
 

107 North Kent Street, Winchester, VA 22601 

 
 

County of Frederick 
       Michael J. Marciano 

Director of Human Resources 
 

(540) 665-5668 
Fax: (540) 665-5669 

 Michael.Marciano@fcva.us 

 
 
TO:  Human Resources Committee and Board of Supervisors 
 
FROM:  Michael J. Marciano 
 
DATE:  June 17, 2021 
 
SUBJECT: HR Committee Agenda 
 

 
 
The HR Committee will meet in the First Floor Executive Conference Room at 107 North Kent 
Street on Friday, June 25, 2021 at 9:00 a.m.  
 
The agenda for the meeting is as follows: 
 

1. Request for Restructure of Commissioner of Revenue’s Office and Adding 
New Position– Presentation by Department Representative 

a. COR – Chief Deputy (Range 12) 

2. Request for New Position – Presentation by Department Representative 

a. IT Department – Technology Administrative Coordinator (Range 8) 

3. Employee of the Month Recognition – Employee Nomination  



 
 

County of Frederick 
 

      Department of Human Resources 
 

(540) 665-5668 
Fax : (540) 665-5669 

 hr@fcva.us 

 
 

To: Frederick County HR Committee 
Frederick County Board of Supervisors 

 
From: 

 
Michael Marciano, Director of Human Resources 

 
Date: June 17, 2021 
 
Re: 

 
Commissioner of Revenue’s Request for Restructuring of Office and Creation 
of a New Position 

 
 

The Commissioner of Revenue is seeking approval to restructure the office for better efficiency and to 
address the impending retirement of a long-time employee who performs numerous roles within the 
Commissioner’s Office. The Human Resources Department has examined the job description 
submitted for the Chief Deputy position, studied the positions listed in the County’s SAP, considered 
the desire of the Commissioner of the Revenue restructure his department, and analyzed the salaries of 
other counties/entities throughout the region.  It is the recommendation of the Director of Human 
Resources that the Human Resources Committee, and, subsequently the Board of Supervisors, approve 
the restructuring of the Commissioner of Revenue Office along with the creation of a Chief Deputy 
role.   
 
 



Frederick County, Virginia 
OFFICE OF 

COMMISSIONER OF THE REVENUE 
107 North Kent Street   
Winchester VA 22601 

P.O. Box 552 
Winchester VA  22604-0552 

seth.thatcher@fcva.us 
www.fcva.us/cor 

        SETH T. THATCHER                                  Phone:  540-665-5681     
           COMMISSIONER                   Fax:  540-667-6487 

 
MEMORANDUM 

 

TO:     Human Resources Committee 
FROM:  Seth T. Thatcher, Commissioner of the Revenue 
DATE:  June 11, 2021 
RE:  Request for Restructure of Commissioner of the Revenue Office including  

  Additional Salary Administration Program Position of Chief Deputy 
 
 
The Commissioner of the Revenue is seeking approval to restructure the office for better efficiency.  
We have the impending retirement of our long-time employee Jane Anderson who is our Chief 
Administrator of Realty and also acts in the capacity of what other Constitutional Offices refer to as 
“Chief Deputy” to the Commissioner of Revenue.    
 

Additionally, the continued growth of Frederick County (a population of 89,313 in 2019) has 
increased, among other things, real estate assessments, business licensing, personal property 
accounts, and compliance with the influx of new residents and businesses.  These factors have caused 
our office to consider how to be properly structured in order to meet the challenges of our 
constitutional duties heading into the future.  (See Addendum A for detailed description of COR duties 
and responsibilities.)  
 

As we began to look at how to appropriately organize the office, it soon became apparent that we 
needed to review the entire Department including all positions within it.  Given that I am relatively 
newly elected, it seemed a proper inflection point to analyze the challenges ahead and how to best 
meet them. 
 

I have taken a conservative approach with restructuring while ensuring that my office will be able to 
get the job done.  In light of that, I am presenting that the Commissioner’s office continue with its 
current 24 staff positions.  The specific changes would include: (1) separating the Chief Administrator 
of Realty/Chief Deputy into two separate positions thereby adding the Chief Deputy position to the 
Salary Administration Program (SAP); (2) changing the currently-filled Data Collector position to an 
Assessor I; and (3) removing the currently-unfilled Data Collector position.  By not filling the 
currently open Data Collector position and adding the separate Chief Deputy position, the total 
number of COR employees (24) will remain the same.  In other words, there will be no additional full-
time equivalents (FTE’s).  (See Addendum B / chart of proposed staff changes.) 
 

It is our understanding from the former Commissioner of the Revenue that, prior to Jane Anderson 
being her Chief Administrator of Realty/Chief Deputy, this was two separate positions.  It is our desire 
to return to that office structure.  While Mrs. Anderson has acquired a unique set of skills and abilities 
over 38 years that have enabled her to do both jobs simultaneously, it would be difficult if not 
impossible to hire a replacement or promote from within a candidate who would possess all of the 
same knowledge and expertise to fulfill the responsibilities of both the Chief Administrator of Realty 
and the Commissioner’s Chief Deputy.  Additionally, as I intend to expand the Chief Deputy’s duties, 
it would be unreasonable and impractical for a single individual to assume all of the job 
responsibilities of both roles.  In order to continue to maintain COR’s stable work environment and 
high production level of services with minimal disruption, I believe it is imperative to separate these 
two positions.  
 

mailto:seth.thatcher@fcva.us
http://www.fcva.us/cor
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CHIEF ADMINISTRATOR OF REALTY 
 
The Chief Administrator of Realty is responsible for handling all matters related to Reassessment as 
well as all matters related to Real Estate including, but not limited to:  
 

GENERAL DUTIES 
o Hire, train, supervise, and terminate employment of staff 
o Organize both sections to facilitate the day-to-day operations  
o Develop/implement goals and direct staff work assignments 
o Ensure all deadlines are met 
o Handle staff concerns, counsel and discipline staff when necessary, and complete employee 

performance evaluations 
o Understand the Code of Virginia, Frederick County Code and other applicable laws 
o Direct notices to/from taxpayers  
o Attend meetings, classes, conferences etc.  
o Maintain and regularly review software, online programs, forms, and processes  
o Keep track of and provide annual statistical reports for COR and certain VA agencies as required or 

needed 
o Work with the auditor to facilitate compliance 
o Be an integral and contributing part of the Commissioner’s Leadership team 

 
REASSESSMENT DUTIES REAL ESTATE DUTIES 
o Divide/Map Parcels 
o Oversee Residential Field Work:  

• Inspect 
• Measure 
• Photograph 
• Record & Enter Data 
• Request Additional Info 

o Oversee Commercial Field Work: 
• Physical Data 
• Income & Lease Info 
• Costs/Expenses 
• Sales Info 

o Perform Valuation: 
• Marshall & Swift 
• MRIS 
• Income Surveys 
• Other Considerations 

o Complete Assessment (Fair Market Value) 
o Set Rate 
o Update Maps 
o Perform Queries 
o Handle Assessment Appeals 

 

Oversee and assist with the following: 
o Process new construction 
o Process supplemental bills 
o Handle taxpayer inquiries 
o Conduct tax map maintenance 
o Update real estate records (Deeds, Wills etc.) 
o Administer public service programs 
o Administer land use program 
o Process rollback taxes 
o Administer other tax relief programs: 

• Elderly 
• Permanently Disabled 
• 100% Service-Connected, Totally & 

Permanently Disabled Veterans (or Surviving 
Spouses) 

• Surviving Spouses of Certain Persons Killed in 
Line of Duty 

• Tax Exemption for Non-Profits 
• Surviving Spouses of Members of the Armed 

Forces Killed in Action 
Close Book 
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CHIEF DEPUTY 
 

CURRENT GENERAL DUTIES 
• Act in full capacity and assume responsibilities in the absence of the Commissioner including 

oversight of the Department and attendance at meetings (other Constitutional Officers have 
this already) 

• Contribute suggestions for short-term and long-range planning and help achieve goals 
• Serve as backup for COR’s monthly reimbursement approval and annual budget submissions 

to the VA Compensation Board 
• Coordinate and ensure all tax books close according to schedule 
• Assist with the hiring process 
• Assist staff and taxpayers to resolve conflicts or problems 

PROPOSED EXPANSION OF GENERAL DUTIES 
• Assist with the collection of all Divisions’ annual workload data submissions to VA 

Compensation Board  
• Coordinate and complete the compilation and entry of COR’s annual County FY budget 
• Review documentation and prepare exonerations for approval by the Board of Supervisors 
• Draft new and revise existing Department policies and procedures as needed 
• Co-chair the Department’s Orientation of new employees [newly-created to expand upon HR’s 

orientation to be specific to COR] 
• Maintain records including Department personnel files 
• Oversee and approve budget expenditures and review monthly VISA Statements 
• Work with County Attorney with regard to any Code interpretation or needed 

additions/revisions 
• Assist staff in the performance of their duties during periods of peak workload 
• Evaluate programs and procedures to create new methods to improve efficiency of operations 

for staff and taxpayers 
• Propose discussion items, compile agenda, and attend bi-monthly COR Leadership meetings 
• Work on special projects with entire staff (e.g., Continuity of Operations Plan, Update of all Job 

Descriptions etc.) 
 
The title of a Chief Deputy position, which does not currently exist in our SAP, would be listed under 
the range of 12 with the corresponding salary of $95,060 to $152,141 (based on salaries effective July 
1, 2021).  (See Addendum C for proposed Chief Deputy job description.)  Appropriately, the actual 
amount of the Chief Deputy’s salary will have to be commensurate for the “second in command,” 
including higher than any Commissioner staff (e.g., the Chief Administrator of Realty). 
 

I have attached a list of salary information for those who are “second in command” (with a variety of 
SAP Position Titles) in other Frederick County Constitutional Offices and Departments as well as 
Commissioner of Revenue offices in surrounding localities who are like ours in function and who 
have a similar position in their office.  As you will see, the proposed salary range is in keeping with 
these positions that require similar skills and responsibilities.  (See Addendum D.) 
 

Even with the requested funding of this position at a starting commensurate with experience, COR 
has been and will continue to save the County in salary as follows: 
 

• Five personnel who retired/resigned in 2020 were replaced at lower salaries = $65,799 annual 
savings; 

• Salary of new Chief Administrator of Realty will be reduced = approximately $27,846 annual 
savings; and 

• Other potential position changes including GIS Analyst replacement at a lower salary and changing 
the Administrative Assistant position to a Secretary which is also a lower salary = approximately 
$46,028 annual savings. 
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Furthermore, one of our two Data Collector positions (that was frozen during the hiring freeze and 
then opened back up) has not yet been filled and will be eliminated if this restructure is approved.  
This amounts to $35,870 in annual savings.  Historically, a certain amount of field work was 
previously done by COR’s data collectors (e.g., photographing parcels, noting additional 
buildings/improvements to properties etc.).  However, with the advancement of technology, COR 
now uses various computer programs that have the ability to compare created aerial images 
(captured by low-flying airplanes) to our current field data.  Thus, the number of needed site visits 
performed by Data Collectors has been reduced as the work to identify the location of property 
improvements is now being performed in the office by the Assessors.   
 
In conjunction with that, I am also requesting that the current filled position of Data Collector be 
changed to an Assessor I position.  The International Association of Assessing Officers’ standard ratio 
for the number of real estate parcels assigned to assessors is 1 full-time employee per every 2500 
parcels.  Frederick County COR office averages 7900 parcels per 1 full-time employee.  Assessors are 
responsible for conducting advanced assessments of all new and existing County residential, 
commercial and industrial realty every two years.  This involves entering field data, ascertaining 
completeness of records, checking for inconsistencies, performing statistical analysis of 
reassessment values, developing assessment standards and valuations, calculating and processing 
special tax programs, and ensuring fair market value is achieved on all property.  The difference in 
salary from a Data Collector to an Assessor I is an additional $14,325 per year. 
 
The final difference between all of the potential future savings to the County and the salary expense 
of a Chief Deputy at an estimated $100,000 per year would result in the County paying approximately 
$4,581 (not including benefits).  (See Addendum E / Salary Changes.) 
 
COR’s accomplishments over the last several years with the current number of staff are to be 
commended.  However, I believe the Commissioner’s office would be best positioned to meet the 
County’s needs today and into the future with the proposed restructure.  I appreciate your 
consideration of this request.   
 
 
Attachments: 
   Addendum A – COR Duties and Responsibilities 
   Addendum B – Staff Requirements 
   Addendum C – Chief Deputy Proposed Job Description 
   Addendum D – Frederick County / Other Locality Comparison 
   Addendum E – COR Recent Past & Future Position Salary Changes  



ADDENDUM A 
 
 

OFFICE OF THE COMMISSIONER OF THE REVENUE 
 

It is the goal of this office to ensure that assessments are accurate, fair, thorough, and complete so that the taxation 
burden is shared equitably among all County residents.  The Commissioner’s office strives to provide the highest 
quality of customer service to all citizens of Frederick County by being courteous, efficient, timely, and diligent in 
performing our job duties.  As you may know, it is divided into the following Divisions:   
 
REAL ESTATE & REASSESSMENT (47,770 land parcels):  conduct in-house reassessment of all land parcels and 
hold assessor/BOE hearings every two years; assess new construction and changes (as permits are issued); make 
mapping adjustments; execute deed changes, transfers, and other ownership adjustments; administer real estate 
tax relief programs for elderly, disabled, 100% service connected permanently and totally disabled veterans, and 
surviving spouses for specific programs; manage land use tax deferral program for qualifying parcels of agricultural, 
horticultural, forestry, and open space land; apply rollback taxes for non-qualifying land as a result of land use 
changes. 
 
PERSONAL PROPERTY (135,949 records):  find and assess all personal property including motorcycles, passenger 
vehicles, pick-up trucks, trailers, big trucks, motor homes, mobile homes, airplanes, and boats; adjust records to 
reflect the purchase, sale, disposal, or transfer of ownership of personal property; process move-ins and move-outs 
listed on weekly DMV reports; work up semi-annual DMV reports from neighboring jurisdictions for compliance; 
assess vehicle license fees; apportion interstate trucks and trailers; verify and record all tax exempt property 
including for servicemembers, qualifying fire & rescue volunteers, and the new program for 100% service-
connected permanently and totally disabled veterans; confirm, balance, and post proration abatements; calculate 
and apply Personal Property Tax Relief percentage to vehicles; apply high mileage reduction and damage 
consideration; issue supplemental bills; ensure compliance by investigating unlicensed, unregistered, and out-of-
state vehicles. 
 
BUSINESS (10,211 accounts):  explain to business owners the initial multi-step business license application process 
and annual renewal; issue licenses to assessed businesses; register consumer tax businesses; handle meals (food & 
beverage) and lodging (transient occupancy) monthly tax filings; manage short-term rental property business 
quarterly filings; extensively review and process business equipment taxes for all businesses, manufacturers 
(machinery & tools), processors, and leasing companies; assess public utility taxes; ensure compliance by 
conducting site visits, taking steps to “discover” businesses, and reviewing Schedule C’s, State Corporation 
Commission filings, and income tax reports; follow up with auditor on taxpayer complaints and information 
provided by other County Departments (e.g., Inspections, Planning, Sheriff etc.); deliver to the Treasurer payments 
sent to directly COR for many of the above-listed items. 
 
COMPLIANCE/AUDITING: conduct discovery of new items of taxation and business/personal property including 
site visits; has investigative responsibility to audit filings of all tax programs; review monthly tax reports from VA 
Department of Taxation to compare with COR records to ensure correct taxation; file requests for locality transfers 
when tax allocated incorrectly to other jurisdictions; handle tax appeals. 
 
GENERAL:  examine economic trends and data, valuation guide changes, and real estate sales for assessment 
accuracy; monitor and lobby for/against legislative changes that impact the administration of taxation by the 
Commissioner’s office; work with the County Attorney on legal issues and updates of our locality’s Code; respond to 
FOIA requests, email questions, and other inquiries; compile statistical annual reports for local, state, and 
organizational use; assist with County budgetary information and revenue projection; prepare budget and monthly 
reports for Compensation Board; continue education by attending classes, training, and seminars (COR and staff); 
actively participate in tax or assessment-related group meetings involving matters such as proposed legislation 
before the General Assembly, NADA analysis, VA Tax Department updates, DMV updates, and Bright & Associates or 
CAMRA software changes. 

 



ADDENDUM B

CURRENT NO. of EMPLOYEES PROPOSED NO. of EMPLOYEES

COR ADMINISTRATION COR ADMINISTRATION
Commissioner of the Revenue 1 Commissioner of the Revenue 1

Chief Deputy (separated) 1
Administrative Assistant (type of position to be changed) 1 Secretary (new title of changed position) 1
General Account Clerk 1 General Account Clerk 1

REAL ESTATE & REASESSMENT DIV. REAL ESTATE & REASESSMENT DIV.

Chief Deputy (position to be separated) & Chief Admin Realty 1 Chief Admin Realty (only) 1
GIS Analyst 1 GIS Analyst 1
Assessor III 1 Assessor III 1
Assessor II 1 Assessor II 1
Assessor I 3 Assessor I (includes former Data Collector) 4
Data Collector (to become Assessor I) 1
Administrative Assistant (Tax Relief) 1 Administrative Assistant (Tax Relief) 1
Secretary (Real Estate) 1 Secretary (Real Estate) 1
Data Collector (unfilled/to eliminate) 1

BUSINESS DIV. BUSINESS DIV.
Chief Admin Business 1 Chief Admin Business 1
Senior Account Clerks 3 Senior Account Clerks 3

PERSONAL PROPERTY DIV. PERSONAL PROPERTY DIV.
Personal Property Supervisor 1 Personal Property Supervisor 1
Senior Account Clerks 3 Senior Account Clerks 3
Account Clerk 1 Account Clerk 1

AUDITING/COMPLIANCE AUDITING/COMPLIANCE
Auditor 1 Auditor 1

TOTAL 24 TOTAL 24

COR STAFF REQUIREMENTS
[Changes highlighted in color]



County of Frederick 
Job Title: Chief Deputy 

DATE: 5/11/2021 PREPARED BY:  Commissioner of the Revenue

HR APPROVAL: Click or tap here to enter text. HR APPROVAL DATE: Click drop down to enter date. 

SALARY RANGE:  12 

DEPARTMENT: Commissioner of the Revenue

REPORTS TO: Commissioner of the Revenue 

JOB PURPOSE 
SUMMARY: Assumes the responsibilities of the Commissioner of Revenue in his/her absence.  Assists with all day-to-
day operations for all taxes administered by the Commissioner of the Revenue.  

ESSENTIAL FUNCTIONS 
ESSENTIAL DUTIES AND RESPONSIBILITIES: The requirements for this position include, but are not limited to, those
outlined below. All job functions, education and experience, general knowledge and abilities, and physical requirements
are subject to possible modification to reasonably accommodate individuals with disabilities to enable them to perform
the essential functions of the job. This document does not create an employment contract, implied or otherwise. It is the
employer’s discretion to add or change the duties or requirements of this position at any time.

• Acts in full capacity and assumes responsibilities in the absence of the Commissioner of Revenue (Commissioner)
including oversight of the Commissioner of the Revenue’s Office and attendance at meetings, conferences, etc.

• Serves as second-in-command including supervising all Commissioner staff when necessary.

• Assists with overall planning, coordination, and supervision of Commissioner’s office.

• Contributes suggestions for short- and long-range planning and helps achieve goals.

• Functions as backup for Commissioner of the Revenue’s monthly reimbursement approval to the Virginia
Compensation Board.

• Assists with annual budget and collection of workload data submissions to the Virginia Compensation Board

• Formulates, coordinates, and completes the compilation and entry of the Commissioner of Revenue’s annual
County fiscal year budget.

• Coordinates and ensures all tax books close according to schedule and other deadlines are met.

• Assists with staff candidate recruiting, selecting, and hiring; and coordinates training, evaluates work, counsels,
disciplines, and recommends termination.

• Initiates staff corrective action as required, and processes staff concerns.

• Works to resolve taxpayer conflicts or issues.

• Assists staff in the performance of their duties during periods of peak workload in order to maintain optimum
efficiency of operations.

• Assists taxpayers, County personnel, other localities, and the public with questions and requests for information.

• Responds to questions or complaints related to Commissioner’s Office operations or personnel.

• Evaluates programs and procedures and assists in the creation of new methods to improve efficiency of operations
for staff and taxpayers to expedite the assessment of taxation.

• Gathers and maintains information to support periodic and special reports.

• Reviews documentation and prepares exonerations for approval by the Board of Supervisors.

• Coordinates Commissioner of Revenue Office’s internal audits.

• Assists with the development and implementation of new Commissioner of Revenue’s policies and procedures,
and revises existing ones as needed.

• Co-Chairs the orientation of new employees.

• Oversees maintenance of records per established records retention guidelines, and maintains personnel files.

• Oversees and approves budget expenditures, and reviews monthly VISA statements.

ADDENDUM C



• Explains, applies, and ensures compliance with all applicable laws including the Frederick County Code and
Virginia Code as well as works with County Attorney with regard to any Code interpretation or needed
additions/revisions.

• Proposes discussion items, compiles agenda, and attends bi-monthly Commissioner of Revenue Leadership
meetings.

• Ensures Commissioner of Revenue Office continues to meet all requirements for Commissioner of Revenue
designation of Master Commissioner of the Revenue through UVA’s Weldon Cooper Center; all standards required
to receive Commissioner of the Revenue Association of VA (CORVA) annual accreditation; and all standards to
pass CORVA’s Career Development Program audits.

• Works on special projects with entire staff (e.g., Continuity of Operations Plan, update of job descriptions, etc.)

• Supervise staff and oversee the management and operations of the Office.

• Performs other duties as assigned by the Commissioner of Revenue.

JOB REQUIREMENTS 
EDUCATION: Bachelor’s degree preferable or comparable experience in the management of a busy office.

EXPERIENCE: Minimum of seven (7) years of experience in a taxpayer or customer-oriented environment, preferably in
a government office. Experience supervising and handling staff matters. Experience with customers/taxpayers including
resolving problems. 
OTHER KNOWLEDGE, SKILLS AND ABILITIES: Superior knowledge and use of standard office practices and
procedures. Possess strong communication and professional telephone etiquette as well as leadership, supervisory and
organizational skills. Ability to work independently with little supervision. Possess superior computer skills, using various
programs (Microsoft Word, Excel, Adobe Acrobat and AS400).  Ability to follow complex oral and written instruction and
the ability to produce, maintain and file complex records and reports. Ability to serve as liaison with other departments,
agencies, and the general public. Ability to maintain a high level of confidentiality. Ability to establish and maintain
professional and effective working relationships with co-workers, agencies, officials, and the general public.

CERTIFICATES, LICENSES AND/OR REGISTRATIONS: Must have achieved Master Deputy Commissioner of the
Revenue designation from Weldon Cooper Center of the University of Virginia.

PHYSICAL AND ENVIRONMENTAL CONDITIONS 
PHYSICAL CONDITIONS: The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of the job. Requires light physical effort working almost
exclusively with lightweight materials (up to 20 pounds) including but not limited to walking, talking, stooping, sitting (for
extended periods), kneeling, bending, reaching and gripping. Vocal communication is required for expressing or
exchanging ideas by means of the spoken word. Hearing is required to perceive information at normal spoken word
levels, and visual acuity is required for preparing and analyzing written or computer data, operation of machines,
determining the accuracy and thoroughness of work, and observing general surroundings and activities. Office work has
no exposure to environmental conditions; work is generally in a moderately noisy location (e.g., business office, light
traffic).

ENVIRONMENTAL CONDITIONS: Heated and air-conditioned office. The employee is not subject to adverse
environmental conditions.

ACKNOWLEDGMENT OF JOB DESCRIPTION 

I understand that it is my responsibility to comply with all the policies and procedures of the County and that such may be
changed by the County at any time. I recognize that this job description is not intended to be all-inclusive, and I may be
asked to perform other reasonably-related job responsibilities as assigned and required by management. I also realize
that this job description, or other oral or written statements, do not constitute an expressed or implied employment
contract, and such are not intended to bind the County of Frederick contractually. All employees are employed “at will”
and either the employee or the County may terminate employment at any time, for any or no reason, with or without
notice.

I have read the classification specification above, fully understand the requirements set forth therein, and will 
perform these duties to the best of my ability. 

__________________________________ __________________________ 
Employee Signature  Date 

__________________________________ 
Print Employee Name 



ADDENDUM D 

FREDERICK COUNTY 

Please note that the following Frederick County Constitutional Offices and Departments currently 
have one or more Chief Deputy or comparable positions: 

CONSTITUTIONAL OFFICE POSITION TITLE SALARY RANGE* 
Commonwealth Attorney Deputy Commonwealth’s Attorney (12) $95,060 - $152,141
Treasurer Deputy Treasurer 

Deputy Treasurer / Operations 
Deputy Treasurer / Compliance 

(12) $95,060 - $152,141
(12) $95,060 - $152,141
(10) $73,072 - $117,048

Sheriff Major / Chief Deputy (11) $85,278 - $136,371

DEPARTMENT POSITION TITLE SALARY RANGE* 
Fire & Rescue Assistant Fire Chief (12) $95,060 - $152,141
Fire & Rescue Deputy Chief (11) $85,278 - $136,371
Finance Assistant Finance Director (12) $95,060 - $152,141
Information Technology Deputy Director IT-Security (11) $85,278 - $136,371
NRADC Assistant Superintendent (12) $95,060 - $152,141
Planning & Development Assistant Transportation Director (12) $95,060 - $152,141

* Salaries effective July 1, 2021

OTHER LOCALITY COMPARISON 

Below is a list of salary information regarding other localities who are like ours in function 
and who have a similar position in their Commissioner of Revenue office.  Clarke and 
Shenandoah Counties have not been included because their offices are not comparable. 
Clarke County has only the Commissioner plus 1 full-time staff member and 1 part-time staff 
member.  They issue a small number of business licenses and collect lodging tax, but 
outsource their 8,000 parcels for assessment and do not impose a meals tax. Shenandoah 
County has 6 staff members and “may” require a business license but only possibly for those 
located directly within a “town,” do not impose a meals tax, and outsource their real estate 
assessment.  Additionally, the City of Winchester does not compare in size.  As you can see, 
the proposed grade 12 salary range (effective July 1, 2021 / $95,060 - $152,141) is in keeping 
with positions that require similar skills and responsibilities at surrounding localities. 

LOCALITY POSITION TITLE SALARY RANGE* 
Chesterfield County Chief Deputy $84,976 - $145,106 
City of Chesapeake Chief Deputy $71,219 - $117,512 
Fauquier County Chief Deputy $69,751 - $123,482 
Hanover County Chief Deputy $85,827 - $145,915 
Loudoun County Chief Deputy $92,258 - $175,289 
Spotsylvania County Chief Deputy $73,002 - $116,804 
Stafford County Chief Deputy $83,137 - $128,876 

* Does not reflect any potential upcoming salary increases (COLA or otherwise)







































ADDENDUM E

Position Prior Salary New Salary
Past Annual 

Savings
Comissioner of the Revenue 135,548 125,000 10,548
Chief Adm of Business 78,318 54,000 24,318
Commercial Assessor to Assessor II 65,472 54,000 11,472
Assessor II to Assessor I 63,089 48,686 14,403
Assessor I to Assessor I 53,744 48,686 5,058
TOTAL Recent Savings to County $65,799

Position Current Salary
Approximate New 

Salary
Future Annual 

Savings
Chief Deputy and Chief Adm of Realty 124,178
Chief Adm of Realty ONLY 96,332 27,846
TOTAL $27,846

Position Current Salary
Approximate New 

Salary
Annual 

Difference
GIS Analyst 88,332 63,188 25,144
Administrative Assistant (to Secretary) 53,644 32,760 20,884
Data Collector A (changed to Assessor ) 35,870 50,195 -14,325
TOTAL $31,703

Position Current Salary Time Unfilled Annual Savings
Data Collector B 35,870 (1 year) $35,870

Position
Estimated 

Salary*
Annual Cost to 

County
Chief Deputy 100,000 $100,000

RECENT + FUTURE POTENTIAL APPROXIMATE TOTAL SAVINGS TO COUNTY 161,218

100,000
95,419
$4,581

*Based on Position & Potential Changes To Be Made and Current Unfilled Position

COR RECENT PAST & FUTURE POSITION SALARY CHANGES

POSITION CHANGE TO BE MADE

RECENT POSITION SALARY CHANGES (Result of Employees' Retirement/Resignations)

CURRENT UNFILLED POSITION

POTENTIAL ADDITIONAL POSITION CHANGES TO BE MADE

*Current Salaries listed below are based on 3.1% COLA increase effective July 1, 2021 

RECENT PAST SAVINGS

FUTURE POTENTIAL SAVINGS

FUTURE POTENTIAL COST

ESTIMATED FUTURE COST TO COUNTY/CHIEF DEPUTY SALARY (not including benefits)

POTENTIAL EXPENSE TO COUNTY (not including benefits)
LESS FUTURE  APPROXIMATE TOTAL SAVINGS TO COUNTY*

FUTURE SPLIT-OFF POSITION

*Commensurate with experience / salary range of $95,060 - $152,141



 
 
 

 
 

County of Frederick 
 

      Department of Human Resources 
 

(540) 665-5668 
Fax : (540) 665-5669 

 hr@fcva.us 

 
 

To: Frederick County HR Committee 
Frederick County Board of Supervisors 

 
From: 

 
Michael Marciano, Director of Human Resources 

 
Date: June 17, 2021 
 
Re: Department of Information Technology (IT) Request for New Position 

 
 

IT is requesting that a Technology Administrative Coordinator position be added to Frederick County 
Salary Administration Program (SAP).  The Human Resources Department has reviewed the job 
description submitted for the position, studied the positions listed in the County’s SAP, considered the 
reasons the IT Department wants to add this position, and analyzed the salaries of other 
counties/entities throughout the region.  It is the recommendation of the Director of Human Resources 
that the Human Resources Committee, and, subsequently the Board of Supervisors, approve the 
creation of a Technology Administrative Coordinator.   
 



To: 

COUNTY OF FREDERICK 

MEMORANDUM 

Human Resources Committee 

Information Technologies 
(540) 665-5614 

From: Scott Varner, Director of Information Technology and GIS 
Subject: 

Date: 

Request to create a Technology Administrative Coordinator Position and drop 
Administrative Assistant position 
June 3, 2021 

The Department of Information Technology (IT) is requesting to replace the Administrative Assistant position, salary 
range 6 ($43,516 to $69,582) with a new position titled Technology Administrative Coordinator, salary range 8 
($53,964 to $86,278). The Administrative Assistant position would be dropped from the Information Technology 
Organization Chart and replaced with the proposed new position. 

The Information Technology Department continues to reorganize the department to meet the current and ever­
changing demands of government technology. We are looking at each position and determining where to realign 
positions to get the maximum value out of each position. The current Administrative Assistant position does not 
encompass what the department needs for the amount of coordination needed for support of all County departments 
and connected agencies. The position needs to encompass more technology-specific duties facilitating the need to 
move the position from range 6 to 8. 

The new job description proposed would add the following duties: 
• Assists with various help desk duties including user password management and basic PC troubleshooting. 
• Coordinates the purchasing of all technology for all County Departments and Fiscal Oversight agencies. 
• Acts as a liaison and point person between multiple groups, including vendors, for requesting, purchasing, 

and deploying identified technology assets. 
• Coordinates feedback and surveys of help desk response. 
• Responsible for oversight of tagging, tracking, and inventorying of identified assets. 

The budgetary responsibility, purchasing, and oversight for the Information Technology Department have grown as 
well. In 2010, the IT Department Budget was a combined $1.1 million. In 2021, the combined budget was $2.9 
million. 

A new job description for this position is attached to this request for review. Below you will find a table containing 
similar positions in other localities that helped shape this job description and justified the requested range. Also 
included below are job descriptions related to the range table below for review. I have highlighted those areas that 
this job description encompasses. 

107 North Kent Street, Winchester, Virginia 22601-5039 
svamer@:fcva.us 



Locality Position Title Salary Ran l?,e 

Frederick County, VA Maintenance Cost Analyst $53 964 - $86,278 

Richmond, VA Maintenance Cost Analyst $60-000 - $65,000 

Clarke County, VA Office Manager $44-497 - $71 ,195 

City of Winchester VA Administrative Programs Assistant $39,520 - $61,207.80 

City of Winchester, VA Accounting Analyst $39,520 - $61 ,207.80 

City of Winchester, VA Administrative Services Coordinator $43 576 - $67,489.66 

Citv of Winchester, VA Administrative Services Manager $50,440 - $78,120.49 

Henrico, VA Facilities Coordinator $45,101 - $82,966 

Henrico, VA Budget Analvst $47,266 - $86,948 

I believe this position change will help the department to continue to move forward in enhanced support to all County 
Departments and Users. 

Thank you for your consideration, 

107 North Kent Street, Winchester, Virginia 22601-5039 
svamen@fcva.us 



County of Frederick 
Job Title: Technology Administrative Coordinator 

 

DATE: Click drop down to enter date. PREPARED BY:  Scott Varner 

HR APPROVAL: Click or tap here to enter text. HR APPROVAL DATE: Click drop down to enter date. 

SALARY RANGE:  8 

DEPARTMENT: Information Technology 

REPORTS TO: IT Director 

  

  

  

 
JOB PURPOSE 

SUMMARY: Works in the County’s centralized IT Department and assists the Director of Information Technology and 
MIS in planning and management of the technological infrastructure and administrative tasks. Responsible for the day-
to-day processing of all IT invoices, purchase order management, and project oversight for various department 
initiatives.    

ESSENTIAL FUNCTIONS 
ESSENTIAL DUTIES AND RESPONSIBILITIES: The requirements for this position include, but are not limited to, those 
outlined below. All job functions, education and experience, general knowledge and abilities, and physical requirements 
are subject to possible modification to reasonably accommodate individuals with disabilities to enable them to perform 
the essential functions of the job. This document does not create an employment contract, implied or otherwise. It is the 
employer’s discretion to add or change the duties or requirements of this position at any time. 
 

• Assists with and coordinates various infrastructure and administrative projects and tasks -- includes 
scheduling/coordinating meetings, document meeting minutes, effectively and accurately communicating 
relevant project information, initiating purchase requests relevant to project, tracking expenses related to project, 
vendor communication and relations, etc.     

• Acts as a liaison and point person between multiple groups, including vendors, for requesting, purchasing, and 
deploying identified technology assets. 

• Acts as a liaison and point person between multiple groups, including staff and vendors, for identifying and 
resolving problems and issues, particularly IT related issues. 

• Assists with various help desk duties including user password management and basic PC troubleshooting. 

• Assists with the implementation of tagging, tracking, and inventorying of identified assets. 

• Assists with the development and implementation of software and warranty tracking procedures. 

• Coordinates communication between administrative staff and clients by answering the phone, directing calls, 
taking, and relaying messages via voicemail, email, and phone. 

• Schedules FedEx, UPS, DHL, etc. deliveries and pickups. 

• Coordinates the purchasing of all technology for all County departments and fiscal oversight agencies.   

• Works with departments to research and quote new technology projects. 

• Invoices processing and oversight of all IT and MIS invoices and purchase orders. 

• Oversees all County data contracts and cellular plans. 

• Tracks all mobile devices and oversees inventory. 

• Tracks copier leases and purchases and provides maintenance reconciliation. 

• Creates and maintains weekly and monthly department reports that document team activities. 

• Tracks budgetary expenses and reconciles with department budget. 

• Provides project management for assigned departmental projects. 

• Acts as part of the departmental budget development team. 

JOB REQUIREMENTS 
EDUCATION: Two-year degree in relevant IT field of study. 

 



EXPERIENCE: Three (3) to five (5) years of relevant work experience or any equivalent combination of experience and 
training which provides the required knowledge, skills and abilities. Relevant IT, accounting and/or billing experience 
required. 

OTHER KNOWLEDGE, SKILLS AND ABILITIES: Superior knowledge and use of standard office practices and 
procedures.  Possess exceptional organizational skills. Ability to maintain schedules, disperse, monitor, prioritize work 
load, and multi-task. Possess superior communication (verbal and written) skills. Ability to work independently with little 
supervision and possesses problem-solving skills. Self-starter who is able to perform duties independently and in a fast-
paced environment. Superior knowledge and use of business English, spelling and mathematics. Possess superior 
computer skills, using various programs – especially Microsoft Office applications. Ability to compose complex 
correspondence and other materials independently, or from marginal notes or drafts. Ability to follow complex oral and 
written instruction and the ability to produce, maintain and file complex records and reports. Exceptional project 
management/analytical skills and effective problem-solving skills. Ability to serve as liaison with other departments, 
agencies and the general public. Ability to be a self-starter and able to perform duties independently in a fast-paced 
environment. Attend meetings, report and disseminate information from such meetings. Ability to maintain a high level of 
confidentiality, and demonstrate strong analytical skills. Possess excellent customer service skills, and ability to establish 
and maintain professional and effective working relationships with co-workers, senior management, agencies, officials 
and the general public and possess professional telephone etiquette. 

CERTIFICATES, LICENSES AND/OR REGISTRATIONS: N/A 

PHYSICAL AND ENVIRONMENTAL CONDITIONS 
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 the job. Requires moderate physical effort working almost 
exclusively with lightweight materials (up to 40 pounds) including but not limited to walking, talking, stooping, sitting (for 
extended periods), kneeling, bending, reaching, repetitive limb movement, dexterity and gripping. Vocal communication 
is required for expressing or exchanging ideas by means of the spoken word. Hearing is required to perceive information 
at normal spoken word levels, and visual acuity is required for preparing and analyzing written or computer data, 
operation of machines, determining the accuracy and thoroughness of work, and observing general surroundings and 
activities. Office work has no exposure to environmental conditions; work is generally in a moderately noisy location 
(e.g., business office, light traffic). 

ENVIRONMENTAL CONDITIONS: Heated and air-conditioned office. The worker is not subject to adverse 
environmental conditions. 

ACKNOWLEDGMENT OF JOB DESCRIPTION 
I understand that it is my responsibility to comply with all the policies and procedures of the County and that such may be 
changed by the County at any time. I recognize that this job description is not intended to be all-inclusive, and I may be 
asked to perform other reasonably-related job responsibilities as assigned and required by management. I also realize 
that this job description, or other oral or written statements, do not constitute an expressed or implied employment 
contract, and such are not intended to bind the County of Frederick contractually. All employees are employed “at will” 
and either the employee or the County may terminate employment at any time, for any or no reason, with or without 
notice.  
 
I have read the classification specification above, fully understand the requirements set forth therein, and will 
perform these duties to the best of my ability. 
 
 
__________________________________ __________________________ 
Employee Signature     Date 
 
 
__________________________________ 
Print Employee Name 
 

 







































 
 
 

 
 

 
County of Frederick 

 
      Department of Human Resources 

 
(540) 665-5668 

Fax : (540) 665-5669 
 hr@fcva.us 

 
 

To: Frederick County HR Committee 
Frederick County Board of Supervisors 

 
From: 

 
Michael Marciano, Director of Human Resources 

 
Date: June 17, 2021 
 
Re: Employee of the Month Nomination 

 
 

Based upon the reasons provided in the Employee of the Month nomination, the HR Department 
supports recognizing this individual as June 2021 recipient. 
 
 
 



• 
County of Frederick 

Employee of the Month 
Nomination Form 

Do you know of an employee who 
Exhibits EXTRA effort ... 
Goes ABOVE AND BEYOND the requirements of his or her position .. . 
Provides OUTSTANDING service ... 

Received: (HR use) 
06/04/2021 

Makes a significant contribution, accomplishment or achievement to the County of Frederick and its 
residents. 

Criteria for Employee Recognition: Please mark the appropriate contribution(s): 

O Critical Thinking and Problem Solving 

[8] Customer Service (Exceptional) 

D Dependability 

0 Innovation/Creativity 

D Integrity 

D Interpersonal Skills 

0 Leadership Qualities 

D Monetary Savings Ideas 

D Performance/Skill Level 

D Positive Attitude 

D Professionalism 

D Project 

D Quality 

D Resourcefulness 

[8] Safe Work Practices 

D Superior Accomplishment 

[8] Other 

Employee Name : Dana Lichliter Department: Public Works/Animal Shelter 

Nomination Submitted By: Kathy Whetzel Department:Public Works/ Animal Shelter 

Nominator's Signature: Date: 06/07/2021 

Describe the employee's accomplishments ontributions that were ABOVE AND BEYOND the normal duties expected of the 
position. Describe how the employee provided exceptional service: 
Dana Lichliter has worked for the Frederick County Animal Shelter for over 14 years as an Animal Caretaker and is 
currently a Sr. Animal Caretaker. Dana supervises the daily operations of the shelter's cat population; adoptions, 
shots, spay/neuter, micro chips, and healthcare. Dana works with rescue organizations to get cats adopted. She 
actively assists with the shelter's "Country Cat" program. This program places feral cats in farm homes. 

On what started out as a routine day at work, a co-worker suffered a serious food allergy reaction. Having a history 
of allergic reactions, the employee carries epinephrine and was able to direct staff to the location of their 
epinephrine. Dana Lichliter retrieved the device; which featured audio instructions. Dana was able to follow these 
instructions and successfully administer the epinephrine. The employee was transported to a local emergency 
medical facility and was treated and released. Thanks to Dana's quick action, a not so routine day ended happily! 

Specifically describe the actions that meet the criteria of this award. Describe the value added to the department, team or 
organization. 

Dana administered epinephrine to a fellow employee suffering from an allergic reaction. Thanks to her ability to remain calm and take 
action, the employee was able to seek medical attention and recover fully. 
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