seated or standing position. 
 
[  X  ] Effort involves moderate lifting, pushing, pulling, reaching and/or more than normal visual or hearing  

acuity required for precision work.  Performs in an abnormal sitting or standing position.  Manual 
dexterity moderate. 

 
[    ] Effort involves heavy lifting, pushing or pulling, and excessive crouching,  stooping, or lying in prone  

position and/or involves intense strain on sight or hearing.  Performs usually in a non-sitting position.  
High manual dexterity may be required. 

 
 
PHYSICAL EFFORT – FREQUENCY AND DURATION 
 
Place an X next to all the statements that describe the frequency and duration of physical effort for the 
position. 
 
[  X   ] Effort is exerted for short periods of time.  Strain is not prolonged. 
 
[     ] Effort is exerted regularly for sustained periods.  Strain may be intense for  frequent or moderate  

duration. 
 
[     ] Effort is prolonged and frequent.  Strain may be extended in duration. 
 
 
WORKING CONDITIONS – HAZARD/INJURY 
 
Place an X next to all the statements that describe the hazard and/or injury associated with this position. 
 
[  X   ] Minimum hazardous working conditions. 
 



[    ] Occasional exposure to hazardous work conditions (noise, fumes, height, slippery, vibration,  
moving parts). 

 
[     ] Daily involvement with work that involves chance of major injury or loss of life. 
 
 
WORKING CONDITIONS – EXPOSURE TO ENVIRONMENT 
 
Place an X next to all the statements that describe the exposure to the environment associated with this 
position. 
 
[  X   ] Adequate working conditions with at least minimum environmental conditions to  assure the health,  

safety, and comfort of the workers. 
 
 

[     ] Moderate exposure to dust, grease, temperature, noise, inadequate lighting, inclement weather, etc. May  
work where safety or health may be a factor. 

 
[     ] Prolonged and frequent exposure to dust, grease, extreme temperature, or sever outdoor weather  

conditions. Exposure to unfavorable health or safety conditions frequently present. 
 

WORKING CONDITIONS – PHYSICAL EFFORT 
Physical Effort/Risk 
In the spaces below, please note what kind of physical effort and/or risk is required to do your job and 
how often it is required by checking the appropriate box. 
 
Work Position  0 - 10% 10 - 30% 30 - 60% 60 – 90% 90-100% 
Standing   [  X  ]  [    ]  [    ]  [    ]  [    ] 
Walking   [    ]  [ X   ]  [    ]  [    ]  [    ] 
Sitting    [    ]  [    ]  [    ]  [ X   ]  [    ] 
 
Body Movements  0-30 lbs 31-60 lbs 61-90 lbs Over 90 lbs 
Lifting    [    ]  [  X  ]  [    ]  [    ] 
Pushing   [    ]  [  X  ]   [    ]   [    ] 
Pulling    [  X  ]  [    ]  [    ]  [    ] 
 
    0 – 10% 10 – 30% 30 – 60% 60 – 90% 90 – 100% 
Lifting frequency  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Pushing frequency             [  X  ]  [    ]  [    ]  [    ]  [    ] 
Pulling frequency  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Bending   [    ]  [  X  ]  [    ]  [    ]  [    ] 
Squatting   [    ]  [  X  ]  [    ]  [    ]  [    ] 
Kneeling   [    ]  [  X ]  [    ]  [    ]  [    ] 
Crawling   [  X  ]  [    ]  [    ]  [    ]  [    ] 
Climbing: 

Stairs   [    ]  [  X  ]  [    ]  [    ]  [    ] 
Ladders              [  X  ]  [    ]  [    ]  [    ]  [    ] 
Uneven Surfaces [  X  ]  [    ]  [    ]  [    ]  [    ] 

Reaching: 
 Parallel  [  X  ]    [    ]  [    ]  [    ]  [    ] 



 Overhead  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Hand: 
 Repetitive motion       [    ]  [    ]  [    ]  [    ]  [ X   ] 
 Grasping  [   ]  [ X   ]  [    ]  [    ]  [    ] 
 Holding  [   ]  [ X   ]  [    ]  [    ]  [    ] 
 Finger Dexterity [     ]  [  X ]  [    ]  [    ]  [    ] 
 
This factor measures the kinds of mental stress and visual effort that is required to do your job. 
 
    0 – 10% 10 – 30% 30 – 60% 60 – 90% 90 – 100% 
Typing/CRT   [    ]  [    ]  [    ]  [    ]  [  X  ] 
Color distinction  [    ]  [    ]  [    ]  [ X   ]  [    ] 
Attention to detail  [    ]  [    ]  [    ]  [    ]    [  X  ] 
Visual inspection  [    ]  [    ]  [    ]  [    ]  [  X  ] 
Measure/assemble 
 close to eye  [    ]  [ X   ]  [    ]  [    ]  [    ] 
Eye/hand coordination  [    ]  [ X  ]  [    ]  [  X  ]  [    ] 
Writing   [    ]  [    ]  [    ]  [    ]   [    ] 
Reading   [    ]  [    ]  [    ]  [    ]  [ X   ] 
Hearing   [    ]  [    ]   [    ]  [  X  ]  [    ] 
Speaking   [    ]  [    ]  [    ]  [ X   ]  [    ] 
 

WORKING CONDITIONS – WORK ENVIRONMENT 
0 – 10% 10 – 30% 30 – 60% 60 – 90% 90 – 100% 

Exposure to temperature  
Extremes: 
 Inside   [  X  ]  [    ]  [    ]  [    ]  [    ] 
 Outside  [   X ]  [    ]  [    ]  [    ]   [    ] 
Hazard conditions: 
 Dust   [ X   ]  [    ]  [    ]   [    ]  [    ] 
 Fumes   [  X  ]  [    ]  [    ]  [    ]   [    ] 
 Chemicals  [  X  ]  [    ]  [    ]  [    ]  [    ] 
 Gases   [  X  ]  [    ]  [    ]  [    ]  [    ] 

Dangerous  
equipment  [ X   ]  [    ]  [    ]  [    ]  [    ] 
Infections 
Disease   [  X  ]  [    ]  [    ]  [   ]  [    ] 
Bodily fluids  [   X ]  [    ]  [    ]   [    ]  [    ] 

Extreme Noise   [  X  ]  [    ]  [    ]  [    ]  [    ] 
Electrical Hazard  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Driving: 
 Car/Std Truck  [  X  ]  [    ]  [    ]  [    ]  [    ] 
 Heavy truck  [ X   ]  [    ]  [    ]  [    ]  [    ] 
 Manual/auto shift [  X  ]  [    ]  [    ]  [    ]  [    ] 
 Mower   [ X   ]  [    ]  [    ]  [    ]   [    ] 
 Forklift  [ X   ]  [    ]  [    ]  [    ]  [    ] 
 Heavy Equipment [  X  ]  [    ]  [    ]  [    ]  [    ] 
Location: 
 Fall Hazard  [  X  ]  [    ]  [    ]  [    ]  [    ] 
 Confined Spaces [  X  ]  [    ]  [    ]  [    ]  [    ] 



 Underground  [  X  ]  [    ]  [    ]  [    ]  [    ] 
 Standard Office [    ]  [    ]  [    ]  [    ]  [   X ] 

 
0 – 10% 10 – 30% 30 – 60% 60 – 90% 90 – 100% 

Lighting: 
 Daylight  [    ]  [    ]  [    ]  [    ]  [  X  ] 
 Night   [  X  ]  [    ]  [    ]  [    ]  [    ] 
 Low lighting  [  X  ]  [    ]  [    ]  [    ]  [    ] 
 Intense lighting [  X  ]  [    ]  [    ]  [    ]   [    ]  
 
Other physical Effort/Risk 
Information: 
 
    [    ]  [    ]  [    ]  [    ]  [    ] 
    [    ]  [    ]  [    ]  [    ]  [    ] 

 

MANAGEMENT – SPAN OF CONTROL 
 
Do you directly supervise other employees?  [   ]  Yes [  X  ]  No 
If you answered yes, how many employees do you supervise? 
 # of Subordinate Supervisors [    ]  # of Non-Supervisors  [    ] 
If you answered yes, how often do you directly supervise subordinates?   [   ] daily  
[    ] weekly  [    ] monthly 

ADDITIONAL INFORMATION 
 
Please use the space below to add any other information about your position with the organization that you feel 
is important to understanding your role. 
This new position will replace/revise a position that is currently vacant. Prior position was more related to 
assisting with day-to-day computer/IT needs (a little more just assistive vs. managing inventory, supporting 
platforms and software, and development/troubleshooting and creating dashboards). We are in a place where 
just admin/support-type work isn’t enough to support our day-to-day needs. We used to have a part-time 
Resultant resource onsite in our specific buildings daily for 4 hours due to our equipment/platform variety and 
diversity as well as our sheer need for operational support on equipment. That resource no longer exists. 
 
Further, our need for data analysis and development of data dashboards, reports, and better resources is 
immense and we struggle to do that ourselves with current workloads. We are looking for a position of greater 
depth than the current position is situated – one we can give higher levels of responsibility to with 
commensurate expectations of output (similar to a project manager in the IT world, but not completely 
autonomous). 
 
We are happy to provide further information, walk through our hierarchical chart, or explain the duties of the 
position relative to daily expectations.  Thank you for your time. 
 
STANDARD HOURS OF POSITION: 8am-4:30pm____________________ 
 

SUPERVISOR CERTIFICATION 
The following is to be completed by the immediate supervisor ONLY. 



 
I certify that this is an accurate statement of the major duties and responsibilities of this position and its 
organizational relationships, and that the position is necessary to carry out organizational functions for which I 
am responsible. This certification is made with the knowledge that this information is to be used for statutory 
purposes relating to appointment and payment of funds, and that false or misleading statements may constitute 
violations of such statutes or their implementing regulations. 
 
[  X  ] As supervisor, I certify the accuracy of these statements 
[    ] As supervisor, I do not certify the accuracy of these statements. 
 
Please use the space below for any comments you may have. 
SEE ABOVE. 
 
By signing below, I agree that the information in this Job Analysis Questionnaire is factual, to the best of my 
knowledge, and represents the duties and functions of the position being described. 
 
 
Employee’s Signature ___vacant____________________________________________Date:  _____________ 
 
 
Department Head/Elected Official’s Signature _Mindy Waldron_________________Date: _3-3-2026______ 



    INFORMATION SYSTEMS COORDINATOR 
 
Department: Health – Informatics Division FLSA Status: Non-Exempt 
Classification/Level: Professional PG:  Date: 03/2026 
Under the direction of the Informatics Division Director, the Information Systems Coordinator manages the 
information technology systems that support the Allen County Department of Health and coordinates with the 
County’s third party information technology (IT) vendor to support the department’s needs. The Information 
Systems Coordinator oversees and supports various data platforms and represents the department as a Super 
User and trainer for the enterprise-wide permitting system. This position conducts overall departmental data 
analysis, training and dashboard development. This position also assists Department Administration with 
various equipment-related tasks, data management, research and other IT-related day-to-day activities needing 
support, development and IT/Equipment/Data troubleshooting. This position is covered as defined by The 
Board of Commissioners of the County of Allen Employee Handbook. 
 
ESSENTIAL FUNCTIONS: 
 

• Develops reports, tests software and platforms, assists with various GIS-related projects, develops and 
implements the training for new staff on uses of a variety of systems and is the point person for development 
and troubleshooting of the permitting and vital records data platforms. 

• Analyzes various departmental data utilizing programming such as Power BI, developing reports utilizing 
Crystal Reports and Ad Hoc reporting products, assists with in-house Accela Citizens Access or similar, and 
works with any other platforms deployed to include testing and training as directed. 

• Acts as the Allen County Department of Health’s designated Super User for Accela and Application Extender, 
developing and conducting all related training and troubleshooting and elevating issues to IT contractor for 
support. 

• Develops reports for departmental use in Accela, and assists with data management, developing 
internal/external data mechanisms such as dashboards.  

• Assists with various GIS-related projects, mapping and data epidemiological processes, and staff training as 
directed. 

• Manages the procurement, testing and troubleshooting of all field equipment for use with Accela and other 
platforms as directed. 

• Manages and oversees the Department’s information technology equipment inventory including but not 
limited to, procurement, implementation, troubleshooting, tracking, and staff training. 

• Coordinates and acts as the departmental contact for any new departmental or enterprise-wide application, 
portal, platform or IT-related process to include exploration, development, training and deployment as 
directed. 

• Coordinates with Allen County’s third-party information technology vendor to refresh computers and other 
related equipment, working with the Informatics Director for deployment with all staff. Coordinates periodic 
cell phone and mobile device equipment refresh projects as directed. 

•  
• Manages and maintains department’s five digital displays in waiting areas as well as all relevant software, 

specifically administrating software accounts, creating content, training on software, and working with third-
party vendors.  

• Develops/Manages staff’s daily and monthly report spreadsheets to include functionality of the reports in use, 
troubleshooting and data analysis as requested. 

• Assists all division directors with the creation of various excel spreadsheets and reports and assists in 
epidemiological investigations as necessary. 

• Communicates computer/internet/system outages and resolution updates to staff when directed. Represents the 
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Department at various meetings and events when requested. 
• Assists Department Administrator with Health First Indiana/Health First Allen County grants, data, program 

tracking to include entry of data in state portal or similar. 
• Assists with other special projects when needed. Performs leadership tasks and acts as the main IT-related 

point person in the absence of the Informatics Director. 
• Performs all other duties as assigned, including overtime as required. 

REQUIREMENTS: 

• Associate’s degree in information technology, computer science, data management, project management, or 
significant experience in public health and computer practice preferred. 

• More than three years of information technology or data analysis experience. 
• Working knowledge of Accela, Application Extender/Enhancer, Crystal Reports, Power BI, GIS/GPS 

platforms, network environments, print servers, database development, and general IT equipment 
troubleshooting preferred. 

• Strong written and verbal skills to include experience and ease in public speaking. 
• Proficient in various Microsoft Office 365 products, especially Word, Excel, Power Point and Teams. 
• Attention to detail, ability to analyze data and trends with regard to disease, and strong data entry and overall 

communication skills 
• Capacity to take an idea or concept, consider all impacts and produce a product that addresses needs.  
• Aptitude to learn new software programs, become proficient, and be able to train others on use of software. 
• Ability to multi-task many projects at once with strong organizational skills.  
• Proficient in delivering professional training and presentations to both small and large audiences.  
• Competence to work with diverse groups of individuals with varying sets of skills and knowledge 

DIFFICULTY OF WORK: 

The Information Systems Coordinator performs work that is broad in scope and of substantial intricacy when 
supporting the Informatics Division as a Super User and trainer of various data platforms within the Allen County 
Department of Health.  Judgment is needed when testing software and platforms and assisting with SERV-IN. 

RESPONSIBILITY: 

The Information Systems Coordinator performs work that involves standardized practices, procedures and general 
instructions when assisting with GIS-related data projects and development.  Work requires some analysis and 
judgment in making non-routine decisions and recommendations when assisting the Administration Division and 
Department Administrator with various duties associated with equipment-related tasks. 

PERSONAL WORK RELATIONSHIPS: 

The Information Systems Coordinator maintains contact with other County employees, local, state and federal agencies 
and members of the general public regarding the support of the Informatics Division as a super user and training of 
various data platforms within the Allen County Department of Health. 

WORKING CONDITIONS: 
 
The Information Systems Coordinator performs majority of work in a standard office environment with the ability to 
move around freely.  Some lifting of up to fifty pounds, bending, pushing/pulling loads, reaching over head and kneeling.  
Frequent sitting, typing, proofreading, mental/visual effort, transcription and attention to detail are also necessary. 
 
SUPERVISION: 
None 
 
LICENSING:  
None 



 
IMMEDIATE SUPERVISOR:  
Informatics Division Director 
 
HOURS:  
8:00 am – 4:30 pm; 37.5 hours/week; overtime as required 
 
EEO CATEGORY:  
0802 
 
WORKER’S COMP CODE:  
8810 



Title Base 25th Percentile TCC 25th Percentile
Information Systems Coordinator $55,614 $56,108

Allen County Benchmarking Project Data Summary

Base = Cash compensation paid to employees for regular job performance (i.e., hourly rate, exempt salary) 

TCC (Total Cash Compensation) = Base pay plus additional cash compensation paid within a year (e.g., bonuses and other 
variable pay) – excludes benefits, long-term incentives, retirement plan contributions 

Benchmarking data represents a 1950 hour per year schedule.



INFORMATION SYSTEMS COORDINATOR 

Department: Health – Informatics Division FLSA Status: Non-Exempt 
Classification/Level: Professional PG:  Date: 03/2026 

Under the direction of the Informatics Division Director, the Information Systems Coordinator manages the 
information technology systems that support the Allen County Department of Health and coordinates with the 
County’s third party information technology (IT) vendor to support the department’s needs. The Information 
Systems Coordinator oversees and supports various data platforms and represents the department as a Super 
User and trainer for the enterprise-wide permitting system. This position conducts overall departmental data 
analysis, training and dashboard development. This position also assists Department Administration with 
various equipment-related tasks, data management, research and other IT-related day-to-day activities needing 
support, development and IT/Equipment/Data troubleshooting. This position is covered as defined by The 
Board of Commissioners of the County of Allen Employee Handbook. 

ESSENTIAL FUNCTIONS: 

 Develops reports, tests software and platforms, assists with various GIS-related projects, develops and 
implements the training for new staff on uses of a variety of systems and is the point person for development 
and troubleshooting of the permitting and vital records data platforms. 

 Analyzes various departmental data utilizing programming such as Power BI, developing reports utilizing 
Crystal Reports and Ad Hoc reporting products, assists with in-house Accela Citizens Access or similar, and 
works with any other platforms deployed to include testing and training as directed. 

 Acts as the Allen County Department of Health’s designated Super User for Accela and Application Extender, 
developing and conducting all related training and troubleshooting and elevating issues to IT contractor for 
support. 

 Develops reports for departmental use in Accela, and assists with data management, developing 
internal/external data mechanisms such as dashboards.  

 Assists with various GIS-related projects, mapping and data epidemiological processes, and staff training as 
directed. 

 Manages the procurement, testing and troubleshooting of all field equipment for use with Accela and other 
platforms as directed. 

 Manages and oversees the Department’s information technology equipment inventory including but not 
limited to, procurement, implementation, troubleshooting, tracking, and staff training. 

 Coordinates and acts as the departmental contact for any new departmental or enterprise-wide application, 
portal, platform or IT-related process to include exploration, development, training and deployment as 
directed. 

 Coordinates with Allen County’s third-party information technology vendor to refresh computers and other 
related equipment, working with the Informatics Director for deployment with all staff. Coordinates periodic 
cell phone and mobile device equipment refresh projects as directed. 


 Manages and maintains department’s five digital displays in waiting areas as well as all relevant software, 

specifically administrating software accounts, creating content, training on software, and working with third-
party vendors.  

 Develops/Manages staff’s daily and monthly report spreadsheets to include functionality of the reports in use, 
troubleshooting and data analysis as requested. 

 Assists all division directors with the creation of various excel spreadsheets and reports and assists in 
epidemiological investigations as necessary. 

 Communicates computer/internet/system outages and resolution updates to staff when directed. Represents the 
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Department at various meetings and events when requested. 
 Assists Department Administrator with Health First Indiana/Health First Allen County grants, data, program 

tracking to include entry of data in state portal or similar. 
 Assists with other special projects when needed. Performs leadership tasks and acts as the main IT-related 

point person in the absence of the Informatics Director. 
 Performs all other duties as assigned, including overtime as required. 

REQUIREMENTS: 

 Associate’s degree in information technology, computer science, data management, project management, or 
significant experience in public health and computer practice preferred. 

 More than three years of information technology or data analysis experience. 
 Working knowledge of Accela, Application Extender/Enhancer, Crystal Reports, Power BI, GIS/GPS 

platforms, network environments, print servers, database development, and general IT equipment 
troubleshooting preferred. 

 Strong written and verbal skills to include experience and ease in public speaking. 
 Proficient in various Microsoft Office 365 products, especially Word, Excel, Power Point and Teams. 
 Attention to detail, ability to analyze data and trends with regard to disease, and strong data entry and overall 

communication skills 

 Capacity to take an idea or concept, consider all impacts and produce a product that addresses needs.  
 Aptitude to learn new software programs, become proficient, and be able to train others on use of software. 
 Ability to multi-task many projects at once with strong organizational skills.  

 Proficient in delivering professional training and presentations to both small and large audiences. 

 Competence to work with diverse groups of individuals with varying sets of skills and knowledge 

DIFFICULTY OF WORK: 

The Information Systems Coordinator performs work that is broad in scope and of substantial intricacy when 
supporting the Informatics Division as a Super User and trainer of various data platforms within the Allen County 
Department of Health.  Judgment is needed when testing software and platforms and assisting with SERV-IN. 

RESPONSIBILITY:

The Information Systems Coordinator performs work that involves standardized practices, procedures and general 
instructions when assisting with GIS-related data projects and development.  Work requires some analysis and 
judgment in making non-routine decisions and recommendations when assisting the Administration Division and 
Department Administrator with various duties associated with equipment-related tasks. 

PERSONAL WORK RELATIONSHIPS: 

The Information Systems Coordinator maintains contact with other County employees, local, state and federal agencies 
and members of the general public regarding the support of the Informatics Division as a super user and training of 
various data platforms within the Allen County Department of Health.

WORKING CONDITIONS: 

The Information Systems Coordinator performs majority of work in a standard office environment with the ability to 
move around freely.  Some lifting of up to fifty pounds, bending, pushing/pulling loads, reaching over head and kneeling.  
Frequent sitting, typing, proofreading, mental/visual effort, transcription and attention to detail are also necessary. 

SUPERVISION: 
None 

LICENSING:
None 



IMMEDIATE SUPERVISOR:
Informatics Division Director

HOURS:
8:00 am – 4:30 pm; 37.5 hours/week; overtime as required 

EEO CATEGORY:
0802 

WORKER’S COMP CODE:
8810



8900 Keystone Crossing / Suite 900 / Indianapolis, IN 46240 / NFP.com 

Insurance services provided through First Person, Inc., a subsidiary of NFP Corp. (NFP).  Doing business in Californica as First Person 
Insurance Solutions (License # OE 44236). 

Position Overview 

Job Title 

Department 

Employee Name (if applicable) 

Supervisor Name 

Current Classification 
(if applicable) 

Current Pay Grade 
(if applicable) 

Summary of NFP Recommendations 

Classification 

Pay Grade 

Comments/Key Decision Points 
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8900 Keystone Crossing / Suite 900 / Indianapolis, IN 46240 / NFP.com 
 
Insurance services provided through First Person, Inc., a subsidiary of NFP Corp. (NFP).  Doing business in Californica as First Person 
Insurance Solutions (License # OE 44236). 

Summary of Process 

Process Step Who was Involved Date Submitted / Completed 

Job Analysis 
Questionnaire (JAQ)    

Desk Audit 
Questionnaire and 
Virtual Meeting with the 
Department 

  

Two NFP Team 
Members 
Independently Evaluate 
the Position for 
Classification 

  

Market Compensation 
Benchmark Completed   

Job Description is 
Drafted and Finalized  

 

Personnel Committee 
Presentation – 
Scheduled Meeting 
Date 

Personnel Committee 

 

 

Attachments 

• Job analysis questionnaire (JAQ) 
• Job description 
• Market compensation benchmark 

 

 

 

 

 

 

 



 
 
 
Title: HIV/STI Prevention Program Supervisor           Classification/Level:   
Department:     Date: /2026 
 
GENERAL INSTRUCTIONS: The information you supply on this questionnaire will be used to draft your job 
description. Please read the entire questionnaire carefully before answering any questions to avoid duplicating 
your replies. Take time to answer each question carefully and completely. To accurately prepare a description of 
the duties and responsibilities of your job, it is essential that your responses be clear, concise, and thorough. 
 

POSITION INFORMATION 
 
(TO BE COMPLETED BY THE EMPLOYEE IN THE POSITION WITH REVIEW AND COMMENTS BY THE SUPERVISOR) 
 
 
 
Name: New Position Date: March 1, 2026 
 
Job Title: HIV/STI Prevention Program Supervisor (“STI” = Sexually Transmitted Infection) 
 
Phone #:  

 
Organization: Allen County Department of Health 

 
Department: same 

 
Division: Clinical Services and Case Management Division 

 
How long have you been in your current position:   
 
Name of Immediate Supervisor: Erika Pitcher (but being written by Mindy Waldron) 
 
Title of Immediate Supervisor: Clinical Services & Case Mgmt. Division Director 
 
Phone # of Immediate Supervisor: 260-449-4838 (Erika) – 260-449-7578 (Mindy) 
 
Email Address of Immediate Supervisor:   

erika.pitcher@allencounty.us / 
mindy.waldron@allencounty.us  

 

GENERAL DESCRIPTION 
 
Briefly state the general purpose of your job: 
 
Under the direction of the Clinical Services & Case Management Division Director, the HIV/STI Prevention 
Program Supervisor leads one nurse, one support staff and 3 disease intervention specialists who intervene in 
the spread of sexually transmitted infections (STIs) including HIV by reducing the complications of these 
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Job Evaluation System 
PROFESSIONAL JOB ANALYSIS QUESTIONAIRE 

(JAQ) 

mailto:erika.pitcher@allencounty.us
mailto:mindy.waldron@allencounty.us


diseases through surveillance, case detection through screening, treatment of known cases, case follow up and 
education for close contacts. This position oversees the program staff engaged in this field/office/clinical work 
and tracks duties, data and outcomes on a day-to-day basis. This position is covered as defined by the Board of 
Commissioners of the County of Allen Employee Handbook. 
 

ESSENTIAL FUNCTIONS OF THE JOB 
 
Essential functions are the basic job duties that an employee must be able to perform, with or without 
reasonable accommodation. 
 
Begin by listing the duties in order of importance from most important to least important. Rate the importance 
of each duty or responsibility based on the following scale and estimate the overall percentage of time you 
devote to each duty. [Note: percentages should total 100%.  Continued onto next page] 
 

Task or Duty  
% of 
Time   

      
1. Supervises and directs the HIV/STI 

Prevention Program staff on a daily basis 
including education on and completion of all 
required field/office/clinical work in 
accordance with state law, to include data 
collection and analysis, staff scheduling, and 
training. 

 50%   

2. Supervises the daily operations of the 
program including onsite and offsite testing, 
counseling, education, epidemiologic case 
analysis, patient interviewing, partner 
counseling, phlebotomy, exams, treatment, 
testing, client referrals and documentation. 
Recommends corrective action to Division 
Director as appropriate and ensures staff 
compliance with all policies and procedures. 

 25%   

3. Maintains/Compiles a wide variety of local 
and state data, reports, files, and related 
statistics required by the Indiana Department 
of Health, Centers for Disease Control & 
Prevention, and as needed for local use & 
reporting/decision-making. Often presents on 
this data publicly and internally. 

 10%   

4. Assists with operation & staffing of and 
ensures STI testing provision at the Allen 
County Syringe Services Program weekly as 
needed, offsite mobile unit testing events 
(Jail, Community Corrections, Schools, many 
other), community/university testing events 
and educational prevention initiatives. 

 5%   



Task or Duty  
% of 
Time   

5. Reviews and evaluates program operations 
and monitors changes in and availability of 
appropriate medications required for 
applicable disease treatment, and is 
responsible for changes to or implementation 
of new internal programmatic processes, 
reporting and follow-up with staff and area 
medical providers/agencies. 

 4%   

6. Attends meetings, events, and conducts 
speaking engagements as requested. 
Responds to inquiries from other agencies, 
medical providers, state departments, or 
members of the public. Engages in any after-
hours disease follow-up work as assigned. 

 2%   

7. Orders and maintains inventory for Syringe 
Services program as well as medications for 
divisional/department use (specific). 

 2%   

8. Performs all other duties as assigned.  2%   

9.      

10.      

JOB REQUIREMENTS: 
 
List any SPECIALIZED knowledge, abilities, and skills required to perform the tasks/duties effectively, 
i.e., budgeting, diesel mechanics, CAD, urban planning, payroll. Indicate how this is applied or used in 
your work. 
 
Knowledge, Skill, Ability  How Applied  
    
 Bachelors degree in biology, public health, 

education, social work or related field 
preferred with at least 3 years experience in 
public health, STI surveillance testing and 
prevention work. 

 This is the basis of education and 
experience required to 
successfully lead a team of 
field/office/clinical STI 
surveillance staff 



 
Knowledge, Skill, Ability  How Applied  
  

Thorough knowledge in infectious diseases, 
HIV/STI principles, epidemiology, 
bloodborne pathogens, state laws and rules 
regarding communicable diseases, testing, 
counseling and treatment 

  
Oversees the staff who perform 
the tasks related to these areas, 
and therefore a solid basis of 
knowledge, experience and 
ability to apply these principles 
is required. 

 Strong written and verbal skills to include 
experience and ease in public speaking 

 Presentations, meetings, 
department representation at 
state, local and national events, 
and day-to-day communications 
with medical providers, staff, and 
members of the public. Must 
engage in medical enforcement 
and must possess appropriate 
skills. 

  
Ability to perform and teach phlebotomy and 
well as general laboratory processes for 
bloodwork/specimens gathered in daily 
practices  
 

  
Day-to-Day activities and 
training. 

 Knowledge of partner/contact counseling skills 
to assess individual risk behaviors and 
motivational interviewing abilities to gather 
needed information for treatment 
recommendations 

 Needed to effectively conduct 
partner notifications/referral and 
to help stop the spread of disease. 
Developing trust with patients is 
key to success in partner and 
patient treatment. 

  
Attention to detail, ability to analyze data and 
trends with regard to disease, and strong data 
entry and overall communication skills 

  
Working with a great deal of 
technical and medical data, 
treatment regimens/medications, 
diseases, and accuracy of data 
entry for state reporting purposes. 

    

List all major equipment, software, or other specialized tools that you typically use or handle to perform 
your job responsibilities/duties, i.e., truck, car, hand and power tools, lab equipment, computer software 
programs. 

• Microsoft Office software with strong emphasis on using Word, Excel, Power Point and Teams. 
• All general office equipment  
• Ability to safely drive, back-up, park, and work from a box-truck mobile unit for outreach events. 
• Ability to do phlebotomy and other basic medical tasks involving syringes, needles, blood, and similar 

devices, including lab equipment for the spinning down of these items for shipment (using a centrifuge, etc.) 

 



Place an X next to one statement to indicate the MINIMUM level of education required to perform this 
job. NOTE: This may well be less than your own particular educational level. 
 
 
[    ] High school diploma or equivalent 
[    ] Specialized training beyond high school normally gained in a program of less than 
 18 months duration. 
 Please specify type of training required: _________________________________ 
[    ] Associates degree (two year degree) or certification program of comparable 
 length.  Please outline specific certification: ______________________________ 
[    ] Degree, diploma, or certification with time requirements of greater than two years 
 but less than four years.  Please specify:  _________________________________ 
[  X  ] Bachelors degree gained through four year college/university academic program, 
 Please provide info on relevant bachelor’s degree, which would qualify:  
 _Biology, public health, education, social work or related field preferred 
[    ] Masters Degree.  Please specify area of concentration: 
 _________________________________________________________________ 
[    ] Post graduate degree and related experience normally associated with, but not limited to; legal,  

scientific and medical positions.  Please specify area of concentration:
 _________________________________________________________________ 
 
 
Place an X next to one statement to indicate the minimum amount of total related experience an 
employee must have prior to starting this job. Assume the employee has the appropriate level of formal 
education indicated in the previous section. 
 
[    ] No related experience required 
[    ] Less than 1 year 
[    ] More than 1 year 
[  X  ] At least 3 years 
[    ] At least 5 years 
[    ] More than 8 years 
 
Please specify: 3 years experience in public health, STI surveillance testing and prevention work and any 
associated medical processes such as phlebotomy_________________________________________________ 
________________________________________________________________________ 
 
 
List below any type of certification, licenses, or registration required for you to perform your job. NOTE: 
A valid driver’s license should only be listed if driving is a part of your job. 
 
Certification required: 
 
License required: 
 
Registration required: 

JOB REQUIREMENTS (LEVEL OF KNOWLEDGE, SKILLS AND ABILITIES 
REQUIRED) 
 
Place an X next to one statement that best describes the level of knowledge and abilities required in your 
job. 
 



[    ] Individual must possess an understanding of standard methods, practices and procedures of a discipline  
or specialized field and the body of facts relevant to the assigned categories of work. 

 
[    ] Individual must possess an understanding of elementary principles, theories, and  methodology or  

advanced methods, practices, and procedures. 
  
[    ] Individual must possess an understanding of full range of generally accepted and commonly used  

principles, theories, methodology, and precedents.  
 
[    ] Incumbent must possess an understanding of advanced theories, principles, methodology, and new  

developments.  
 
[  X  ] Incumbent must possess an understanding of mastery of their field plus the ability to cope with  

unprecedented types of problems by extending accepted methods and techniques or by developing new  
ones. Mainly due to the nature of the job where the disease cases are incredibly complicated (as they are 
referred to us from area medical providers by state law – and because public health departments are the 
experts in the treatment of syphilis, congenital syphilis, other STIs, etc.). When various risk factors exist 
(e.g.; pregnancy and others), or when medications are on backorder/unavailable, the decisions on 
treatment and medical interventions are sometimes discerned in the moment with deep knowledge of 
medication effects and preclusions, etc. This position leads those discussions and helps with the overall 
decisions (speaking with our Medical Director, an MD, as needed). 

 
[    ] Incumbent must possess an understanding of mastery of their field plus the ability to generate  

hypotheses or principles or to extend the accepted principles, theories, or concepts beyond their 
previously recognized limits.  

JOB REQUIREMENTS (NATURE AND EXTENT OF KNOWLEDGE) 
 
Place an X next to all statements, which describes the level of knowledge and abilities required for your 
job.  
 
[  X  ] Work consists of practical knowledge of practices, rules, and regulations developed through on-the-job  

training and extended experience.  
 
[  X  ] Work consists of specialized knowledge of pragmatic and theoretical principles.   
 
[   X ] Work consists of a broad knowledge of principles and practices of a recognized profession.  
 
[  X  ] Work consists of complete technical knowledge of a recognized profession.   

DIFFICULTY OF WORK (COMPLEXITY OF ASSIGNED WORK) 
 
Place an X next to all statements, which describes the level of complexity of intricacy of your work. 
 
[    ] Work consists of repetitive duties, restricted in scope and intricacy, involving few  variables.  
 
[  X  ] Work consists of repetitive duties, restricted in scope but of substantial intricacy, involving several  

variables or considerations with interrelationships.  
 
[  X  ] Work is broad in scope and of substantial intricacy involving many variables or considerations with  

interrelationships difficult to ascertain, and usually having  conflicting aspects requiring individual and  
differential diagnosis and treatment. 

  



[  X  ] Work is broad in scope and of great intricacy involving many complex and significant variables; or  
considerations which are new, either in basic character or in circumstances or situations in which they 
occur.  

 
[    ] Work, in addition to being broad in scope, is of great intricacy, and of new and unprecedented nature,  

also requires study and consideration of the impact of alternative possible solutions on other major 
programs, situations, organizations, or future developments.  
 

DIFFICULTY OF WORK (NATURE OF GUIDELINES) 
 
Place an X next to all statements, which describe the level of mental demands of your work.  
 
[  X  ] Work consists of numerous, prescribed and well established guidelines that are directly applicable to the  

task at hand, and can be readily selected. Judgment is limited to relating guidelines to a specific case. 
Analytical work answers are logically and readily obtained. 

 
[ X   ] Work consists of generally accepted, but not always clearly applicable guidelines. Judgment is needed in  

selecting the most pertinent guidelines, in interpreting precedents, and in adapting standard formulas, 
methods, or procedures to fit facts and conditions. 

 
[  X  ] Works consists of generally applicable, but ambiguous or only partially relevant guidelines or other-wise  

seriously deficient guidelines. Judgment is needed in extensively adapting or in making significant 
compromises to fit unusual or complex situations. 

 
[    ] Work consists of obscure, non-existent, irrelevant or contradictory guidelines for  major parts of work.  

Creativity and ingenuity are needed to devise new approaches to deal with previously unsolved or novel 
problems. 

  

RESPONSIBILITIES – EXTENT OF SUPERVISORY PARTICIPATION AND 
CONTROL OVER WORK 
 
Place an X next to one statement that describes the effects of errors in your work.  
 
[    ] Supervisor gives specific instruction on new types of assignments. Work is occasionally checked during  

the process. All work is reviewed for adherence to instructions and guidelines, soundness of judgment 
and conclusions and  accuracy. 

 
[    ] Purpose and desired results are indicated and anticipated and unusual problems are discussed. 
 Deviations from the guidelines must be referred to the supervisor.  Case actions or recurring work are  

clearly covered by guidelines and may or may not be reviewed.  Otherwise, work is reviewed for  
adherence to instructions, soundness of judgment and conclusions, technical adequacy and conformance 

 with practice or precedent.  
 
[  X  ] Purpose and desired results are indicated. Unusual problems are proposed and deviations from  

guidelines or normal practice are discussed at the discretion of the  employee. Case actions, recurring 
work (even where there is some variety or departure from standard guidelines) may or may not be 
reviewed. Otherwise work is reviewed for soundness of judgment and conclusions, general technical 
adequacy and conformance with practice and policy.  

 
[    ] General objectives and boundaries are indicated. Problems during work raising questions about  



objectives and boundaries are discussed. Technical instruction is neither sought nor needed. Decisions 
and recommendations (other than on  individual cases) are reviewed for attainment of objectives and 
compliance with agency policy. 

 
[    ] Assignments are usually planned with the supervisor in terms of general objective and boundaries.  

Problems arising during the work which may have a possible impact on agency policy are discussed.  
Decisions and recommendations are  reviewed for overall accomplishment and impact upon agency 
mission, policy, or practice. 

RESPONSIBILITIES – OPPORTUNITY TO MAKE CHOICES 
 
Place an X next to one statement to indicate the opportunity of making choices. 
 
[    ] Has little or no opportunity to make choices in carrying out routine or recurring assignments or tasks. 
 
[    ] Makes choices and takes actions in performing a variety of relatively standardized assignments or tasks. 
 
[  X  ] Makes choices and decisions and acts on varied non-standardized, non-routine assignments or tasks.  
 
 
 
Place an X next to one statement to indicate how the work is assigned to you by your supervisor. 
 
[    ] Detailed instruction before tasks or duty begins. 
[    ] Close supervision with frequent checks. 
[    ] General direction in following established practices and clear-cut policies. 
[  X  ] General guidance allowing for employee planning of procedures and methods to  
 attain objective. 

RESPONSIBILITIES – NATURE OF INSTRUCTIONS, GUIDELINESS & REQUIRED 
JUDGMENT 
 
Place an X next to the one statement which best indicates the nature of instructions, guidelines and 
required judgment necessary to successfully perform the job. 
 
[    ] Work involves detailed instructions requiring little or no judgment. 
 
[  X  ] Incumbent will be required to apply standardized or generally accepted methods to deal with  

individual situations.  
 
[    ] Incumbent will provide a substantial contribution to the department making non-routine decisions /  

recommendations based on established departmental/organizational guidelines and policies. 
 
[    ] Incumbent will provide major contributions involving authoritative application of 
 departmental/organizational policies and practices in especially complex or important matters. 
 
[    ] Incumbent will provide extensive and consequential contribution involving support, development or  

recommendations of major objectives, policies, programs, or practices.  



 

PERSONAL WORK RELATIONSHIPS – PURPOSE AND NATURE OF REQUIRED 
CONTACTS 
 
Place an X next to all the statements that describe the job-related communication required in your job. 
For those marked, indicate with an X whether it is daily, weekly, or monthly.  (continued onto next page) 
           
[  X  ] Cooperative work relationships are incidental to purpose of the work to give and receive factual 
information about the work.  
 __X__ daily                          ____ weekly                        ____ monthly 
        
[  X  ]  Person-to-person work relationships with explanation or interpretation of what is required in order to 
render services, carry out policies or maintain coordination ,are necessary for incumbent to successfully carry 
out function of position.  
 __X__ daily                          ____ weekly                        ____ monthly 
 

JOB REQUIREMENTS (NATURE AND LEVEL OF KNOWLEDGE) 
 
Place an X next to one statement that best describes the level of knowledge required in your job. 
 
[    ] Individual possesses ability to follow simple oral instructions and understands general work processes,  

as well as has practical knowledge of use of hand tools.  
 
[    ] Individual possesses ability to read and write at an elementary level and understand work processes, as  

well as methods and use of equipment and machinery. 
  
[    ] Individual possesses thorough knowledge of one trade or working knowledge of a variety of trades; has  

the ability to interpret work instructions and other technical guides; read blueprints; has practical 
knowledge of tools, machinery, and  equipment; and possesses some work planning and layout, as well  
as practical shop mathematics.  

 
[  X  ] Individual possesses ability to use memory, judgment and ingenuity in planning and layout work;  

possess skills in using a variety of equipment and machinery; possesses experience planning and laying 
out work; has practical knowledge of variety of related skills including shop mathematics to level of 
geometry and  trigonometry.  

 

JOB REQUIREMENTS (KIND AND AMOUNT OF SKILL) 
 
Place an X next to all statements, which describes the level of skill required for your job. 
 
[    ] Work consists of simple repetitive tasks and operations.  
 
[    ] Work consists of moderately complex, relatively standardized tasks, processes or operations.  
 
[  X  ] Work consists of complex, varied, standardized tasks, processes or operations.  
 
[    ] Work consists of highly complex, varied, non-standardized tasks, processes or operations.  
 



RESPONSIBILITIES – EXTENT OF SUPERVISORY PARTICIPATION AND 
CONTROL OVER WORK 
 
Place an X next to one statement that describes the effects of errors in your work. 
 
[    ] Supervisor gives complete and specific instruction on assignments. Work is performed under close  

supervision and there is no authority to deviate from the instructions given. 
 
[    ] Work is performed under moderate supervision. Instructions are relatively  complete. Incumbent applies  

knowledge of technical manuals and work precedents and recommends or requests deviations from 
general instructions when necessary.  

 
[  X  ] Incumbent works with considerable independence from supervisory controls.  Instructions are general.  

Technical manuals and work precedents may be modified to be practically applied. Incumbent has  
authority to deviate from instructions with prior approval and make decisions and judgments affecting 
quality and adequacy of work. 

 
RESPONSIBILITIES – SCOPE OF WORK 
 
Place an X next to one statement that describes the scope of your work. 
 
[    ] Incumbent works on only a portion of an operation which is part of a work process. 
 
[    ] Incumbent works on an operation which is part of a total work process, with little  planning and layout  

responsibilities. 
 
[  X  ] Incumbent works on a total work process with responsibility for planning and layout.  Advises others on  

practical aspects of work sequences and techniques. 
  

RESPONSIBILITIES – OPPORTUNITY TO MAKE CHOICES 
 
Place an X next to one statement to indicate the opportunity of making choices. 
 
[    ] Has little or no opportunity to make choices in carrying out routine or recurring assignments or tasks. 
 
[    ] Makes choices and takes actions in performing a variety of relatively standardized assignments or tasks. 
 
[   X ] Makes choices and decisions and acts on varied non-standardized, non-routine assignments or tasks.  
 

RESPONSIBILITIES – COMPLEXITY OF WORK 
 
Place an X next to all the statements that describe the level of complexity for the position. 
    
[    ] Work involves simple, repetitive action and simple work sequences.  Requires a low degree of accuracy  

and a low degree of care and skill to prevent damage to tools.  
 
[  X  ] Work involves moderately complex, involved in relatively varied tasks. A  moderate degree of care and  

skill is required to protect tools, materials, and prevent injury to others. 



 
[  X  ] Incumbent is responsible for a variety of different operations to complete assignments. A high degree of  

accuracy is required to protect tools and materials and to prevent injury to others.  
 

PERSONAL WORK RELATIONSHIPS – NATURE OF PERSONS CONTACTED IN 
PERSON OR BY PHONE 
 
[  X  ]  Contacts are with persons employed by the same agency.    
[  X  ] Contacts are with persons employed by other agencies or with the public.  
[  X  ] Contacts are with supervisors or officials who have significant impact on programs or policies or  

incumbent’s work has significant impact on programs or policies or the organization. 
 
 
PHYSICAL EFFORT – NATURE AND DEGREE 
 
Place an X next to all the statements that describe the nature and degree of physical effort for the 
position. 
 
[  X  ] Effort involves light lifting of tools, objects and working material, or light  pushing and pulling, and/or  

normal visual or hearing acuity.  Normally performs job in seated or standing position. 
 
[    ] Effort involves moderate lifting, pushing, pulling, reaching and/or more than normal visual or hearing  

acuity required for precision work.  Performs in an abnormal sitting or standing position.  Manual 
dexterity moderate. 

 
[    ] Effort involves heavy lifting, pushing or pulling, and excessive crouching,  stooping, or lying in prone  

position and/or involves intense strain on sight or hearing.  Performs usually in a non-sitting position.  
High manual dexterity may be required. 

 
 
PHYSICAL EFFORT – FREQUENCY AND DURATION 
 
Place an X next to all the statements that describe the frequency and duration of physical effort for the 
position. 
 
[  X   ] Effort is exerted for short periods of time.  Strain is not prolonged. 
 
[     ] Effort is exerted regularly for sustained periods.  Strain may be intense for  frequent or moderate  

duration. 
 
[     ] Effort is prolonged and frequent.  Strain may be extended in duration. 
 
 
WORKING CONDITIONS – HAZARD/INJURY 
 
Place an X next to all the statements that describe the hazard and/or injury associated with this position. 
 
[  X   ] Minimum hazardous working conditions. 
 



[  X   ] Occasional exposure to hazardous work conditions (noise, fumes, height, slippery, vibration,  
moving parts). 

 
[     ] Daily involvement with work that involves chance of major injury or loss of life. 
 
 
WORKING CONDITIONS – EXPOSURE TO ENVIRONMENT 
 
Place an X next to all the statements that describe the exposure to the environment associated with this 
position. 
 
[  X   ] Adequate working conditions with at least minimum environmental conditions to  assure the health,  

safety, and comfort of the workers. 
 
 

[     ] Moderate exposure to dust, grease, temperature, noise, inadequate lighting, inclement weather, etc. May  
work where safety or health may be a factor. 

 
[     ] Prolonged and frequent exposure to dust, grease, extreme temperature, or sever outdoor weather  

conditions. Exposure to unfavorable health or safety conditions frequently present. 
 

WORKING CONDITIONS – PHYSICAL EFFORT 
Physical Effort/Risk 
In the spaces below, please note what kind of physical effort and/or risk is required to do your job and 
how often it is required by checking the appropriate box. 
 
Work Position  0 - 10% 10 - 30% 30 - 60% 60 – 90% 90-100% 
Standing   [  X  ]  [    ]  [    ]  [    ]  [    ] 
Walking   [    ]  [ X   ]  [    ]  [    ]  [    ] 
Sitting    [    ]  [    ]  [    ]  [ X   ]  [    ] 
 
Body Movements  0-30 lbs 31-60 lbs 61-90 lbs Over 90 lbs 
Lifting    [ X   ]  [    ]  [    ]  [    ] 
Pushing   [  X  ]  [    ]   [    ]   [    ] 
Pulling    [  X  ]  [    ]  [    ]  [    ] 
 
    0 – 10% 10 – 30% 30 – 60% 60 – 90% 90 – 100% 
Lifting frequency  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Pushing frequency             [  X  ]  [    ]  [    ]  [    ]  [    ] 
Pulling frequency  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Bending   [    ]  [  X  ]  [    ]  [    ]  [    ] 
Squatting   [ X   ]  [    ]  [    ]  [    ]  [    ] 
Kneeling   [ X   ]  [    ]  [    ]  [    ]  [    ] 
Crawling   [  X  ]  [    ]  [    ]  [    ]  [    ] 
Climbing: 

Stairs   [    ]  [  X  ]  [    ]  [    ]  [    ] 
Ladders              [    ]  [    ]  [    ]  [    ]  [    ] 
Uneven Surfaces [    ]  [    ]  [    ]  [    ]  [    ] 

Reaching: 
 Parallel  [  X  ]    [    ]  [    ]  [    ]  [    ] 



 Overhead  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Hand: 
 Repetitive motion       [    ]  [    ]  [    ]  [    ]  [ X   ] 
 Grasping  [ X   ]  [    ]  [    ]  [    ]  [    ] 
 Holding  [   X ]  [    ]  [    ]  [    ]  [    ] 
 Finger Dexterity [  X  ]  [    ]  [    ]  [    ]  [    ] 
 
This factor measures the kinds of mental stress and visual effort that is required to do your job. 
 
    0 – 10% 10 – 30% 30 – 60% 60 – 90% 90 – 100% 
Typing/CRT   [    ]  [    ]  [    ]  [    ]  [  X  ] 
Color distinction  [    ]  [    ]  [    ]  [ X   ]  [    ] 
Attention to detail  [    ]  [    ]  [    ]  [    ]    [  X  ] 
Visual inspection  [    ]  [    ]  [    ]  [    ]  [  X  ] 
Measure/assemble 
 close to eye  [    ]  [ X   ]  [    ]  [    ]  [    ] 
Eye/hand coordination  [    ]  [ X  ]  [    ]  [    ]  [    ] 
Writing   [    ]  [    ]  [    ]  [    ]   [ X   ] 
Reading   [    ]  [    ]  [    ]  [    ]  [ X   ] 
Hearing   [    ]  [    ]   [    ]  [  X  ]  [    ] 
Speaking   [    ]  [    ]  [    ]  [ X   ]  [    ] 
 

WORKING CONDITIONS – WORK ENVIRONMENT 
0 – 10% 10 – 30% 30 – 60% 60 – 90% 90 – 100% 

Exposure to temperature  
Extremes: 
 Inside   [  X  ]  [    ]  [    ]  [    ]  [    ] 
 Outside  [    ]  [    ]  [  X  ]  [    ]   [    ] 
Hazard conditions: 
 Dust   [ X   ]  [    ]  [    ]   [    ]  [    ] 
 Fumes   [  X  ]  [    ]  [    ]  [    ]   [    ] 
 Chemicals  [  X  ]  [    ]  [    ]  [    ]  [    ] 
 Gases   [  X  ]  [    ]  [    ]  [    ]  [    ] 

Dangerous  
equipment  [ X   ]  [    ]  [    ]  [    ]  [    ] 
Infections 
Disease   [    ]  [    ]  [    ]  [ X   ]  [    ] 
Bodily fluids  [    ]  [    ]  [    ]   [  X  ]  [    ] 

Extreme Noise   [  X  ]  [    ]  [    ]  [    ]  [    ] 
Electrical Hazard  [  X  ]  [    ]  [    ]  [    ]  [    ] 
Driving: 
 Car/Std Truck  [    ]  [    ]  [    ]  [  X  ]  [    ] 
 Heavy truck  [ X   ]  [    ]  [    ]  [    ]  [    ] 
 Manual/auto shift [  X  ]  [    ]  [    ]  [    ]  [    ] 
 Mower   [ X   ]  [    ]  [    ]  [    ]   [    ] 
 Forklift  [ X   ]  [    ]  [    ]  [    ]  [    ] 
 Heavy Equipment [  X  ]  [    ]  [    ]  [    ]  [    ] 
Location: 
 Fall Hazard  [  X  ]  [    ]  [    ]  [    ]  [    ] 
 Confined Spaces [  X  ]  [    ]  [    ]  [    ]  [    ] 



 Underground  [  X  ]  [    ]  [    ]  [    ]  [    ] 
 Standard Office [    ]  [    ]  [    ]  [    ]  [   X ] 

 
0 – 10% 10 – 30% 30 – 60% 60 – 90% 90 – 100% 

Lighting: 
 Daylight  [    ]  [    ]  [    ]  [    ]  [  X  ] 
 Night   [  X  ]  [    ]  [    ]  [    ]  [    ] 
 Low lighting  [  X  ]  [    ]  [    ]  [    ]  [    ] 
 Intense lighting [  X  ]  [    ]  [    ]  [    ]   [    ]  
 
Other physical Effort/Risk 
Information: 
 
    [    ]  [    ]  [    ]  [    ]  [    ] 
    [    ]  [    ]  [    ]  [    ]  [    ] 
 
These questions were asked on prior “management-level” JAQs. The current JAQ in use 
did not have these questions, which to me, are incredibly important in discerning the exact 
tasks a supervisor/manager/director does as compared to a “general” staff member 
without oversight duties or a department leader with full span of control (i.e.; each end of 
the spectrum needs clarity when scoring for compensation). THANKS FOR READING 
THESE BELOW! 

MANAGEMENT – SPAN OF CONTROL 
 
Do you directly supervise other employees?  [  X ]  Yes [    ]  No 
If you answered yes, how many employees do you supervise? 
 # of Subordinate Supervisors [    ]  # of Non-Supervisors  [  5  ] 
If you answered yes, how often do you directly supervise subordinates?   [ X  ] daily  
[    ] weekly  [    ] monthly 

MANAGEMENT – PERFORMANCE  
 
Place an X next to the one statement that indicates the level of management and direction that you 
provide to your subordinates: This one has never made sense to allow only one choice. I have checked all 
that apply as they are diverse things and DO NOT stand alone. 
 
[  X  ]   Incumbent determines and assigns daily tasks.  
 
[ X   ]   Incumbent reviews subordinate work for completeness. 
 
[  X  ]   Incumbent counsels employees and recommends disciplinary action. 
 
[  X  ]   Incumbent monitors and reviews performance of subordinate supervisors/work units. 
 
[ X  ]   Incumbent assures that personnel policies are being carried out by subordinate supervisors. 
 
[    ]   Incumbent provides limited authority to make personnel changes.  
 
[    ]   Incumbent issues disciplinary action with full authority over personnel functions, including hiring and 

termination.  



 
Place an X next to the one statement that indicates the level of training provided to your subordinates: 
 
[    ]   Incumbent does not provide training.  
 
[  X  ]   Incumbent trains immediate subordinates and employees under their unit and identifies additional 

training needs of individuals of their staff. 
 
[    ]   Incumbent determines training needs of employees and supervisors and approves training assignments. 
 
[    ]   Incumbent approves and establishes training programs for subordinate supervisors for the department and 

evaluates training program effectiveness. 
 
Place an X next to the one statement that indicates the level of participation in setting standards of work 
quality and quantity: 
 
[    ]    Incumbent does not participate in setting standards of work. 
 
[  X  ]    Incumbent assures conformation to work standards set by others, may explain standards to immediate 

staff and recommend changes. 
 
[    ]    Incumbent develops standards of governing quality and quantity of work that is approved by a higher 

level. 
 
[    ]    Incumbent approves the work standards that oversee quality and quantity.  
 
Place an X next to statements that are applicable to this job: 
[    ]    Incumbent coordinates work operations at department level. Establishes priorities, work sequences, and 

allocates equipment, material, and manpower.  
 
[    ]    Incumbent does not review work of others. 
 
[  X  ]    Incumbent reviews subordinates’ work either during performance or after completion. Accepts, 

changes, or rejects subordinate’s work based on established standards.  
 
[  X  ]    Incumbent reviews completed work of subordinate levels of supervision to assure high quality and / or 

acceptable cost. 
 
[    ]    Incumbent reviews accomplishments in broader terms of program goals for the department. Makes final 

review for most difficult, controversial, or sensitive work.  
 
[    ]    Incumbent does not provide instruction to others. 
 
[  X  ]    Incumbent instructs subordinates in specific techniques, tells own staff what to do, and answers their 

questions. 
 
[  X  ]    Incumbent issues written and verbal guidelines or written procedures that are subject to higher 

approval. 
 
[    ]    Incumbent approves procedures and guidelines developed by subordinate supervisors. Assures 

distribution, understanding, and integration of material in department. 
 



[    ]   Incumbent does not appraise employee performance. 
 
[  X  ]   Incumbent appraises individual employee performance against established standards; provides guidance 

for improvement, and recommends recognition for achievements. 
 
[    ]   Incumbent establishes performance standards; appraises performance of subordinate supervisors, and acts 

on their recommendations.  
 
[    ]   Incumbent establishes department work environment to motivate employees for higher performance. 

Approves performance standards and assures their development through subordinate supervisors. 
 
[  X  ]   Incumbent does not handle grievances or disciplinary actions. 
 
[   X ]   Incumbent counsels employees and resolves informal complaints and issues. May take minor 

disciplinary actions or recommend discipline actions. 
 
[    ]   Incumbent takes disciplinary action based on direct observation and / or on recommendations of 

subordinate supervisors. Serves as management representative at grievance hearings or other 
disciplinary hearings. 

 
[    ]    Incumbent does not have authority over personnel functions. 
 
[  X  ]    Incumbent recommends or makes initial selection of employees for own staff. May recommend 

promotions or reassignments. Approves leave for own staff and prepares job descriptions when needed. 
 
[    ]   Incumbent reviews recommendations from subordinate supervisors and has authority to appoint, promote, 

or reassign subordinate personnel. Assures that established personnel policies are being carried out by 
subordinate supervisors. 

 
[    ]   Incumbent has final authority over personnel decisions for the department subject to State policies, 

regulations, and laws. 

OPERATIONAL BUDGET 
 
Place an X next to one statement that indicates whom you give recommended budget requests to and if 
you may need to justify the requests: 
 
[    ]    Incumbent does not recommend budget requests. 
 
[  X   ]    Incumbent makes budget recommendations to higher level supervisors on budgetary needs. 
 
[    ]    Incumbent receives budget recommendations from subordinate supervisors, prepares material to justify 

request, and may defend requests to department head. 
 
[    ]   Incumbent approves or disapproves budget requests from subordinates. Prepares and executes budget at 

department level. Justifies budget requests before top management, State Budget Agency, or legislative 
committees. 

 
Please indicate the specific budgets and associated dollar amounts you oversee: 
 
__________________________________________________ 
 



__________________________________________________ 
 

ADDITIONAL INFORMATION 
 
Please use the space below to add any other information about your position with the organization that you feel 
is important to understanding your role. 
This new position will replace a position that was a division director level position in our department.  We are 
comprised of 8 divisions currently, and each of the eight has/had a “director” who reports to the Deputy Health 
Commissioner/Department Administrator. With this change, the division will become a “program” under our 
Clinical Services and Case Management division – a change that has been planned for some time, pending a 
40+ year employee’s retirement. This was communicated to all staff as well as our local Personnel Committee 
and HR reps when the other moves were made just a few years back. This move will put all “clinical” 
programming under the Director of the Clinical Services & Case Mgmt Division yet allow for day-to-day 
supervision of this area of practice to the scope of employees the Director manages for this division. The 
Clinical Services Division has around 30 staff in it (almost ½ our staff) with 2 supervisors running various 
parts of the division on the “floor/operational” level.  This new position would be the 3rd such program 
supervisor – completing our overall reorganization of the Clinical environment within our department by 
folding the last stand-alone division under the director of the larger clinical division. We run 4-5 clinics each 
day – each of them with intricacies that are best run by supervisors over the various sections of practice 
(varying diseases, testing, treatments, work settings, physician oversight, education, etc.). This final supervisory 
position will complete the transformation of this area of our department – of which 90% has been completed for 
4 years. The current position (which we are changing with this request) is an A8. Our supervisors are A7’s 
across the department and across all of our buildings (5).  
 
This position would need to be commensurate with the rest of our “supervisors” in the department, or it will not 
have internal parity which is incredibly important to me (the Administrator). All supervisors/assistant directors 
are classified the same (unless they hold a form of nursing degree which by definition classified them higher).  
This position WILL NOT hold a nursing degree. We will not move forward with the position if it does not align 
classification-wise, as we’ve been “down that road” in the past, and it sets things up to fail even just based on 
perception. There is no difference between this position and our others classified just a few years back with 
THIS final step in mind at that time, so we respectfully ask for consideration in this vein. We are happy to 
provide further information, walk through our hierarchical chart, or explain the duties of the position relative 
to management/supervision.  Thank you for your time. 
 
STANDARD HOURS OF POSITION: 8am-4:30pm (and after hours as needed)____________________ 
 

SUPERVISOR CERTIFICATION 
The following is to be completed by the immediate supervisor ONLY. 
 
I certify that this is an accurate statement of the major duties and responsibilities of this position and its 
organizational relationships, and that the position is necessary to carry out organizational functions for which I 
am responsible. This certification is made with the knowledge that this information is to be used for statutory 
purposes relating to appointment and payment of funds, and that false or misleading statements may constitute 
violations of such statutes or their implementing regulations. 
 
[  X  ] As supervisor, I certify the accuracy of these statements 
[    ] As supervisor, I do not certify the accuracy of these statements. 
 
Please use the space below for any comments you may have. 



SEE ABOVE. 
 
By signing below, I agree that the information in this Job Analysis Questionnaire is factual, to the best of my 
knowledge, and represents the duties and functions of the position being described. 
 
 
Employee’s Signature _______________________________________________Date:  _____________ 
 
 
Department Head/Elected Official’s Signature __________________________________Date: _______ 



   HIV/STD PREVENTION SUPERVISOR  
 
Department:  HIV/STD Prevention-Health FLSA Status:  Exempt 
Classification/Level:  PG Date Last Reviewed:  03/2026 
Under the direction of the Clinical Services & Case Management Division Director, the HIV/STD Prevention 
Supervisor intervenes in the spread of STD’s including HIV by reducing the complications of these diseases 
through surveillance, case detection through screening, treatment of known cases, case follow up and education, 
overseeing all divisions staff engaged in the field work and tracking duties in this regard.  This position is 
covered as defined by the Board of Commissioners of the County of Allen Employee Handbook. 

ESSENTIAL FUNCTIONS: 

• Supervises and directs all HIV/STD Prevention staff on a daily basis including all required performance 
appraisals, corrective actions, scheduling and training. 

• Supervises disease intervention and prevention functions for the HIV/STD prevention staff including testing, 
counseling, education, HIV/STD epidemiologic case analysis, interviewing, partner counseling, timely partner 
follow-up, phlebotomy, client referrals and data documentation. 

• Maintains and complies a wide variety of STD/HIV related data, reports, narratives, files, documents and 
related statistics required by Indiana State Department of Health, Centers for Disease Control and Prevention 
and other regulating/funding agencies. 

• Reviews and evaluates program operations and monitors changes in Indiana Department of Health and Centers 
for Disease Control and Prevention for requirements and recommendations.  Responsible for implementation 
of and education on these changes with all staff and medical providers as needed. 

• Conducts public speaking engagements, provides educational presentations and responds to inquires from the 
general public. 

• Maintains program readiness and supplies, including inventory control and ordering of testing materials, 
medical supplies, and medications; ensures equipment and supplies are available for onsite and offsite 
services. 

• Performs all other duties as assigned. 

REQUIREMENTS: 

• High School Diploma or GED with work experience and/or education equivalent  to a Bachelor Degree in 
Biology, Education, Social Work, or related field preferred and three years experience in social work or public 
health 

• Thorough knowledge in HIV/STD principles and practices, epidemiology, safety measures and related laws. 
• Strong written and verbal communication skills including public speaking 
• Ability to perform phlebotomy 
• Knowledge of counseling to assess individual risk behaviors and motivational interviewing to effectively 

conduct partner notification/referral and to help stop the spread of disease 

DIFFICULTY OF WORK: 

The HIV/STD Prevention Supervisor performs work involving supervisory, administrative and disease 
prevention/intervention duties, responding to individual situations that often requires careful consideration of complex 
circumstances and frequently changing variables.  The HIV/STD Prevention Supervisor considers the impact of 
alternative possible solutions on other Health department programs. 

 
Allen County 

Job Description 
 

 



RESPONSIBILITY: 

The HIV/STD Prevention Supervisor provides major contributions when providing HIV/STD surveillance counseling, 
intervention, education and prevention services for Allen County and eleven other surrounding county areas.  
Decisions and recommendations are reviewed for overall accomplishment and impact upon department’s policies and 
practices. 

PERSONAL WORK RELATIONSHIPS: 

The HIV/STD Prevention Supervisor maintains frequent communication with other County employees, health care 
providers, personnel and officials from other government and regulating agencies and members of the general public 
when providing HIV/STD related assistance and education. 

WORKING CONDITIONS: 

The HIV/STD Prevention Supervisor is exposed to health and physical concerns normally associated with working 
with HIV/STD at-risk individuals and field investigations. Incumbent works in both office and mobile/offsite testing 
settings and is regularly exposed to infections, communicable disease, and bodily fluids. Position requires travel to 
community-based testing and outreach locations and occasional exposure to outdoor weather and routine field-related 
hazards.  The HIV/STD Prevention Supervisor must have the ability to perform some lifting, bending, pushing and/or 
pulling loads, reaching overhead, kneeling, with some exposure to temperature extremes, chemicals and noxious 
fumes/odors. 

SUPERVISION: 
 
The HIV/STD Prevention Supervisor is responsible for the supervision of five non-supervisory employees including 
hiring, training, scheduling, evaluating performance and providing corrective discipline. 
 
LICENSING:  
• National Incident Management System (NIMS) certification upon employment as required for all public health staff. 
• Valid Driver’s License 
• CDC ISTDI Epidemiology Training 
• CDC Principles of Supervision in STD Control 
• HIV Prevention Counseling and Referral 
• Phlebotomy 
• Oraquick and Orasure certification 
• Annual Universal Precaution 
• Cultural Competency training 
 
IMMEDIATE SUPERVISOR:  
Clinical Services & Case Mgmt Division Director 
HOURS:  
8:00am-4:30pm with the ability to be on 24 hour call 
 
EEO CATEGORY:  
0801 
 
WORKERS’S COMP CODE:  
8810 



Title Base 25th Percentile TCC 25th Percentile
HIV/STI Prevention Program Supervisor $67,847 $68,034

Allen County Benchmarking Project Data Summary

Base = Cash compensation paid to employees for regular job performance (i.e., hourly rate, exempt salary) 

TCC (Total Cash Compensation) = Base pay plus additional cash compensation paid within a year (e.g., bonuses and other 
variable pay) – excludes benefits, long-term incentives, retirement plan contributions 

Benchmarking data represents a 1950 hour per year schedule.



HIV/STD PREVENTION SUPERVISOR  

Department:  HIV/STD Prevention-Health FLSA Status:  Exempt 
Classification/Level:  PG Date Last Reviewed:  03/2026 

Under the direction of the Clinical Services & Case Management Division Director, the HIV/STD Prevention 
Supervisor intervenes in the spread of STD’s including HIV by reducing the complications of these diseases 
through surveillance, case detection through screening, treatment of known cases, case follow up and education, 
overseeing all divisions staff engaged in the field work and tracking duties in this regard.  This position is 
covered as defined by the Board of Commissioners of the County of Allen Employee Handbook. 

ESSENTIAL FUNCTIONS: 

 Supervises and directs all HIV/STD Prevention staff on a daily basis including all required performance 
appraisals, corrective actions, scheduling and training. 

 Supervises disease intervention and prevention functions for the HIV/STD prevention staff including testing, 
counseling, education, HIV/STD epidemiologic case analysis, interviewing, partner counseling, timely partner 
follow-up, phlebotomy, client referrals and data documentation. 

 Maintains and complies a wide variety of STD/HIV related data, reports, narratives, files, documents and 
related statistics required by Indiana State Department of Health, Centers for Disease Control and Prevention 
and other regulating/funding agencies. 

 Reviews and evaluates program operations and monitors changes in Indiana Department of Health and Centers 
for Disease Control and Prevention for requirements and recommendations.  Responsible for implementation 
of and education on these changes with all staff and medical providers as needed. 

 Conducts public speaking engagements, provides educational presentations and responds to inquires from the 
general public. 

 Maintains program readiness and supplies, including inventory control and ordering of testing materials, 
medical supplies, and medications; ensures equipment and supplies are available for onsite and offsite 
services. 

 Performs all other duties as assigned. 

REQUIREMENTS: 

 High School Diploma or GED with work experience and/or education equivalent  to a Bachelor Degree in 
Biology, Education, Social Work, or related field preferred and three years experience in social work or public 
health 

 Thorough knowledge in HIV/STD principles and practices, epidemiology, safety measures and related laws. 
 Strong written and verbal communication skills including public speaking 
 Ability to perform phlebotomy 
 Knowledge of counseling to assess individual risk behaviors and motivational interviewing to effectively 

conduct partner notification/referral and to help stop the spread of disease 

DIFFICULTY OF WORK: 

The HIV/STD Prevention Supervisor performs work involving supervisory, administrative and disease 
prevention/intervention duties, responding to individual situations that often requires careful consideration of complex 
circumstances and frequently changing variables.  The HIV/STD Prevention Supervisor considers the impact of 
alternative possible solutions on other Health department programs. 

Allen County 
Job Description 



RESPONSIBILITY: 

The HIV/STD Prevention Supervisor provides major contributions when providing HIV/STD surveillance counseling, 
intervention, education and prevention services for Allen County and eleven other surrounding county areas.  
Decisions and recommendations are reviewed for overall accomplishment and impact upon department’s policies and 
practices.

PERSONAL WORK RELATIONSHIPS: 

The HIV/STD Prevention Supervisor maintains frequent communication with other County employees, health care 
providers, personnel and officials from other government and regulating agencies and members of the general public 
when providing HIV/STD related assistance and education.

WORKING CONDITIONS: 

The HIV/STD Prevention Supervisor is exposed to health and physical concerns normally associated with working 
with HIV/STD at-risk individuals and field investigations. Incumbent works in both office and mobile/offsite testing 
settings and is regularly exposed to infections, communicable disease, and bodily fluids. Position requires travel to 
community-based testing and outreach locations and occasional exposure to outdoor weather and routine field-related 
hazards.  The HIV/STD Prevention Supervisor must have the ability to perform some lifting, bending, pushing and/or 
pulling loads, reaching overhead, kneeling, with some exposure to temperature extremes, chemicals and noxious 
fumes/odors.

SUPERVISION: 

The HIV/STD Prevention Supervisor is responsible for the supervision of five non-supervisory employees including 
hiring, training, scheduling, evaluating performance and providing corrective discipline. 

LICENSING:

 National Incident Management System (NIMS) certification upon employment as required for all public health staff. 

 Valid Driver’s License 

 CDC ISTDI Epidemiology Training 

 CDC Principles of Supervision in STD Control 

 HIV Prevention Counseling and Referral 

 Phlebotomy 

 Oraquick and Orasure certification 

 Annual Universal Precaution 

 Cultural Competency training 

IMMEDIATE SUPERVISOR:

Clinical Services & Case Mgmt Division Director 

HOURS:
8:00am-4:30pm with the ability to be on 24 hour call 

EEO CATEGORY:
0801 

WORKERS’S COMP CODE:
8810 
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GASB Disclosure Results - Pension Trust and Benefit Trust

Required Pension Disclosure Report under GASB Statement 67 and 68

The census data was provided by the Sheriff's Office as of January 1, 2026. The trust information was furnished by PNC Institutional Investments,
Cleveland, Ohio as of December 31, 2025. We have reviewed the information for consistency and reasonableness and relied upon this information in the
preparation of this report. Similar information has been furnished to us in the past, and the accuracy of this report depends on the accuracy of all data
that has been furnished to us from time to time.  

INTRODUCTION

This report contains the disclosure of the Net Pension Liability and Pension Expense for the Allen County Police Department Pension and Supplemental
Benefit Trusts computed according to the provisions of GASB Statement #67 and #68 for the Fiscal Year ending December 31, 2025. Also included are
various exhibits developing the individual components of this disclosure information.  

Actuarial computations under GASB Statement #67 and #68 are for purposes of fulfilling financial reporting requirements. The calculations reported
herein have been made on a basis consistent with our understanding of these GASB Statements. Determinations for purposes other than meeting
financial reporting requirements may be significantly different from the results reported herein. Accordingly, additional determinations are needed for
other purposes, such as the adequacy of funding for an ongoing plan determined in the Actuarial Valuation.  

ACTUARIAL METHODS AND ASSUMPTIONS

The cost method used was the Entry Age Normal Actuarial Cost Method and the asset valuation method used was the Fair Market Value as required by
the provisions of GASB Statement #67 and #68. For the latest Actuarial Valuation the Entry Age Normal Actuarial Cost Method was utilized and assets
were developed under 5-Year Asset Smoothing (limited to 80% and 120% of Fair Market Value).  

The actuarial assumptions are summarized in the exhibit labeled Notes to the Financial Statements. In our opinion, the actuarial assumptions used are
reasonable, both individually and in combination, and represent our best estimate of a reasonable expectation of future long-term experience under the
plan.  All calculations have been made in accordance with standard actuarial principles and practice.  

DATA DESCRIPTION
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GASB Disclosure Results - Pension Trust and Benefit Trust

Consultant

Submitted and Certified by
McCready and Keene, LLC

Benjamin S. Langhammer

FSA, FCA, EA, MAAA

Consultant

Submitted and Certified by
McCready and Keene, LLC

Tim Bowen

EA, MAAA

Actuarial Certification

This report contains the disclosure of the Net Pension Liability and Pension Expense for the Allen County Police Department Pension and
Supplemental Benefit Trusts computed according to the provisions of GASB Statement 67 and 68 for the fiscal year ending December 31, 2025.
Also included are various exhibits developing the individual components of this disclosure information.  

The census data was provided by the Sheriff's Office as of January 1, 2026. The trust information was furnished by PNC Institutional Investments,
Cleveland, Ohio as of December 31, 2025. We have reviewed the information for consistency and reasonableness and relied upon this
information in the preparation of this report. Similar information has been furnished to us in the past, and the accuracy of this report depends on
the accuracy of all data that has been furnished to us from time to time.  

Actuarial computations under GASB Statement 67 and 68 are for purposes of fulfilling financial reporting requirements. The calculations reported
herein have been made on a basis consistent with our understanding of these GASB Statements. Determinations for purposes other than meeting
financial reporting requirements may be significantly different from the results reported herein. Accordingly, additional determinations are
needed for other purposes, such as the adequacy of funding for an ongoing plan determined in the Actuarial Valuation.  

The undersigned member(s) of the American Academy of Actuaries meets the Qualification Standards of the American Academy of Actuaries to
render the actuarial opinion contained herein. We will be pleased to furnish any additional information or answer any questions which may arise
after your review of this report.

(for GASB disclosure report dated February 5, 2026)
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GASB Disclosure Results - Pension Trust

2024 2025
COMPONENTS OF THE PENSION EXPENSE

Service cost 1,831,099$            1,902,143$            

Interest cost 5,436,110              5,614,368              

Employee contributions (363,750)                (379,525)                

Projected earnings on pension plan investments (4,480,910)             (4,987,281)             

Changes in plan provisions/benefit terms -                             -                             

Administrative expenses 131,607                 121,404                 

Other changes in fiduciary net position -                             -                             

Current period recognition of deferred outflows/(inflows) of resources:

Liability experience losses/(gains) 753,706                 918,734                 

Change in assumption(s) losses/(gains) 379,058                 476,039                 

Investment losses/(gains) (715,899)                (920,893)                

Total Pension Expense 2,971,021$          2,744,989$          

Development of Pension Expense
(for fiscal years ending December 31)
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GASB Disclosure Results - Pension Trust

2024 2025
ASSETS

Cash and cash equivalents 3,235,863.42$       1,748,450.80$       

Receivables:
County contributions -                         820,987.75            
Employee contributions 27,321.60              28,344.88              
Transfers into trust -                         -                         
Accrued interest and dividends 9,206.22                57,593.74              
Due from broker(s) for unsettled trades -                         -                         
Other -                         -                         

Total Receivables 36,527.82              906,926.37            

Investments:
Fixed income securities 22,284,695.46       31,323,545.17       
Domestic and foreign equities 51,824,301.19       52,508,148.57       
Other -                         -                         

Total Investments 74,108,996.65       83,831,693.74       

Total Assets 77,381,387.89     86,487,070.91     

LIABILITIES

Payables:
Net benefits due and unpaid/(overpaid) (2,542.89)               19,331.90              
Transfers out of trust -                         -                         
Due to broker(s) for unsettled trades -                         -                         
Other -                         -                         

Total Liabilities (2,542.89)             19,331.90            

FIDUCIARY NET POSITION RESTRICTED FOR PENSIONS 77,383,930.78$   86,467,739.01$   

Statement of Plan Fiduciary Net Position
(as of measurement date December 31)
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GASB Disclosure Results - Pension Trust

2024 2025
ADDITIONS

County Contributions 2,864,185.00$       3,283,951.00$       
Employee Contributions 363,749.91            379,524.67            
Transfers into trust -                         -                         

Total contributions and transfers 3,227,934.91         3,663,475.67         

Interest and Dividends 2,237,766.00         2,600,099.54         
Net increase (decrease) in fair value of investments 6,661,837.28         7,695,768.73         
Less investment expense -                         -                         

Net investment income 8,899,603.28         10,295,868.27       

Other -                         -                         

Total Additions 12,127,538.19     13,959,343.94     

DEDUCTIONS

Benefit payments (including refunds of employee contributions) 4,084,153.81         4,754,131.95         
Administrative expense 131,607.26            121,403.76            
Transfers out of trust -                         -                         
Other -                         -                         

Total Deductions 4,215,761.07       4,875,535.71       

NET INCREASE (DECREASE) IN PLAN FIDUCIARY NET POSITION 7,911,777.12    9,083,808.23    

FIDUCIARY NET POSITION RESTRICTED FOR PENSIONS

Beginning of year 69,472,153.66       77,383,930.78       

End of year 77,383,930.78$     86,467,739.01$     

Statement of Changes in Plan Fiduciary Net Position
(for fiscal years ending December 31)
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GASB Disclosure Results - Pension Trust

PLAN DESCRIPTION

Inactive plan members or beneficiaries currently receiving benefits

Inactive plan members or beneficiaries entitled to but not yet receiving benefits

Active plan members

Total

Notes to the Financial Statements
(for fiscal year ending December 31, 2025)

                    118 

                        7 

                    142 

                  267 

The Allen County Police Department Pension Trust (Plan) is a single-employer defined benefit pension plan established to provide retirement,
termination/severance, disability, and survivor benefits for a person employed by the Allen County Police Department (Employer) as a County Policeman,
Sheriff, or Deputy Sheriff with full police power (Employee), as such terms are used in Indiana Code. Indiana Code 36-8-10-12 grants the authority to the
Employer and a trustee to establish and amend the benefit terms to the Plan with approval of the county fiscal body. The Plan was established on
January 1, 1965 and is administered by the Committee. The composition of the Committee, according to the Plan legal document, shall be the Sheriff
and the Merit Board (the Merit Board, per IC 36-8-10-3, consists of five (5) members, three (3) members appointed by the Sheriff, and two (2) members
elected by a majority vote of the members of the county police force).  

At December 31, 2025, Plan membership consisted of the following:

The Plan provides that the monthly retirement benefit shall be a pension payable for the longer of 120 months or the member's lifetime equal to two and
one-half percent (2-1/2%) of the member's average monthly wage received during the highest paid sixty (60) calendar months before retirement (such
calendar months must be consecutive) plus one dollar ($1.00);  this sum multiplied by the member's years of credited service up to twenty (20) years;  plus 
an additional two percent (2%) of the member's average monthly wage, as outlined above, multiplied by the member's years of credited service in excess
of twenty (20) years up to an additional twelve (12) years. Members are eligible to retire as of normal retirement for an unreduced benefit upon
attainment of age fifty-five (55) and completion of at least twenty (20) years of credited service, or age sixty (60). An elected official may elect
commencement of an in-service retirement benefit upon attainment of age fifty-five (55) and completion of at least thirty-two (32) years of credited
service. 

A reduced early retirement benefit is available to members with at least twenty (20) years of credited service any time after attainment of age fifty-two (52)
with a reduction factor of five-twelfths percent (5/12%) for each month by which the early retirement date precedes what would have been the normal
retirement date.  
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GASB Disclosure Results - Pension Trust

Notes to the Financial Statements
(for fiscal year ending December 31, 2025)

PLAN DESCRIPTION (continued)

If a member separates employment due to disability, he may elect to receive a lump sum payment of the net amount of contributions (including interest)
plus the amount transferred by the member for the purchase of credited service, reducing the benefit that shall be payable from the Supplemental
Benefit Trust.

In the event a married or unmarried member who has a 100% vested interest dies as a result of non-line of duty or line of duty activity prior to reaching
his normal retirement date, the designated beneficiary shall be entitled to receive a death benefit which shall be a lump sum equal to his net amount of
contributions (including interest), reducing the benefit payable that shall be payable from the Supplemental Benefit Trust.  

In the event an unmarried member, or a married member who has designated a beneficiary other than his spouse, dies after attaining his normal
retirement date but prior to the commencement of any benefit from the Plan, the designated beneficiary shall receive 120 monthly payments equal to the
amount of the pension the participant would have received if payments had commenced on the date of his death.  

In the event a married or unmarried member who does not have a 100% vested interest dies as a result of non-line of duty activity prior to reaching his
normal retirement date, the designated beneficiary shall be entitled to receive a death benefit which shall be a lump sum equal to his net amount of
contributions (including interest) plus the amount transferred by the member for the purchase of credited service.  

The severance benefit payable to a member prior to completion of five (5) years of credited service or attainment of age forty-five (45) is a lump sum
payment of the net amount of contributions (including interest) plus the amount transferred by the member for the purchase of credited service. After
completion of five (5) years of credited service or attainment of age forty-five (45), a member may elect to receive a lump sum, as outlined above, or may
leave the contributions in the plan and receive one hundred percent (100%) of the member portion of the accrued benefit deferred until his normal
retirement date. Additionally, a monthly benefit shall be payable equal to the amount earned under the normal retirement benefit formula, using credited
service as of his date of severance, reduced by the member portion of the accrued benefit, multiplied by the vesting factor outlined in the plan document
with respect to years of vesting service or age commencing on the member's normal retirement date. 

A member who continues employment beyond his normal retirement age shall be eligible for a late retirement benefit upon actual retirement equal to
the member's benefit earned in accordance to the normal retirement formula with credit given for subsequent service (provided that the thirty-two (32)
year credited service maximum shall not be exceeded in computing the benefit).
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GASB Disclosure Results - Pension Trust

Notes to the Financial Statements
(for fiscal year ending December 31, 2025)

PLAN DESCRIPTION (continued)

DEFERRED RETIREMENT OPTION PROGRAM

The Deferred Retirement Option Program (DROP) for the Plan was established on July 1, 2011 pursuant to the Plan legal document and is governed by
the Employer and a trustee. Members of the Plan that are eligible to retire with an unreduced benefit may elect to accumulate a DROP benefit while
continuing to work. At the time of their election, the member executes an irrevocable election to retire on a DROP retirement date and remain in active
service, but the member does not contribute to the fund during the DROP period.  

A member who has attained age fifty-five (55) and completed at least twenty (20) years of service or attained age sixty (60) may irrevocably elect to enter
the DROP for a period not longer than three (3) years and shall not extend beyond the date the member is credited with thirty-two (32) years of service.
From the date the member enters the DROP, he will not be credited with any additional years of service. The member's DROP frozen benefit will be
equal to the monthly pension benefit calculated under the standard benefit formula based upon the member's salary and years of credited service as of
the DROP entry date. Upon actual severance of employment by retirement at any time after the DROP entry date, the member will receive their DROP
benefit accumulation in the available form/option elected by the member in addition to the DROP frozen benefit to be paid as a monthly annuity. As of
December 31, 2025 the balance of the amounts held by the plan pursuant to the DROP is $306,180.

In the event a married member, who has designated his spouse as his beneficiary, dies after attaining his normal retirement date but prior to the
commencement of any benefit from the Plan, the surviving spouse shall receive 100% of the participant's accrued benefit as a monthly annuity payable
for their remaining lifetime.  

The Employer intends to contribute to the Plan each year such amounts as may be required to operate the Plan on a sound actuarial basis. The minimum
annual contribution by the department must be sufficient, as determined by the pension engineers, to prevent deterioration in the actuarial status of the
trust fund during the year. According to IC 36-8-10-12(e), (i)f the department fails to make minimum contributions for three (3) successive years, the
pension trust terminates and the trust fund shall be liquidated. For the year ending December 31, 2025, the mandatory member contribution rate (per
the Plan's legal document) was 3.00% of annual pay and the actuarially determined Employer's contribution rate was 26.0% of annual payroll.
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GASB Disclosure Results - Pension Trust

Notes to the Financial Statements
(for fiscal year ending December 31, 2025)

NET PENSION LIABILITY OF THE PLAN

Total pension liability

Plan fiduciary net position

Plan's net pension liability

Plan fiduciary net position as a percentage of the total pension liability

PENSION EXPENSE OF THE PLAN

The components of the net pension laibility of the Plan at December 31, 2025 were as follows:

Pension expense of $2,744,989 must be recognized for the fiscal year ending December 31, 2025.  

 $     90,712,130 

       (86,467,739)

 $     4,244,391 

95.32%
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GASB Disclosure Results - Pension Trust

ECONOMIC ASSUMPTIONS

Measurement Date

Valuation Date: Assets

Liabilities

Discount Rate: Methodology

Single Effective Discount Rate3

Expected Rate of Return on Plan Assets3

Future Salary Increases3

Inflation Rate2

Cost of Living Increase3

5.00% per annum

Notes to the Financial Statements - Disclosure of Actuarial Assumptions
(for fiscal year ending December 31, 2025)

Mandatory Employee Contribution 

          Credited Interest Rate1

December 31, 2025

December 31, 2025

December 31, 2025 - Actual member census data as of December 31, 2025 was used in the
valuation.

The discount rate used to measure the total pension liability was 6.50% as of
December 31, 2025, and is equal to the long-term expected return on plan investments.
The projection cash flows used to determine the discount rate assumed that employer
contributions would be made at the actuarially calculated rate computed in accordance
with IC 36-8-10-12(e) to prevent the deterioration in the actuarial status of the trust. The
future contribution assumption was based upon the review of recent Employer contribution
history compared to the corresponding actuarially determined contributions. Based on this
assumption, the Plan's fiduciary net position was projected to be available to make all
projected future benefit payments of current plan members. 

6.50% per annum

6.50% per annum

4.00% per annum (For the purpose of GASB reporting, 3.00% increases due to inflation
and 1.00% due to merit/seniority.)

3.00% per annum

Not Applicable
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GASB Disclosure Results - Pension Trust

Notes to the Financial Statements - Disclosure of Actuarial Assumptions
(for fiscal year ending December 31, 2025)

DEMOGRAPHIC (AND OTHER NON-ECONOMIC) ASSUMPTIONS

Retirement1

Termination of Employment3

Disability3

Mortality Assumption2

Line of Duty Death Assumption1

Benefit Payment Form1

Marriage3

Spouse Age3

Mandatory Employee Contribution1

Administrative Expense Loading1

1 Represents an estimate of future experience
2 Represents actuary's observation of estimates inherent in market data
3 Represents both (1) an estimate of future experience, and (2) actuary's observation of estimates inherent in market data

100% of participants are assumed to elect a single life annuity at retirement

Benefits are assumed to commence at the earlier of 1) the later of age 55 and 20 years of
service, or 2) attainment of age 60, but no earlier than one year from the valuation date. If
later, the Sheriff is assumed to retire at the end of his four year term. DROP participants
are assumed to retire at the end of their DROP Period.

According to Sarason Table T-2

According to 150% of 1964 OASDI Disability Experience Table

Pub-2016 Safety Amount-Weighted Mortality Projected Generationally with Scale MP-2021
(separate employee, retiree, contingent survivor, and disabled retiree tables and male &
female tables)

100% of active participant deaths are assumed to occur in line of duty.

100% of participants are assumed to be married when the participant dies

Males are assumed to be two years older than females (unless provided)

3.00% of compensation

Flat Loading

mccready RETIREMENT SOLUTIONS Page 13                      February 5, 2026 (A380)



GASB Disclosure Results - Pension Trust

SENSITIVITY OF THE NET PENSION LIABILITY TO CHANGES IN THE DISCOUNT RATE

Current
Discount Rate

(6.50%)

1% Increase
(7.50%)

Total Pension Liability (TPL) 90,712,130$       81,523,921$       

Plan Fiduciary Net Position (FNP) 86,467,739         86,467,739         

Net Pension Liability (Asset)  =  (TPL) - (FNP) 4,244,391$       (4,943,818)$      

86,467,739         

15,225,604$     

Notes to the Financial Statements - Discount Rate Sensitivity
(for fiscal year ending December 31, 2025)

1% Decrease
(5.50%)

101,693,343$     

The following presents the net pension liability of the Allen County Police Pension Trust, calculated using the discount rate of 6.50%, as well as 
what the Allen County Police Pension Trust's net pension liability would be if it were calculated using a discount rate that is 1-percentage-point 
lower (5.50%) or 1-percentage-point higher (7.50%) than the current rate:
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GASB Disclosure Results - Pension Trust

Initial Balance
Initial Amortization

Period Annual Recognition
December 31, 2025

Balance

LIABILITY EXPERIENCE LOSSES / (GAINS)

Base for year ending December 31, 2025 561,608$                   5.091 110,314$                   451,294$                   
Base for year ending December 31, 2024 (148,772)                    5.126 (29,023)                      (90,726)                      
Base for year ending December 31, 2023 2,592,605                  5.023 516,147                     1,044,164                  
Base for year ending December 31, 2022 961,305                     5.139 187,061                     213,061                     
Base for year ending December 31, 2021 684,732                     5.101 134,235                     13,557                       

CHANGES IN ASSUMPTIONS

Base for year ending December 31, 2025 340,245$                   5.091 66,833$                     273,412$                   
Base for year ending December 31, 2024 -                                5.126 -                                -                                
Base for year ending December 31, 2023 3,298                         5.023 657                            1,327                         
Base for year ending December 31, 2022 -                                5.139 -                                -                                
Base for year ending December 31, 2021 2,084,006                  5.101 408,549                     41,261                       

INVESTMENT LOSSES / (GAINS)

Base for year ending December 31, 2025 (5,308,587)$               5.000 (1,061,717)$               (4,246,870)$               
Base for year ending December 31, 2024 (4,418,693)                 5.000 (883,739)                    (2,651,215)                 
Base for year ending December 31, 2023 (5,818,283)                 5.000 (1,163,657)                 (2,327,312)                 
Base for year ending December 31, 2022 15,036,629                5.000 3,007,326                  3,007,325                  
Base for year ending December 31, 2021 (4,095,534)                 5.000 (819,106)                    -                                

Total 473,880$                 (4,270,722)$             

Notes to the Financial Statements - Deferred Outflows / Inflows of Resources
(for fiscal year ending December 31, 2025)

At December 31, 2025, the deferred outflows / (inflows) of resources based on obligations for the Plan are as follows:
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GASB Disclosure Results - Pension Trust

Notes to the Financial Statements - Deferred Outflows / Inflows of Resources
(for fiscal year ending December 31, 2025)

A summary of the balances of the deferred outflows / (inflows) of resources as of December 31, 2025 is as follows:

Deferred Outflows
of Resources

Deferred Inflows
of Resources

Balances by source:

Liability experience losses / (gains) 1,722,076$                (90,726)$                    
Changes in assumptions 316,000                     -                                
Investment losses / (gains) 3,007,325                  (9,225,397)                 

Total 5,045,401                (9,316,123)               

The balances as of December 31, 2025 of the deferred outflows / (inflows) of resources will be recognized in pension expense as follows:

Recognized for measurement period:

Fiscal year ending December 31, 2026 805,019$                   
Fiscal year ending December 31, 2027 (2,418,183)                 
Fiscal year ending December 31, 2028 (1,785,447)                 
Fiscal year ending December 31, 2029 (888,229)                    
Fiscal year ending December 31, 2030 16,118                       

Thereafter -                                

Amortization periods:

Assumption changes: The changes in assumptions for base year ending December 31, 2025 reflect the change from the use of the Pub-
2010 Safety Amount-Weighted Mortality Projected Generationally with Scale MP-2021 (separate employee, retiree,
contingent survivor, and disabled retiree tables and male & female tables) to the Pub-2016 Safety Amount-Weighted
Mortality Projected Generationally with Scale MP-2021 (separate employee, retiree, contingent survivor, and disabled
retiree tables and male & female tables).

The changes in total pension liability due to liability experience losses/(gains) and changes in assumptions for the
most current year have been amortized over 5.091 years, the average remaining service of all members with any
liability in the plan as of January 1, 2025. The change in net pension liability due to investment losses/(gains) has
been amortized over 5.000 years as prescribed.
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GASB Disclosure Results - Pension Trust

2016 2017 2018 2019 2021 2022 2023 2024 2025

TOTAL PENSION LIABILITY

Service cost 979,124$        1,023,466$     1,177,687$     1,227,784$     1,403,901$     1,543,619$     1,604,763$     1,831,099$     1,902,143$     
Interest 3,704,007       3,810,038       4,095,244       4,271,323       4,690,720       4,853,194       5,080,447       5,436,110       5,614,368       
Changes in plan provisions -                     18,385            -                     -                     167,535          -                     -                     -                     -                     
Difference between expected and actual experience 227,812          1,212,624       321,820          1,585,743       684,732          961,305          2,592,605       (148,772)         561,608          
Change in assumptions (544,042)         819,710          (143,815)         786,080          2,084,006       -                     3,298              -                     340,245          
Benefit payments (2,941,827)      (2,754,592)      (2,862,731)      (2,917,624)      (4,164,427)      (3,857,625)      (3,978,443)      (4,084,154)      (4,754,132)      

Net change in Total Pension Liability 1,425,074       4,129,631       2,588,205       4,953,306       4,866,467       3,500,493       5,302,670       3,034,283       3,664,232       

Total Pension Liability - BOY 55,488,546     56,913,620     61,043,251     63,631,456     70,343,985     75,210,452     78,710,945     84,013,615     87,047,898     

Total Pension Liability - EOY  (1) 56,913,620$   61,043,251$   63,631,456$   68,584,762$   75,210,452$   78,710,945$   84,013,615$   87,047,898$   90,712,130$   

PLAN FIDUCIARY NET POSITION

County contributions 1,940,126$     2,093,845$     2,230,101$     2,531,595$     2,939,071$     2,634,693$     2,717,140$     2,864,185$     3,283,951$     
Employee contributions 236,520          225,547          251,144          260,396          288,467          295,141          317,598          363,750          379,525          
Net transfers into (out of) trust -                     (64,719)           -                     -                     (10,241)           -                     (12,480)           -                     -                     
Net investment income 3,817,637       5,940,799       (2,191,813)      8,994,194       8,432,539       (10,379,072)    9,733,217       8,899,603       10,295,868     
Benefit payments (2,941,827)      (2,754,592)      (2,862,731)      (2,917,624)      (4,164,427)      (3,857,625)      (3,978,443)      (4,084,154)      (4,754,132)      
Administrative expenses (95,041)           (106,541)         (86,476)           (92,633)           (108,669)         (88,572)           (127,180)         (131,607)         (121,404)         
Other -                     64,719            -                     -                     10,241            -                     12,480            -                     -                     

Net change in Plan Fiduciary Net Position 2,957,415       5,399,058       (2,659,775)      8,775,928       7,386,981       (11,395,435)    8,662,332       7,911,777       9,083,808       

Plan Fiduciary Net Position - BOY 42,988,177     45,945,592     51,344,650     48,684,875     64,818,276     72,205,257     60,809,822     69,472,154     77,383,931     

Plan Fiduciary Net Position - EOY  (2) 45,945,592$   51,344,650$   48,684,875$   57,460,803$   72,205,257$   60,809,822$   69,472,154$   77,383,931$   86,467,739$   

Net Pension Liability (Asset) - EOY  (1) - (2) 10,968,028$ 9,698,601$   14,946,581$ 11,123,959$ 3,005,195$   17,901,123$ 14,541,461$ 9,663,967$   4,244,391$   

80.73% 84.11% 76.51% 83.78% 96.00% 77.26% 82.69% 88.90% 95.32%

Covered employee payroll 7,311,096$     8,424,630$     8,777,206$     9,600,480$     9,975,470$     10,589,482$   12,319,343$   12,690,865$   13,041,876$   

150.02% 115.12% 170.29% 115.87% 30.13% 169.05% 118.04% 76.15% 32.54%

Notes to Schedule: None

Plan Fiduciary Net Position as a percentage
      of the Total Pension Liability  =  (2) / (1)

Net Pension Liability (Asset) as a percentage
         of covered employee payroll

55.92%

Schedule of Changes in the Net Pension Liability
(for fiscal years ending December 31)

7,357,473       

57,460,803     

64,818,276$   

2020

1,346,696$     
4,588,845       

-                     

70,343,985$   

(376,230)         
(202,750)         

(3,597,338)      

1,759,223       

68,584,762     

9,881,868$     

2,637,789$     
280,093          

92.14%

5,525,709$   

-                     
8,133,836       
(3,597,338)      

(96,907)           
-                     
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GASB Disclosure Results - Pension Trust

2016 2017 2018 2019 2021 2022 2023 2024 2025

CONTRIBUTION DEFICIENCY (EXCESS)

Actuarially determined contribution  (1) 1,793,068$     1,940,644$     1,968,441$     2,244,370$     2,712,869$     2,490,949$     2,613,947$     2,772,322$     3,204,219$     
County contributions recognized  (2) 1,940,126       2,093,845       2,230,101       2,531,595       2,939,071       2,634,693       2,717,140       2,864,185       3,283,951       

Contribution deficiency (excess)  =  (1) - (2) (147,058)         (153,201)         (261,660)         (287,225)         (226,202)         (143,744)         (103,193)         (91,863)           (79,732)           

CONTRIBUTIONS AS PERCENTAGE OF PAYROLL

Covered-employee payroll  (3) 7,311,096$     8,424,630$     8,777,206$     9,600,480$     9,975,470$     10,589,482$   12,319,343$   12,690,865$   13,041,876$   

26.54% 24.85% 25.41% 26.37% 29.46% 24.88% 22.06% 22.57% 25.18%

INVESTMENT RETURNS

9.00% 13.04% (4.30%) 18.57% 13.24% (14.55%) 16.11% 13.00% 13.46%

Notes to Schedule
Valuation date:

Methods and assumptions used to determine most current contribution rate above:
Actuarial cost method
Amortization method
Remaining amortization period
Asset valuation method
Inflation
Salary Increases
Investment rate of return
Retirement Age

Mortality

Other Information:

None

Contributions recognized as a percentage
         of covered-employee payroll  =  (2) / (3)

Actuarially determined contribution rates are calculated as of January 1, two years prior to the end of the fiscal year in which contributions are reported.

Entry Age Normal Cost

Schedule of County Contributions and Investment Returns
(for fiscal years ending December 31)

2020

2,332,102$     
2,637,789       

(305,687)         

9,881,868$     

26.69%

6.50%
The earlier of 1) The later of age 55 and 20 years of service, or 2) attainment of age 60, but no earlier than one year from the
valuation date.

Pub-2010 Safety Amount-Weighted Mortality Projected Generationally with Scale MP-2021 (separate employee, retiree,
contingent survivor, and disabled retiree tables and male & female tables)

Annual money-weighted rate of return 14.32%

Level percentage of payroll, closed
20 years
5-Year Asset Smoothing, limited to 80% and 120% of market value
3.00%
4.00% average, including inflation
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ALLEN COUNTY POLICE DEPARTMENT

SUPPLEMENTAL BENEFIT TRUST

GASB Statement 67 and 68 Disclosure as of December 31, 2025

ALLEN COUNTY POLICE DEPARTMENT
SUPPLEMENTAL BENEFIT TRUST

GASB Statement 67 and 68 Disclosure as of December 31, 2025

 



GASB Disclosure Results - Benefit Plan

2024 2025
COMPONENTS OF THE PENSION EXPENSE

Service cost 159,392$            167,118$            

Interest cost 180,578              186,808              

Employee contributions N/A N/A

Projected earnings on pension plan investments (219,901)             (248,914)             

Changes in plan provisions/benefit terms -                          -                          

Administrative expenses 1,968                  2,163                  

Other changes in fiduciary net position -                          -                          

Current period recognition of deferred outflows/(inflows) of resources:

Liability experience losses/(gains) (119,185)             (134,958)             

Change in assumption(s) losses/(gains) (3,958)                 (2,717)                 

Investment losses/(gains) (29,904)               (48,431)               

Total Pension Expense (31,010)$           (78,931)$           

Development of Pension Expense
(for fiscal years ending December 31)
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GASB Disclosure Results - Benefit Plan

2024 2025
ASSETS

Cash and cash equivalents 153,865.22$       177,281.58$       

Receivables:
County contributions -                      13,501.25           
Employee contributions -                      -                      
Transfers into trust -                      -                      
Accrued interest and dividends 511.96                3,151.23             
Due from broker(s) for unsettled trades -                      -                      
Other -                      -                      

Total Receivables 511.96                16,652.48           

Investments:
Fixed income securities 1,111,773.93      1,563,826.70      
Domestic and foreign equities 2,558,105.87      2,588,760.36      
Other -                      -                      

Total Investments 3,669,879.80      4,152,587.06      

Total Assets 3,824,256.98    4,346,521.12    

LIABILITIES

Payables:
Net benefits due and unpaid/(overpaid) -                      -                      
Transfers out of trust -                      -                      
Due to broker(s) for unsettled trades -                      -                      
Other -                      -                      

Total Liabilities -                    -                    

FIDUCIARY NET POSITION RESTRICTED FOR PENSIONS 3,824,256.98$  4,346,521.12$  

Statement of Plan Fiduciary Net Position
(as of measurement date December 31)
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GASB Disclosure Results - Benefit Plan

2024 2025
ADDITIONS

County Contributions 52,968.00$         54,005.00$         
Employee Contributions N/A N/A
Transfers into trust -                      -                      

Total contributions and transfers 52,968.00           54,005.00           

Interest and Dividends 110,662.63         131,024.64         
Net increase (decrease) in fair value of investments 326,488.82         381,648.24         
Less investment expense -                      -                      

Net investment income 437,151.45         512,672.88         

Other -                      -                      

Total Additions 490,119.45       566,677.88       

DEDUCTIONS

Benefit payments 42,251.16           42,251.16           
Administrative expense 1,967.59             2,162.58             
Transfers out of trust -                      -                      
Other -                      -                      

Total Deductions 44,218.75         44,413.74         

NET INCREASE (DECREASE) IN PLAN FIDUCIARY NET POSITION 445,900.70     522,264.14     

FIDUCIARY NET POSITION RESTRICTED FOR PENSIONS

Beginning of year 3,378,356.28      3,824,256.98      

End of year 3,824,256.98$    4,346,521.12$    

Statement of Changes in Plan Fiduciary Net Position
(for fiscal years ending December 31)
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GASB Disclosure Results - Benefit Plan

PLAN DESCRIPTION

Inactive plan members or beneficiaries currently receiving benefits

Inactive plan members or beneficiaries entitled to but not yet receiving benefits

Active plan members

Total

                         - 

                    142 

                  147 

Notes to the Financial Statements
(for fiscal year ending December 31, 2025)

At December 31, 2025, Plan membership consisted of the following:

The Allen County Police Department Supplemental Benefit Trust (Plan) is a single-employer defined benefit pension plan established to provide disability,
death, and survivor/dependent benefits for a person employed by the Allen County Police Department (Employer) as a County Policeman, Sheriff, or
Deputy Sheriff with full police power (Employee), as such terms are used in Indiana Code. Indiana Code 36-8-10 Sections 14, 15, 16 and 17 grant the
authority to the Employer and a trustee to establish and amend the benefit terms to the Plan with approval of the county fiscal body. The Plan was
established on January 1, 1965 and is administered by the Committee. The composition of the Committee, according to the Plan legal document, shall
be the Sheriff and the Merit Board (the Merit Board, per IC 36-8-10-3, consists of five (5) members, three (3) members appointed by the Sheriff, and two
(2) members elected by a majority vote of the members of the county police force).  

                        5 

If a member becomes disabled after attainment of age forty-five (45) or completion of five (5) years of credited service, the Plan shall provide a monthly
benefit payable for life or until recovery from the disability. The amount of the monthly benefit shall be equal to the accrued retirement benefit, or the
employer portion of the accrued benefit if employee contributions plus interest are withdrawn, payable at normal retirement date. The participant may
elect to begin receiving the actuarial equivalent of this benefit on his disability date.

In the event a married member who has a 100% vested interest dies as a result of non-line of duty or line of duty activity prior to reaching his normal
retirement date, there shall be payable a monthly benefit equal to the greater of one thousand dollars ($1,000) or seventy-five percent (75%) of the
member's accrued monthly benefit earned as of the date of the member's death, adjusted to reflect any withdrawal of mandatory contributions plus
interest, if applicable, to such member's surviving spouse for the spouse's remaining lifetime.

In the event a married member who does not have a 100% vested interest dies as a result of non-line of duty activity prior to reaching his normal
retirement date, there shall be payable a monthly benefit of one thousand dollars ($1,000) to such member's surviving spouse for the spouse's remaining 
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GASB Disclosure Results - Benefit Plan

Notes to the Financial Statements
(for fiscal year ending December 31, 2025)

PLAN DESCRIPTION (continued)

NET PENSION LIABILITY OF THE COUNTY

Total pension liability

Plan fiduciary net position

Plan's net pension liability

Plan fiduciary net position as a percentage of the total pension liability

PENSION EXPENSE OF THE PLAN

Pension expense of -$78,931 must be recognized for the fiscal year ending December 31, 2025.  

The components of the net pension laibility of the Plan at December 31, 2025 were as follows:

The Employer intends to contribute to the Plan each year such amounts as may be required to operate the Plan on a sound actuarial basis. The minimum
annual contribution by the department must be sufficient, as determined by the pension engineers, to prevent deterioration in the actuarial status of the
trust fund during the year. According to IC 36-8-10-12(e), (i)f the department fails to make minimum contributions for three (3) successive years, the
pension trust terminates and the trust fund shall be liquidated. For the year ending December 31, 2025, the actuarially determined Employer's
contribution rate was 0.4% of annual payroll.

In addition to the surviving spouse's death benefit, a monthly benefit shall be payable on behalf of each dependent child under the age of eighteen (18)
years of such deceased member in an amount equal to two hundred dollars ($200) per month. The dependent child's monthly benefit will cease upon
the earlier of the child's eighteenth (18th) birthday or date of death.

 $       2,819,135 

         (4,346,521)

 $    (1,527,386)

154.18%

In the event an unmarried member who has a 100% vested interest dies as a result of non-line of duty or line of duty activity prior to reaching his normal
retirement date, there shall be payable a monthly benefit equal to seventy-five percent (75%) of the member's accrued monthly benefit earned as of the
date of the member's death, adjusted to reflect any withdrawal of mandatory contributions plus interest, if applicable, to such member's designated
beneficiary as a ten (10) year period certain only benefit.
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GASB Disclosure Results - Benefit Plan

ECONOMIC ASSUMPTIONS

Measurement Date

Valuation Date: Assets

Liabilities

Discount Rate:

Single Effective Discount Rate3

Expected Rate of Return on Plan Assets3

Future Salary Increases3

Inflation Rate2

Cost of Living Increase3

December 31, 2025

December 31, 2025

December 31, 2025 - Actual member census data as of December 31, 2025 was used in the
valuation.

The discount rate used to measure the total pension liability was 6.50% as of
December 31, 2025, and is equal to the long-term expected return on plan investments.
The projection cash flows used to determine the discount rate assumed that employer
contributions would be made at the actuarially calculated rate computed to prevent the
deterioration in the actuarial status of the trust. The future contribution assumption was
based upon the review of recent Employer contribution history compared to the
corresponding actuarially determined contributions. Based on this assumption, the Plan's
fiduciary net position was projected to be available to make all projected future benefit
payments of current plan members. 

6.50% per annum

6.50% per annum

4.00% per annum (For the purpose of GASB reporting, 3.00% increases due to inflation
and 1.00% due to merit/seniority.)

3.00% per annum

Not Applicable

Notes to the Financial Statements - Disclosure of Actuarial Assumptions
(for fiscal year ending December 31, 2025)
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GASB Disclosure Results - Benefit Plan

Notes to the Financial Statements - Disclosure of Actuarial Assumptions
(for fiscal year ending December 31, 2025)

DEMOGRAPHIC (AND OTHER NON-ECONONOMIC) ASSUMPTIONS

Retirement1

Termination of Employment3

Disability3

Mortality Assumption2

Line of Duty Death Assumption1

Benefit Payment Form1

Marriage3

Spouse Age3

Dependent Children3

Administrative Expense Loading1

Insurance Contract Provider

1 Represents an estimate of future experience
2 Represents actuary's observation of estimates inherent in market data
3 Represents both (1) an estimate of future experience, and (2) actuary's observation of estimates inherent in market data

Males are assumed to be two years older than females (unless provided)

Participants are assumed to have 2.5 children with an average age of 5 years.

None Assumed

Not Applicable

Benefits are assumed to commence at the earlier of 1) the later of age 55 and 20 years of
service, or 2) attainment of age 60, but no earlier than one year from the valuation date. If
later, the Sheriff is assumed to retire at the end of his four year term. DROP participants
are assumed to retire at the end of their DROP Period.

According to Sarason Table T-2

According to 150% of 1964 OASDI Disability Experience Table

Pub-2016 Safety Amount-Weighted Mortality Projected Generationally with Scale MP-2021
(separate employee, retiree, contingent survivor, and disabled retiree tables and male &
female tables)

100% of benefits are assumed payable as a single life annuity

100% of participants are assumed to be married when the participant dies

100% of active participant deaths are assumed to occur in line of duty
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GASB Disclosure Results - Benefit Plan

SENSITIVITY OF THE NET PENSION LIABILITY TO CHANGES IN THE DISCOUNT RATE

Current
Discount Rate

(6.50%)

1% Increase
(7.50%)

Total Pension Liability (TPL) 2,819,135$         2,502,949$         

Plan Fiduciary Net Position (FNP) 4,346,521           4,346,521           

Net Pension Liability (Asset)  =  (TPL) - (FNP) (1,527,386)$      (1,843,572)$      

4,346,521           

(1,148,324)$      

Notes to the Financial Statements - Discount Rate Sensitivity
(for fiscal year ending December 31, 2025)

1% Decrease
(5.50%)

3,198,197$         

The following presents the net pension liability of the Allen County Police Department Supplemental Benefit Trust, calculated using the 
discount rate of 6.50%, as well as what the Allen County Police Department Supplemental Benefit Trust's net pension liability would be if it were 
calculated using a discount rate that is 1-percentage-point lower (5.50%) or 1-percentage-point higher (7.50%) than the current rate:
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GASB Disclosure Results - Benefit Plan

Initial Balance
Initial Amortization

Period Annual Recognition
December 31, 2025

Balance

LIABILITY EXPERIENCE LOSSES / (GAINS)

Base for year ending December 31, 2025 (229,812)$                  9.150 (25,116)$                    (204,696)$                  
Base for year ending December 31, 2024 (209,587)                    9.247 (22,665)                      (164,257)                    
Base for year ending December 31, 2023 (173,093)                    9.127 (18,965)                      (116,198)                    
Base for year ending December 31, 2022 (96,281)                      9.156 (10,516)                      (54,217)                      
Base for year ending December 31, 2021 (142,767)                    8.811 (16,203)                      (61,752)                      
Base for year ending December 31, 2020 (231,511)                    8.443 (27,420)                      (66,991)                      
Base for year ending December 31, 2019 (198,250)                    8.651 (22,916)                      (37,838)                      
Base for year ending December 31, 2018 (132,531)                    8.963 (14,786)                      (14,243)                      
Base for year ending December 31, 2017 234,333                     8.897 23,629                       -                                

CHANGES IN ASSUMPTIONS

Base for year ending December 31, 2025 7,523$                       9.150 822$                          6,701$                       
Base for year ending December 31, 2024 -                                9.247 -                                -                                
Base for year ending December 31, 2023 2,578                         9.127 282                            1,732                         
Base for year ending December 31, 2022 -                                9.156 -                                -                                
Base for year ending December 31, 2021 49,185                       8.811 5,582                         21,275                       
Base for year ending December 31, 2020 (3,195)                        8.443 (378)                           (927)                           
Base for year ending December 31, 2019 (75,009)                      8.651 (8,671)                        (14,312)                      
Base for year ending December 31, 2018 5,109                         8.963 570                            549                            
Base for year ending December 31, 2017 (9,204)                        8.897 (924)                           -                                

INVESTMENT LOSSES / (GAINS)

Base for year ending December 31, 2025 (263,759)$                  5.000 (52,752)$                    (211,007)$                  
Base for year ending December 31, 2024 (217,251)                    5.000 (43,450)                      (130,351)                    
Base for year ending December 31, 2023 (278,899)                    5.000 (55,780)                      (111,559)                    
Base for year ending December 31, 2022 690,235                     5.000 138,047                     138,047                     
Base for year ending December 31, 2021 (172,472)                    5.000 (34,496)                      -                                

Total (186,106)$                (1,020,044)$             

Notes to the Financial Statements - Deferred Outflows / Inflows of Resources
(for fiscal year ending December 31, 2025)

At December 31, 2025, the deferred outflows / (inflows) of resources based on obligations for the Plan are as follows:
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GASB Disclosure Results - Benefit Plan

Notes to the Financial Statements - Deferred Outflows / Inflows of Resources
(for fiscal year ending December 31, 2025)

A summary of the balances of the deferred outflows / (inflows) of resources as of December 31, 2025 is as follows:

Deferred Outflows
of Resources

Deferred Inflows
of Resources

Balances by source:

Liability experience losses / (gains) -$                              (720,192)$                  
Changes in assumptions 30,257                       (15,239)                      
Investment losses / (gains) 138,047                     (452,917)                    

Total 168,304                   (1,188,348)               

The balances as of December 31, 2025 of the deferred outflows / (inflows) of resources will be recognized in pension expense as follows:

Recognized for measurement period:

Fiscal year ending December 31, 2026 (173,793)$                  
Fiscal year ending December 31, 2027 (287,121)                    
Fiscal year ending December 31, 2028 (195,304)                    
Fiscal year ending December 31, 2029 (137,523)                    
Fiscal year ending December 31, 2030 (76,158)                      

Thereafter (150,145)                    

Amortization periods:

Assumption changes: The changes in assumptions for base year ending December 31, 2025 reflect the change from the use of the Pub-
2010 Safety Amount-Weighted Mortality Projected Generationally with Scale MP-2021 (separate employee, retiree,
contingent survivor, and disabled retiree tables and male & female tables) to the Pub-2016 Safety Amount-Weighted
Mortality Projected Generationally with Scale MP-2021 (separate employee, retiree, contingent survivor, and disabled
retiree tables and male & female tables).

The changes in total pension liability due to liability experience losses/(gains) and changes in assumptions for the
most current year have been amortized over 9.15 years, the average remaining service of all members with any liability
in the plan as of January 1, 2025. The change in net pension liability due to investment losses/(gains) has been
amortized over 5.000 years as prescribed.
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GASB Disclosure Results - Benefit Plan

2016 2017 2018 2019 2021 2022 2023 2024 2025

TOTAL PENSION LIABILITY

Service cost 83,300$          87,624$          118,463$        125,970$        128,043$        137,957$        143,198$        159,392$        167,118$        
Interest 125,214          127,583          155,722          161,773          157,708          161,982          172,814          180,578          186,808          
Changes in plan provisions -                     10,367            -                     -                     -                     -                     -                     -                     -                     
Difference between expected and actual experience (110,212)         234,333          (132,531)         (198,250)         (142,767)         (96,281)           (173,093)         (209,587)         (229,812)         
Change in assumptions (2,828)             (9,204)             5,109              (75,009)           49,185            -                     2,578              -                     7,523              
Benefit payments (64,781)           (64,661)           (64,661)           (64,601)           (51,439)           (42,251)           (42,251)           (42,251)           (42,251)           

Net change in Total Pension Liability 30,693            386,042          82,102            (50,117)           140,730          161,407          103,246          88,132            89,386            

Total Pension Liability - BOY 1,806,821       1,837,514       2,223,556       2,305,658       2,236,234       2,376,964       2,538,371       2,641,617       2,729,749       

Total Pension Liability - EOY  (1) 1,837,514$     2,223,556$     2,305,658$     2,255,541$     2,376,964$     2,538,371$     2,641,617$     2,729,749$     2,819,135$     

PLAN FIDUCIARY NET POSITION

County contributions 93,510$          86,292$          81,356$          155,497$        120,135$        72,352$          49,920$          52,968$          54,005$          
Employee contributions N/A N/A N/A N/A N/A N/A N/A N/A N/A
Net transfers into (out of) trust -                     -                     -                     -                     -                     -                     -                     -                     -                     
Net investment income 141,729          238,410          (86,368)           377,734          371,303          (471,636)         467,900          437,152          512,673          
Benefit payments (64,781)           (64,661)           (64,661)           (64,601)           (51,439)           (42,251)           (42,251)           (42,251)           (42,251)           
Administrative expenses (947)                (1,062)             (1,146)             (1,241)             (1,728)             (1,644)             (1,682)             (1,968)             (2,163)             
Other -                     -                     -                     -                     -                     -                     -                     -                     -                     

Net change in Plan Fiduciary Net Position 169,511          258,979          (70,819)           467,389          438,271          (443,179)         473,887          445,901          522,264          

Plan Fiduciary Net Position - BOY 1,646,243       1,815,754       2,074,733       2,003,914       2,909,377       3,347,648       2,904,469       3,378,356       3,824,257       

Plan Fiduciary Net Position - EOY  (2) 1,815,754$     2,074,733$     2,003,914$     2,471,303$     3,347,648$     2,904,469$     3,378,356$     3,824,257$     4,346,521$     

Net Pension Liability (Asset) - EOY  (1) - (2) 21,760$        148,823$      301,744$      (215,762)$     (970,684)$     (366,098)$     (736,739)$     (1,094,508)$  (1,527,386)$  

98.82% 93.31% 86.91% 109.57% 140.84% 114.42% 127.89% 140.10% 154.18%

Covered employee payroll 7,311,096$     8,424,630$     8,777,206$     9,600,480$     9,975,470$     10,589,482$   12,319,343$   12,690,865$   13,041,876$   

0.30% 1.77% 3.44% (2.25%) (9.73%) (3.46%) (5.98%) (8.62%) (11.71%)

Notes to Schedule:

Plan Fiduciary Net Position as a percentage
      of the Total Pension Liability  =  (2) / (1)

Net Pension Liability (Asset) as a percentage
         of covered employee payroll

(6.81%)

Schedule of Changes in the Net Pension Liability
(for fiscal years ending December 31)

2020

121,594$        
158,106          

-                     
(231,511)         

(3,195)             
(64,301)           

(19,307)           

2,255,541       

2,236,234$     

162,244$        
N/A

-                     
341,484          
(64,301)           

(1,353)             
-                     

438,074          

2,471,303       

2,909,377$     

(673,143)$     

130.10%

9,881,868$     
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GASB Disclosure Results - Benefit Plan

2016 2017 2018 2019 2021 2022 2023 2024 2025

CONTRIBUTION DEFICIENCY (EXCESS)

Actuarially determined contribution  (1) 93,510$          86,292$          81,356$          155,497$        120,135$        72,352$          49,920$          52,968$          54,005$          
County contributions recognized  (2) 93,510            86,292            81,356            155,497          120,135          72,352            49,920            52,968            54,005            

Contribution deficiency (excess)  =  (1) - (2) -                     -                     -                     -                     -                     -                     -                     -                     -                     

CONTRIBUTIONS AS PERCENTAGE OF PAYROLL

Covered-employee payroll  (3) 7,311,096$     8,424,630$     8,777,206$     9,600,480$     9,975,470$     10,589,482$   12,319,343$   12,690,865$   13,041,876$   

1.28% 1.02% 0.93% 1.62% 1.20% 0.68% 0.41% 0.42% 0.41%

INVESTMENT RETURNS

8.59% 13.17% (4.24%) 18.61% 12.70% (14.11%) 16.08% 12.91% 13.34%

Notes to Schedule
Valuation date:

Methods and assumptions used to determine most current contribution rate above:
Actuarial cost method
Amortization method
Remaining amortization period
Asset valuation method
Inflation
Salary Increases
Investment rate of return
Retirement Age

Mortality

Other Information:

None

Contributions recognized as a percentage
         of covered-employee payroll  =  (2) / (3)

Actuarially determined contribution rates are calculated as of January 1, two years prior to the end of the fiscal year in which contributions are reported.

Schedule of County Contributions and Investment Returns
(for fiscal years ending December 31)

2020

162,244$        

Annual money-weighted rate of return 13.70%

162,244          

-                     

9,881,868$     

1.64%

Pub-2010 Safety Amount-Weighted Mortality Projected Generationally with Scale MP-2021 (separate employee, retiree,
contingent survivor, and disabled retiree tables and male & female tables)

Aggregate
Not Applicable
Not Applicable
5-Year Asset Smoothing, limited to 80% and 120% of market value
3.00%
4.00% average, including inflation
6.50%
The earlier of 1) The later of age 55 and 20 years of service, or 2) attainment of age 60, but no earlier than one year from the
valuation date.
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	Police Pension Report

	Current Position Title: Confinement Officer
	Requested Position Title: Confinement Officer
	Current Pay Classification: Safety C III
	Requested Pay Classification: 
	Appropriation Line Number or first 10 digits: 100-5201-421
	Date Submitted to Human Resources: 02/05/2026
	Textfield: The Sheriff's Department respectfully submits this request to be considered for an increase in additional staffing of Confinement Officers in preparation for the opening of the new correctional facility currently scheduled for completion in late 2027.

At present, the department is approved for the staffing of 172 Confinement Officers, which is nearly met. In anticipation of the operational demands associated with the new facility and to continue our hiring efforts without delay, we are requesting authorization to add a minimum of ten (10) additional Confinement Officer positions, increasing the total staffing level to 182. The staffing analysis conducted by the ISA for the new facility to be safely operated is set at 211 Confinement Officers.

Additionally, early authorization of these positions will help mitigate overtime demands, support officer safety, maintain compliance with staffing standards, and promote continuity of operations during the transition period.

Thank you for your consideration of this request. Please notify us if any additional information is required.
	CheckBox1: Yes
	CheckBox2: Off
	CheckBox3: Off
	Text4: 
	Text5: 0
	CheckBox6: Off
	CheckBox7: Yes
	CheckBox8: Off
	CheckBox9: Yes
	CheckBox10: Off
	CheckBo11: Yes
	CheckBox12: Yes
	CheckBox13: Off
	CheckBox14: Off
	CheckBox15: Yes
	CheckBox16: Yes
	CheckBox17: Off
	Job Title: Information Systems Coordinator
	Department: Health Department
	Employee Name if applicable: N/A
	Supervisor Name: Household Hazardous Waste Coordinator
	Current Classification if applicable: N/A
	Current Pay Grade if applicable: N/A
	Classification: Labor
	Pay Grade: D05
	CommentsKey Decision Points: License required within one year of hire and not as minimum hiring requirement. License was excluded in the scoring.

As per the desk audit, it's been determined that this position requires to operate equipment such as forklift, BobCat independently. Supervisor is involved if issues need to be escalated.
 
This role handles dangerous chemicals and acids that needs to be handled with care. Chemicals may lead to severe health risks or death.
	Who was InvolvedJob Analysis Questionnaire JAQ: Mindy Waldron, Department Administrator
	Date Submitted  CompletedJob Analysis Questionnaire JAQ: 3/3/2026
	Who was InvolvedDesk Audit Questionnaire and Virtual Meeting with the Department: Patrick McKenna, Compensation Consultant
	Date Submitted  CompletedDesk Audit Questionnaire and Virtual Meeting with the Department: 3/17/2026
	Who was InvolvedTwo NFP Team Members Independently Evaluate the Position for Classification: Patrick McKenna, Compensation Consultant
	Date Submitted  CompletedTwo NFP Team Members Independently Evaluate the Position for Classification: 10/31/2025
	Who was InvolvedMarket Compensation Benchmark Completed: Patrick McKenna, Compensation Consultant
	Date Submitted  CompletedMarket Compensation Benchmark Completed: 3/17/2026
	Who was InvolvedJob Description is Drafted and Finalized: Allen County Human Resources
	Date Submitted  CompletedJob Description is Drafted and Finalized: TBD
	Date Submitted  CompletedPersonnel Committee: 


