
 
 
 
 

ADMINISTRATIVE ORDER NO. 76-3 
OF THE 

JEFFERSON COUNTY COMMISSION 

May 17, 1976 

PURSUANT to the authority vested in the Jefferson County Commission by the 
Code of Alabama, the following Administrative Order is hereby issued: 

PURPOSE 

To centralize the interdepartmental 
service activities of the County 
Government in order to obtain  
maximum efficiency and economy of 
operations. 

1. The Building Services Department shall be reorganized and retitled the 
General Services Department in accordance with the accompanying 
Chart No. 7. 

2. The Printing Division, of the Comptroller's Department is hereby abolished.
The staff and functions of the Division are transferred to a newly created
General Services Department. 

3. The Comptroller shall reorganize the Comptroller's Department in 
accordance with the accompanying Chart No. 2. 

ORDERED at the County Courthouse, Jefferson County, Alabama, to be effective 
May 17, 1976. 

Tom Gloor, President 
Jefferson County Commission 



 

Char t  No .  7  
ORGANIZATION 

GENERAL SERVICES DEPAMENT 
1976 DIRECTORS 

Provide d i rec t ion  to  county  
building and equipment maintenance 
and operation service program.  
Serves as of f ic ia l  voting 
machine custodian and Instructor; 
prepares budgets for elections, 
and prepares layou ts  fo r  
o f f i c ia l  e lec t ion  ba l lo ts .  

Pr int ing Div is ion 

Does offset Printing and 
micrographing for Country 
departments. Produces 
County stationary. Does 
microphotography for 
divisions 
 of  the  Ci rc u i t s  
Court. Operates an office 
supply storeroom for County 
departments. 

I ASSISTANT DIRECTOR 
Oversees majors segment of 

departments operations. 

M  A I M  T E IS A N C E R E P A I R  I A N 0 S E R V I C E  U N I T S . 7S 

 
Sec t ion   

Provides c ler ica l -administ rat ive assistance  
to the Director and Assistant Director 
Receives aid sorts Courthouse mail ;  picks 
u p .  m o t o r s ,  a n d  d ispa tc hes  ou t - go ing  r a i l .  
De l i v e rs  materials, supplies and document to 
county buildings. 
Operate bulk storage warehouse for material 
and supplies. 
0perates records stores warehouse. Maintains 
Inventory records of county bui lding 
equipments and furnishings. 
Performs painting and grounds maintenance 
work at  county faci l i t ies and structures 
throughout the county. 
Prov ides secur i ty ,  custodia l ,  and In forma-  
ton services at the Birmingham Courthouse 
and coordinates telephone service.  

 Courthouse Performs 
biog. maintenance and 
custodial services and 
heating, air-conditioning, 
and mechanical repairs 
at 
Bessemer Courthouse. 

Family Court 
Performs bui ld ing 

maintenance and 
custodial Services and 
heating. air-conditioning 
and mechanical resales 
at  Family Court. 

Genera l  
Maintenance  .and Repair 
Section 

With roving crews and 
tradesmen, performs 
heat ing,  a i r -condi t ion-  
I n ,  r e f r i g e r a t i o n ,  
ca rpe n t r y .  p l um b in g  
and  building and 
mechanical repair work in 
country b u i l d i n g s .  
R e p a i r s  and maintains 
voting machines and 
delivers them to polling 
places  

 
Cooper Green Hospital 

Provides heating, air-
condi t ion ing,  e lect r ica l ,  
mechanical, and general 
maintenance services at 
Cooper Green Hospital. 

 E l e c t r i c a l  Section IInvestigate the need 

for  and p lans,  Insta l ls  and 
maintains traffic s ignals In 
the unincorporated area. 
Ins ta l l  and maintain electrical 
system In cavity build1,44 
fAA%Ieq  lei; 

• 0 Spry; c of  
•  secur i ty  and  
ult .  t raff ic the 
h igh-r ise ousts 
parking 
tuft provides 
cy services in 
0"a  ca fe te r i a .  

County Home and Central 
L a u n d r y   

Performs heat ing, air  
conditioning, and 
mechanical repair work 
a t  C o u n t y  H o m e  a n d  
Central Laundry. 



  

Chart No 
OORGANIZATION 

C O MP T R OL L E R 'S  
DEPARTMENTS 

1976 

Office of the Comptroller 

Supervises the general accounting 
operation of the County government. 
proposes all County Financial 
Statements. Manages the County 
insurance grogram. 

Payroll Division 

 

Pre-Audit Division Accounting Division 

 

Sewer Billing Division 

 



 Chart No. 2 
S T A F F I N G  

COMPTROLLER'S DEPARTMENT 
1976 

Office of the Comptroller

I
Payroll DivisionPre-Audit Division  Billing Division Accounting Division

Sr. Accountant  1 Administrative Analyst  1 Principal Accountant  1 Principal Accountant 
Senior Clerks  2 Senior Account Clerks  1 Accountant  Accountants 
Account Clerk  2 Account Clerks  2. Senior Account Clerks  I Administrative Intern 
Intermediate Clerks 

 
1 Intermediate Clerk 

 
2 Facilities Cashiers 

  

Posting Services

1 Account Clerk 
1 Intermediate Clark 


