
AGENDA ITEM FOR ADMINISTRATIVE MEETING          (   ) Discussion only 
                                                                                                 (X)  Action 

FROM (DEPT/ DIVISION):  Human Services 

PROGRAM:  Developmental Disabilities Program (CDDP) 

SUBJECT:   Creation of Administrative Assistant Position 

I respectfully request a new Administrative Assistant 

position for the Developmental Disabilities program. 

This position will fill a gap related to the office's day-

to-day operations and administrative support needed 

to ensure compliance with the Office of 

Developmental Disabilities rules and regulations. 

The duties are currently being completed by all staff, 

creating a very inefficient system.  

Cost:  approx. $103,000 annually 

Special funds from ODDS through ARPA funding for 

the next two years will support the position, and any 

additional costs will be absorbed into the ongoing DD 

budget using carryover dollars. 

(X) ACTION REQUESTED:

Authorize creation of an Administrative Assistant 
position immediately in the DD Program 

**Note:  Request reviewed with Liaison 
Commissioner, HR Director, and Finance 
Director before submission.

ATTACHMENTS:   Job Description 

Date: (10.18.22)            Submitted By: (Kim Beck) 

************For Internal Use Only************ 
Checkoffs:  
(          )  Exec. Asst.                                                           To be notified of Meeting: 
(          )  Dept. Head (copy) 
(          ) Human Resources (copy) 
( ) Budget (copy) 
( ) Fiscal 
( ) Legal (copy)                                                          Needed at Meeting: 
( ) Other-List: 

PLEASE RETURN THIS FORM AND ATTACHMENTS TO OFFICE MANAGER 

Scheduled for meeting on:   November 9, 2022 

Action taken:  

Follow-up:












