
 
 Environmental Deposits 

 

The environmental secretary started filing 
everything, except sewage files, in batches.  

A retired environmental secretary is also available 
for some part-time contract work to help during the 
busy months or if the current secretary has to be off.  

The environmental secretary worked with the county 
environmentalists to make the deposit submissions 
more standardized. 

 

There is only one environmental secretary, and no 
one else knows how to do any of her duties. She is 
overwhelmed with job duties and if she were ever to 
be off for an extended period of time there is no 
back-up available to cover for her.  
A list of job duties was put together as the process 

outline and was evaluated for areas where duties 

could be lessened/changed/moved to other 

departments, etc.  
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It is not always possible for the environmental 
secretary to get all the deposits entered into the 
system by the 10th of each month due to numerous 
job duties, time constraints, and no back-up person.  
 

Problem Statement 

All environmental deposits will be submitted to the 
financial director before the 10th of each month by 
12/31/2019. Also, as a result of this project there will 
be a back-up person for the environmental secretary 
to assist with job duties and be available to fill in if 
the current secretary ever needs to be off for an 
extended period of time. 

Aim Statement 

Process Outline & Relevant Data 

Analyze job duties for areas that can be modified to 
increase efficiency, decrease wasted time/materials 
(e.g. more efficient filing systems, spreadsheets with 
auto-calculations, etc.)  
Look for permanent part-time help or consider using 
financial departments to handle parts of the financial 
aspect of job duties.  

If sufficient support staffing/ time is available in the 
environmental department, then deposits will be 
submitted by the required deadline. 

Improvement Theory 

Only one environmental secretary for the ten-county 
district handling 30+ deposits per month, in 
correlation with building those files in EHMIS, 
answering phone calls, ordering supplies, etc. (refer 
to extensive job list).  

DO 

CHECK 

Just filing in batches saved several hours of time 
each month that the environmental secretary can 
now spend working on deposits. All deposits have 
been submitted to the financial director before the 
10th of each month since starting this project and 
implementing the new filing system.  

 

Study the Results 

ACT 

Keep the new processes in place. If issues arise 
with the processes, we will again revisit this project 
utilizing the PDCA cycle.   

Adapt the new filing system since it saves the 
environment secretary time and no issues have 
been identified with this process to date. Continue 
with other processes implemented during this 
project. 

 

Standardize or Develop New Theory 

Test the Theory 

Future Plans 

Identify Potential Causes 
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Identify Potential Solutions 
PLAN 


