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CONTRACT OF EMPLOYMENT
Contract Period:   February 15, 20xx – February 15, 20xx
Revised: 9/6/22

BETWEEN:


State of Nevada Certified Court Reporters Board






5135 Camino Al Norte, Suite 270





North Las Vegas, Nevada 89031





Tel:  702-489-8787

AND:



Deborah S. Uehara






6149 Markleham Drive





Las Vegas, Nevada 89130






Cellular:  702-274-1282


EMPLOYMENT START DATE:
June 6, 2005

JOB TITLE:


Executive Secretary


JOB DESCRIPTION:
The Executive Secretary is the executive officer for the State of Nevada Certified Court Reporters Board and serves at the discretion of the Board.

SALARY:


$XX per hour (not to exceed 35 hours per week)

BONUS:




HOURS OF WORK:

Monday through Thursday:
· Monday & Tuesday: 8:00am – 4:30pm

· Wednesday & Thursday: 8:00am – 5:00pm

The employee will be allowed to work at her discretion up to 35 hours per week and from time to time, may be asked to work outside of the contracted hours.   Any additional hours outside of 35 hours per week must have prior approval by a Board member and will be paid at the contracted rate of $30.00 per hour.  Additional hours to include open meetings, committee meetings, certification exam and any other activity issued and approved by the Board.

HOLIDAY ENTITLEMENT:
Paid holidays – 7 hours per holiday






11 paid holidays: New Year’s Day, MLK Day, President’s Day, 






Memorial Day, July 4th Day, Labor Day, Nevada Day, Veteran’s Day, 





Thanksgiving Day and Family Day (day after Thanksgiving) and 






Christmas Day.
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SICKNESS ENTITLEMENT:
None (may be taken without pay)

VACATION ENTITLEMENT:
8 Paid Vacation Days – 7 hours per day






8 days per calendar year, unused vacation days can be carried over for 1 





year.
PERSONAL DAY ENTITLEMENT:
8 Paid Personal Days – 7 hours per day





8 days per calendar year, unused personal days can be carried over for 1 





year.


HEALTH INSURANCE:
Health Insurance (medical and dental) up to $300.00 per month.





Note:  Effective September 1, 2014, employee is covered through 






husband’s insurance plan.  The Board will reimburse the employee 





$250.00 per month.  Health insurance that exceeds $300.00 per month will 




be paid by the employee.
CELLULAR PHONE ALLOWANCE:
None
MILEAGE REIMBURSEMENT:
The allowable state mileage rate as set by GSA per mile for the use of 





personal vehicles in the conduct of state business at the direction of the 





state agency is adjusted periodically to reflect the allowable federal rate.
DISCIPLINARY PROCEDURE:

Where the Employer believes that the Employee has acted in an unfit way 





in the course of carrying out their duty, or the Employee brings the 






Employer’s business in to disrepute, the Employee will face a disciplinary 





inquiry.






If the Employee is found to have committed a minor misconduct, the 





Employer has the option of a verbal warning, or a written warning 






depending on the severity of the misconduct.






If the Employee is found to have committed a gross misconduct, the 





Employer has the option of a verbal warning, a written warning, a final 





written warning, or instant dismissal.   The Employer also has the option 





to suspend the Employee where the Employer needs to make an inquiry 





into the misconduct.

I agree to the terms and confirm I have received a copy of this contract.

___________________________________



Deborah S. Uehara – Employee




____________________________________
________________________________


Xxx Xxxxx - Chairman






Date
Executive Secretary - JOB DESCRIPTION
The position is responsible for the management of all Board activities and functions including, but not limited to, strategic planning, Board training, continuous improvement liaison with agencies and organizations, board and committee meetings, budgeting and financial management, disciplinary action and complaint process, law and regulatory compliance, legislative and lobbying activities, professional licensing, general operational, personnel and administrative requirements for State regulatory Boards.
Daily Operations

· Communicates with Board members, works closely with Board Chair and legal counsel.

· Manage office equipment maintenance and purchase office supplies.

· Maintain records and files.

· Respond to email, telephone inquiries and Public Record requests.
· Maintain court reporter and court reporting firm databases.

· Oversees website maintenance; updates information and content.
· Provide delivery service and special assignments as requested.

· Oversee court reporter and firm registration, renewals and continuing education requirements.

· Research and oversee the creation of continuing education programs on the subject matter of Nevada law governing court reporting.

· Administrative duties to the sub-committees and all other committees created by the Board.

Board Strategic Planning

· Implement directives; facilitates on-going review.

· Conducts research, prepares reports.

· Continually evaluates internal and external processes and procedures.

· Communicates with State Department of Administrative Services, Budget Division, Risk Management, Leasing Services and other State agencies.

· Coordinates with the Governor’s office on Board appointments and implements the Governor’s directives.

· Coordinate Board member training and provides Board member’s manuals, resource documents and information.

Financial
· Board Expenditure Review and Financial Statements – NRS 622.234

· Financial Balance Sheet Report – NRS 218G.400

· Manage account receivables/payables and monthly bank reconciliation reports.
· Manages bank operating and investment accounts.

· Prepares bank deposits.

· Prepares and submits monthly and quarterly IRS 940/941 payments and reports.

· Prepares and submits annual 1099 and W2 reports.

· Prepares and oversees the Board’s fiscal budget.
Examinations
· Coordinate and administer the certification exam 4 times a year.

· Coordinate and administer the firm owner’s exam 4 times a year.

Disciplinary and Legal Matters
· Oversee and execute disciplinary matters.

· Act as a liaison between the Board and legal counsel; oversee legal matters to include disciplinary matters, advisory opinions and all other matters.

Legislative and State Required Reporting
· LCB Disciplinary Action and Licensure Reporting – NRS 622.100
· Regulation Reviews – NRS 233B.050

· Legislative Sunset Subcommittee Review - NRS 232B.040 

· LCB Fiscal Note Analysis Division (During Legislative Session)

· Executive Branch Audit Committee – NRS 353A.090
· Military Veterans Information Reporting – NRS 622.120
Open & Committee Meetings/Public Workshops/Public Hearings
· Prepares agenda and supporting documents and performs public posting of meetings.
· Provides meeting materials to Board members and interested parties.

· Transcribe and post all meeting minutes.
· Workshop and Public Hearing Posting on the Nevada Legislative Website

· Coordinate and administer workshop and public hearings.

· Attend Legislative sessions and monitor Bill Draft Requests.
Miscellaneous Reports to State

· Report of Employee/Salary Information

· Fines/Penalties Remittance Report
· Fee Revenue Report

· Bi-Annual Consultants Reporting – NRS 333.705(7)

· State Inventory Report – NRS 333.220

· CETS Summary Report/Contract Approvals – NRS 333.030

· State Controller Business License Information – NRS 353C.1965

· Secretary of State/SilverFlume Licensing Information 

Board Administrative Reports

· Annual Report to the Governor – NRS 656.100(3)

· Worker’s Compensation Insurance Payroll Audit

· Secretary of State – Nevada State Business License
Knowledge
· Nevada Revised Statutes Chapter 656

· Nevada Administrative Code Chapter 656

· Nevada Open Meeting Law – NRS Chapter 241

· Nevada Administrative Rule Making Manual

· Nevada Boards and Commissions Manual

Skills and Abilities

· Possess strong written and communication skills

· Knowledge of QuickBooks

· Basic Word, Excel, PowerPoint Programs
State of Nevada


Certified Court Reporters Board


5135 Camino Al Norte, Suite 270


  North Las Vegas, Nevada  89031


Phone: (702) 489-8787    


Email: Reporting@nvccrb.nv.gov  Website: www.crptr.nv.gov









