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ADMINISTRATIVE ORDER NO. 76-3
OF THE
JEFFERSON COUNTY COMMISSION

May 17, 1976

PURSUANT to the authority vested in the Jefferson County Commission by the
Code of Alabama, the following Administrative Order is hereby issued:

PURPOSE

To centralize the interdepartmental
service activities of the County
Government in order to obtain
maximum efficiency and economy of
operations.

1. The Building Services Department shall be reorganized and retitled the
General Services Department in accordance with the accompanying
Chart No. 7. )

2. The Printing Division, of the Comptroller's Department is hereby abolished.
The staff and functions of the Division are transferred to a newly created
General 'Services Department.

3. The Comptroller shall feorganize the Comptroller's Department in
accordance with the accompanying Chart No. 2.

ORDERED at the County Courthouse, Jefferson County, Alabama, to be effective
May 17, 1976.

Tom Gloor, President
Jefferson County Commission
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T Chart No. 7 T ©
. ORGANIZATION
werrs - ’ _ GENERAL SERVICES DEPARTMENT
© 7 Printiag Division . DIRECTOR | 1976

Provides direction to county
building and equipment main-
tenance and operation service
program. Serves as official
voting machine custodian and
Instructor; prepares budgets
for elections, and prepares
layouts for official election
ballots.

Docs offsct printing and
nimeographing for County
departments, Produces
County stationcry. Does
microphotography for di-
visions of the Circuit
Court. Opcrates an office
supply storecroom for County
departments.,

ASSISTANT DIRECTOR
Oversces major segments of
departmental operations.

MAINTENANCE REPAIR JAND SERVICE UNILTS
‘ )
ritv Services dessemor Courthouse General Maintenance Administrative and Building i
s securily and Performs bldg., main- and Repair Section Services Soction » ¢
5 with traffic tenance and custodial With roving crews and Provides clcrical-administrative cssistance { 1
t the high-rise __| services and heating, tradesmen, performs to the Dircctor and Assistan: Dircctor,
ouse parking air-conditioning, and heating, air-condition=- Receives and sorts courthouse mail; picks !
ty; provides mechanical repairs at ing, refrigeration, up, meters, and dispatches out-going rail.
ty services in Sessemer Courthouse. carpentry, plumbing and Dellvers materfals, supplies and documeats
ouse cafataria. building and mechanical to county bulldings. 1
repair work in county Operates bulk storage warehouse for materials
buildings. Repairs and supplies.
and maintains voting Oparates rccords storige warehouse.
machines and delivers Maintains inventory recards of county build-
them to poling places. ing equipment and furnishings.
. rro:;migv.fgyft — P 9P Performs painting and grounds maintenance
¢ $ building main work at county facllities and structures
tenance and custodial throughout the county.
|| services and heatlng, . Providas securlty, custodial, and Informa-
i'f'COﬂd‘t'OR'ﬂgo and tion services at the 8irmingham Courthcuse
FCC??ﬂlgi‘ repalrs at and coordinates telephone service.
amily Court, Provides burjal services for the Indigent,

I !

County Home and

‘ Contral Laundr

Parrorms- heating, air
conditioning, and
mechanical repair work
at County Homa and
Central Laundry.

Cooper Green Hospital

Electrical Sectian

Provides heating, air-

mechanical, and general
maintenance services at
Cooper Green Hospital,

conditioning, electrical,

Investigates the nced
for and plans, ins:alls
and malntains traffic
signals In the unincorp~
orated arca. Installs
and malntains electrical
systems in county build-
Taaer ronalre olpnetrleal
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Office of the Comptrolley

Supervises the general accounting
operation of the County government.
Prepares all County Financial
Statements. Manages the County
insyrance program.
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ORCANIZATIU.
COMPTROLLER'S DEPARTMENT
1976

Sewar Z:iiling Division

Pre~audit Division

Accounting Division

Payroll Division

1zes and doas all sawer service
ing in Jefferson Courty not

by the 3irzingham, Trussville,
Trondale munictipal utilicies.
ivas and filles all liens on
ety ia the County.

Pre-audits all receipts, purchase
orders, invoices, and other

County obligations for payment,
Procasses travel advance and re-
imburscrment rcquests for paymenct.
Processes petty cash reimbursement
requests, Parforms che centralized
Batch Control funccion for the
entira department.

Maintains the ledgers for all County
funds. Maintains official grants
and contracts files. Prepares peri-
odic grant and contract reports.
Prepares invoices for County sales
of goods or services, Compiles and
processes intradepartmental charges
(rebates).

Oversces the production of and
timely discribucion of che psyroll
checks. Verifies tax deductisns
and prepares necessary tax and
F.I1.C.A. reports. Adninisccrs the
County Insurance Prcyram and

" Pension System. Hanlles accouating

for bonded indebtedneoss.

Posting Services

Performs posting services for all
the Divisiona to the Ceneral Ledger,
Subsidiary Ledgers, and Cash Dis-
bursement Journal. Prepares all
non-payroll warrants.
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Office of the Comptroller

1 Comptroller
1 Secretary

, Chart No. 2
STAFFING
COMPTROLLER'S DEPARTMENT

1976

BV D,

w2r Billing Division.

Pre-Audit Division

Accounting Division

Sr. Accountant
Senior Clerks
Acccunt Clerk
Intermediate Clerks

L

Administrative Analyst
Senior Account Clerks
Account Clerks
Intermediate Clerk

1 Principal Accountant
1 Accountant

2. Senior Account Clerks
2 Facilities Cashiers

Posting Services

1 Account Clerk
1 Intermediate Clerk

Payroll Division

1 Principal Accountant
2 Accountants

1 Administ;acive.ln:ern
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