
NOBLE COUNTY SURVEYOR 

2090 N. State Road 9, Suite B 

Albion, Indiana 46701 

——— Phone: (260) 636-2131 
Fax: (260) 636-3512 

RANDOLPH A. SEXTON, PLS 

Job Title: Drainage Secretary , 

Department: County Surveyors Office 

Pay Range: Based on experience and qualifications 

JOB SUMMARY: 

Assists the County Surveyor with regulated drain issues related to the Noble County Drainage Board, serve as the 
secretary to the Noble County Drainage Board, including attending all drainage board meetings typically being two 

meetings per month. 

ESSENTIAL DUTIES & RESPONSIBILITIES: 

« Reports directly to the County Surveyor and performs related duties as assigned by the County 
Surveyor, 

e Attend all meetings of the Noble County Drainage Board and serve as secretary to the Noble County 
Drainage Board. 

° Prepare minutes for all meetings of the Noble County Drainage Board. 
* Process ali applications concerning Regulated Drain Variances. Prepare Variance documents to be 

approved and recorded for the Noble County Drainage Board. Gather research for County Surveyor 

concerning the Variance application, 
° Process all Regulated Drain petitions and prepare procedure folders for the Noble County Drainage 

Board Hearings. 
e Complete Regulated Drain research for all hearings. Gather additional information that may be 

requested by the County Surveyor to prepare the Regulated Drain Hearing Surveyors Report. 
e Attend all Regulated Drain Hearings and prepare minutes for said hearings. 
e Prepare and publish all Regulated Drain Hearing Legal Notices & Findings of Fact & Final Orders. 
e Process all Mutual Drain Petitions. Research and prepare information that is requested by the County 

Surveyor addressing said Mutual Drain Issue. 
e Attend all Mutual Drain Hearings. Prepare minutes for Mutual Drain Hearing and process all legal 

filings concerning the results of said hearing. 
. Prepare all maps and associated documents concerning the implementation of the annual Regulated 

Drain Spraying program as directed by the County Surveyor. Process all Spray logs and prepare a 
report at the conclusion of the spraying program concerning areas that need to be addressed in the 
future. 

e Answer phones and process drainage checks for various departments. 
° Transcribe historic survey information concerning Regulated Drains and Section Corners. 
* Attending applicable education and training. 




