The Next Step

Reducing Chaos to Establish Calm
in a County Tax Office

Presented Courtesy of
Cheryl E. Johnson, PCC, CTOP
Galveston County Tax Assessor Collector
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Credting Calm (and limiting the number of storm
clouds and bumpy roa ds).

Required a set of guidelines defining actions necessary to

achieve results. These 8uide1ines/ policies

enable us to define actions to achieve desired results.

In Galveston County, we later developed skill sets which

enables emplog ees to per{orm assigned tasks and provicles

expectations enabling them to grow in the organization.
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ACCT 01 Balancing Monthly Property Tax receipts
ACCT 02 End of Month Property Tax Reporting
ACCT 04 Banking Authorizations

ACCT 05 Deposit Warrants and Cash Receipts
ACCT 06 Entity Distribution Notifications
ACCT 14 Returned Property Tax Payments
ACCT 15 Check Refund Registers

ACCT 17 Returned Checks - Highway

ACCT 18 Refund Process Tracking

ACCT 19 Debit/Credit Chargebacks

ACCT 21 TABC Entity Billing

ACCT 23 Internal Production of Refund Checks

ADM 01
ADM 02
ADM 03

Duties & Responsibilities of the TAC
County HR Policy & GCTO
Emergency Action

ADM 04 Office Functione 5
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and Office Displays
« _.uas Retention

ADM 05 T+
ADM 06 E

ADM 07 M
ADM 09 Re
ADM 10
ADM 13

_on Duties

Requests for Public Information

Fraud, Waste and Abuse Prevention
County Computer, RTS, ACT System
Passwords

General Operations

General Employment Practices

Payroll - Permanent & Temporary Staff

ADM 14

ADM 20
ADM 21
ADM 22
County Computer & Equipment
Operations & HEAT /Facility Requests
Performance Counseling & Progressive
Discipline

ADM 25

ADM 30

ADM 31 Complaints

e TTenn
ADM 33 iystenl A:d_m_uushatom, UserIDs &
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o How toaddress R aspects (my office requirements vs county
requiremen ts) & attendance
o0 How towrite policies that balance legal &5 ethical
accountability ¢ TAC discretionary power to avoid
issues and liability
0 How to address resistance to change (im plementing
po]icies)
o How tokeep branches on the same page
(c establishing policies as routine rather than
forcing com p]ic'mce/
o0 How toincentivize employeesin a

government environment
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Our Handouts Provide Supporting
Documentation

o VG Young proviclecl our or§g chart, policg listing,

tax software utilized ¢ GCTO Email
(in June we distributed 100 CDs of our policies..if

you missed that, sim p] U email us) and four

essential policies

o In addition to the information provided by
VG Young, [ have proviclecl copies of

additional policies that will be covered today
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Next Item of Additional Information

o Howtoaddress R aspects 6111} office requirements vs county

requiremen ts) (5" attendance
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Next Item of Additional Information

o How towrite policies that balance legal ¢ ethical accountability

&~ TAC discretionary power to avoid issues and liability

¢ County Tax Assessor Collectors

are Constitutionally elected

officials (under Article 8, §14)

and have discretionary

authority over their office.
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* Multiple AG opinions (GA 0308, JC 0214, DM 0440)

have upheld Commissioners budgetary authority but
discretion over those employed remains with the
county officer. Also, Commissioners may not invade
our sphere of authority or interfere or usurp our

authority in performing the duties of our offices.
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Next [tems of Additional Information

o0 [How toaddress resistance to change (i plementing po]jcieS/

o Howto keep branches on the same page (esz‘a])]is]u’ng

policies as routine rather than forcing complian ce)
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o How to address resistance to change (im plementing po]icies)
o0 How to keep branches on the same page /esta];]is]zing policies as routine rather than

forcing coin p]iance/

MLJ philosophg is
without change..we would not
have butterflies

chrysalis My expectation is that everyone on

my team embrace that philosophy (or

find a different place to work)
because change is inevitable (and

often out of our control)!



It took seven years to secure support of Commissioners to fund

pay for performance incentives. In the meantime, we:

l. Created a personnel evaluation tool and
performed evaluations methodically. They
were used to support position pay grade

increases until P4P was approved

2. Created career ladders within each
department enabling successtul employees

to obtain promotions during the year

). Provided SIT Supplements
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