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Award Type: Agenda Item

Is a Board Meeting Date

Requested?

Yes

Requested Board Meeting Date: 03/24/2026

Project Title / Description: Classification and Compensation Matters - New Job Classification

Agenda Item Report

Introduction / Background: The Human Resources Department has created a new job classification to be added 

to our Classification System.

Discussion: The Clerk of the Board is reorganizing its internal structure to better reflect the 

specialized statutory and administrative responsibilities of the office. The proposed 

new job classifications will establish role‑specific titles that accurately define the 

essential functions performed within the Clerk of the Board’s Office.

Conclusion: The proposed new job classifications will provide an accurate description of the work 

assigned to the positions within the department. Furthermore, the proposed new job 

classifications have been assigned a salary grade appropriate to the body of work 

inherent to the positions and the qualifications required to perform them.

Recommendation: It is recommended the following job classifications be approved for use within the 

County’s classification system: 

Class Code: 2119, Class Title: Clerk of the Board Administrative Services Manager, 

Pay Grade: 14, Salary Range: $63,544.00 - $88,961.60, EEO Code: 2 

(Professional), FLSA Code: Exempt (not paid overtime).

Class Code: 2120, Class Title: Public Records Manager, Pay Grade: 14, Salary 

Range: $63,544.00 - $88,961.60, EEO Code: 2 (Professional), FLSA Code: Exempt 

(not paid overtime).

Class Code: 6121, Class Title: Clerk of the Board Coordinator, Pay Grade: 11, 

Salary Range: $54,891.20 - $76,856.00, EEO Code: 2 (Professional), FLSA Code: 

Exempt (not paid overtime)

Class Code: 6122, Class Title: Clerk of the Board Specialist, Pay Grade: 07, Salary 

Range: $46,134.40 - $62,233.60, EEO Code: 6 (Administrative Support), FLSA 

Code: Non-Exempt (paid overtime).

Submission ID: ae61a278-19a0-4299-bafb-9bf8e92bf4fc Receipt ID: 41cec6e9-1fc2-4bd4-8abe-3e05044a5b23 Page 1/2



Fiscal Impact: The creation of these new classifications has no immediate cost impact to the 
County as any additional costs incurred in hiring a positions allocated to the 
classification will be borne by the user dep,;1rtment from within their current budget. 
Cost impact in future budget years will be planned for by the user department 
through the County's normal budget process. 

Support of Prosperity Initiative: NIA 

Provide information that explains NIA 
how this activity supports the 
selected Prosperity Initiative 

Board of Supervisor District: • 1 
• 2 
• 3 
• 4 
• 5 

Department: Human Resources 

Name: Autumn O'Connor 

Telephone: 520-724-8672 

Deputy County Administrator Signature:-~....,...,.~-=-..... -~.._-....,..-=-,~---------­

County Administrator Signature:----~----------------

Submission ID: bbaf578f-25bb-4723-8f67-115cfae06d06 Receipt ID: 3AVUVKCJ 

Date: 

Date: 2,..-.2-,6 .... W 
Date: zt,z.gl"'ZOZL, 
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IDENTIFICATION 

CLASSIFICATION CODE 

2119 

TITLE 

Clerk of the Board Administrati ve Servi ces 
Manager 

STRUCTURE AND GRADE 

14 

FLSA STATUS 

Exempt 

PIMA COUNTY 

The Clerk of the Board Administrative Services Manager manages, plans and 
coordinates the administrative functions of the Clerk of the Boards Office and 
assists direc tly in supporting the official meetings of the Board of Superv isors. 
Act in absence, or on behalf of, the Clerk of the Board or the Deputy Clerk of 
the Board to faci litate and execute the performance, the duties and functions of 
the office of the Clerk of the Board, as prescribed in A.R.S. § I 1-24 1, and work 
close ly with the Clerk of the Board to faci litate effective communications 
under limited supervi sion . Areas of assignm ent may include, but are not 
limited to, budget, finance, purchasing, personnel, and training or other 
administrat ive or support functions. 

Thi s classificat ion is in the unclass ified service and is exempt from th e Pima 
County Merit System Rules. 

ESSENTIAL FUNCTIONS 

As defin ed under the Americans with Disabilities Act, thi s class ification may include any of the fo llowing tasks, knowl edge, skill s, 
and other characteristics. This li st is ILLUSTRATfV E ONLY and is not a comprehensive li sting of all function s and tasks performed 
by incumbents of this class. Work ass ignm ents may va ry depending on the department 's need and will be communicated to the 
app licant or incumbent by the superv isor. 

• Superv ises the preparation and post ing of Board of Superv isors agendas in compliance with the Open Meet ing Law, takes 
meeting minutes/transcription, and oversees the preparation and process ing of a ll documents related to official Board of 
Supervisors' actions; 

• Represents the Clerk 's office during Board of Supervisors Meetings, and may be gra nted authority to help support any issues 
that may arise during that time; 

• Coordinates and supervi ses se lected fun ctions in support of the Clerk of the Board and the Board of Supervi sors including 
processing of Bingo, Fireworks permits and Liquor License app licati ons in the Coun ty and process ing of all Notice of Claims 
and Lawsuits; 

• Provides comprehensive admini strative support for the Clerk's offi ce including screening communications and initiating 
appropriate acti on/response, recording and transcrib ing dictation, and preparing, ed iting, or proofreading a wide range of 
documentation ; 
Assists with the deve lopment and implementation of operat ions and spec ial proj ects, manages and plans admini strative suppo1i 
services or operati ons, including fi sca l and genera l ad mini strative functi ons and manages the acquisition, storage and 
di stribution of supplies and equipment; 

• Deve lops or partic ipates in the deve lopment of departm ental policies and procedures, implem ents them \Vithin the ass igned 
area, and interprets exist in g and proposed new or changed rules, regulations or operat ional procedures to assess their impact 
and recommends changes to management; 

• Deve lops and implements new procedures fo r both short- and long- term plans to improve effici ency, producti vity and operating 
economy of areas of ass ignm ent; 

• Prov ides input to and ass ists in the deve lopment and design of automated information systems; 
Coordinates the collection, reporting and docum entation of data fo r assigned act ivities and composes and writes reports 
concerning activities of areas of ass ignment; 
Oversees the development, submiss ion , maintenance and archiving of Coun ty/state/ fede ral-mandated reports, forms, and 
records and establi shes and maintains spec iali zed reference fi les and reference material s: 

• Directs forma l training and development programs for assigned staft~ County employees, or communi ty or pub li c interest 
gro ups; 
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PIMA COUNTY 

2119 - Clerk of the Board Administrative Services Manager 

• Supervises, trains and eva luates support staff, coordinates the act ivities of area of ass ignment and reviews the work of staff to 
ensure accuracy of docum ents and adherence to policy; 
Represents the department/divi sion by in teracting with vari ous County, federa l, and state departments, agenc ies, pri vate 
industry, contractors, and public committees to ass ist in accomplish ing department and unit goa ls. 

MINIMUM QUALIFICATIONS 

I.) A Bachelor 's degree from an accredited co llege or uni vers ity with a major in public or business adm inistration/management, 
purchasing, materi al management, accounting, occupationa l training, engineering or a related fi eld as determined by the 
department head at the time of recruitment and three years of supervisory experience in public or business admini stration or in 
one of the identifi ed fields. 
(Re levant experience and/or ed ucation from an accredited co llege or uni vers ity may be substituted.) 

OR 
2 .) Four years of professiona I leve l experi ence as an Adm ini strative Spec iali st lII, CI erk of the Board Coordinator or another 
similar level lead, coord inator or supervi sory level positi on as determined by the department head at the time of recruitment. 

LICENSES AND CERTIFICATES 

Some positions require a va lid Arizona Class D driver license 
at the time of applicat ion or appointment. Failure to maintain 
the required licensure sha ll be grounds for termination . 

SELECTION PROCEDURE 

Pima County Human Resources Department reserves the 
right to admit to the se lection process on ly those candidates 
that meet the minimum qualifications. All app lications will be 
assessed based on an eva luation of the I isted ed ucation and 
experience. The hiring authority will interview and se lect the 
successful candidate from a referral li st provided by Hum an 
Resources. Add itional assessments/testing may be required as 
pari of the se lect ion process. 

PHYSICAL/ SENSORY WORK REQUIREMENTS 

Physica l and sensory work requirements will be determined by 
position . 

This position will require the employee to work evenings, at least 
twice each month . 

Pima County Government is an Equal Employment 
Opportunity employer. We are comm itted to an inclusive and 
diverse workforce and will not discriminate in employment 
opportun ities or practices on th e basis of race, co lor, religion, 
nat ional origin, age, di sabili ty, gender, sexual orientation, 
kinship, political in terest, or any other characterist ic protected 
by law. 

Working Conditions wi ll be determined by positi on. 
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IDENTIFICATION 

CLASSIFICATION CODE 

2120 

TITLE 

Pub! ic Records Manager 

STRUCTURE AND GRADE 

14 

FLSASTATUS 

Exempt 

PIMA COUNTY 

2120 - Public Records Mana 

The Public Records Manager oversees, coordinates, and monitors the 
admini strative and operational functions of Pima County's Public Records 
Requests Program. 

This classification is in the unclass ifi ed service and is exempt from the Pima 
County Merit System Rules. 

ESSENTIAL FUNCTIONS 

As defined under the Americans with Disabilities Act, this classification may include any of the following tasks, knowledge, skill s, 
and other characteristics. This li st is ILLUSTRATIVE ONLY and is not a comprehensive li sting of all function s and tasks performed 
by incumbents of thi s class. Work assignments may vary depending on the depaitment's needs and will be communicated to the 
applicant or incumbent by the superv isor. 

• Responsible for process ing and maintaining Public Records Requests; 
• Manages, trains, and evaluates staff; assigns work, sets priorities, and partic ipates in recruitment and selection processes; 
• Collaborates with Department leadership to develop and implement the Public Records Requests program goa ls, objectives, 

and performance standards; 
• Ensures the security, integrity, and confidentiality of all records and infonnation handl ed by the program; 
• Manages and conducts searches of physical and electronic records to locate, retrieve, validate, o r transmit information to 

authorized individua ls and agencies; 
• Interprets, mo nitors, and app lies program-specific legis la tion, ensuring full compliance with federa l, state, and county 

regulations; 
• Directs staff training on records creation, maintenance, reten tion, and disposition practices; 
• Assists management in developing the program budget and oversees the monitoring and administration of program 

expenditures; 
• Responds to public inquiries and complaints related to Public Records Requests Program activities, refetTing issues to 

departm ental leadership when appropriate; 
• Manages Public Records Requests Program operations with other departments, leadership, and internal stakeholders to 

ensure consistent practices and serv ice de livery; 
• Develops, updates, and implements policies, procedures, and manuals re lated to records management and public records 

processes; 
• Prepares routine and specia lized program reports for federal, state, and county agencies; 
• Analyzes operational data and prepares activi ty reports, metrics, and statisti ca l summ a ri es for management rev iew; 
• Maintains close collaboration with departmental and county IT teams to support electronic records systems and 

technology-based program functions. 
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PIMA COUNTY 

2120 - Public Records Mana 

1.) A Bachelor' s degree from an accredited college or uni vers ity with a major in information management, publ ic or business 
admini strat ion, or a related field determined by the department head at the time of recruitment AND four years of experience 
coordinat ing, monitoring, and/or administering public records req uest act iviti es o r providing professional leve l administrati ve 
support fo r a program or spec ialized work un it. 
(Relevant expe rience and/or education from an acc red ited college or university may be subst ituted.) 

OR: 
2.) Four years with Pima Coun ty in a Records Management Coord inator, Administrative Speciali st TU, position or another closely 

related position as determ ined by the depa1iment head at the time of recruitment. experience. 

Some positions req uire a valid Ar izona C lass D driver license None 
at the time of application or appo intment. Fai lure to obtain/ 
maintain the required licensure sha ll be grounds for 
termination. 

SELECTION PROCEDURE 

Pima County Human Resources Depaiiment reserves the 
right to admit to the selection process only those candidates 
that meet the minimum qua lifications. A ll app licat ions wi ll be 
assessed based on an eva luation of the li sted educat ion and 
experience. The hiring authority will interview and se lect the 
successful candidate from a referral li st provided by Human 
Resources. Add itiona l assessments/testing may be required as 
part of the select io n process. 

PHYSICAL/ SENSORY WORK REQUIREMENTS 

Physical and sensory requirements will be determined by 
position. 

Pima County Government is an Equal Employment 
Opportunity employer. We are comm itted to an inclusive and 
diverse workforce and will not discriminate in emp loyment 
opportunities or practices on the basis of race, co lor, religion, 
nationa l origin, age, disability, gender, sexua l orientation, 
kinship, political interest, or any other characteri st ic protected 
by law. 

Working condi tions will be determined by position . 
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CLASSIFICATION CODE 

6121 

TITLE 

C lerk of the Board Coordinator 

STRUCTURE AND GRADE 

11 

FLSASTATUS 

Exempt 

PIMA COUNTY 

6121 -Clerk of the Board Coordinator 

The Clerk of the Board Coordinator is a senior-level position providing 
complex professional administrative support to the Clerk of the Board's Office 
and assists directly in supporting the official meetings of the Board of 
Supervi sors. Performs complex projects, analyzing data, maintaining 
administrative policies and procedures and representi~1g the department in 
various capac ities and may be responsbile for traning and mentoring junior 
administrative staff and serving as a resource for reso lving complex 
administrative issues. Facilitates and executes the performance, duties and 
functions of the office of the Clerk of the Board as prescribed in A.R .S. § I 1-
241. Works closely with the Clerk of the Board Administrative Services 
Manager to facilitate effective communications under limited supervision. 

ESSENTIAL FUNCTIONS 

As defined under the Americans with Disabilities Act, this class ification may include any of the following tasks, knowledge, skills, 
and other characteristics. This list is ILLUSTRA TNE ONLY and is not a comprehensive listing ofall function s and tasks performed 
by incumbents of this class. Work ass ignm ents may vary depending on the department's needs and will be communicated to the 
applicant or incumbent by the supervi sor. 

• Prepares agendas in compliance with the Open Meeting Law, takes meeting minutes/transcription for Board of Supervisors' 
meetings, and prepares and processes al I docum ents related to the official actions of the Board of Supervisors; 

• Represents C lerk 's Office during Board of Supervisors Meetings and may be granted authority to help support any issues that 
may arise during the meet ings; 

• Processes Bingo, Fireworks permits, and Liquor License applications in the County, and rece ives and processes all Notice of 
C laims and Lawsuits for the County; 

• Provides administrative support for the C lerk' s office; screens telephone calls, mail , e-mail, and other communications and 
initiates appropriate action/response; records and transcribes dictation; types, composes, edits, or proofreads various 
documentation, and provides administrative support, as needed, to the district offices of the Board of Supervisors; 
Maintains the li st of Boards, Commissions and Committees (BCC), prepares monthly updates and quarterly vacancy/term 
expiration reports to the Board of Superv isors, updates systems and websites and provides training to BCC Coordinators; 

• Record retention coordinator duties, inc luding keeping records, filing and preserving mater ia l, files all other official documents 
maintained by the C lerk of the Board pe1i aining to actions taken by the Board of Superv isors in accordance with reten tion 
guidelin es of the County Records Program and the Arizona State Library Archives; 
Provides leadership to admini strative staff while performing comp lex administrative services of a spec ia lized nature to a 
department, divis ion, or program within Pima County; 

• Performs research, prepares written reports and recommendations and informs management of issues, concerns and problems 
of spec ialized work unit; 

• Provides information, status, and recommendations to department directors, di vis ion managers and profess ional staff regard ing 
area of assignment and responds to pub I ic inquiries interpreti ng work unit and county polici es and procedures; 

• Ensures work unit policies, procedures and activiti es com ply with app licable federal/state statutes and regulations and coun ty 
policy; 

• Represents work unit at various meetings, confe rences, or on comm ittees and provides specia li zed expert ise related to area of 
assignment; 

• Develops, maintains and manages databases using automated informat ion systems and comp iles/rev iews/monitors info rm at ion 
for reporting purposes; 

• Estab li shes and mainta ins spec ia li zed reference fil es and reference mater ial s. 
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PIMA COUNTY 

6121 -Clerk of the Board Coordinator 
MINIMUM QUALIFICATIONS 

I) A Bache lor' s Degree from an accredited co llege or university wi th a major in publi c administration, business admini stration, 
management, or a closely re lated fi e ld as determined by the departm ent head at the tim e of recruitment. 
(Re levant experience and/or education from an acc redited co llege o r uni vers ity may be substituted.) 

OR: 
2) Two years with Pima Coun ty as an Administrative Spec ia list I or C lerk of the Board Spec ia li st, o r another c losely related 

profess ional administrati ve c lass ification. 

LICENSES AND CERTIFICATES 

Some positi ons require a valid Arizona C lass D driver license 
at the tim e of application or appointment. Failure to mainta in 
the required licensure shall be grounds fo r termination. 

SELECTION PROCEDURE 

Pima Co un ty Human Resources Department reserves the 
ri ght to admit to the se lection process only those candidates 
that meet the minimum qua lifications. A ll applications will be 
assessed based on an evaluation of the li sted education and 
experience. The hiring authori ty w ill interview and se lect the 
successful candidate from a referra l li st prov ided by Hum an 
Resources . Additional assessments/testing may be required as 
part of the selecti on process . 

PHYSICAL I SENSORY WORK REQUIREMENTS 

Phys ica l and sensory requirements will be determined by 
pos iti on. 

The pos ition will require employees to work evenings, at least 
tw ice each month. 

Pima County Government is an Equal Employment 
Opportunity employer. We are committed to an inclus ive and 
diverse workforce and will not di scriminate in employment 
opportunities or practices on th e basis of race, co lor, re lig ion, 
national orig in, age, di sa bili ty, gender, sexua l orientation, 
kinship, political in terest, or any other characteri sti c protected 
by law. 

Working conditio ns will be determined by pos ition. 
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CLASSIFICATION CODE 

6122 

TITLE 

C lerk of the Board Specialist 

STRUCTURE AND GRADE 

07 

FLSASTATUS 

Non Exempt 

PIMA COUNTY 

6122 - Clerk of the Board S 

The Clerk of the Board Specialist provides profess ional administrative support 
to the Clerk of the Board 's Office. Assists directly in supporting the official 
meetings of the Board of Supervisors, prepares and mainta ins the official 
records of all actions and proceedings. Facilitates and executes the 
performance, duties and function s of the office of the Clerk of the Board as 
prescribed in A.R. S. § 11-24 1. Works closely with the Clerk of the Board 
Administrative Services Manager to facilitate effective communications under 
limited supervision. 

ESSENTIAL FUNCTIONS 

As defined under the Americans with Di sabilities Act, this classification may include any of the following tasks, knowledge, skills, 
and other characteristics. This list is ILLUSTRATIVE ONLY and is not a comprehensive li sting of all function s and tasks perform ed 
by incumbents of this class. Work ass ignments may vary depending on the department' s needs and will be communicated to the 
applicant or incumbent by the supervi sor. 

• Prepares agendas in compliance with the Open Meeting Law, takes meeting minutes/transcripti on for Board of Supervi sors ' 
meetings, and prepares and processes all docum ents related to the official actions of the Board of Superv isors; 

• Represents the C lerk 's office during Boa rd of Supervisors Meetings and may be granted authority to help support any issues 
that may arise during the meetings; 
Processes Bingo, Firevvorks permits, and Liquor License applications in the Coun ty, and receives and processes all Notice of 
C la ims and Lawsuits for the County; 

• Assist in the process ing and maintaining of Public Records Requests ; 
• Prov ides administrative support for the C lerk' s office; screens telephone calls , mail , e-mail , and other communications and 

initiates appropriate action/response; records and tran scribes dictation ; ty pes, composes, edits, or proofreads various 
documentation, and provides ad ministrative support, as needed, to the district offices of the Board of Supervisors; 

• Coordinates unit activity with other departmenta l di vis ions and County departments or outside agencies directly or through 
assigned staff, and acts as an interna l departmenta l coordinator for suppo1t activities such as agenda submi ss ions and progra m 
specific functions; 

• Responds to public and staff inquiries and provides information or reso lves problems which require explanation or application 
of departmental or program rules and po lic ies , o r refers questions to appropriate staff; 
Coordinates, schedules and organizes unit, program, or departmental calendars and meetings, and establishes and maintains 
spec ialized reference files and reference materials; 

• Leads and participates in the preparation and process ing of accounting docum entation such as requi s iti ons, purchase orders, 
claims and fund transfers; 
Creates, ma intains, and/or directs the maintenance of spec ialized databases including inputting and retrieving data and 
producing complex computer-based reports; 
Researches, compiles and perform s initia l analysis of infomrntion, and pre pares routine, recurring and spec ial reports, 
correspondence, memoranda, personne l forms, operations manual s and other documents for supervi sory rev iew and approval 
inc luding compiling infonnation used in reports on program activities; 
Co nducts and docum ents confidential or sensiti ve inquiries for management and mainta ins appropriate security and 
confidentiality of information encountered or created. 

Page l of2 



PIMA COUNTY 

6122 - Clerk of the Board S 

1) Assoc iate's Degree from an acc redited college or uni vers ity in one of the follow ing di sciplines: public administration, 
business administration, management, or a c lose ly related fi e ld as determined by the de partm ent head at the tim e of 
recruitment. (Relevant expe rience and/or education from an accredited college o r univers ity may be substituted.) 

OR: 
2) O ne year with Pima Coun ty as an Admini strati ve Ass istant III , Admini strative Spec iali st I, or another c losely related 

profess ional administrative c lass ification. 

LICENSES AND CERTIFICATES 

Some pos itions require a valid Arizona C lass D driver license 
at the tim e of application or appointment. Failure to mainta in 
the required licensure sha ll be grounds fo r termination. 

SELECTION PROCEDURE 

Pima County Human Resources Departm ent reserves the 
ri ght to admit to the selectio n process only those candidates 
that meet the minimum qua lifications. A ll applications w ill be 
assessed based on an evaluation of the li sted education and 
experience. The hirin g autho ri ty will interview and select the 
successful candidate from a referra l li st prov ided by Human 
Resources . Additiona l assessments/test ing may be required as 
part of the selection process. 

Phys ica l and sensory requirements will be detennined by 
pos ition. 

The position will require employees to work evenings, at least 
twice each month. 

Pima County Government is an Equal Employment 
Opportunity employer. We are committed to an inclus ive and 
di verse workforce and will not di scriminate in employment 
opportunities or practi ces on th e basis of race, color, re li gion, 
national orig in, age, disabili ty, gender, sexua l orientat ion, 
kin ship, political interest, or any other characteri stic protected 
by law. 

Working conditions will be determined by pos ition. 
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