
*Individuals wishing to provide public comment are asked to sign in prior to the start of the meeting, provide 
contact information and the topic(s) to be discussed. 

AGENDA 
 

CAMPBELL COUNTY BOARD OF COMMISSIONERS 
 

BOB MAUL, Chairman 
RUSTY BELL 

DG REARDON 
DEL SHELSTAD 

COLLEEN FABER 

APRIL 20, 2021 
 

09:00 MEETING CALLED TO ORDER 
 PLEDGE OF ALLEGIANCE 

CONSENT AGENDA  

A. Consent Agenda   

PUBLIC COMMENT 

B. 9:05 For the Good of the County*  

REGULAR BUSINESS 

C. 9:15 Sole Source Purchase Request, Public Health  Jane Glaser/Matt Olsen 

D. 9:20 Reclassifications of Positions/Job Descriptions Brandy Elder 

E. 9:25 Resolution for Special Prosecution Mitch Damsky/Sean Brown 

F. 9:30 Resolution Regarding Simulcasting with Campbell County Carol Seeger 

ADJOURN  



*Individuals wishing to provide public comment are asked to sign in prior to the start of the meeting, provide 
contact information and the topic(s) to be discussed. 

Consent Agenda 

MINUTES 
Board of Commissioners Senior Citizens Board, March 31, 2021  
Board of Commissioners Directors Workshop, April 5, 2021  
Board of Commissioners Executive Session, April 5, 2021  
Board of Commissioners Regular Meeting, April 6, 2021  
 

MONTHLY REPORTS 
County Clerk – March 2021  
Sheriff’s Office – March 2021  
Sheriff’s Office, Detention – March 2021  
Treasurer’s Office – March 2021  
941 Tax Report – 1st Quarter 2021  
 

PAYROLL PAYMENTS 
April 3, 2021  

CANCELLATION/REBATE OF TAXES 
#4295 

LINE ITEM TRANSFERS 
Public Works  
Transfer $2,250.75 from 020.7085 District Support Grants to 020.7085.47 Bennor Estates  
Transfer $2,410.75 from 020.7085 District Support Grants to 020.7085.52 Box N Ranch Rd  
Transfer $3,697.50 from 020.7085 District Support Grants to 020.7085.53 Fox Ridge  
Transfer $5,132.66 from 020.7085 District Support Grants to 020.7085.57 Pineview I&S  
Transfer $1,800.00 from 020.7085 District Support Grants to 020.7085.23 Prairieview 
Champion  
Transfer $15,056.50 from 020.7085 District Support Grants to 020.7085.24 Stonegate  
 

POSITION VACANCY JUSTIFICATIONS 
CAM-PLEX – Performing Arts Manager  
Children’s Developmental Services – Administrative Assistant  
Fire Department – Fire Engineer  
Public Works/Facilities Maintenance – Custodian I  
Public Works/Facilities Maintenance – Custodian II  
Sheriff’s Office – Detention Officer/Deputy Sheriff (3 Positions) 

SICK LEAVE TRANSFERS 
Request transfer of 40 hours from Employee #610301 to Employee #419541  
Request transfer of 40 hours from Employee #621683 to Employee #419541  
 

SOCIAL MEDIA REQUESTS 
Children’s Developmental Services – Facebook, Instagram, YouTube  
Parks and Recreation – Facebook, Instagram, YouTube  



*Individuals wishing to provide public comment are asked to sign in prior to the start of the meeting, provide 
contact information and the topic(s) to be discussed. 

Rockpile Museum – Facebook, Instagram, YouTube  
 

HAND WARRANTS 
Campbell County Clerk Tax Account  $20,053.89   
Campbell County Treasurer - HSA/FLX 3,586.83  
Campco Federal Credit Union  950.00  
Great West Trust Company 4,635.00  
Campbell County Clerk Tax Account 285,411.76  
Campbell County Clerk Treasurer 46,027.21  
Circuit Court of Campbell County 429.37  
Campco Federal Credit Union  226.01  
Great West Trust Company 34,954.16  
Wyoming Child Support 1,688.38  
Sanofi Pasteur 33,021.42  
Combase USA Inc.  3,315.00  
State of Wyoming Treasurer - Aging Division 100.00   
 
 



*Individuals wishing to provide public comment are asked to sign in prior to the start of the meeting, provide 
contact information and the topic(s) to be discussed. 

 
 
The following page(s) contain the backup material for Agenda Item: Consent Agenda 













































































OFFICE 
500 South Gillette Avenue 
Suite 1100 
Gillette, Wyoming 82716 
(307) 682-7283 
(307) 687-6325 FAX 
www.ccgov.net  

Campbell County 
w yoming 

TO: Board of Commissioners 
FROM: Wendy Balo, Public Works 
DATE: 4/6/2021 
SUBJECT: Line Item Transfer Request 

Please make the following line item transfers: 

Transfer From: Transfer To: 

Amount Account # Account Name Account # Account Name 

$2,250.75 020.7085 District Support Grants 020.7085.47 Bennor Estates 

Explanation: Dust control on District roads 
Grant request approved 4/6/2021 



OFFICE 
500 South Gillette Avenue 
Suite 1100 
Gillette, Wyoming 82716 
(307) 682-7283 
(307) 687-6325 FAX 
www.ccgov.net  

ZN/ 
Campbell County 

wyomIng 

TO: Board of Commissioners 
FROM: Wendy Balo, Public Works 
DATE: 4/6/2021 
SUBJECT: Line Item Transfer Request 

Please make the following line item transfers: 

Transfer From: Transfer To: 

Amount Account # Account Name Account # Account Name 

$2,41015 020.7085 District Support Grants 020.7085.52 Box N Ranch Rd 

Explanation: Blading and applying limestone J Base to District roads 
Grant request approved 4/6/2021 



OFFICE 
500 South Gillette Avenue 
Suite 1100 
Gillette, Wyoming 82716 
(307) 682-7283 
(307) 687-6325 FAX 
www.ccgov.net  

Campbell County 
wyoming 

TO: Board of Commissioners 
FROM: Wendy Balo, Public Works 
DATE: 4/6/2021 
SUBJECT: Line Item Transfer Request 

Please make the following line item transfers: 

Transfer From: Transfer To: 

Amount Account # Account Name Account # Account Name 

$3,697.50 020.7085 District Support Grants 020.7085.53 Fox Ridge 

Explanation: Applying scoria and crushed concrete to District roads 
Grant request approved 4/6/2021 



OFFICE 
500 South Gillette Avenue 
Suite 1100 
Gillette, Wyoming 82716 
(307) 682-7283 
(307) 687-6325 FAX 
www.ccgov.net  

Campbell County 
wyoming 

TO: Board of Commissioners 
FROM: Wendy Balo, Public Works 
DATE: 4/6/2021 
SUBJECT: Line Item Transfer Request 

Please make the following line item transfers: 

Transfer From: Transfer To: 

Amount Account # Account Name Account # Account Name 

$5,132.66 020.7085 District Support Grants 020.7085.57 Pineview l&S 

Explanation: Emergency request for failed water pump during arctic cold snap 
Grant request approved 4/6/2021 



OFFICE 
500 South Gillette Avenue 
Suite 1100 
Gillette, Wyoming 82716 
(307) 682-7283 
(307) 687-6325 FAX 
www.ccgov.net  

7\-7  
Campbell County 

w yoming 

TO: Board of Commissioners 
FROM: Wendy Balo, Public Works 
DATE: 4/6/2021 
SUBJECT: Line Item Transfer Request 

Please make the following line item transfers: 

Transfer From: Transfer To: 

Amount Account # Account Name Account # Account Name 

$1,800.00 020.7085 District Support Grants 020.7085.23 Prairieview Champion 

Explanation: Street Sweeping 
Grant request approved 4/6/2021 



 

OFFICE 
500 South Gillette Avenue 
Suite 1100 
Gillette, VVyoming 82716 
(307) 682-7283 
(307) 687-6325 FAX 
www.ccgov.net  

Campbell County 
wyoming 

TO: Board of Commissioners 
FROM: Wendy Balo, Public Works 
DATE: 4/6/2021 
SUBJECT: Line Item Transfer Request 

Please make the following line item transfers: 

Transfer From: Transfer To: 

Amount Account # Account Name Account # Account Name 

$15,056.50 020.7085 District Support Grants 020.7085.24 Stonegate 

Explanation: Blading & soft spot repairs, applying MagChloride, and adding crushed limestone 
Grant request approved 4/6/2021 







































*Individuals wishing to provide public comment are asked to sign in prior to the start of the meeting, provide 
contact information and the topic(s) to be discussed. 

 
 
The following page(s) contain the backup material for Agenda Item: 9:15 Sole Source Purchase Request, Public 
Health  



 

Department of Public Works     Matt Olsen, P.E., Director 

500 S. Gillette Avenue, Suite 1400, Gillette, WY 82716   ●   307-685-8061   ●   Building 307-682-1970   ●   Solid Waste/Recycle 307-682-9499 

 

 

M E M O R A N D U M  

  
TO:   Campbell County Board of Commissioners 

FROM:  Matt Olsen, MS, PE – Executive Director of Public Works 

  Jane Glaser, MSN, RN, APHN-BC – Executive Director of Public Health 

DATE:  April 20, 2021 

SUBJECT:  Daktronics Digital Messaging Sign for Public Health 

 

Throughout the COVID-19 outbreak, Public Health has constantly needed to convey messaging to the 

public regarding CDC, state, and local guidelines, and other various statistics and information regarding 

vaccination clinics.  Much of this messaging has been done through the County Website (ccgov.net).  

However, for members of the public that do not access the Website, they are having to phone Public 

Health and/or drive by and look for any messaging placed on an easel outside the front doors.   

 

While these efforts have been minimally effective (information is reaching some people), it is noted that 

the proximity to a major thoroughfare (4-J Road) lends itself to being an ideal location to put up a digital 

sign to assist in reaching more people more rapidly.  As we continue to work our way through the 

COVID-19 outbreak, messaging to the public is still a very high priority and will continue to be for the 

foreseeable future.  

 

Public Health has received CARES funds that can be used towards combatting COVID-19.  Public Works 

and Public Health recommend that a portion of these dollars be spent on constructing a new digital sign 

along 4-J Road adjacent to the Public Health parking lot.  To remain consistent with other digital signs in 

use within the County (Library, Landfill, Camplex, CCSD) we propose selecting a Daktronics sign which 

allows for web-based messaging control through Daktronics Venus program.  By keeping with the same 

manufacturer, simplicity and efficiency will be achieved with less cross training across different 

interfaces.  To our knowledge, there are no local digital sign manufacturers.  SignBoss will be the local 

vendor that will assist in procuring and installing the sign.   

 

 

 

 

 



*Individuals wishing to provide public comment are asked to sign in prior to the start of the meeting, provide 
contact information and the topic(s) to be discussed. 

 
 
The following page(s) contain the backup material for Agenda Item: 9:20 Reclassifications of Positions/Job 
Descriptions 



TO: Board of Campbell County Commissioners 
Bob Maul, Chairman 
Rusty Bell 
DG Reardon 
Del Shelstad 
Colleen Faber 

FROM: Brandy Elder 
Executive Director of uman Resources & Risk Management 

DATE: April 15, 2021 

Campbell County 
wyorning 

MEMORANDUM 
... from H.R./Risk Management 

SUBJECT: Reclassification of Positions 

While preparing the new job descriptions for approval, it has come to my attention that we have 
multiple positions that are classified as Non-Exempt that when tested against the FLSA standards, 
qualify for exemption. 

On April 5th, 2021 the Personnel Committee reviewed five positions for FLSA exemption. All five 
positions qualify for exempt status under the Supervisory or Administrative categories. More 
positions will be tested in the near future for your consideration. 

The positions reviewed are as follows: 
Office Manager 
Landfill Supervisor 
HR/Risk Generalist 
Financial Services Manager 
Financial Analyst 

My recommendation is to convert these positions to Exempt status effective July 1, 2021. I also 
recommend the attached job descriptions be approved effective April 20, 2021. 

Thank you for your consideration. 



" 
Camp it County 

Campbell County 
Gillette, Wyoming 

Job Classification Title: 
Landfill Supervisor 

FLSA Status: Exempt Job Type: 1822 Pay Grade: 110 

Class specifications are intended to present a descriptive list of the range of duties performed by 
employees in the class. Specifications are not intended to reflect all duties performed within the job 
and/or department. 

DEFINITION  

Supervises, directs, and performs the full range of landfill activities dealing with the 
planning, operation, and maintenance of buildings, lands, and equipment utilized in solid 
waste disposal. Supervises employees. Ensures rules and regulations are followed. 
Schedules the daily operations and special projects. 

REPORTS TO  

Executive Director of Public Works 

SUPERVISION EXERCISED AND RECEIVED  

Receive direction from the Executive Director of Public Works 

As necessary, exercise technical and functional supervision of the fiscal policies and procedures, oversee 
the operations and functions of assigned staff members. 

EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES  
Important and essential duties may include, but are not limited to, the following: 
• Supervises the work of assigned personnel, including assigning and reviewing work, 

providing guidance, and conducting performance evaluations. 
• Ensures compliance with Department of Environmental Quality (DEQ) rules and 

regulations according to Landfill permit. 
• Maintains appropriate records and paperwork of Landfill operation. 
• Directs the allocation of equipment manpower resources to various repairs and 

operations. Sets priorities to deal with emergencies or unanticipated needs. 
• Participates in the preparation and administration of the Landfill budget. Submits 

recommendations. Monitors assigned line items. 
• Assesses light, medium, and heavy equipment daily in order to ensure proper and safe 

operation. 
• Anticipates and schedules material supply and disbursement. 
• Schedules and reviews current and upcoming projects. 



• Verifies daily cash deposits. Transports deposits and mail, as needed. 
• Performs Spill Prevention Containment and Control (SPCC) inspections of bulk storage 

tanks according to EPA guidelines. 

OTHER JOB RELATED DUTIES  
1. Perform related duties and responsibilities as required. 

JOB RELATED AND ESSENTIAL QUALIFICATIONS 

Knowledge of:  

• English grammar, spelling, and punctuation 
• Principles and practices of basic bookkeeping 
• Modern office procedures, methods and computer equipment 
• Landfill permits 
• Principles and practices of employee supervision 
• Landfill operation industry, equipment, tools, methods, techniques, and 

terminology 
• Practices of budget preparation and administration 

Skill to:  

• Interpersonal skills necessary to develop and maintain effective and 
appropriate working relationships 

• Performing a variety of duties, often changing from one task to another of a 
different nature 

• Performing basic mathematical functions such as addition, subtraction, 
multiplication, division, percentages, and ratios 

• Communication, both oral and written. 
• Operating light, medium, and heavy construction equipment 
• Leadership 

Ability to:  

• Meet schedules and deadlines of the work 
• Understand and carry out oral and written directions 
• Accurately organize and maintain paper documents and electronic files 
• Maintain the confidentiality of information and professional boundaries 
• Apply standard practices in Landfill operations 
• Maintain accurate and complete records 
• Implement proper safety protocols 



Reasonable accommodationsse  may be made   to enable individual 
disabilities to p rform the essentialfunctions. 

Campbell County is an Equal Opportunity Employer 

Original Effective Date: 10/19/2019  
Last Revision Date: i4/15/2021  

Approval: 

  

   

Signature 

 

Date 

EXPERIENCE AND TRAINING GUIDELINES:  
Any combination equivalent to experience and training that would provide the required knowledge, skills, 

and abilities would be qualifying. A typical way to obtain the knowledge, skills, and abilities would be: 
Experience:  

• High school diploma (or GED equivalent) 

• Three (3) to five (5) years of landfill experience 

• Any equivalent combination of training, education, and experience that 
provides the required skills, knowledge and abilities 

LICENSES, CERTIFICATES, OR REGISTRATIONS:  
Must be current or obtained within a specified time frame as defined upon employment 

• Class A driver's license 

• Wyoming Solid Waste Managers exam 



Campbell County 
wyoming 

Campbell County 
Job Description 

Classification Title Landfill Supervisor 

Job Code 110 

FLSA Status Exempt 

GENERAL SUMMARY 

Supervises, directs, and performs the full range of landfill activities dealing with the 
planning, operation, and maintenance of buildings, lands, and equipment utilized in solid 
waste disposal. Supervises employees. Ensures rules and regulations are followed. 
Schedules the daily operations and special projects. 

ESSENTIAL DUTIES & RESPONSIBILITIES 

The intent of this job description is to provide a representative summary of the major duties and 
responsibilities performed by employees in this job. Employees may be requested to perform 
job-related tasks other than those specifically presented in this description. 

• Supervises the work of assigned personnel, including assigning and reviewing work, 
providing guidance, and conducting performance evaluations. 

• Ensures compliance with Department of Environmental Quality (DEQ) rules and 
regulations according to Landfill permit. 

• Maintains appropriate records and paperwork of Landfill operation. 

• Directs the allocation of equipment manpower resources to various repairs and 
operations. Sets priorities to deal with emergencies or unanticipated needs. 

• Participates in the preparation and administration of the Landfill budget. Submits 
recommendations. Monitors assigned line items. 

• Assesses light, medium, and heavy equipment daily in order to ensure proper and 
safe operation. 

• Anticipates and schedules material supply and disbursement. 

• Schedules and reviews current and upcoming projects. 

• Verifies daily cash deposits. Transports deposits and mail, as needed. 

• Performs Spill Prevention Containment and Control (SPCC) inspections of bulk 
storage tanks according to EPA guidelines. 

• Performs related duties as required. 



Job Code 110 

FLSA Status Exempt 

Classification Title Landfill Supervisor 

zy \ 
Campbell County 

wyoming 
Campbell County 
Job Description 

MINIMUM QUALIFICATIONS 

Required Education and Experience: 

• High school diploma (or GED equivalent) 

• Three (3) to five (5) years of landfill experience 

• Any equivalent combination of training, education, and experience that provides the 
required skills, knowledge and abilities 

Required Licenses or Certifications: 

• Class A driver's license 

• Wyoming Solid Waste Managers exam 

COMPETENCIES FOR SUCCESSFUL PERFORMANCE OF JOB DUTIES 

Knowledge of: 
• English grammar, spelling, and punctuation 
• Principles and practices of basic bookkeeping 
• Modern office procedures, methods and computer equipment 
• Landfill permits 
• Principles and practices of employee supervision 
• Landfill operation industry, equipment, tools, methods, techniques, and terminology 
• Practices of budget preparation and administration 
• Record keeping and report preparation 

Skill in: 
• Interpersonal skills necessary to develop and maintain effective and appropriate 

working relationships 
• Performing a variety of duties, often changing from one task to another of a different 

nature 
• Performing basic mathematical functions such as addition, subtraction, 

multiplication, division, percentages, and ratios 
• Communication, both oral and written 

2 



\z- \ 
Campbell County 

wyoming 
Campbell County 
Job Description 

Classification Title Landfill Supervisor 

Job Code 110 

FLSA Status Exempt 

• Operating light, medium, and heavy construction equipment 
• Leadership 

Ability to: 
• Meet schedules and deadlines of the work 
• Understand and carry out oral and written directions 
• Accurately organize and maintain paper documents and electronic files 
• Maintain the confidentiality of information and professional boundaries 
• Apply standard practices in Landfill operations 
• Maintain accurate and complete records 
• Implement proper safety protocols 

WORK ENVIRONMENT/CONDITIONS 

The work environment and exposures described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

oviuum Work Environment or Never 
ocnneutneb or r requenuy 
Occasionally or Often 

Office or similar indoor environment X 

Outdoor environment X 

Street environment (near moving traffic) X 

Construction site X 

Confined space X 

Vehicle X 

Warehouse environment X 

Shop environment X 

Other: Active Pit Area 

Seldom 
or Never 

Sometimes or 
Occasionally 

X 
Frequently 

or Often 
. Exposures 

Individuals who are hostile or irate X 

3 



Date created: 

Dates revised 

10/14/2019 

\z- \ 
Campbell County 

wyoming 
Campbell County 
Job Description 

Classification Title Landfill Supervisor 

Job Code 110 

FLSA Status Exempt 

Individuals with known violent backgrounds X 

Extreme cold (below 32 degrees) X 

Extreme heat (above 100 degrees) X 

Communicable diseases X 

Moving mechanical parts X 

Fumes or airborne particles X 

Toxic or caustic chemicals, substances or waste X 

Loud noises (85+ decibels) X 

Other X 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

• The position involves heavy physical demands, such as exerting up to 100 lbs. of 
force occasionally, and/or up to 50 lbs. of force frequently, and/or up to 20 lbs. of 
force constantly to move objects. 

4 



Campbell County 
Gillette, Wyoming 

Job Classification Title: 
Office Manager 

I FLSA Status: Exempt Job Type: 2050 Pay Grade: 109 

Class specifications are intended to present a descriptive list of the range of duties performed by 
employees in the class. Specifications are not intended to reflect all duties performed within the job 
and/or department. 

DEFINITION  
Performs a variety of highly responsible, complex, and confidential administrative support 
functions. Organizes and oversees the operations and functions of the assigned office. 
Provides information, assistance, and high-level administrative support to 
department/division head, assigned staff, and/or the general public. Provides customer 
service. Performs financial duties involving accounts payable, accounts receivable, budgets, 
payroll, and/or grant applications. Manages personnel and human resource-related 
functions involving workers' compensation, medical leave management, reasonable 
accommodations, light duty, performance appraisals, recruitment, onboarding and the 
termination process. Oversees the operations and functions of assigned office. May 
exercise supervision over administrative support staff. 
REPORTS TO  

Director or Elected Official of assigned department 

SUPERVISION EXERCISED AND RECEIVED  

Receive direction from the Director or Elected Official of assigned department 

As necessary, exercise technical and functional supervision of the fiscal policies and procedures, oversee 
the operations and functions of assigned staff members. 

EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES  
Important and essential duties may include, but are not limited to, the following: 
• Manages personnel/human resources-related functions. Administers and supports 

tasks related to medical leave management and requests such as Family and Medical 
Leave, workers' compensation, reasonable accommodations, light duty, etc. Assists new 
and terminating employees with paperwork. 

• Advises and interprets human resource policies and procedures. Manages the 
performance appraisal process. 

• Coordinates the recruitment and selection process for procuring new personnel. 
Administers, coordinates, and develops testing instruments. Assists in interviewing 
potential employees and drafts interview questions. 



• Manages payroll related functions. Processes payroll by verifying the accuracy of 
employee timecards and making changes when required. Prepares payroll reports and 
monitors payroll budget. 

• Provides advice and assistance to supervisors and employees regarding personnel 
guidelines and policies and procedures. Assists command staff with the research, 
preparation, maintenance, and dissemination of policies. 

• Submits grant applications, coordinates and submits reports, tracks reimbursements, 
and drafts annual grant budgets. 

• Researches, compiles, and analyzes periodic statistical data/reports and supporting 
materials regarding recruitment procedures and other personnel practices. 

• Analyzes, evaluates, and makes recommendations on internal classifications/salary 
relations. 

• Organizes and maintains personnel records. Establishes and updates the contents of 
employee folders. Ensures accuracy and completeness of confidential personnel files 
and documents. 

• Performs complex bookkeeping duties, including the management and coordination 
accounts payable, receivable, and billing. 

• Assists in the preparation of annual operating and capital budgets. Collects and 
organizes budget information from staff. Monitors assigned budget line item. Provides 
status reports as required 

• Performs a variety of highly responsible, complex, and confidential administrative 
support functions of the assigned office. 

• Supervises the work of assigned personnel, including assigning and reviewing work, 
providing guidance, and conducting performance evaluations. 

OTHER JOB RELATED DUTIES  
1. Perform related duties and responsibilities as required. 

JOB RELATED AND ESSENTIAL QUALIFICATIONS 

Knowledge of:  

• English grammar, spelling, and punctuation 
• Principles and practices of basic bookkeeping 
• Modern office procedures, methods and computer equipment 
• Human resources management 
• FMLA and worker's compensation 
• Federal and state employment laws, regulations, and guidelines, including 

wage and hour and the Fair Labor Standards Act 
• Grant writing and management 
• Policies and procedures of assigned department 
• Principles and practices of employee supervision, as assigned 
• Principles and practices of budget preparation and administration 



• Techniques of recruiting, interviewing, and selecting applicants for 
employment 

• Principles of job evaluation and analysis 
• Pertinent federal, state, and local laws, codes and regulations 

Skill to:  
• Interpersonal skills necessary to develop and maintain effective and 

appropriate working relationships 
• Performing a variety of duties, often changing from one task to another of a 

different nature 
• Performing basic mathematical functions such as addition, subtraction, 

multiplication, division, percentages, and ratios 
• Communication, both oral and written. 

Ability to:  
• Meet schedules and deadlines of the work 
• Understand and carry out oral and written directions 
• Accurately organize and maintain paper documents and electronic files 
• Maintain the confidentiality of information and professional boundaries 
• Update and monitor databases, files, and reports 
• Maintain accurate and complete records 
• Monitor and review payroll expenditures 
• Prepare clear and concise administrative and financial reports 
• Interpret, apply, and ensure adherence to various personnel/salary rules, 

regulations, laws, and ordinances 
• Interpret and apply pertinent federal, state and local laws, codes and 

regulations including administrative and departmental policies and 
procedures 

• Analyze problems, identify alternative solutions, and implement 
recommendations 

EXPERIENCE AND TRAINING GUIDELINES:  
Any combination equivalent to experience and training that would provide the required knowledge, skills, 

and abilities would be qualifying. A typical way to obtain the knowledge, skills, and abilities would be: 
Experience:  

• At least two years or relevant college-level course work or an associate's 
degree from an accredited school in Accounting or a related field 

• Three (3) to five (5) years of experience in human resources administration 

• Any equivalent combination of training, education and experience that 
provides the required skills, knowledge and abilities 



onable accommodations may be made to enable individual 
disabilities to perform the essential functions. 

Campbell County is an Equal Opportunity Employe 

Original Effective Date: I 10/19/2019  
Last Revision Date: A./15/2021  

Approval: 

  

   

Signature 

 

Date 

LICENSES, CERTIFICATES, OR REGISTRATIONS:  
Must be current or obtained within a specified time frame as defined upon employment 

• Valid driver's license. 



\ 
Campbell County 

wyoming 
Campbell County 
Job Description 

Classification Title Office Manager 

Job Code 109 

FLSA Status Exempt 

Class specifications are intended to present a descriptive list of the range of duties 
performed by employees in the class. Specifications are not intended to reflect all duties 
performed within the job and/or department. 

GENERAL SUMMARY 

Performs a variety of highly responsible, complex, and confidential administrative 
support functions. Organizes and oversees the operations and functions of the assigned 
office. Provides information, assistance, and high-level administrative support to 
department/division head, assigned staff, and/or the general public. Provides customer 
service. Performs financial duties involving accounts payable, accounts receivable, 
budgets, payroll, and/or grant applications. Manages personnel and human resource-
related functions involving workers' compensation, medical leave management, 
reasonable accommodations, light duty, performance appraisals, recruitment, 
onboarding and the termination process. Oversees the operations and functions of 
assigned office. May exercise supervision over administrative support staff. 

ESSENTIAL DUTIES & RESPONSIBILITIES 

The intent of this job description is to provide a representative summary of the major duties and 
responsibilities performed by employees in this job. Employees may be requested to perform 
job-related tasks other than those specifically presented in this description. 

• Manages personnel/human resources-related functions. Administers and supports 
tasks related to medical leave management and requests such as Family and 
Medical Leave, workers' compensation, reasonable accommodations, light duty, etc. 
Assists new and terminating employees with paperwork. 

• Advises and interprets human resource policies and procedures. Manages the 
performance appraisal process. 

• Coordinates the recruitment and selection process for procuring new personnel. 
Administers, coordinates, and develops testing instruments. Assists in interviewing 
potential employees and drafts interview questions. 

• Manages payroll related functions. Processes payroll by verifying the accuracy of 
employee timecards and making changes when required. Prepares payroll reports 
and monitors payroll budget. 

1 
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Comploll County 

wyoming 
Campbell County 
Job Description 

Classification Title Office Manager 

Job Code 109 

FLSA Status Exempt 

• Provides advice and assistance to supervisors and employees regarding personnel 
guidelines and policies and procedures. Assists command staff with the research, 
preparation, maintenance, and dissemination of policies. 

• Submits grant applications, coordinates and submits reports, tracks reimbursements, 
and drafts annual grant budgets. 

• Researches, compiles, and analyzes periodic statistical data/reports and supporting 
materials regarding recruitment procedures and other personnel practices. 

• Analyzes, evaluates, and makes recommendations on internal classifications/salary 
relations. 

• Organizes and maintains personnel records. Establishes and updates the contents 
of employee folders. Ensures accuracy and completeness of confidential personnel 
files and documents. 

• Performs complex bookkeeping duties, including the management and coordination 
accounts payable, receivable, and billing. 

• Assists in the preparation of annual operating and capital budgets. Collects and 
organizes budget information from staff. Monitors assigned budget line item. 
Provides status reports as required 

• Performs a variety of highly responsible, complex, and confidential administrative 
support functions of the assigned office. 

• Supervises the work of assigned personnel, including assigning and reviewing work, 
providing guidance, and conducting performance evaluations. 

• Performs related duties as required. 

MINIMUM QUALIFICATIONS 

Required Education and Experience: 

• At least two years or relevant college-level course work or an associate degree from 
an accredited school 

• Three (3) to five (5) years of experience in human resources administration 

2 
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Campbell County 

wyoming 
Campbell County 
Job Description 

Classification Title Office Manager 

Job Code 109 

FLSA Status Exempt 

• Any equivalent combination of training, education, and experience that provides the 
required skills, knowledge and abilities 

Required Licenses or Certifications: 

• Class C driver's license 

COMPETENCIES FOR SUCCESSFUL PERFORMANCE OF JOB DUTIES 

Knowledge of: 
• English grammar, spelling, and punctuation 
• Principles and practices of basic bookkeeping 
• Modern office procedures, methods and computer equipment 
• Human resources management 
• FMLA and worker's compensation 
• Federal and state employment laws, regulations, and guidelines, including wage and 

hour and the Fair Labor Standards Act 
• Grant writing and management 
• Policies and procedures of assigned department 
• Principles and practices of employee supervision, as assigned 
• Principles and practices of budget preparation and administration 
• Techniques of recruiting, interviewing, and selecting applicants for employment 
• Principles of job evaluation and analysis 
• Pertinent federal, state, and local laws, codes and regulations 

Skill in: 
• Interpersonal skills necessary to develop and maintain effective and appropriate 

working relationships 
• Performing a variety of duties, often changing from one task to another of a different 

nature 
• Performing basic mathematical functions such as addition, subtraction, 

multiplication, division, percentages, and ratios 
• Communication, both oral and written 

3 
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Campbell County 
Job Description 

Classification Title Office Manager 

Job Code 109 

FLSA Status Exempt 

• Customer service 

Ability to: 
• Meet schedules and deadlines of the work 
• Understand and carry out oral and written directions 
• Accurately organize and maintain paper documents and electronic files 
• Maintain the confidentiality of information and professional boundaries 
• Update and monitor databases, files, and reports 
• Maintain accurate and complete records 
• Monitor and review payroll expenditures 
• Prepare clear and concise administrative and financial reports 
• Interpret, apply, and ensure adherence to various personnel/salary rules, 

regulations, laws, and ordinances 
• Interpret and apply pertinent federal, state and local laws, codes and regulations 

including administrative and departmental policies and procedures 
• Analyze problems, identify alternative solutions, and implement recommendations 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

• The position is generally sedentary. Employees sit most of the time but may walk or 
stand for brief periods of time. 

These requirements are representative but not all-inclusive of the knowledge, skill, and 
ability required to perform this job. Reasonable accommodations may be made to 

enable qualified individuals with disabilities to perform the essential functions. Campbell 
County is an Equal Opportunity Employer. 
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Campbell County 
Gillette, Wyoming 

Job Classification Title: 
Financial Analyst 

    

FLSA Status: Exempt Job Type: 2464 Pay Grade: 109 

Class specifications are intended to present a descriptive list of the range of duties performed by 
employees in the class. Specifications are not intended to reflect all duties performed within the job 
and/or department. 

DEFINITION  

Plans, directs, develops, coordinates, organizes, and interprets financial and office 
operations of the Children's Developmental Services of Campbell County with emphasis on 
overseeing internal controls by developing and implementing comprehensive fiscal policies 
and fiscal procedures in accordance with county, state and federal regulations for grant 
administration. Prepares audit files and reporting for budget and serves as liaison to 
independent auditors for State and Federal Grants. 
REPORTS TO  

Director or Elected Official of assigned department 

SUPERVISION EXERCISED AND RECEIVED  

Receive direction from the Director or Elected Official of assigned department 

As necessary, exercise technical and functional supervision of the fiscal policies and procedures, oversee 
the operations and functions of assigned staff members. 

EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES 
Important and essential duties may include, but are not limited to, the following: 
• Oversees financial activities, including accounts payable/receivable and general ledger 

financial and variance reporting. 
• Ensures the administration of grant revenue and expenses are compliant with state and 

federal regulations and works independently with state and federal auditors. 
• Assists in the development, planning, implementation, and management of the annual 

budget. Monitors cost centers of CDS to ensure proper spending and reports any line 
item discrepancies. 

• Processes payroll and maintains payroll and related records. 
• Prepares and analyzes a variety of fiscal reports, statements, and schedules. Prepares 

quarterly State and Federal reports. Ensures timely preparation and submission of 
various reports. 

• Performs month end, fiscal year end, and calendar year end, accounting system 
processing. 



• Serves as primary liaison with the independent auditors. Responds to auditors' findings 
and recommendations. 

• Maintains a variety of records. Monitors records retention and disposition according to 
accepted guidelines. 

OTHER JOB RELATED DUTIES  
1. Perform related duties and responsibilities as required. 

JOB RELATED AND ESSENTIAL QUALIFICATIONS  

Knowledge of:  

• English grammar, spelling, and punctuation 
• Modern office procedures, methods and computer equipment 
• Generally Accepted Accounting Procedures (GAAP) 
• Purchasing policies and procedures 
• Governmental Accounting Standards Board (GASB) 
• Principles and practices of governmental accounting, financial planning and 

management, analysis, and auditing 
• State and federal grant contracts development 
• Principles and practices of budget preparation and administration 

Skill to:  

• Interpersonal skills necessary to develop and maintain effective and 
appropriate working relationships 

• Performing a variety of duties, often changing from one task to another of a 
different nature 

• Performing basic mathematical functions such as addition, subtraction, 
multiplication, division, percentages, and ratios 

• Communication, both oral and written. 

Ability to:  

• Meet schedules and deadlines of the work 
• Understand and carry out oral and written directions 
• Accurately organize and maintain paper documents and electronic files 
• Maintain the confidentiality of information and professional boundaries 
• Oversee and participate in the financial management of the assigned 

department. 
• Establish and maintain internal accounting controls in accordance with 

accounting operations 
• Maintain accurate and complete records 
• Prepare clear and concise administrative and financial reports 



Reasonable accommodations may be made to enable individuals 
disabilities to perform the essential functions, 

Campbell County is an Equal Opportunity Employer 

Original Effective Date:  10/19/2019 
Last Revision Date: 4 15 2021  
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Date 

• Interpret and apply pertinent federal, state and local laws, codes and 
regulations including administrative and departmental policies and 
procedures 

• Analyze problems, identify alternative solutions and implement 
recommendations 

EXPERIENCE AND TRAINING GUIDELINES:  
Any combination equivalent to experience and training that would provide the required knowledge, skills, 

and abilities would be qualifying. A typical way to obtain the knowledge, skills, and abilities would be: 
Experience:  

• At least two years or relevant college-level course work or an associate's 
degree from an accredited school in Accounting or a related field 

• Three (3) to five (5) years of experience in governmental accounting 

• Any equivalent combination of training, education and experience that 
provides the required skills, knowledge and abilities 

LICENSES, CERTIFICATES, OR REGISTRATIONS:  
Must be current or obtained within a specified time frame as defined upon employment 

• Valid driver's license. 
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Campbell County 

wyoming 
Campbell County 
Job Description 

Classification Title Financial Analyst 

Job Code 109 

FLSA Status Exempt 

GENERAL SUMMARY 

Plans, directs, develops, coordinates, organizes, and interprets financial and office 
operations of the Children's Developmental Services of Campbell County with emphasis 
on overseeing internal controls by developing and implementing comprehensive fiscal 
policies and fiscal procedures in accordance with county, state and federal regulations 
for grant administration. Prepares audit files and reporting for budget and serves as 
liaison to independent auditors for State and Federal Grants. 

ESSENTIAL DUTIES & RESPONSIBILITIES 

The intent of this job description is to provide a representative summary of the major duties and 
responsibilities performed by employees in this job. Employees may be requested to perform 
job-related tasks other than those specifically presented in this description. 

• Oversees financial activities, including accounts payable/receivable and general 
ledger financial and variance reporting. 

• Ensures the administration of grant revenue and expenses are compliant with state 
and federal regulations and works independently with state and federal auditors. 

• Assists in the development, planning, implementation, and management of the 
annual budget. Monitors cost centers of CDS to ensure proper spending and reports 
any line item discrepancies. 

• Processes payroll and maintains payroll and related records. 

• Prepares and analyzes a variety of fiscal reports, statements, and schedules. 
Prepares quarterly State and Federal reports. Ensures timely preparation and 
submission of various reports. 

• Performs month end, fiscal year end, and calendar year end, accounting system 
processing. 

• Serves as primary liaison with the independent auditors. Responds to auditors' 
findings and recommendations. 

• Maintains a variety of records. Monitors records retention and disposition according 
to accepted guidelines. 
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Job Description 

Classification Title Financial Analyst 

Job Code 109 

FLSA Status Exempt 

• Performs related work as required. 

MINIMUM QUALIFICATIONS 

Required Education and Experience: 

• At least two years of relevant college-level course work or an Associate's degree 
from an accredited college or university in Accounting or a related field 

• Three (3) to five (5) years of experience in governmental accounting 

• Any equivalent combination of training, education, and experience that provides the 
required skills, knowledge and abilities 

Required Licenses or Certifications: 

• None 

COMPETENCIES FOR SUCCESSFUL PERFORMANCE OF JOB DUTIES 

Knowledge of: 
• English grammar, spelling, and punctuation 
• Principles and practices of basic bookkeeping 
• Modern office procedures, methods and computer equipment 
• Generally Accepted Accounting Procedures (GAAP) 
• Governmental Accounts Standards Board (GASB) 
• Principles and practices of governmental accounting, financial planning and 

management, analysis, and auditing 
• State and federal grant contracts development 
• Principles and practices of budget preparation and administration 

Skill in: 
• Interpersonal skills necessary to develop and maintain effective and appropriate 

working relationships 
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• Performing a variety of duties, often changing from one task to another of a different 
nature 

• Performing basic mathematical functions such as addition, subtraction, 
multiplication, division, percentages, and ratios 

• Communication, both oral and written 

Ability to: 
• Meet schedules and deadlines of the work 
• Understand and carry out oral and written directions 
• Accurately organize and maintain paper documents and electronic files 
• Maintain the confidentiality of information and professional boundaries 
• Prepare clear, concise and informative administrative and financial reports 
• Analyze financial issues and identify alternative solutions 
• Establish and maintain internal accounting controls in accordance with accounting 

operations 
• Interpret and apply federal regulations 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

• The position is generally sedentary. Employees sit most of the time but may walk or 
stand for brief periods of time. 
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Campbell County 
Gillette, Wyoming 

Job Classification Title: 
Financial Service Manager 

FLSA Status: Exempt Job Type: 2464 Pay Grade: 109 

Class specifications are intended to present a descriptive list of the range of duties performed by 
employees in the class. Specifications are not intended to reflect all duties performed within the job 
and/or department. 

DEFINITION  
Performs a variety of highly responsible, complex and confidential administrative and 
financial functions. Organizes and oversees the fiscal operations and functions of the 
assigned office. Provides information, assistance and high-level administrative and 
financial support to department/division head, assigned staff and/or the general public. 
Provides customer service. Performs financial duties involving accounts payable, accounts 
receivable, budget, contract management, procurement, capital assets and grant 
applications. Serves as liaison to independent auditors. Oversees fiscal policies and 
procedures in accordance with county, state and federal regulations. Oversee the 
operations and functions of assigned office. May exercise supervision over administrative 
support staff. 
REPORTS TO  

Director or Elected Official of assigned department 

SUPERVISION EXERCISED AND RECEIVED  

Receive direction from the Director or Elected Official of assigned department 

As necessary, exercise technical and functional supervision of the fiscal policies and procedures, oversee 
the operations and functions of assigned staff members. 

EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES  
Important and essential duties may include, but are not limited to, the following: 
• Oversees financial activities, including accounts payable/receivable, revenue/billing, 

budget, RFP/Bid process, contract negotiation, general ledger financial and variance 
reporting. 

• Develops, implements and manages the annual budget with input from supervisors. 
Monitor budget performance to include Operating, Capital, County-Wide 
Communications and E-911. Recommend budget amendments. Approve some 
expenditures. 

• Assists management with state and federal grant preparation, administration and 
monitoring; ensure financial compliance; submit fiscal and program reports; and 
maintain files. 



• Maintains, updates and tracks capital assets and schedule of depreciated assets. 
• Serves as primary liaison with independent auditors. Responds to audit findings and 

recommendations. 
• Performs a variety of highly responsible, complex and confidential administrative 

support functions of the assigned office. 
• Prepares and analyzes a variety of fiscal reports, statements and schedules. 
• Performs month end, fiscal year end and calendar year end accounting system 

processes. 
• Supervises the work of assigned personnel, including assigning and reviewing work, 

providing guidance and conducting performance evaluations. 

OTHER JOB RELATED DUTIES  
1. Perform related duties and responsibilities as required. 

JOB RELATED AND ESSENTIAL QUALIFICATIONS 

Knowledge of:  

• English grammar, spelling, and punctuation 
• Modern office procedures, methods and computer equipment 
• Generally Accepted Accounting Procedures (GAAP) 
• Purchasing policies and procedures 
• Governmental Accounting Standards Board (GASB) 
• Pertinent Federal, State and local codes, laws and regulations 
• Principles and practices of budget preparation and administration 
• State and federal grant contract development 
• Policies and procedures of assigned department 
• Principles and practices of employee supervision, as assigned 
• Pertinent federal, state and local laws, codes and regulations 

Skill to:  

• Interpersonal skills necessary to develop and maintain effective and 
appropriate working relationships 

• Performing a variety of duties, often changing from one task to another of a 
different nature 

• Performing basic mathematical functions such as addition, subtraction, 
multiplication, division, percentages, and ratios 

• Communication, both oral and written. 

Ability to:  

• Meet schedules and deadlines of the work 
• Understand and carry out oral and written directions 
• Accurately organize and maintain paper documents and electronic files 
• Maintain the confidentiality of information and professional boundaries 



asonable accommodations may be made to enable individuals 
disabilities to perform the essential functions. 

Campbell County is an Equal Opportunity Employer 

Original Effective Date: 10/19/2019  
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• Oversee and participate in the financial management of the assigned 
department. 

• Establish and maintain internal accounting controls in accordance with 
accounting operations 

• Maintain accurate and complete records 
• Prepare clear and concise administrative and financial reports 
• Interpret and apply pertinent federal, state and local laws, codes and 

regulations including administrative and departmental policies and 
procedures 

• Analyze problems, identify alternative solutions and implement 
recommendations 

EXPERIENCE AND TRAINING GUIDELINES:  
Any combination equivalent to experience and training that would provide the required knowledge, skills, 

and abilities would be qualifying. A typical way to obtain the knowledge, skills, and abilities would be: 
Experience:  

• At least two years or relevant college-level course work or an associate's 
degree from an accredited school in Accounting or a related field 

• Three (3) to five (5) years of experience in governmental accounting 

• Any equivalent combination of training, education and experience that 
provides the required skills, knowledge and abilities 

LICENSES, CERTIFICATES, OR REGISTRATIONS:  
Must be current or obtained within a specified time frame as defined upon employment 

• Valid driver's license. 
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wyoming 
Campbell County 
Job Description 

Classification Title Financial Services Manager 

Job Code 109 

FLSA Status Exempt 

Class specifications are intended to present a descriptive list of the range of duties performed by employees 
in the class. Specifications are not intended to reflect all duties performed within the job and/or department. 

GENERAL SUMMARY 

Performs a variety of highly responsible, complex and confidential administrative and 
financial functions. Organizes and oversees the fiscal operations and functions of the 
assigned office. Provides information, assistance and high-level administrative and 
financial support to department/division head, assigned staff and/or the general public. 
Provides customer service. Performs financial duties involving accounts payable, 
accounts receivable, budget, contract management, procurement, capital assets and 
grant applications. Serves as liaison to independent auditors. Oversees fiscal policies 
and procedures in accordance with county, state and federal regulations. Oversee the 
operations and functions of assigned office. May exercise supervision over 
administrative support staff. 

ESSENTIAL DUTIES & RESPONSIBILITIES 

The intent of this job description is to provide a representative summary of the major duties and 
responsibilities performed by employees in this job. Employees may be requested to perform 
job-related tasks other than those specifically presented in this description. 

• Oversees financial activities, including accounts payable/receivable, revenue/billing, 
budget, RFP/Bid process, contract negotiation, general ledger financial and variance 
reporting. 

• Develops, implements and manages the annual budget with input from supervisors. 
Monitor budget performance to include Operating, Capital, County-Wide 
Communications and E-911. Recommend budget amendments. Approve some 
expenditures. 

• Assists management with state and federal grant preparation, administration and 
monitoring; ensure financial compliance; submit fiscal and program reports; and 
maintain files. 

• Maintains, updates and tracks capital assets and schedule of depreciated assets. 

• Serves as primary liaison with independent auditors. Responds to audit findings and 
recommendations. 
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Campbell County 
Job Description 

Classification Title Financial Services Manager 

Job Code 109 

FLSA Status Exempt 

• Performs a variety of highly responsible, complex and confidential administrative 
support functions of the assigned office. 

• Prepares and analyzes a variety of fiscal reports, statements and schedules. 

• Performs month end, fiscal year end and calendar year end accounting system 
processes. 

• Supervises the work of assigned personnel, including assigning and reviewing work, 
providing guidance and conducting performance evaluations. 

• Performs related duties as required. 

MINIMUM QUALIFICATIONS 

Required Education and Experience: 

• At least two years or relevant college-level course work or an associate's degree 
from an accredited school in Accounting or a related field 

• Three (3) to five (5) years of experience in governmental accounting 

• Any equivalent combination of training, education and experience that provides the 
required skills, knowledge and abilities 

Required Licenses or Certifications: 

• Class C driver's license 

COMPETENCIES FOR SUCCESSFUL PERFORMANCE OF JOB DUTIES 

Knowledge of: 
• English grammar, spelling and punctuation 
• Principles and practices of basic bookkeeping 
• Modern office procedures, methods and computer equipment 
• Generally Accepted Accounting Procedures (GAAP) 
• Principles and practices of governmental accounting, financial 

planning/management, analysis and auditing 
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Campbell County 
Job Description 

Financial Services Manager 

109 

Exempt 

• Principles and practices of budget preparation and administration 
• State and federal grant contract development 
• Policies and procedures of assigned department 
• Principles and practices of employee supervision, as assigned 
• Pertinent federal, state and local laws, codes and regulations 

Skill in: 
• Interpersonal and leadership skills necessary to develop and maintain effective and 

appropriate working relationships 
• Performing a variety of duties, often changing from one task to another of a different 

nature 
• Performing basic mathematical functions such as addition, subtraction, 

multiplication, division, percentages and ratios 
• Communication, both oral and written 
• Customer service 

Ability to: 
• Meet schedules and deadlines of the work 
• Understand and carry out oral and written directions 
• Accurately organize and maintain paper documents and electronic files 
• Maintain the confidentiality of information and professional boundaries 
• Oversee and participate in the financial management of the assigned department. 
• Establish and maintain internal accounting controls in accordance with accounting 

operations 
• Maintain accurate and complete records 
• Prepare clear and concise administrative and financial reports 
• Interpret and apply pertinent federal, state and local laws, codes and regulations 

including administrative and departmental policies and procedures 
• Analyze problems, identify alternative solutions and implement recommendations 
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Job Description 

Classification Title Financial Services Manager 

Job Code 109 

FLSA Status Exempt 

• The position is generally sedentary. Employees sit most of the time but may walk or 
stand for brief periods of time. 

These requirements are representative but not all-inclusive of the knowledge, skill and 
ability required to perform this job. Reasonable accommodations may be made to 

enable qualified individuals with disabilities to perform the essential functions. Campbell 
County is an Equal Opportunity Employer. 

Date created: 10/17/2019 

r  Dates revised 
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Campbell County 
Gillette, Wyoming 

Job Classification Title: 
Human Resources/Risk Management Generalist 

FLSA Status: Exempt Job Type: 1468 Pay Grade: 109 

Class specifications are intended to present a descriptive list of the range of duties performed by 
employees in the class. Specifications are not intended to reflect all duties performed within the job 
and/or department. 

DEFINITION  

Assists in all areas of Human Resources and Risk Management as well as providing the 
necessary financial and accounting support to assigned departments. Assists 
employees with their compensation and coordinates the compensation system, 
maintaining documentation, ensures records are up to date, and assists departments 
with organizational changes. Identifies risk or potential harm to the organization so that 
losses can be avoided, controlled, or properly financed. Handles OSHA, worker's 
compensation, county insurance claims, and maintains required documentation. 
Provides backup for all HR department functions. 

REPORTS TO  

Executive Director Human Resources/Risk Management 

SUPERVISION EXERCISED AND RECEIVED  

Receive direction from the Executive Director Human Resources/Risk Management. 

As necessary, exercise technical and functional supervision of the Human Resources/Risk Management 
processes for all County Departments. Make independent judgement decisions as needed in the 
administration of policies, procedures, and benefits. 

EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES  
Important and essential duties may include, but are not limited to, the following: 

1. Assume the responsibilities of the HR/Risk Director and have the official authority to take action in 
his/her absence. 

2. Develops and maintains an effective risk management program with activities that 
prevent and minimize risk, protecting the county's assets, and ensuring a safe 
environment for employees, customers, and the public. 

3. Promotes overall workplace safety by developing and coordinating activities for the 
safety committee and county employees. Implements written safety plans, training, 

• interactive safety website, safety incentives program, fiscally responsible budget, 
facility inspections, and monthly meetings. 



4. Oversees and handles OSHA, Workers Compensation, and county insurance claims. 
Provides corrective action recommendations developed from incident reports, 
interviews, and investigations. Maintains required documents and confidential 
records. 

5. Provides HR support to county departments and backup for all functions in the HR 
department, including recruiting, employment references and background checks, 
compensation, benefit administration, and annual open enrollment. 

6. Provides accounting support to assigned departments by processing accounts 
payable, accounts receivable, and payroll. Works with external auditors to facilitate 
audits. 

7. Acts as point of contact for employees regarding County benefits. Coordinates with 
the provider to resolve problems and makes necessary recommendations regarding 
benefit plan changes. 

8. Assists with preparation, analysis, and incorporation of salary surveys data into a 
comprehensive program. 

9. Prepares and composes applicable correspondence. Maintains applicable files. 
Compiles and organizes reference material. 

10. Performs related duties as required. 

OTHER JOB RELATED DUTIES  
1. Perform related duties and responsibilities as required. 

JOB RELATED AND ESSENTIAL QUALIFICATIONS 

Knowledge of:  

• English grammar, spelling, and punctuation 
• Modern office procedures, methods and computer equipment 
• Compensation systems and methods 
• Purchasing policies and procedures 
• Governmental Accounting Standards Board (GASB) 
• Pertinent Federal, State and local codes, laws and regulations 
• Principles and procedures of recruitment and selection 
• Principles and methods of training and instruction 

Skill to:  

• Interpersonal skills necessary to develop and maintain effective and 
appropriate working relationships 

• Performing a variety of duties, often changing from one task to another of a 
different nature 

• Performing basic mathematical functions such as addition, subtraction, 
multiplication, division, percentages, and ratios 

• Communication, both oral and written. 



Reasonable accommodations may be made to enable individuals 
disabilities to perform the essential functions. 

Campbell County is an Equal opportunity Employer 

Original Effective Date: 10/18/2011  
Last Revision Date: :4/15/2021  

Approval: 
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Ability to:  

• Meet schedules and deadlines of the work 
• Understand and carry out oral and written directions 
• Accurately organize and maintain paper documents and electronic files 
• Maintain the confidentiality of information and professional boundaries 
• Perform statistical analysis 
• Maintain appropriate financial records and reports 
• Administer and coordinate contracts 
• Interpret, apply, and coordinate adherence to safety programs 

EXPERIENCE AND TRAINING GUIDELINES:  
Any combination equivalent to experience and training that would provide the required knowledge, skills, 

and abilities would be qualifying. A typical way to obtain the knowledge, skills, and abilities would be: 
Experience:  

• Bachelor's degree from an accredited college or university in Public or 
Business Administration or a related field (Preferred) 

• Three (3) to five (5) years of experience in a Human Resources support 
position 

• Any equivalent combination of training, education, and experience that 
provides the required skills, knowledge and abilities 

LICENSES, CERTIFICATES, OR REGISTRATIONS:  
Must be current or obtained within a specified time frame as defined upon employment 

• Valid driver's license. 
• PHR or SHRM-CP Professional Certification (Preferred) 
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Campbell County 

wyoming 
Campbell County 
Job Description 

Classification Title HR/Risk Management Generalist 

Job Code 109 

FLSA Status Exempt 

GENERAL SUMMARY 

Assists in all areas of Human Resources and Risk Management as well as providing the 
necessary financial and accounting support to assigned departments. Assists 
employees with their compensation and coordinates the compensation system, 
maintaining documentation, ensures records are up to date, and assists departments 
with organizational changes. Identifies risk or potential harm to the organization so that 
losses can be avoided, controlled, or properly financed. Handles OSHA, worker's 
compensation, county insurance claims, and maintains required documentation. 
Provides backup for all HR department functions. 

ESSENTIAL DUTIES & RESPONSIBILITIES 

The intent of this job description is to provide a representative summary of the major duties and 
responsibilities performed by employees in this job. Employees may be requested to perform 
job-related tasks other than those specifically presented in this description. 

• Develops and maintains an effective risk management program with activities that 
prevent and minimize risk, protecting the county's assets, and ensuring a safe 
environment for employees, customers, and the public. 

• Promotes overall workplace safety by developing and coordinating activities for the 
safety committee and county employees. Implements written safety plans, training, 
interactive safety website, safety incentives program, fiscally responsible budget, 
facility inspections, and monthly meetings. 

• Oversees and handles OSHA, Workers Compensation, and county insurance 
claims. Provides corrective action recommendations developed from incident 
reports, interviews, and investigations. Maintains required documents and 
confidential records. 

• Provides HR support to county departments and backup for all functions in the HR 
department, including recruiting, employment references and background checks, 
compensation, benefit administration, and annual open enrollment. 

• Provides accounting support to assigned departments by processing accounts 
payable, accounts receivable, and payroll. Works with external auditors to facilitate 
audits. 
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Job Description 

Classification Title HR/Risk Management Generalist 

Job Code 109 

FLSA Status Exempt 

• Acts as point of contact for employees regarding County benefits. Coordinates with 
the provider to resolve problems and makes necessary recommendations regarding 
benefit plan changes. 

• Assists with preparation, analysis, and incorporation of salary surveys data into a 
comprehensive program. 

• Prepares and composes applicable correspondence. Maintains applicable files. 
Compiles and organizes reference material. 

• Performs related duties as required. 

MINIMUM QUALIFICATIONS 

Required Education and Experience: 

• Bachelor's degree from an accredited college or university in Public or Business 
Administration or a related field (Preferred) 

• Three (3) to five (5) years of experience in a Human Resources support position 

• Any equivalent combination of training, education, and experience that provides the 
required skills, knowledge and abilities 

Required Licenses or Certifications: 

• PHR or SHRM-CP Professional Certification (Preferred) 

COMPETENCIES FOR SUCCESSFUL PERFORMANCE OF JOB DUTIES 

Knowledge of: 
• English grammar, spelling, and punctuation 
• Modern office procedures, methods and computer equipment 
• Compensation systems and methods 
• Purchasing policies and procedures 
• Governmental Accounting Standards Board (GASB) 
• Pertinent Federal, State and local codes, laws and regulations 
• Principles and procedures of recruitment and selection 
• Principles and methods of training and instruction 
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Job Description 

Classification Title HR/Risk Management Generalist 

Job Code 109 

FLSA Status Exempt 

Skill in: 
• Interpersonal skills necessary to develop and maintain effective and appropriate 

working relationships 
• Performing a variety of duties, often changing from one task to another of a different 

nature 
• Performing basic mathematical functions such as addition, subtraction, 

multiplication, division, percentages, and ratios 
• Communication, both oral and written 

Ability to: 
• Meet schedules and deadlines of the work 
• Understand and carry out oral and written directions 
• Accurately organize and maintain paper documents and electronic files 
• Maintain the confidentiality of information and professional boundaries 
• Perform statistical analysis 
• Maintain appropriate financial records and reports 
• Administer and coordinate contracts 
• Interpret, apply, and coordinate adherence to safety programs 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

• The position is generally sedentary. Employees sit most of the time but may walk or 
stand for brief periods of time. 
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*Individuals wishing to provide public comment are asked to sign in prior to the start of the meeting, provide 
contact information and the topic(s) to be discussed. 

 
 
The following page(s) contain the backup material for Agenda Item: 9:25 Resolution for Special Prosecution 







*Individuals wishing to provide public comment are asked to sign in prior to the start of the meeting, provide 
contact information and the topic(s) to be discussed. 

 
 
The following page(s) contain the backup material for Agenda Item: 9:30 Resolution Regarding Simulcasting 
with Campbell County 



RESOLUTION NO. ______ 
 

OF 
 

CAMPBELL COUNTY, WYOMING 
 
 
 

A RESOLUTION REGARDING SIMULCASTING WITHIN CAMPBELL COUNTY, WYOMING  
PURSUANT TO W.S. 11-25-102(a)(vii)(B)  

 
 
WHEREAS, the Campbell County Board of Commissioners recognizes the economic and 
community benefits to Campbell County through live horse racing within Campbell County;  
 
WHEREAS, the Campbell County Board of Commissioners recognizes the benefit to the horse 
industry of Campbell County through live horse racing within Campbell County; 
 
WHEREAS the Campbell County Board of Commissioners recognizes that it is through revenue 
derived from simulcasting at locations off the permitted live horse racetrack premises in Campbell 
County that allows a live horse racing operator to conduct the minimum live racing days required 
under W.S. 11-25-104(m) and WY Rules and Regulations 038.0001.10 § 3 within Campbell County; 
 
WHEREAS, W.S. 11-25-102(a)(vii)(B) provides that “Simulcasting may be conducted off the 
permitted premises only if the board of county commissioners of the county in which such 
simulcasting will be conducted grant [grants] its approval;”  
 
WHEREAS, the Campbell County Board of Commissioners desires to foster the development of live 
horse racing in Campbell County by requiring simulcasting operators to be both:  (i) licensed to 
conduct the minimum number of live horse racing days under W.S. 11-25-104(m) and WY Rules 
and Regulations 038.0001.10 § 3 and (ii) conducting said live horse racing consistent with the 
aforementioned statute and regulation   (excepting days that are cancelled for good cause due to 
weather or other uncontrollable circumstances);   
 
NOW THEREFORE BE IT RESOLVED by the Campbell County Board of Commissioners: 
 
Pursuant to its authority set forth in W.S. 11-25-102(a)(vii)(B), the Campbell County Board of 
Commissioners will only approve simulcasting to be conducted off of a permitted live horse race 
track premises within Campbell County under one of the following conditions: 
 

(1) the simulcasting operator is a live horse racing operator that is both (i) licensed to 
conduct the minimum live race days required under W.S. 11-25-104(m) and WY Rules 
and Regulations 038.0001.10 § 3 within Campbell County on an annual basis and (ii) 
conducting said live horse racing consistent with the aforementioned statute and 
regulation (excepting days that are cancelled for good cause due to weather or other 
uncontrollable circumstances); or 

 



(2) if the simulcasting operator does not satisfy the first requirement, then such simulcasting 
operator may conduct simulcasting off of a permitted live horse racetrack premises 
within Campbell County only if written approval is given by any simulcasting operator 
that is licensed to conduct the minimum live race days required under W.S. 11-25-104(m) 
and WY Rules and Regulations 038.0001.10 § 3 within Campbell County on an annual 
basis and conducts said live horse racing consistent with the aforementioned statute and 
regulation  (excepting days that are cancelled for good cause due to weather or other 
uncontrollable circumstances).  

 
If there is no other such simulcasting operator that is both licensed to conduct the minimum live 
race days required under W.S. 11-25-104(m) and WY Rules and Regulations 038.0001.10 § 3 and 
conducting the said live horse racing consistent with the aforementioned statute and regulation 
within Campbell County, then no simulcasting operations will be allowed within Campbell County.  

 
The previous resolutions of the Campbell County Board of Commissioners concerning approval of 
simulcasting off of permitted live horse racetrack premises are hereby revoked and superseded by 
this Resolution.  The effective date of aforementioned revocation is the date of the first live horse 
race day of the year which is being conducted by the licensed live horse racing operator conducting 
the minimum live race days required under W.S. 11-25-104(m) and  WY Rules and Regulations 
038.0001.10 § 3 in Campbell County. This resolution does not grant any simulcast operator the 
authority to simulcast at any particular location off of permitted live horse racetrack premises. 
Simulcast operators must still seek approval from the Campbell County Board of Commissioners for 
each location such operator wishes to simulcast. 
 
 
 

Resolved this ____ day of ________ 2021. 
 

Board of County Commissioners  
Campbell County, Wyoming 

 
 

_________________________________ _________________________________ 
Robert Maul, Chairman    Rusty Bell 
 
 

_________________________________ __________________________________ 
D.G. Reardon     Del Shelstad 
 
 

_________________________________          ATTEST:_____________________________ 
Colleen Faber     Susan F. Saunders, County Clerk 
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