ERIE COUNTY TECHNICAL SCHOOL

PROPOSED AGENDA ITEM

DATE: October 25, 2007
SUBJECT: Accounting and Administrative Assistant, S-3
CATEGORY: Operations: Policy: Information: Personnel: X

INITIATED BY: Natalie Fatica, Coordinator of Human and Quality Resources

DESCRIPTION:

In order to adequately address the needs of Erie County Technical School and the
Regional Career and Technical Center the ECTS Administration recommends hiring
DeVona Henderson as an S-3 secretary beginning on or after October 25, 2007.

RECOMMENDATION:
Motion to hire DeVona Henderson, as S-3 Secretary, Accounting and

Administrative Assistant effective on or after October 25 at the rate of $12.05 per
hour pending clearances, per the Classified Unit bargaining agreement.
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To obtain a challenging position in administratio: ihat best utdizes my shills & experience,
promotes professional growth & ineveased vevpor abilily,

1983-1988
1989-1990

2006 — Current

2002 - 2006

2001 - 2002

1995 - 2006

1995 - 1999

Diploma Ohtained: Harbeocosel High solonl cduaness Administration)
Diploma Obtained: 36 Thompson Aviudemy (vedieil Avsistang)

Schaffuer, Knight, Minpouzh & Cuapangy, P00

Receptionistiddminiserativ - Assisteni

sAnswer all incoming oafls, Provess all fhmoneid satements into document
management system, providv admimisirative supporn

*Maintain postage micr mid onlgaine mailing: including certified letters and
specinl mailings

Erie Insuraice

Policy Provessing Speciadioa = Conimercinl Lines

=Process applications arwt cndorsenicats. enler dics inum souree documents apply
rates. various Coverige s, Lramiims, cices ana o

“Verify dala processcd a Lo corsections o ins Gl o inaccurate data and contact
Apents & field personnet o telophone sor addizional processing information that
may be necded

{maging Records Spocicli:  Policyioioess fecorads Pepariment

Prepared documents fuor onaging vondiod gudd te of scunned documents also
enlered indexing information o The Gioage stera o avsieim

sVerified data entrics of rer emviodl operaior: Haough sight verification and
on-line editing

Rentway, fie

Sr. Wariuniv Specicdis:

sResponsible for Avcount booccivahiz roconciin vlon for warranty revenue
sNegotiation/sdminisuatic s of mmmiaauwier wirr ety Tabor rates

=Renewal of service agrec 1onts with nuafhetar -

*Monthly submission of i -recoverable warrant v cliims to Accounting

eStafl training. condust pisentetion: abosul waneaty procedures

=Data entry of all claivws por monthe for coamanty ©ovenue reimbursement
Responsible for developt oo Wigriai Procedace: hMaoual

Administrarive Assisio

*Responsible for coording ion ol Annue & Divisi el mectings/related funclions
«Write, edit, prooficad, pebhshivg ot all correspondence, reports, P& L
distribution nnd other docizaenis

sProcess warranty cliime ter several divrent piefacneeers as well as coordinate
reconciliution of warrant, wimburson.

sCreate & mainting: sprese Shecls & cenerale v biv reporling

«Conduct presenuutions o aueordanee with Waranty Procedures Manual at
Product Service Meeting:

*Responsible for submiih o Frodues Service percornel mectids o payroll
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1994 — 1994

1993 — 1994

1991 — 1994

Cambridge Springs Cosrcciional Insiittion
Administrative Assistan

=Supervisor of Medical Eaecoads Clek

«Responsible for courdin.on iwmte infirmary focoids
sSubmission of inmaie dotor hitls

=Generated necessary Repovting

Albion State Corrociion o Suslitudom

Administrative Assistait-f omai fesovroes Coard oo
sAdminisirative Assistan to Dircctor of Human Resogrees
«Courdinated new hire su! nssions

=Setup new hire raining & aitendance

sPracessed drug screcniin e nzw e

Stairways, e

Receptionist/Administreti v lasivies

= Agsistant to Human Fessoees Qirevtor

=Answered all incomiog - di

=Assisted Human Resovies in sefting up ivaipy & coondination
paperwork
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of new hire




