
























































Washburn County 
Personnel Requisition Form 

Date:   7/19/2022 ☐ New Position  ☐ Position Vacancy        ☒ Position Change 

 

 

POSITION INFORMATION: 

 

WAGES/BENEFITS/FUNDING: 

Wage/Hr Hrs/Yr Wage/Yr WRS Taxes W/C Benefits 

 

Total 

24.71 1040 25698.40 1747.47 1965.93 45.90 18499.24 47956.96 

        
 

 

 Is this request budgeted?    YES       NO   List the funding source:   

 

 

FISCAL ANALYSIS (from above): 

CATEGORIES 
BUDGET ESTIMATES  

(EST.) 

Other operating expenditures (include costs to hire – advertising, 
interviewing, testing/reviewing applicants  

0 

Wages and Benefits   

Personal Equipment (e.g. tools, uniforms, safety equipment) 0 

Mileage & Meals 0 

Training Expenses (Including memberships) 500 

Computer Equipment (e.g. hardware, software, wiring, etc.) 0 

Office Furniture and Supplies 0 

Renovation/Relocation Costs 0 

Revenues (Use Negative #) 0 

TOTAL: 500 

 

Position Title:  Assistant CVSO  PT                                                                                          Department: Veterans 

  

Effective Date: 
  

 

Position Type:              ☐     Full Time              ☒     Part Time                  ☐      LTE               ☐      Casual 
 

   

Reason for Request:  Conversion from LTE to permanent 

 

Why is position required or why can’t present employees complete the work or why can’t position be contracted? 

This is a conversion with current employees, the position requires National Accreditation in order to conduct Veteran 

transactions with the VA. 

 

Is office space, furniture and office equipment available?     ☒   Y   ☐    N 

 

If not, explain plan to obtain:  

  



 

DISCUSSION AND JUSTIFICATION OF PROPOSED POSITION 
Cells will expand as you type. 

Does this position already have a position classification and 
position description? If yes, please attach appropriate 
documentation.  If no, has a Position Questionnaire been 
completed? 

Yes 

What are the major functions or examples of work 
performed of the proposed position? 

Assisting the Counties Veterans with benefit applications and 
tracking; assist the CVSO in the Veteran Outreach program 

Minimum Educational Requirements and minimum 
experience for this position? 

High School Graduate 

Knowledge Skills and Abilities? 
 Knowledge of Veteran Benefits from the Federal, State, and local 

governments. Working knowledge of Microsoft office suite 

What caused the need for this position? (i.e. State or 
Federal initiatives/mandates, increased workload, etc.) 

Increased workload 

What/Who generates the work which is to be done?  The 
public? The department itself? Another department within 
the County? 

The public and the department generates the work 

Is this work currently being performed by someone else?  If 
yes, how and by whom? 

No 

How does this position fit into the organizational structure of 
the Department? (Please attach an organizational chart.) 

Parallel position to existing Asst CVSO FT 

How will this position affect other employees in the 
department?  (e.g. supervision, subordinates, etc.) 

None, direct subordinate to the CVSO 

Who would perform the duties of this position when the 
incumbent is on vacation or using sick time? 

The Asst CVSO and CVSO 

Are there alternatives to the services that this individual 
would provide?  If yes, explain. 

No 

What will be the effect or where would the impact be felt if 
this position is not created or not replaced?  Please explain. 

The department would lose flexibility with assigned tasks, public 
outreach would be hindered by the lack of resources (time and 

personnel) 

Can the position costs be offset by eliminating or reducing a 
lower priority function? Please explain. 

No 

Is there a workspace available for this employee? If yes, 
where?  If no, what needs to be done to accommodate the 
requested position? 

Yes 

How does this position fit into the long-range and strategic 
plans of the Department and/or County? 

It ensures that the office will be open to the public for benefits and 
Veteran outreach. 

 

Justification for request or general remarks/comments about the position: 

 

 

 

 

 



 

 

 

Approvals: 

DEPARTMENT HEAD: 
I hereby certify that the above information is correct. 

Joseph C Schmidt  DATE: 7/19/2022 

 

Committee of Jurisdiction: 

COMMITTEE: 
Approved                  Denied          
 
Comments                

 DATE:       

 

 

HUMAN RESOURCE DIRECTOR APPROVAL: 

Filling of position is:    Approved       Not Approved 

  

Comments:       

 

Human Resources Director:       Date:       

 
 

COMMITTEE APPROVALS: 

PERSONNEL 

COMMITTEE: 

Approved                  Denied          
 
Comments                

 DATE:       

COUNTY BOARD  
(IF NECESSARY) 

Approved                  Denied          

 

Comments                
 DATE:       

 

 

 

 

 
















