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To: Kendall County Forest Preserve District Operations Committee
From: David Guritz, Director

RE: 1. Superintendent Position Restructuring Discussion
2. Administrative Assistant Discussion — Proposed Position Description Changes

Date: June 5, 2019

Based on outcomes from the District's search for a Superintendent of Grounds and Natural
Resources, the District’s limited budget resources, and the current and anticipated future need
for additional grounds maintenance support, | am recommending the elimination of the
Superintendent position until such time as this position may be afforded, restructuring of the
District’s administrative personnel primary responsibilities, and a corresponding increase in
grounds maintenance support staff within the Grounds Maintenance division and at Hoover
Forest Preserve:

1. Headcount reduction of one full-time Superintendent position (FY19 salary $65,304)

2. Restructuring and title change for the Administrative Assistant Position to a Human
Resources, Accounting, and Reservations Manager (Current FY 19 salary $43,848 +
$5,000)

3. Restructuring of one part time Grounds Maintenance Worker to a full time Grounds
Maintenance Worker at Hoover Forest Preserve ($13,000 - $32,000).

4. Hiring of one to two part time Grounds Maintenance Workers to address maintenance
and improvement project needs, and support the preserve opening and maintenance
needs for the District's three new forest preserve areas opening in 2019-2020. ($20,000)

5. The anticipated maximum salary for the Natural Resources Project Manager position is
$21,000 annually.

Concept summary as follows:

$65,304.00 FY19 Budget - Superintendent Position
$5,000.00 Admin Asst --> HR Accounting & Reservations Manager
$19,000.00 Grounds Maintenance- Conversion of on PT to one FT Position (Hoover)
$20,000.00 Grounds Maintenance -2 X PT positions (G&NR)
$21,000.00 Natural Resources Project Mgr.

$304.00 FY19 Budget Balance

Additional notes for FY19:

In FY19, the District also eliminated the part time Environmental Education Coordinator position
(FY19 Budget - $17,520), and the Rental Venues Coordinator position (FY19 budget - $10,140).

The District also has lifted restrictions of the hours of work performed by the Communications,
Marketing, and Public Program Specialist position.

Recommendations:

1. Consider a motion to forward the proposed changes to the Finance Committee for
further analysis and consideration.

2. Consider a motion to forward the draft Human Resources, Accounting, and Reservations
Manager position description to the Committee of the Whole for discussion.



DRAFT FOR OPERATIONS COMMITTEE REVIEW —JUNE 5, 2019

KENDALL COUNTY FOREST PRESERVE DISTRICT

JOB DESCRIPTION
CLASS TITLE: Human Resources, Accounting and Reservations Manager
WAGE CATEGORY: Non-Exempt
REPORTS TO: Executive Director

EFFECTIVE DATE:  July XX, 2019

SUMMARY:
Provides administrative support to the Kendall County Forest Preserve District (“the District™) using

independent judgment to carry out assigned projects.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Organizes and coordinates the District’s administrative projects.
Communicates and implements administrative policies, procedures, and processes.
Administers the District’s Human Resources functions:

o  Assists the Executive Director in updating employee job descriptions.

o Works with Executive Director in receiving and screening job applications and setting up job

interviews.

o Compiles and review all new hire employee paperwork and set up all paperwork required and

sends to the Treasurer’s office.

o Prepares and maintains confidential payroll and personnel records, vouchers, administrative

records and reports for the District and Kendall County departments.

o Initiates all employee pay increases throughout the budget year and the beginning of the new fiscal

year.

o Computes attendance and leave benefits for District employees; reviews time sheets and other

payroll records and submits all required payroll records to the Treasurer’s Office for payment.

o Compiles all part-time employee hours and submits monthly reports to the Treasurer’s office.
Administrates the District’s billing and accounts payable processes. Compiles accurate financial records
including, but not limited to, receipt of funds, disbursements, operational costs, budget balances, and costs
charged to proper projects. Ensures that accurate and prompt billings are established and payments
received. Administrative duties may include, but are not limited to the following:

o Providing administrative support for fiscal year budget preparation;

Contacting and negotiating work performed by outside vendors;
Preparing invoices;
Preparing vouchers and the claims list;
Recording District expenses;
Monitoring the District’s budget and reporting the same to the Director or his designee;
Balancing the petty cash drawers; and
o  Preparing and making bi-weekly deposits.
Provides administrative support for the District’s permitting process by performing tasks such as:
o Direct client communications, support, coordination and management of Event Venues,
Bunkhouses, Campsites and Shelters, and Conference Rooms.
o Compiling, issuing and tracking District permits and payments, including developing and
maintaining the District’s reservation system for all reservations including, but not limited to:
=  Event Venues, Bunkhouses, Campsites, Shelters, all Environmental Education and Ellis
and Equestrian Services including Public Programs registrations and Badge & Birthday
party programs.

o Ensuring that certificates of insurance are received and maintained for those applicable permits.

o  Works with full and part-time staff in scheduling tours at Event Venues.

Recommends changes to administrative and office policy and procedures, and such recommendations shall
be provided significant weight when reviewed by the Executive Director and District President.

o Updating the District’s website to post agendas, minutes and Board packets; and

o Maintaining all meeting records pursuant to applicable state and federal law record retention

requirements.

O 00O0O0O0



e Ensures procedures and projects comply with District policy guidelines and seek approval for any
exceptions.

e Serves as a Freedom of Information Act Officer for the District. Ensures the District’s compliance with the
Illinois Open Meetings Act:

o Assists the Executive Director in coordinating and scheduling meetings;

o Preparing and posting meeting agendas;

o Preparing and distributing meeting packets;

o Assists the Executive Director in the preparation and distribution of materials required for the
meetings;

o Notifying Board members, media and Administration Department about meeting updates and/or
cancellations;

o Preparing and filing reports related to the meetings,

e Utilizes word processing, database, spreadsheet, and communication software packages to create and
modify a variety of administrative projects for the District.

¢ Composes and edits routine correspondence and reports.

e  Prepares mailings; faxes and emails documents; and distributes mail, faxes and other documents to District
staff.

e Oversees retention and destruction of records prepared and maintained by the District and ensures
compliance with the Illinois Local Records Act and all other applicable laws.

Implement District ordinances and policies.

e Answers general inquires from the public, elected officials, District employees, and Kendall County
employees regarding District policies, practices, procedures and programs and serves as the District’s
liaison to County offices/departments and the public.

e  Perform other duties as assigned.

SUPERVISORY RESPONSIBILITIES:
e  Provides oversight of the District’s Facility Attendant(s) and Communications Marketing, and Public
Programs Specialist position.

QUALIFICATIONS:
To perform this job successfully, an individual must be able to perform all essential duties satisfactorily. The
requirements listed below are representative of the knowledge, skill and/or ability required for the position.

A. EDUCATION and/or EXPERIENCE:
o High school diploma or general education degree (GED).
° Word processing and personal computer training.
° A minimum of four (4) years experience in an administrative or secretarial role,

including lead worker or supervisory experience; or equivalent combination of
training and experience.

e Requires knowledge of office practices, principles of modern record keeping, and
setup and maintaining filing systems.

. Requires knowledge of bookkeeping software and all Microseft Office programs
including, but not limited to Excel, Word and Power Point.

o Knowledge in all human resources procedures.

° Ability to pass a typing skills test with a minimum net speed of fifty (50) words per
minute.

o Prior experience supervising administrative and clerical employees preferred.

B. LANGUAGE SKILLS:

. Ability to read and interpret documents such as governmental regulations, legal
documents, operating instructions, and procedure manuals.

° Ability to write routine reports and correspondence.

° Ability to speak effectively with the public and employees of the organization.

. Requires good knowledge of the English language, spelling and grammar.

3 MATHEMATICAL SKILLS:
° Ability to add, subtract, multiply and divide in all units of measure, using whole
numbers, common fractions, and decimals.
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e Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

D. REASONING ABILITY:
o Ability to apply common sense understanding to carry out instructions furnished in
written, oral, or diagram form.
° Ability to deal with problems involving several concrete variables in standardized
situations.
E. CERTFICATES, LICENSES, REGISTRATIONS:
° All certificates and registrations required for the specific secretarial duties performed.
PHYSICAL DEMANDS:
° Employee must occasionally stand and bend.
° Employee must occasionally be able to walk to other offices in the building.
. Employee must be able to sit at a desk for extended periods of time.
. Employee must occasionally lift and/or move up to 25 pounds.
° Employee must be able to use hands to finger, handle or feel.
° Employee must be able to reach, push and pull with hands and arms.
° Employee must be able to talk and hear in person and via use of telephone.
° Specific vision abilities required by this job include close vision, depth perception and distance
vision.
WORK ENVIRONMENT:

The noise level in the work environment is usually moderately quiet.

Employee must be able to perform all assigned job duties during normal business hours and
after normal business hours, as required in the event of an emergency or special event.
Employee may be required to provide own transportation to travel to and from meetings,
training, conferences, and the various District preserves and locations.

The above information is not intended to be all-inclusive and can be expanded or modified as necessary.

Kendall County Forest Preserve District



KENDALL COUNTY FOREST PRESERVE DISTRICT
JOB DESCRIPTION

CLASS TITLE: Administrative Assistant
WAGE CATEGORY: Non-Exempt
REPORTS TO: Director

EFFECTIVE DATE:  March 3, 2015

SUMMARY:
Provides administrative support to the Kendall County Forest Preserve District (“the District™) using
independent judgment to carry out assigned projects.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

e  Organize and coordinate the District’s administrative projects.

e Communicates and implements administrative policies and processes.

o Ensures procedures and projects comply with District policy guidelines and seek approval for any
exceptions.

e Recommends changes to administrative and office policy and procedures, and such recommendations shall
be provided significant weight when reviewed by the Director and District President.

Serves as a Freedom of Information Act Officer for the District.
e Ensures the District’s compliance with the Illinois Open Meetings Act by:
o Coordinating and scheduling meetings;

Preparing and posting meeting agendas;

Preparing and distributing meeting packets;

Assists the Director in the preparation and distribution of materials required for the meetings;

Notifying members about meeting updates;

Taking and preparing meeting minutes for Board review and approval;

Preparing and filing reports related to the meetings;

Updating the District’s website to post agendas, minutes and Board packets; and

Maintaining all meeting records pursuant to applicable state and federal law record retention

requirements.

e Takes and transcribes dictation.

e Utilizes word processing, database, spreadsheet, and communication software packages to create and
modify a variety of administrative projects for the District.

e Composes and edits routine correspondence and reports.

e  Prepares mailings; faxes and emails documents; and distributes mail, faxes and other documents to District
staff.

e  Oversees retention and destruction of records prepared and maintained by the District and ensures
compliance with the I1linois Local Records Act and all other applicable laws.

e Implement District ordinances and policies.

e Answers general inquires from the public, elected officials, District employees, and Kendall County
employees regarding District policies, practices, procedures and programs and serves as the District’s
liaison to County offices/departments and the public.

e Performs office bookkeeping and compiles accurate financial records including, but not limited to, receipt
of funds, disbursements, operational costs, budget balances, and costs charged to proper projects. Ensures
that accurate and prompt billings are established and payments received. Examples of the employee’s
financial administrative duties may include, but are not limited to the following:

o Preparing requisitions for invoicing;

Providing administrative support in budget preparation;

Issuing purchase requisitions;

Recording District expenses;

Monitoring the District’s budget and reporting the same to the Director or his designee;

Balancing the cash register; and

Preparing and making daily deposits.

0 0OO00O0O0O0O0
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e Performs purchasing tasks for the District by contacting vendors, preparing and typing requisitions,
approving invoices for payment, preparing and submitting vouchers for payment, and maintaining records
of purchases and inventory of equipment/supplies.

e Prepares and maintains confidential payroll and personnel records, vouchers, administrative records and
reports for the District.

e Computes attendance and leave benefits for District employees; reviews time sheets and other payroll
records and submits all required payroll records to the Treasurer’s Office for payment.

e Provides administrative support for the District’s permitting process by performing tasks such as:

o]
o
o]

Ordering, issuing and tracking District permits;

Developing and maintaining the District’s reservation system; and

Ensuring that certificates of insurance are received and maintained for permits.
Perform other duties as assigned.

SUPERVISORY RESPONSIBILITIES:
¢ No supervisory responsibilities at this time.

QUALIFICATIONS:
To perform this job successfully, an individual must be able to perform all essential duties satisfactorily. The
requirements listed below are representative of the knowledge, skill and/or ability required for the position.

A.

EDUCATION and/or EXPERIENCE:

. High school diploma or general education degree (GED).
° Word processing and personal computer training.
. A minimum of four (4) years experience in an administrative or secretarial role,

including lead worker or supervisory experience; or equivalent combination of
training and experience.

° Requires knowledge of office practices, principles of modern record keeping, and
setup and maintaining filing systems.

e Requires knowledge of bookkeeping software and all Microsoft Office programs
including, but not limited to Excel, Word and Power Point.

. Knowledge in the use of Dictaphones and transcribing equipment preferred.

. Ability to pass a typing skills test with a minimum net speed of fifty (50) words per
minute.

. Prior experience supervising administrative and clerical employees preferred.

LANGUAGE SKILLS:

. Ability to read and interpret documents such as governmental regulations, legal
documents, operating instructions, and procedure manuals.

° Ability to write routine reports and correspondence.

. Ability to speak effectively with the public and employees of the organization.

. Requires good knowledge of the English language, spelling and grammar.

MATHEMATICAL SKILLS:

° Ability to add, subtract, multiply and divide in all units of measure, using whole
numbers, common fractions, and decimals.

. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

REASONING ABILITY:

° Ability to apply common sense understanding to carry out instructions furnished in
written, oral, or diagram form.

° Ability to deal with problems involving several concrete variables in standardized
situations.

CERTFICATES, LICENSES, REGISTRATIONS:

° All certificates and registrations required for the specific secretarial duties performed.

PHYSICAL DEMANDS:

Employee must occasionally stand and bend.

Employee must occasionally be able to walk to other offices in the building.
Employee must be able to sit at a desk for extended periods of time.
Employee must occasionally lift and/or move up to 25 pounds.

Employee must be able to use hands to finger, handle or feel.

2



e Employee must be able to reach, push and pull with hands and arms.
Employee must be able to talk and hear in person and via use of telephone.
Specific vision abilities required by this job include close vision, depth perception and distance

vision.
WORK ENVIRONMENT:
o The noise level in the work environment is usually moderately quiet.

° Employee must be able to perform all assigned job duties during normal business hours and

after normal business hours, as required in the event of an emergency or special event.
Employee may be required to provide own transportation to travel to and from meetings,
training, conferences, and the various District preserves and locations.

The above information is not intended to be all-inclusive and can be expanded or modified as necessary.

Kendall County Forest Preserve District
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FILTER FABRIC

PROFILE

N.T.S

. FILTER FABRIC SHALL MEET THE REQUIREMENTS OF MATERIAL SPECIFICATION 592

GEOTEXTILE, TABLE 1 OR 2, CLASS 1. ll. OR IV AND SHALL BE PLACED OVER THE
CLEARED AREA PRIOR TO THE PLACING OF ROCK.

. RIPRAP SHALL MEET IDOT GRADATION RR-3 OR RR-4 AND MEET QUALITY DESIGNATION
A.

. COARSE AGGREGATE SHALL MEET ONE OF THE FOLLOWING IDOT GRADATIONS, CA-1,

CA-2, CA-3, OR CA-4,

. COARSE AGGREGATE AND RIPRAP SHALL BE PLACED ACCORDING TO CONSTRUCTION

SPECIFICATION 25 ROCKFILL USING PLACEMENT METHOD 1 AND CLASS I
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Kendall Excavating

P.O. Box 544 Proposal
Yorkville, IL 60560

Date Estimate #

5/31/2019 615

Proposal Submitted To:

Kendall County Forest Preserve
110 West Madison Street
Yorkville, IL 60560

Job

Henneberry Preserve Erosion Control

Description

Regrade 250 foot ditch to catch basin, construct three rock check dams with filter fabric per WBK
Engineering plans 19-0183 dated 05/24/2019

Total $18,640.00

Phone # E-mail

630-774-9914 | manager@kendallexcavating.com




To: Kendall County Forest Preserve District Operations Committee
From: David Guritz, Director
RE:  Discussion of Pickerill-Pigott Phase | Site Plan Changes

Date: June 5, 2019

Kluber Architects has been in contact with Upland Design to open a discussion on whether
Phase | OSLAD grant-funded project components could be reassigned to complete
improvements on the Pickerill estate house grounds.

Specifically, the Phase | site plan under the OSLAD grant includes construction of a picnic
shelter for $112,340, as well as completion of a circle drive near the house that may require
some reconfiguration based on the estate house occupancy (additional ADA stall/wider

pathway).

Although it would require IDNR pre-approval, the Pickerill estate house plan also includes
construction of a large exterior patio. Relocation and reallocation of the shelter funds would
reduce the costs for the proposed estate house improvements, and provided added utility and
public benefit.

Current estimates for converting the estate house for public use include physical building
improvements as well as replacement of the existing HVAC units and exterior repairs totaling an
estimated $450,000.

Reallocation of this project component would reduce this figure, or help expand the scope of
work for initial repairs and replacements.

The State of lllinois — IDNR budget includes PARC grant funding which would offset up to 75%
of the estimated building improvement costs.
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Pickerill-Pigott Forest Preserve

uplandDesign

Prepared Date: 08/06/2018

Kendall County Forest Preserve Project #624
Development Cost Opinion - Master Plan Phase |
PROJECT COMPONENTS [QUANTITY| UNIT | COST |  EXTENSION
Access Drive and Parking Lot
Site Preparation and Grading 1 LS S 78,373.65 | $ 78,373.65
Undercut and PGE 100 cy S 63.25| S 6,325.00
Entry Drive & Gravel Paving - at 10" Depth 5574 SY S 23.00 | S 128,202.00
Vehicular Asphalt Paving at ADA space 100 SY S 64.40 | S 6,440.00
Vehicular Asphalt Striping 1 LS S 598.00 | $ 598.00
ADA Parking Sign 2 EA S 575.00 | S 1,150.00
Wheelstop 54 EA S 97.75| S 5,278.50
Turf Grass w/ Blanket - 10' both side of drive 0.65 Acre S 7,130.00 | § 4,634.50
A/E Design, Survey and Permit Fees | $ 34,651.00
SubTotal | $ 265,652.65
Wayfinding Plaza and Restroom
Site Preparation and Grading 1 LS S 7,101.25 | S 7,101.25
Undercut and PGE 50 cY S 63.251] S 3,162.50
Prefab Restroom Building - 2 Single Users,
Waterless, Chase Option, Solar Light Option, Solar
Vent Option il LS S 74,750.00 | § 74,750.00
Concrete Paving - Plaza 365 SF S 9.20( S 3,358.00
Trail Markers 1 LS S 8,625.00 | S 8,625.00
Turf Grass w/ Blanket 100 SY S 6.90 | S 690.00
A/E Design, Survey and Permit Fees | $ 14,654.00
SubTotal | § 112,340.75
Picnic Area Shelter
Site Preparation and Grading 1 LS S 445740 (S 4,457.40
Shelter 28' x 52" 1 EA S 94,300.00 | $ 94,300.00
Concrete Paving - Shelter 1940 SF S 9.20| S 17,848.00
Turf Grass w/ Blanket 150 SY S 6.90| S 1,035.00
A/E Design, Survey and Permit Fees | $ 17,647.00
SubTotal | $ 135,287.40

Page 1 of 2

Upland Design Ltd. tel 815.254.0091 fax 815.254.6010 www.uplandDesign.com
Chicago 564 W. Randolph Street, Chicago, IL 60661 Plainfield 24042 Lockport Street, Plainfield, IL 60544




Overlook & Trail from Parking Lot

Site Preparation and Grading 1 LS S 4,833.45 | S 4,833.45
Undercut and PGE 50 cY S 63.25| S 3,162.50
Gravel Trail - 8' wide Trail at 6" Depth 388 SY S 18.40 | $ 7,139.20
Gravel Existing Trail - 8' wide 1612 Sy S 18.40 | $ 29,660.80
Gravel Overlook with 2 Benches 1 LS S 2,875.00 | § 2,875.00
Drainage / Culverts 1 LS S 1,437.50 | $ 1,437.50
Mowed Trail - 8' wide By Owner
Turf Grass w/ Blanket - 6’ both side of trail 0.55 Acre S 7,130.00 | § 3,921.50
A/E Design, Survey and Permit Fees | $ 7,955.00
SubTotal | $ 60,984.95

Loop Trail at Lower Pond
Site Preparation and Grading 1 LS S 15,375.50 | § 15,375.50
Undercut and PGE 50 cY S 63.25| S 3,162.50
Gravel Trail - 8' wide Trail at 6" Depth 1052 SY S 18.40 | S 19,356.80
Drainage / Culverts 1 LS S 5,462.50 | S 5,462.50
Turf Grass w/ Blanket - 6' both sides of trail 0.33 Acre S 7,130.00 | S 2,352.90
A/E Design, Survey and Permit Fees | § 6,857.00
SubTotal | $ 52,567.20
Master Plan Phase | TOTAL OF ALL ITEMS| ) 626,832.95

* Cost does not include demolition or renovation of existing buildings

Upland Design Ltd. tel 815.254.0091 fax 815.254.6010 www.uplandDesign.com

Page 2 of 2

Chicago 564 W. Randolph Street, Chicago, IL 80661 Plainfield 24042 Lockport Street, Plainfield, IL 60544
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T Kendall County Board of Commissioners — Operations Committee

FROM: Rebecca Antrim, Administrative Assistant
DATE: June 4, 2019
SUBJECT: Ellis House and Event Tent Rentals — Top Notch Rental Service

| spoke with Al Meister, Top Notch Rental Service, regarding the possibility of using their tent
services for each event being held at Ellis House for next year, instead of leasing the tent for the
summer season.

Mr. Meister indicated it would not be cost effective for tent service on an individual basis. We
would not receive the same tent design as we currently have. We would be sacrificing quality
and the look of the tent for the wedding events. The style would change, such as no peaks and
windows and the tent would not by heavy duty.

For individual use, it would take approximately 2-3 days for set up and then returning for take-
down.
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To: Kendall County Board of Commissioners- Operations Committee

From: Antoinette Meciej, Communications, Marketing, and Public Program Specialist

RE:  Venue Inquires

Date: June 5, 2019

A summary of inquiries for information on Ellis House and Equestrian Center as a venue space

is below.

Method of Contact Inquiries for March Past Month Inquiries (may) | Total Inquiries (since 12/18)
Wedding Wire 2 1 28

Wedding Spot 2 1 9

The Knot 0 0 4

Phone Call and Email 1 2 13

*Primary sources of calls and emails are from general internet searches, District websites, and Facebook
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5100 West Brown Deer Road « Brown Deer, WI 53223

TAPCO

Safe travels.”

SALES ORDER

Sales Order # S0O579621

Phone (800) 236-0112 - tapconet.com = Fax (800) 444-0331

Sales Order Date: 5/7/2018

Page: 1
Sold Ship
To: Kendall Co. Forest Preserve To: Kendall Co. Forest Preserve
Kim Olson Kim Olson
110 W. Madison St. 110 W. Madison St.
Yorkville, IL 60560 Yorkville, IL 60560
USA USA
Customer ID C14121
Ship Terms PREPAID AND ADD FREIGHT P.O. Number CUSTOM MARKERS
ShipVia BEST RATE P.O. Date 5/7/2018
Service Type Est. Ship Date 5/30/2018
Terms Net 30 DAYS SalesPerson Deidre Jones
Item No. Description Unit Quantity Unit Price Total Price
111634 Marker,66" Dual Sided Brown No Decal,CIB306603 Each 100 14.64 1,464.00
SP TRAFFIC  Decal, Custom 3"x4" Each 200 3.65 730.00
SP TRAFFIC  Custom Decal Setup Fee Each 1 55.00 55.00
Plus Shipping and Handling
Lead Time: 2-3 Weeks from Artwork Approval
Thank you! Deidre Jones
Email: Deidre.jones@tapconet.com
Phone: 262-649-5227
Subtotal: 2,249.00
Invoice Discount: 0.00
Total Sales Tax: 0.00
For terms and conditions, please visit: Freight: 0.00
http://www.tapconet.com/terms-and-conditions Total: 2,249.00




