
    MEMORANDUM 

Date:  March 30, 2021 

To:   Finance & Administrative Services Committee 

Through: Gary Gibson, County Administrator 

From:  John Light, Director of Human Resources 

Subject:  Recommendation – County Recorder additional staff 

Issue 

The County Recorder has requested the County Board authorize an additional full-
time position in the Recorder’s Office.   

Analysis 

The Recorder provided us with information about the number of documents 
recorded along with a copy of the organizational chart for the office.  

Our analysis included the following documents and we have verified that 100% of 
the funding for this position will be charged to the Recorder’s Automation Fund 
(wages & benefits) and recordings have increased.   

We attached the following documents we received from the Recorder and we 
reviewed: 

o Attachment 1 – Basis of the request
o Attachment 2 – Organizational Chart
o Attachment 3 – Staff Directory
o Attachment 4 – Recorder’s Revenue Projection

Recommendation 

We recommend the Financial & Administrative Services Committee approve the 

following actions: 

• Creation of a 1.0 FTE Administrative Assistant, Grade S3 in the 
County’s position inventory.

• In future years, the Committee or Board must approve this position being funded
from another source other than the Recorder's Automation Fund.

Human Resources Office 
18 N. County St. – 7th Floor 

Waukegan, Illinois 60085 
Phone:  847.377.2250 

www.lakecountyil.gov 

http://www.lakecountyil.gov/


New Full Time Position Request 

Mary Ellen Vanderventer 

Recorder of Deeds  

March 1, 2020 

We are respectfully requesting to create a FULL TIME Admin Assisstant Position to accommodate the 
rapid and large increase in recordings and revenue in the Recorder of Deeds Office. We propose that 
this position be funded out of Recorder’s Automation(fund 260) so as to not offset revenue our office 
collects for the General Fund. 

As of January 30, 2021, recordings have increased from 17,545 docs ( January 30 YTD FY2020) to 23,637 
docs (January 30 YTD FY2021). Overall fees collected have increased from $2,097,233.75 (January 30 
YTD FY2020) to $2,871,330.25(January 30 YTD FY2021).  These increases do not take into account the 
BACKLOG of documents waiting the be recorded in the office.  

With our current staffing, we find ourselves with a backlog of documents from January 26, 2021(as of 
March 1, 2021). These documents are waiting to be recorded/revenue collected.  

We have attached our current Department Organizational Flow Chart and the Departmental 
Organizational Flow Chart from 2014, the last time our office witnessed this volume of recordings. As 
you can clearly see, staffing levels have been dramatically cut since that tie.  

Grade S3 

Job – 8000 Admin Support 

Position – Admin Assistant 

Funding:  260 AH5X 
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