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DATE:    Friday, March 15, 2019  
 
TIME:   9:00 a.m. 
 
 
 
 
 
 
The sites will be connected by videoconference. The public is invited to attend at either location. As video 
conferencing gives the Commission, staff and others flexibility to attend meetings in either Northern or 
Southern Nevada, handouts to the Commission on the day of the meeting might not be transmitted to the 
distant locations. 
 
Notice: The Personnel Commission may address agenda items out of sequence to accommodate persons 

appearing before the Commission or to aid the efficiency or effectiveness of the meeting at the 
Chair’s discretion. The Commission may combine two or more agenda items for consideration, 
and the Commission may remove an item from the agenda or delay discussion relating to an item 
on the agenda at any time. Comments will be limited to three minutes per person and persons 
making comment will be asked to begin by stating their name for the record and to spell their last 
name. The Commission Chair may elect to allow public comment on a specific agenda item when 
the item is being considered. 

 
 

Agenda 
 
    I.  Call To Order, Welcome, Roll Call, Announcements 
 

II.  Public Comment: No vote or action may be taken upon a 
matter raised under this item of the agenda until the matter 
itself has been specifically included on an agenda as an item 
upon which action may be taken. (NRS 241.020) 

 
FOR POSSIBLE ACTION  III. Approval of Minutes of Previous Meeting Dated December 7, 

2018. .................................................................................. 5-13 
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FOR POSSIBLE ACTION   IV.  Discussion and Approval of Proposed Regulations Changes 

to Nevada Administrative Code, Chapter 284 ............. 14-37 
 
A. LCB File No. R057-18 

Section 1. NAC 284.470 Preparation, filing, contents, 
discussion and distribution of reports; powers 
and duties of employees; review; adjustment 
of grievances. 

 

Sec. 2. NAC 284.678 Submission, form and 
contents of grievance; informal discussions. 

 

Sec. 3. NAC 284.690 Filing of grievance with 
highest administrator of department; action 
by highest administrator. 

 

Sec. 4. NAC 284.693 Removal of ineligible request 
for adjustment of grievance or complaint 
from procedure; notice; appeal.  

 

Sec. 5. NAC 284.097, 284.474 and 284.478 are 
hereby repealed. 

 

 
FOR POSSIBLE ACTION   V. Discussion and Approval of Addition or Removal of 

Classes or Positions Approved for Pre-employment 
Screening for Controlled Substances and Revisions to 
Class Specifications ........................................................ 38-64 

 
A. The Nevada System of Higher Education requests the 

addition of the following positions to the list approved for 
pre-employment screening for controlled substances: 

 
3.504  Driver, Shuttle Bus II, PCN: All 
 

B. The Department of Public Safety requests the addition of 
the following positions to the list approved for pre-
employment screening for controlled substances: 

 
2.210  Administrative Assistant IV, PCN: 4709-

9018, 4709-9019 
2.211 Administrative Assistant III, PCN: 4709-

9016, 4709-9017 
7.624 Management Analyst III, PCN: 4709-9015  
 

C. The Department of Transportation requests the removal of 
the following positions from the list approved for pre-
employment screening for controlled substances: 

 
6.209 Supervisor III, Associate Engineer, PCN: 

017009, 017046 
  

D. The Division of Human Resource Management requests 
approval of a class specification change to include the 
requirement of pre-employment screening for controlled 
substances for some positions in the following class 
codes: 
 

3.530  Transportation and Safety Attendant III; 
PCN: All 

3.535  Transportation and Safety Attendant II, PCN: All 
3.540 Transportation and Safety Attendant I, PCN: All 
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FOR POSSIBLE ACTION   VI. Discussion and Approval or Denial of Agency 
Classification Appeal ..................................................... 65-68 

Management Analyst II – PCN: 4103 
 Department of Motor Vehicles 

 
FOR POSSIBLE ACTION   VII. Discussion and Approval of Proposed Class Specification 

Maintenance Review of Classes Recommended for 
Revisions or Abolishment ............................................ 69-103 

 
A. Fiscal Management & Staff Services 

1. Subgroup: Prop Appraisal, Val & Acquisition 
a. 7.418 Chief, Division of Assessment Standards 

2. Subgroup: Public Information 
a. 7.800 Executive Secretary, Nevada Commission 

on Off-Highway Vehicles (OHV) 
b. 7.805 Marketing Coordinator 
c. 7.850 Sales & Promotion Representative Series 

 
B. Mechanical & Construction Trades 

1. Subgroup: Skilled Trades and Allied 
a. 9.402 Piano Technician 
b. 9.455 Railroad Restoration Specialist Series 
c. 9.471 Theater Technician Series 

2. Subgroup: Graphics, Printing & Reproduction 
a. 9.718 Microfilm/Imaging Laboratory Technician 
b. 9.729 Microfilm/Scanner Operator Series 

 
INFORMATIONAL ITEM   VIII.   Report of Uncontested Classification Plan Changes Not 

Requiring Personnel Commission Approval per 
  NRS 284.160 ................................................................ 104-112 
 

The following items were posted for at least 20 working days. 
No written objections were received by the Administrator 
before the end of the posting period; therefore the changes 
automatically went into effect. 

 
    Posting #11-19 

  12.324 Food Distribution Specialist Series  
    Posting #12-19 
  12.435 Veterans Services Representative Series 
    Posting #13-19 
  10.229 Mid-Level Medical Practitioner 

   Posting #14-19 
  6.806 Administrator, Division of Planning 

   Posting #15-19 
  9.631 Custodial Worker Series 

   Posting #16-19 
  9.751 License Plate Production Technician Series 
 

INFORMATIONAL ITEM IX. Update Regarding the Pre-disciplinary Review 
Process ......................................................................... 113-114 

 
X. Discussion and Announcement of Dates for Upcoming 

Meetings. Next Meeting Scheduled for June 21, 2019.  
 
XI. Commission Comments 
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XII. Public Comment: No vote or action may be taken upon a 
matter raised under this item of the agenda until the matter 
itself has been specifically included on an agenda as an item 
upon which action may be taken. (NRS 241.020) 

  
     XIII.  Adjournment 
 
Supporting material for this meeting is available at the Division of Human Resource Management at 209 E. 
Musser Street, Suite 101, Carson City, Nevada, 89701; 555 E. Washington Avenue, Suite 1400, Las Vegas, 
Nevada, 89101, or on our website http://hr.nv.gov/Boards/PersonnelCommission/Personnel_Commission_-
_Meetings/. To obtain a copy of the supporting material, you may contact Carrie Lee at (775) 684-0131 or 
carrie.lee@admin.nv.gov. 
 
Inquiries regarding the items scheduled for this Commission meeting may be made to Frank Richardson at 
(775) 684-0105 or frichardson@admin.nv.gov. 
 
We are pleased to make reasonable accommodations for individuals who wish to attend this meeting. If 
special arrangements or audiovisual equipment are necessary, please notify the Division of Human 
Resource Management in writing at 209 E. Musser Street, Suite 101, Carson City, Nevada, 89701, no less 
than (5) five working days prior to the meeting. 
 
Persons who wish to receive notice of meetings must subscribe to the Division of Human Resource 
Management LISTSERV HR Memorandums which can be found on the following webpage: 
http://hr.nv.gov/Services/HRM_Email_Subscription_Management/. If you do not wish to subscribe to 
LISTSERV and wish to receive notice of meetings, you must request to receive meeting notices and renew 
the request every 6 months thereafter per NRS 241.020(3)(c) which states in part, “A request for notice 
lapses 6 months after it is made.” Please contact Carrie Lee at (775) 684-0131 or carrie.lee@admin.nv.gov 
to make such requests. 
 
Notice of this meeting has been posted at the following locations: 
 
Carson City 
Blasdel Building, 209 East Musser Street 
Nevada State Library & Archives Building, 100 North Stewart Street 
Nevada State Capitol Building, 101 North Carson Street 
Nevada Public Notice website: http://notice.nv.gov 
Division of Human Resource Management website: www.hr.nv.gov 
 
Las Vegas 
Grant Sawyer Building, 555 East Washington Avenue 
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STATE OF NEVADA 
PERSONNEL COMMISSION 

Held at the Nevada State Library and Archives, 100 N. Stewart Street, Room 110, Carson City; and via video 
conference in Las Vegas at the Grant Sawyer Building, Room 1400, 555 East Washington Avenue. 

--------------------------------------------------------------- 
MEETING MINUTES 

December 7, 2018 
Subject to Commission Approval 

COMMISSIONERS PRESENT 
IN CARSON CITY: Ms. Katherine Fox, Chairperson 

Ms. Patricia Hurley, Commissioner 
Ms. Priscilla Maloney, Commissioner 

COMMISSIONERS PRESENT 
IN LAS VEGAS: Mr. Andreas Spurlock, Commissioner 

Mr. David Sanchez, Commissioner 

STAFF PRESENT IN CARSON CITY: 
Mr. Peter Long, Administrator, Division of Human Resource Management 

  (DHRM) 
Ms. Beverly Ghan, Deputy Administrator, DHRM 
Mr. Frank Richardson, Deputy Administrator, DHRM 
Ms. Carrie Hughes, Personnel Analyst, DHRM 
Ms. Kara Sullivan, Supervisory Personnel Analyst, DHRM  
Ms. Rachel Baker, Personnel Analyst, DHRM 
Ms. Michelle Garton, Supervisory Personnel Analyst, DHRM 

STAFF PRESENT IN LAS VEGAS: 
Ms. Heather Dapice, Supervisory Personnel Analyst, DHRM 

I. CALL TO ORDER, WELCOME, ROLL CALL, ANNOUNCEMENTS

Chairperson Fox:  Opened the meeting at approximately 9:00 AM. She welcomed everyone, took roll and noted that 
Alternative Commissioner Priscilla Maloney would be sitting in for Commissioner Mauger who could not attend 
today.  

II. PUBLIC COMMENT

Chairperson Fox:  Advised that no vote or action may be taken upon a matter raised under this item of the agenda 
until the matter itself has been specifically included on an agenda as an item upon which action may be taken under 
NRS 241.020. She asked if there were any public comments; there were none. 

III. APPROVAL OF MINUTES OF PREVIOUS MEETING DATED SEPTEMBER 7, 2018 – Action
Item

MOTION: Moved to approve minutes of the September 7, 2018, meeting. 
BY: Chairperson Fox 
SECOND: Commissioner Hurley 
VOTE: The vote was in favor of the motion with Commissioner Maloney abstaining. 
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IV. DISCUSSION AND APPROVAL OF ADDITION OR REMOVAL OF CLASSES APPROVED 
FOR PRE-EMPLOYMENT SCREENING FOR CONTROLLED SUBSTANCES – Action Item  

A. The Nevada Department of Veterans Services requests the addition of classes/positions to the list 
approved for pre-employment screening for controlled substances:  

 
  3.530 Transportation and Safety Attendant III; PCN: All 

3.535 Transportation and Safety Attendant II, PCN: All 
3.540 Transportation and Safety Attendant I, PCN: All 

 
Carrie Hughes:  Introduced herself as a Personnel Analyst with the Division of Human Resource Management. She 
stated the Nevada Department of Veterans Services is requesting the addition of the requirement of pre-employment 
screening for controlled substances to the positions listed in Agenda Item IV-A. Veterans Services is requesting these 
positions be added due to their transporting of Veterans Home residents, inspections of life support and safety systems, 
and conducting patrols around the State Veterans Home.   

Commissioner Sanchez:  Asked how far are these veterans transported and what is the average mileage?  

Wendy Simons:  Introduced herself as the Deputy Director of Health and Wellness for the Nevada Department of 
Veterans Services. She answered they do multiple transports on a daily basis; the veterans are going out and about or 
have medical appointments at the VA Hospital in North Las Vegas. Sometimes the drivers and transport attendants 
must secure the veterans in wheelchair access lifts.  

Chairperson Fox:  Asked if there were any questions or comments; there were none. 
 

MOTION:  Moved to approve Item IV-A, Nevada Department of Veterans Services’ list of classes 
approved for pre-employment screening of controlled substances to include Transportation 
and Safety Attendant III, II and I.   

BY:  Commissioner Sanchez 
SECOND:  Commissioner Spurlock 
VOTE:  The vote was unanimous in favor of the motion. 
 

B. The Nevada Department of Veterans Services requests the addition of classes/positions to the list 
approved for pre-employment screening for controlled substances: 
 

10.364 Licensed Practical Nurse III, PCN: All 
  10.365 Licensed Practical Nurse I, PCN: All 

10.368 Certified Nursing Assistant III, PCN: All 
  10.370 Nursing Assistant Trainee, PCN: All 

10.371 Certified Nursing Assistant I, PCN: All 
 

Carrie Hughes:  Stated the Nevada Department of Veterans Services is requesting the addition of the requirement of 
pre-employment screening of controlled substances to positions listed in Agenda Item IV-B. Veterans Services is 
requesting these positions be added due to their being responsible for the safety, health and well-being of the residents 
of the Veterans Home.   
 
Chairperson Fox:  Asked if there were any questions or comments; there were none. 

MOTION:  Moved to approve Item IV-B, Nevada Department of Veterans Services’ request for 
addition of classes/positions to the list approved for pre-employment screening for 
controlled substances for: Licensed Practical Nurse III and I; Certified Nursing Assistant 
III; Nursing Assistant Trainee; and Certified Nursing Assistant I.   

BY:  Commissioner Hurley 
SECOND:  Commissioner Maloney 
VOTE:  The vote was unanimous in favor of the motion. 
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IV-C. The Nevada Department of Veterans Services requests the removal of classes/positions from the list 
approved for pre-employment screening for controlled substances: 

 
  10.355 Registered Nurse III, PCN: All 

11.260 Security Officer Supervisor, PCN: All 
11.263 Security Officer, PCN: All 

 
Carrie Hughes:  Stated the Nevada Department of Veterans Services is requesting the removal of the requirement of 
pre-employment screening for controlled substances to positions listed in Agenda Item IV-C; Veterans Services no 
longer has positions in these classes. In particular, the Security Officer positions have been reclassified and placed 
within the Transportation and Safety Attendant Class Series.   

Chairperson Fox:  Asked if there were any questions or comments; there were none. 

MOTION:  Moved to approve Item IV-C, Nevada Department of Veterans Services’ request for the 
removal of classes/positions from the list approved for pre-employment screening for 
controlled substances to include: Registered Nurse III; Security Officer Supervisor; and 
Security Officer.  

BY:  Commissioner Hurley 
SECOND:  Commissioner Sanchez 
VOTE:  The vote was unanimous in favor of the motion. 
 

Wendy Simons:  Thanked the Chair and the Commission for allowing them to continue to serve Nevada’s veterans 
in a safe, great manner with the wonderful staff they have.  

Chairperson Fox:  Thanked Ms. Simons for acknowledging that. She said Veterans Services has a special place in 
her heart and she admires the level of commitment of those employees serving veterans.  

V. DISCUSSION AND APPROVAL OF PROPOSED REGULATIONS CHANGES TO NEVADA 
ADMINISTRATIVE CODE, CHAPTER 284 – Action Item 

A. LCB File No. R163-18 
Sec. 1. NEW Restoration of permanent employee who voluntarily transfers and either fails to 

complete trial period in the new position or voluntarily chooses to revert to his or her prior 
position. 

Sec. 2. NAC 284.058 “Eligible person” defined. 
Sec. 3. NAC 284.108 “Trial period” defined. 
Sec. 4. NAC 284.444 Application of probationary period. 
Sec. 5. NAC 284.448 Time not counted toward completion of probationary period. 

 
Kara Sullivan:  Introduced herself as a Supervisory Personnel Analyst with the Division of Human Resource 
Management Compensation, Classification and Recruitment Unit. Section 1 of LCB File No. R163-18 is a new 
regulation proposed by DHRM that will require a permanent employee who voluntarily transfers to a same grade 
position to serve a trial period. The regulation describes the process to be followed if such employee fails to complete 
the trial period, or if the employee chooses to return to the position formerly held. The regulation does not allow a 
reverted transfer employee to displace another employee if the prior position has been filled. The process also includes 
the agency receiving the reverted employee, given the 30-day notice. Current regulations do not require a trial period 
be served by a transfer employee and there is often hesitation to consider these employees when filling positions. This 
newly proposed regulation will allow for more consideration from agencies to hire transfer employees and allow 
employees to revert if the new position is not what they want to pursue. The Division sees this regulation as a benefit 
to both the employees and hiring authorities.   

Section 2 is a proposed amendment to NAC 284.058 from the Legislative Counsel Bureau. The amendment broadens 
and clarifies the definition of the word “eligible” to include those persons who apply, meet minimum qualifications 
and pass examinations, when applicable. The amendment also includes that an eligible person are those persons who 
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become eligible by non-competitive means, not just those on the reemployment, reassignment, persons with a 
disability and transfer lists. Section 3 is an amendment to NAC 284.108 that requires the trial period be served also 
by employees who voluntarily transfer based on the new regulation proposed in Section 1 of this LCB file. Section 4 
amends NAC 284.444 to add that permanent employees who voluntarily transfer to the same or comparable class to 
serve a trial period, based on the newly proposed regulations. Section 5 makes conforming changes based on proposed 
amendments made in other sections. 

If the Commission votes to adopt this LCB file, the Division asks that a space be added between the words 
“probationary” and “period” in Section 4, subsection 11, on page 61 of this file.  

Chairperson Fox:  Asked if the trial period mirrored the probationary period of six months or one year? 

Kara Sullivan:  Confirmed that was correct. 

Commissioner Sanchez:  Asked if the trial period was actually a probationary period; why use the term “trial” instead 
of “probation?”  

Kara Sullivan:  Replied “trial” would refer to permanent state employees who have already passed their initial 
probationary period.  

Chairperson Fox:  Stated for the record that the Division of Human Resource Management held a workshop on June 
15, 2018, regarding these changes in both Carson City and via video conference in Las Vegas.   

Commissioner Sanchez:  Asked if there were any representatives from AFSCME present at today’s meeting since 
they were at the workshop?   

Chairperson Fox:  Determined there were no representatives from AFSCME in Las Vegas or Carson City. She asked 
if there were any questions or comments; there were none. 

MOTION:  Moved to approve Item V-A, LCB File No. R163-18, Sections 1-5, specifically dealing 
with the restoration of permanent employee who voluntarily transfers and either fails to 
complete trial period in the new position or voluntarily chooses to revert to his or her prior 
position. It defines eligible person, trial period, application of probationary period, and time 
not counted toward completion of probationary period. Additionally, the motion includes 
adding a space between the words “probationary” and “period” on page 61 of the LCB file. 

BY:  Chairperson Fox 
SECOND:  Commissioner Sanchez 
VOTE:  The vote was unanimous in favor of the motion. 

V-B. LCB File No. R164-18
Sec. 1. NAC 284.172 Rate of pay:  Effect of promotion. 
Sec. 2. NAC 284.204 Adjustment of steps within same grade:  Conditions for approval; request; 

effective date; revocation. 
Sec. 3. NAC 284.206 Special adjustments to pay. 
Sec. 4. NAC 284.360 Certification and provision of certain lists by Division of Human Resource 

Management; certification of eligible persons on ranked or unranked lists or waiver of lists. 
Sec. 5. NAC 284.374 Active lists:  Removal and reactivation of names; no requirement or refusal to 

consider certain persons. 
Sec. 6. NAC 284.437 Underfilling of positions. 

Rachel Baker:  Introduced herself as a Personnel Analyst with the Division of Human Resource Management 
Compensation, Classification and Recruitment Unit. She stated Section 1 of LCB File No. R164-18 would allow an 
appointing authority to request an accelerated rate under NAC 284.204 for an employee receiving a promotion. 
Historically, an accelerated step adjustment has only been allowed for newly hired employees who are eligible through 
open competitive means. In Section 2, the amendment being proposed to NAC 284.204 will maintain equity and 
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consistency statewide. The amendment removes subparagraph c of subsection 5 which currently allows a request to 
be made for an appropriate differential between the base rate of pay of the supervisor and that of his or her highest 
paid subordinate to be maintained. Section 3 makes conforming changes to NAC 284.206 regarding special 
adjustments to pay based on the changes made in other amendments in this LCB file.  

Kara Sullivan:  Stated Section 4 proposes amendments to NAC 284.360 which lists the order of which eligible lists 
may be issued. The amendment adds that when a list is unranked or waived, the Administrator can determine that the 
list be compiled from a class deemed appropriate by him. Section 5 proposes amendments to NAC 284.374 to include 
that an appointing authority does not have to consider an eligible person that has been subject to suspension, demotion 
or termination after a final decision is made by a Hearing Officer or any reviewing court for 12 months. Section 6 
proposes amendments to NAC 284.437 which would allow an appointing authority, at their discretion, to underfill a 
position at or below the journey level. The amendment also allows the position to be underfilled above the journey 
level upon receiving written approval by the Administrator or his designee.   

Commissioner Sanchez:  Asked about Section 6, the underfilling of positions. Under what specific circumstances 
would the hiring authority use this particular provision?  

Kara Sullivan:  Replied if a hiring authority had an employee who has been training under a person but they don’t 
yet meet the minimum qualifications, but have been in a preparatory position to takeover. It would allow them to 
underfill the position until the time the employee met the minimum qualifications.  

Commissioner Spurlock:  Asked on the bottom of page 53 it reads that at the June 15, 2018, Regulation Workshop 
a concern was raised by a representative of AFSCME regarding the requirement of a permanent employee to serve a 
trial period if he or she chooses to transfer; other comments received were generally in support of the regulations. Can 
anybody who was at the workshop relay to us what the concern was? 

Peter Long:  Replied AFSCME is opposed to this regulation at this time and would like to know the reasoning behind 
the proposal. We do not see it as a deterrent for an employee; we see it as a benefit because they can move to another 
position that they may not be able to now because the appointing authority could be hesitant or reluctant to accept 
someone as a transfer without a trial period. In building the regulation we have provided the opportunity for the 
employee to revert back to their previous agency either in the position from which they promoted or to another 
position. We don’t see a downside for the employee.   

Commissioner Spurlock:  Thanked Mr. Long and said he thought what he was saying is actually done by most other 
public agencies in Nevada; it’s very typical. And it is actually a pretty typical concern for employee representative 
groups. 

Chairperson Fox:  Asked if there were any questions or comments; there were none.  

Commissioner Sanchez:  Moved to approve Item V-D, LCB File No. 175-18. 

Chairperson Fox:  Indicated the Commission was considering Item V-B and would allow the motion to not receive 
a second. 

MOTION:  Moved to approve Item V-B as written. 
BY:  Commissioner Spurlock 
SECOND:  Commissioner Hurley 
VOTE:  The vote was unanimous in favor of the motion. 
 

V-C. LCB File No. R166-18 
Sec. 1. NAC 284.468 Standards for performance of work. 
Sec. 2. NAC 284.576 Catastrophic leave: Use and administration; appeal of denial. 

 
 
Michelle Garton:  Introduced herself as a Supervisory Personnel Analyst for the Division of Human Resource 
Management Consultation and Accountability Unit. Section 1 of LCB File No. R166-18 revises the definition of job 
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elements, specifically for each classified employee, with the terms outlined in subparagraphs a-h of subsection 6 of 
the regulation. The intent of this amendment is to standardize the term “job elements” for all employees in an effort 
to reduce the administrative burden associated with the completion of employee evaluations. Each job element will 
be rated for every employee. For example, each employee will be rated on his or her quality of work, quantity of work, 
work habits, etc. Because we view the State as one employer, using these standardized terms would be a better 
reflection of each employee’s performance. This will especially be useful when an agency is considering hiring an 
employee from another agency.  

Included in Section 2 is a housekeeping change to make the language clearer, as well as the elimination of 
subparagraph b of subsection 7, which requires an appointing authority to report the period and nature of the disability 
of employees using catastrophic leave. This information has been deemed as unnecessary for the Division, however, 
Central Payroll will continue to track catastrophic leave hours donated and used by employees.   

Chairperson Fox:  Asked if there were any questions or comments, and there were none. 

MOTION:  Moved to approve Item V-C, LCB File No. R166-18, Section 1, Standards for performance 
of work, and Section 2, Catastrophic leave: Use and administration; appeal of denial. 

BY:  Chairperson Fox 
SECOND:  Commissioner Hurley 
VOTE:  The vote was unanimous in favor of the motion. 

 
V-D. LCB File No. R175-18 

Sec. 1. Amends Chapter 284 to add Sections 2 and 3. 
Sec. 2. NEW “Gender identity or expression” defined. 
Sec. 3. NEW “Sexual orientation” defined. 
Sec. 4. NAC 284.010 Definitions. 
Sec. 5. NAC 284.114 Affirmative action program and equal employment opportunity. 
Sec. 6. NAC 284.374 Active lists:  Removal and reactivation of names; no requirement or refusal 

to consider certain persons. 
Sec. 7. NAC 284.470 Preparation, filing, contents, discussion and distribution of reports; powers 

and duties of employees; review; adjustment of grievances. 
Sec. 8. NAC 284.602 Resignations. 
Sec. 9. NAC 284.718 Confidential records. 
Sec. 10. NAC 284.726 Access to confidential records. 

 
Michelle Garton:  Stated Section 1 incorporates the definitions of Sections 2 and 3 of this LCB file into Chapter 284 
of the Nevada Administrative Code. Sections 2 and 3 move the definition of gender identity or expression from 
specifically applying only to NAC 284.114 to a regulation that will apply to the entire Chapter 284 of the Nevada 
Administrative Code. The term “sexual orientation” is a new term that will also apply to the entire chapter. These 
amendments are necessary because the terms will now be used in NAC 284.718 pursuant to other sections of this LCB 
file. This will also allow these terms to be used in any appropriate future amendments to other regulations contained 
in Chapter 284 of the Nevada Administrative Code.   

The amendment in Section 4 makes a conforming change that will incorporate the two new terms into the general 
provisions of Chapter 284 of the Nevada Administrative Code. The amendment in Section 5 of this regulation removes 
subsection 3 because gender identity or expression will now be moved to the general provisions and defined there and 
applied to the entire NAC 284.   
 
In Sections 6, 7, and 8, several conforming changes are being proposed to NAC 284.374, 284.470 and 284.602. These 
are based on the more substantive changes in Sections 9 and 10 of this LCB file.  The intent is to create a consistent 
term to be used to refer to information, outlined in NAC 284.718, that is maintained by an agency or the Division of 
Human Resource Management for each employee. The conforming changes in Sections 6, 7 and 8 will create 
consistency by using the term “record of employment” to refer to this information.  
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The amendment to NAC 284.718 is intended to describe the different types of confidential information that is held by 
an agency or the Division of Human Resource Management and maintained in an employee’s record of employment. 
Several types of information have been added to the confidential information maintained for each employee such as 
employee grievance information, a nursing mother request or complaint, health information and information related 
to an administrative investigation.  
 
Section 10, NAC 284.726, Access to confidential records, describes access to an employee’s confidential record of 
employment. The intent is to broaden the access of such information to any appointing authority of an agency, rather 
than just the appointing authority for the agency for which the employee currently works. This is important because 
the State of Nevada is considered to be one employer under State and federal employment laws and broadening this 
access will assist agencies when they are considering hiring an employee from another agency. It’s important that 
each agency will be responsible for limiting this access to appropriate individuals using security protocols built into 
the human resource systems. 
  
Commissioner Sanchez:  Asked about Section 9, Confidential records. Subsection d says, “Any recording or 
document which is used in the process of interviewing an applicant …” How many agencies, divisions, or departments 
in the State are using recordings for interviews, what is the purpose if they do, how are they securing these recordings, 
and how long are they retained?  

Michelle Garton:  Replied that at this time, no agency is recording interviews. If it was decided that that would be a 
practice an agency would want to consider, it would be confidential and kept with the rest of the interview file, with 
the application. 

Commissioner Sanchez:  Suggested if agencies do that perhaps they would set a protocol for security and records 
retention of these documents.   

Chairperson Fox:  Strongly agreed that if there are recorded interviews that they meet the NRS standard for the 
amount of retention time and that they are kept in a secure location for the required length of time and then destroyed 
appropriately. 

Commissioner Spurlock:  What was the nature of the concern raised by ASFCME at the June workshop?  

Michelle Garton:  Recalled it was concerning employee grievance information. AFSCME was concerned that an 
agency might be able to see someone’s grievance at another agency.  

Chairperson Fox:  Added that the confidential information that appointing authorities consider with transfers from 
one agency to another is held to a higher standard in terms of confidential information and their obligation to keep it 
confidential. She added for the record that a workshop was held June 15, 2018, and representatives of various 
employee associations were present during that workshop and if concerns were raised, according to the minutes from 
that meeting, they were addressed during that meeting.    

Chairperson Fox:  Asked if there were any questions or comments, and there were none. 

MOTION:  Moved to approve Item V-D, LCB File No. R175-18: Section 1; Section 2, NEW, “Gender 
identity or expression” defined; Section 3, NEW, “Sexual orientation” defined; Section 4, 
Definitions; Section 5, Affirmative action program and equal employment opportunity; 
Section 6, Active lists; Section 7, Preparation, filing, contents, discussion and distribution 
of reports; Section 8, Resignations; Section 9, Confidential records; and Section 10, Access 
to confidential records.  

BY:  Chairperson Fox 
SECOND:  Commissioner Sanchez 
VOTE: The vote was unanimous in favor of the motion. 

 
Chairperson Fox:  Stated the next item before the Commission requiring no action was the Report of Uncontested 
Classification Plan Changes, not requiring Personnel Commission approval per NRS 284.160.   
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VI. REPORT OF UNCONTESTED CLASSIFICATION PLAN CHANGES NOT REQUIRING 
PERSONNEL COMMISSION APPROVAL PER NRS 284.160 

Posting: #1-19 
7.211 Executive Branch Auditor Series 

Posting: #2-19 
12.342 School/Community Nutrition Program Coordinator Series 

Posting: #3-19 
12.466 Substance Abuse Counselor Series 

Posting: #4-19 
7.422 Review Appraiser Series 

Posting: #5-19 
12.127 ESD Program Specialist Series 

Posting: #6-19 
7.209 Director, Office of Project Management 
7.208 Organizational Change Manager, OPM 

Posting: #7-19 
5.223 School/Community Nutrition Supervisor Series 

Posting: #8-19 
1.955 Park Aid Series 

Posting: #9-19 
10.316 Correctional Nurse Series 

Posting: #10-19  
12.395 Casework Management Specialist II 

 
VII. DISCUSSION AND ANNOUNCEMENT OF DATES FOR UPCOMING MEETINGS. NEXT 

MEETING SCHEDULED FOR MARCH 8, 2019.  

Chairperson Fox:  Indicated the next meeting is on Friday, March 8, 2019. After deliberation it was decided that the 
following meeting would be scheduled for Friday, June 21, 2019. 
 
Peter Long:  Stated typically after the end of Session, there may have to be an emergency regulation meeting based 
on bills that passed where regulations have to go into effect immediately, July 1st. DHRM will do their best to schedule, 
if required, that emergency meeting on June 21st as well.  

Commissioner Spurlock:  Thought it was mentioned for the day before the June 21st meeting to have the extra 
meeting if needed. Should we be blocking out both Thursday and Friday, or just Friday?  

Peter Long:  Replied that in Commissioner briefings they were looking at either the third or fourth Friday. If the 
fourth Friday, the 28th, were picked, that would have given us an extremely short amount of time to get the emergency 
regulations approved by the Secretary of State. I think the third Friday, June 21st, would be fine for both the emergency 
meeting, if necessary, and the regular meeting.  

Chairperson Fox:  Said they might anticipate a little bit longer meeting that Friday the 21st if there are emergency 
regulations. 

VIII. COMMISSION COMMENTS 

Chairperson Fox:  Asked if possible in March could there be an indication from the Division about upcoming bills 
that may impact employees in State service or the role and function of the Division. 

Peter Long:  Answered we can certainly provide all information we have at that time.  
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IX. PUBLIC COMMENT 
 
Chairperson Fox:  Advised that no vote or action may be taken upon a matter raised under this item of the agenda 
until the matter itself has been specifically included on an agenda as an item upon which action may be taken under 
NRS 241.020.  She asked if there were any public comments.  There were no public comments. She thanked Alternate 
Commissioner Maloney for stepping in for Commissioner Mauger and wished everyone in the audience and the 
Commissioners and staff a safe and healthy, happy holiday season.  
 

X.  ADJOURNMENT 

Chairperson Fox:  Adjourned the meeting. 
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Personnel Commission Meeting 
March 15, 2019 
 
 
FOR INFORMATION ONLY 
 
Attached are the minutes of the March 7, 2018, regulation workshop and the Small Business 
Impact Statement, as they are related to the regulations proposed for permanent adoption. 
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STATE OF NEVADA 

Department of Administration 

Division of Human Resource Management 

 

REGULATION WORKSHOP 

 

Held at the Legislative Counsel Bureau, 401 S. Carson Street, Room 2135, Carson City, 

Nevada; and via video conference in Las Vegas at the Grant Sawyer State Building, Room 

4412E, 555 East Washington Avenue. 

--------------------------------------------------------------- 

MEETING MINUTES 

Wednesday, March 7, 2018 

 

 
STAFF PRESENT IN CARSON CITY: 

Peter Long, Administrator, DHRM  

Shelley Blotter, Deputy Administrator, DHRM  

Michelle Garton, Supervisory Personnel Analyst, DHRM 

Carrie Hughes, Personnel Analyst, DHRM 

OTHERS PRESENT IN CARSON CITY: 

Mavis Affo, Personnel Officer, Public Safety 

Allison Wall, Personnel Officer, NDOT 

Oscar Fuentes, Insurance/Loss Prevention Specialist, NDOT 

Gennie Hudson, Personnel Officer, DHRM 

Alys Dobel, Personnel Officer, DMV 

 

I. CALL TO ORDER 

 

Shelley Blotter: Opened the meeting and introduced herself as the Deputy Administrator for 

DHRM.  She explained that the reason for the workshop was to solicit comments from affected 

parties with regard to the regulations proposed for permanent adoption.  Based on the feedback 

received, the proposed language may be changed or deleted and additional regulations may be 

affected.  If the regulations are submitted to the Personnel Commission for adoption, 

amendment or repeal, the minutes from the workshop and any other comments received will 

be provided to the Personnel Commission when the regulation is presented for their 

consideration.  Staff will provide an explanation of the proposed change with time allowed 

for comments.   

 

II. Review of Proposed Changes to NAC 284 

 

NEW Refusal to submit to a screening test: Reasons an applicant or 

employee shall be deemed to have refused a test; potential 

consequences of a refusal to submit to a screening test. 

284.893 Return to work of employee who tests positive for alcohol or 

controlled substance while on duty. 
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284.890 Transportation of employee to and from location of screening test. 

284.578 Leave of absence without pay. 

284.470 Preparation, filing, contents, discussion and distribution of reports; 

powers and duties of employees; review; adjustment of grievances 

284.478 Appeal of decision of reviewing officer. 

284.658 “Complaint” and “Grievance” defined. 

284.678 Submission, form and contents of grievance; informal discussions. 

 

Carrie Hughes: Addressed a proposed new regulation, Refusal to submit to a screening test: 

Reasons an applicant or employee shall be deemed to have refused a test; potential 

consequences of a refusal to submit to a screening test.  NAC 284.882 adopts the U.S. 

Department of Health and Human Services standards for federal workplace drug testing 

programs by reference, which outlines what constitutes a refusal to submit to a drug test and 

the consequences for refusing to submit.  However, due to concerns raised by a 2017 hearing 

officer decision and a need to address what constitutes a refusal to submit to an alcohol test, 

DHRM proposes the new regulation, which is based on the adopted federal workplace 

guidelines.  Subsection 1 defines the terminology used in the regulation.  Subsection 2 outlines 

what constitutes a refusal to test.  Subsections 3 and 4 address the consequences for an 

employment candidate or employee who refuses to submit to an alcohol or drug test. 

 

Shelley Blotter: Invited questions or comments regarding the regulation.  Allison Wall: 

Introduced herself as NDOT HR Manager.  She noted that she would be submitting comments 

in writing, however she also wished to place her comments on the record at this time.  She 

stated that NDOT recently encountered such a situation.  Under 2(e) of the regulation, the 

language states, “Fails to provide a sufficient amount,” which refers to a “shy bladder situation” 

through “required medical evaluation.”  She noted that the Federal HHS does not refer to this 

and asked whether the State of Nevada will require the medical evaluation for non-DOT testing.  

Carrie Hughes:  Explained that the intent is not to add a Substance Abuse Professional (SAP) 

evaluation requirement.  The standards referred to here are different than those of the DOT.  

These are the mandatory guidelines for federal agencies.  The requirement was seen in the 

guidelines, which is why it was included in this regulation.  Allison Wall: Stated that her 

department did not find this when they were dealing with a non-DOT.  The Drug and Alcohol 

Program referred them back to the federal HHS program, however, they did not find the 

language there.  Another issue is in regard to the “Alternate specimen.”  The HHS referred 

them back to the State policy in addressing a situation where the individual is not able to 

produce a sufficient sample volume.  She inquired as to whether a standard protocol would be 

created for an alternate specimen provision.  The requirements currently state that the drug and 

alcohol testing company is required to call the DER (designated employer representative) to 

receive authorization for an alternate specimen.  She asked whether this is being reviewed by 

DHRM.  Oscar Fuentes: Introduced himself as Safety Manager for NDOT.  He addressed the 

refusal portion of requiring a specimen as well as the alternative collection method.  Alternative 

methods such as blood testing is not included in the NRS or NAC, which would assist the 

agency in managing the situation.  Shelley Blotter: Suggested an offline meeting to address 

the specific concerns. 

 

Oscar Fuentes: Referenced to 2(c), “Fails to provide a sufficient amount of specimen when 
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directed and it has been determined through a required medical evaluation that there was no 

legitimate medical explanation for the failure.”  He addressed the issue of how much time the 

employee would be allowed in terms of obtaining the medical evaluation.  Without specifically 

addressing this, it will be left open to interpretation for both employees and management.  

Carrie Hughes: Cited to 2(f), “If they fail to undergo the medical evaluation or evaluation as 

directed by the appointing authority,” and stated that this appears to give the agency control of 

setting up and mandating the timeline.  Allison Wall: Recommended looking at the DOT 

requirements, as no information was found in the federal HHS regarding providing insufficient 

specimen and referral for a medical examination in a non-DOT test.  It may be helpful to have 

the same guidelines as the DOT in order to prevent statewide inconsistency.  The DOT allows 

a five-day window. 

 

Carrie Hughes: Noted that comments are also requested on the portion of the regulation in 

Subsection 4 regarding consequences for employees who refuse to submit when applying for 

another State position.  Gennie Hudson: Introduced herself as being from Agency HR Services 

and recommended there be a consequence for such a refusal, as this means the individual would 

likely refuse to take tests for other purposes as well.  Carrie Hughes: Stated that the reference 

to consequences is meant to address discipline. 

 

Alys Dobel:  Introduced herself as being from the DMV.  She agrees with Ms. Hughes and 

also with Ms. Hudson on the issue of employees moving between agencies.  However, she 

would appreciate clarification on the question of where the authority begins and ends between 

the agency releasing the employee and the agency receiving the employee.  This would 

particularly reference an instance that has the potential to lead to the employee’s suspension, 

demotion or termination and any possible disciplinary action.  Shelley Blotter: Clarified that 

this is a situation in which an employee holds a position where they were not required to have 

pre-employment drug testing and are moving into a position that does require pre-employment 

drug testing and that the employee refuses such testing.  The question is whether there should 

be a consequence to the employee for such refusal.  Alys Dobel:  Agreed that there should be 

consequences for such a refusal.  If there is no consequence, the agency receiving the employee 

will have no knowledge of what transpired.  Shelley Blotter: Stated that the receiving agency 

would be free to refuse to hire an employee who refused to take the required drug test.   

 

Peter Long: Said DHRM would not want to put anything in regulation that penalizes an 

employee who was not required to do drug testing in their current position simply because they 

refuse to take a drug test for a position for which they applied that required that testing.  If their 

current position does not require drug testing, they are being penalized for refusing to test for 

another position in their current agency, which is the intent of the regulation.  Alys Dobel:  

Stated that she did not initially understand this and apologizes.  She has worked at other 

agencies as well as the DMV, where failure to take the required preemployment testing within 

24 hours results in the offer being rescinded.  Gennie Hudson: Said that based upon Mr. 

Long’s statements, she would agree that perhaps it is not in the regulation, but would be in the 

prohibitions and penalties for the current agency of the employee.  A recent situation in her 

division was that an employee got reverted back to their prior agency.  That agency requires a 

fingerprint background check.  The employee at first refused to do the check and finally agreed 

to take it, when she was shown the prohibition and penalties.  Peter Long: Said that DHRM 
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will take a look at the issue, however, he is unsure that this is the appropriate section to address 

it.  Hopefully the prohibitions and penalties are supported by statute or regulation and he would 

like to make sure they all tie together.   

 

Allison Wall: Asked whether there is a current notification process between agencies regarding 

refusal or failure of drug testing.  Carrie Hughes: Stated that she is not aware of a requirement 

within regulation.  She cannot speak to whether the agency chooses to communicate such 

results or refusals to the other agency.  Allison Wall: Recommends from NDOT that they do 

not impose a consequence, unless the issue is looked at holistically.  Imposing a consequence 

for a refusal requires clear regulations that also identify guidance for a failure.  At this point, 

she does not receive notice from other agencies regarding refusal to test or a fail.  An employee 

whose car breaks down and is unable to take the test within 24 hours would be considered a 

fail.  She would then be required to report this as a failed drug test to the other agency when in 

reality they just did not show up for the test within 24 hours.  This provision would require a 

significant number of accompanying regulations.  She does not feel it should be a consequence 

within this section. 

 

Carrie Hughes: Discussed NAC 284.893, Return to work of employee who tests positive for 

alcohol or a controlled substance while on duty.  The amendment removes Subsection 3, as it 

is now being included as Subsection 4 of the previously discussed proposed new regulation.  

Shelley Blotter: Clarified that if the new section were adopted, this language would be 

removed.  She invited questions or comments.  There were none. 

 

Carrie Hughes: Addressed NAC 284.890, Transportation of employee to and from location 

of screening test.  This amendment is being proposed to clarify that an appointing authority is 

responsible for providing transportation for an employee, only when the test is based on 

reasonable suspicion of impairment.  The handout provided shows the language proposed at 

the workshop as well as the proposed language in LCB File R118-17, which will be taken to 

an upcoming Personnel Commission meeting.  Shelley Blotter: Noted that a Personnel 

Commission meeting was scheduled last Friday, however due to a snow day in northern 

Nevada, the meeting is rescheduled for March 19th.  Regulations will not be heard at that 

meeting, but will be discussed during the June Personnel Commission meeting.  Allison Wall: 

Referred to part two of the handout and asked, “When it says, ‘as appropriate,’ is that referring 

to the addition of the green in number one?”  Shelley Blotter: Stated her belief that the “as 

appropriate” is referring to (a), (b), or (c).  Allison Wall: Clarified that the intent that the “as 

appropriate” is referring to number one and not referring to A, B and C.   Carrie Hughes:  

Stated that Subsection 1 speaks to providing transportation to the location of the test, whereas 

Subsection 2 is talking about after the test is conducted.  They are two different situations.   

 

Allison Wall: Asked for clarification that the division should not have to provide transportation 

home for the employee, if they are not under reasonable suspicion or in a workers’ 

compensation situation.  Shelley Blotter: Stated that if the individual goes in for a 

preemployment screening test, they are not being provided transportation.  Alys Dobel:  Noted 

that Ms. Wall brings up a good point with workers’ compensation; that is, if the employee is 

in an accident and is required to submit to testing, the department will not be required to provide 

transportation after testing.  Carrie Hughes:  Stated that workers’ compensation had not 
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specifically been discussed.  However, Subsection 2 only talks about after the test.  It does not 

include the reasonable suspicion language.  Shelley Blotter: Added that transporting an 

employee for workers’ comp would depend on the situation and whether the supervisor 

believes the employee is under the influence.  The proposed regulation relates specifically to 

pre-employment testing, for which there would be no transportation obligation.  In a case of 

reasonable suspicion, there are obligations to ensure that the employee is either returned to 

their home or receives additional medical attention, if necessary.  She invited additional 

comments.  There were none. 

 

Carrie Hughes: Addressed NAC 284.578, Leave of absence without pay.  The language is 

being removed to be consistent with the matching provisions in NAC 284.2508 relating to 

compensatory time, NAC 284.539 relating to annual leave and NAC 284.554, relating to sick 

leave. 

 

Shelley Blotter: Invited questions or comments.  There were none. 

 

Michelle Garton:  Introduced herself as the Supervisory Personnel Analyst for DHRM’s 

Consultation and Accountability Unit.  The intent of the amendments to the next three 

regulations is to allow an employee to file a grievance on a contested report on performance, 

only if the overall rating remains “Does not meet standards” after the final decision of the 

appointing authority review.  She reviewed the amendments to each regulation.  The significant 

change to NAC 284.470 is contained in Subsection 14, which discusses using the grievance 

process, if there is no response by the appointing authority to a request for review of a contested 

report on performance.  The language in the subsection is amended to allow for an employee 

to file a grievance, if no response is received, only if the overall rating on the evaluation is 

“does not meet standards.”  Subsection 9 addresses that a discussion between the employee and 

supervisor is required and also that the employee must sign and return the report on 

performance to his or her supervisor within ten working days after the discussion.  

Subparagraph A is specific to when an employee does not contest the report on performance, 

so reviewing officer has been removed.  Subparagraph (b) is specific to when an employee 

contests a report on performance, so language has been added to say that a contested report on 

performance will be forwarded to the appointing authority or the designated reviewing officer.  

Subsection 10 addresses when an employee is unavailable for the discussion required in 

Subsection 9 and the amendments mirror what was outlined regarding Subsection 9. 

 

Shelley Blotter: Invited questions or comments.  Alys Dobel:  Sought clarification on 

Subsection 10 in regard to whether electronic mail is allowable.  Shelley Blotter: Stated that 

the section does not specify the type of mail.  The regulation states that notification of 

disciplinary action should be given more formally than electronic format.  Peter Long: Asked 

whether it would be helpful to replace the word “mail” with “deliver.”  Alys Dobel:  Stated 

that she likes that proposal.  Shelley Blotter: Invited additional questions or comments.  Alys 

Dobel:  Referred to Subsection 4 and stated her understanding that it is only after the employee 

has received a substandard evaluation and has not identified specific points of concern.  Peter 

Long: Explained that all three regulations are written to apply the proposed new limitation on 

filing a grievance.  This would be that an employee could not grieve a performance appraisal, 

unless it was below standard overall.  They could have an element or two that was rated below 
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standard, which would not allow them to grieve.  It must be an overall rating of below standard 

or substandard.  Shelley Blotter: That this would apply to the results found after the reviewing 

officer’s review.  Alys Dobel:  Stated that she disagrees for several reasons.  One reason is that 

she does not merely look at the overall rating when hiring an employee from another area.  The 

language in the comments are also considered.  If this would impact the person working at the 

agency, there would be concerns, depending on what was written.  In the past, there has been 

an instance where clarification was needed on the language in the review, including discussions 

with the individual’s current supervisor and the individual themselves.  If the employee had 

not had the right to go before the EMC, there may have been some internal bias.  Typically, 

the person doing the review is an internal individual.  She requested that individuals be allowed 

to go to the EMC to address language contained in their review that they may have an issue 

with.   

 

Peter Long: Commented that to the best of his knowledge, a grievance on a below standard 

evaluation has never resulted in an EMC decision to overturn the overall appraisal.  Alys 

Dobel:  Commented that some employees may fear making waves and feel more comfortable 

once they file a grievance from the standpoint of feeling protected against retaliation.  Gennie 

Hudson: Agreed, noting that some employees would prefer to file a grievance from any 

substandard rating and/or any comments in their evaluation.  These employees would be very 

unhappy upon losing this ability.  If percentages were to “go away” from the evaluation form, 

this could potentially change the overall ending result of the evaluation.  Peter Long: Stated 

that this comment moves into territory that has not been approved one way or another.  Allison 

Wall: Commented that the EMC currently receives grievances on “just about everything,” and 

is then free to decline to hear the grievance based on lack of jurisdiction.  She asked for 

clarification that EMC would truly be declining to hear the grievances.  Peter Long: Confirmed 

that the proposed regulation would allow DHRM to remove this from the grievance process, if 

the result was not a below standard.  Allison Wall: Asked if they would remove it at Level 1, 

if the agency notified them.  Shelley Blotter: Stated that the remaining regulation changes 

would be presented and then there would be a response to this question. 

 

Michelle Garton: Addressed NAC 284.478.  The amendment to this regulation will allow for 

an employee to use the grievance process for a report on performance only when the overall 

rating of the report remains, “does not meet standards,” after a final decision has been made by 

the appointing authority following a review of the contested report.  The amendment for NAC 

284.658 includes the word “substandard” as it relates to a contested report of performance into 

the definition of grievance.  Allison Wall: Said that currently, the agency goes through the 

three steps trying to resolve the issue in-house, but the EMC has already heard multiple 

grievances and cases, resulting in an ability to do anything for the grievant, who is at a specified 

standard, including exceeds standard. 

 

Shelley Blotter: Invited further questions or comments.  There were none. 

 

Michelle Garton: Discussed NAC 284.678.  Language in this regulation has been added to 

Subsection 1, which will require an informal discussion between the parties to a grievance 

during the 20 working days after the date of the event leading to the grievance or the date when 

the employee learns of the event leading to the grievance.  Also, it would be required that the 
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date and time of the meeting must be included in the statement of the grievance.  Input is 

desired regarding the provision to include the date and time.  Shelley Blotter: Commented that 

this regulation was by request and asked for input.  Mavis Affo: Introduced herself as being 

from Public Safety and stated that the date is helpful, however time could be cumbersome.  

There may be cases where no one knows the time.  In cases where the time is known, it would 

be helpful.  She asked for clarification that it was the employee’s responsibility to document 

the date and time in the grievance and what the consequences of not including the information 

might be.  Michelle Garton: Said there are likely to be many times were an employee will not 

include this in the details tab.  In that case, it would be appropriate that it is documented in the 

details or in the step one response.  Mavis Affo: Agreed with this approach, stating that it 

would not be significant enough to kick the grievance out of the process.  It could be submitted 

via addendum by the employee, which the HR office can include as part of the grievance.  

Michelle Garton: Added that it could be at any of the other steps, but also in the log notes.  

Mavis Affo: Stated that this is important, because there are times when both sides fail to have 

a meaningful discussion which could have led to the resolution of the concern all together.  As 

such, making it a requirement for them to have a dialogue serves an important purpose.  Alys 

Dobel:  Voiced agreement with Ms. Affo’s comments.  The conversation is very important.  

Many times, the employees do not attempt to resolve the issue within the 20 days. 

 

Shelley Blotter: Invited further questions or comments.  There were none.  She expressed 

appreciation for all the comments provided.  She invited further comment submissions via 

email or comment card. 

 

III. ADJOURNMENT 

 

Shelley Blotter: Adjourned the meeting. 
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Steve Sisolak 
  Governor 

Patrick Cates 
  Director 

Peter Long 
Administrator

STATE OF NEVADA 
DEPARTMENT OF ADMINISTRATION 
Division of Human Resource Management 

209 E. Musser Street, Suite 101 │ Carson City, Nevada 89701 
Phone: (775) 684-0150 │ http://hr.nv.gov │ Fax: (775) 684-0122 

January 25, 2019 

Regulation Small Business Impact Statement 

Section 15 of Article 15 of the Nevada Constitution requires the Legislature to provide for a State merit 
system governing the employment of employees in the Executive Branch of State government and in 
1969 the Legislature provided for such in NRS 284. Additionally, NRS 284.013 provides limitations to 
which employees of the Executive Branch are covered by NRS 284. NRS 284.065 authorizes the 
Personnel Commission to adopt regulations to carry out the provisions of this chapter. 

Due to the limitations of the Nevada State Constitution and NRS 284, the Division of Human Resource 
Management staff has determined that the adoption of these proposed regulations does not affect small 
businesses, impose a significant economic burden on small businesses, nor will the regulations restrict 
the formation, operation or expansion of small businesses. These regulations only impact employees of 
the Executive Branch.  

I certify that to the best of my knowledge or belief, a concerted effort was made to determine the impact 
of the proposed regulations on small businesses and that the information contained in this statement 
was prepared properly and is accurate. 

Peter Long January 25, 2019
Peter Long, Administrator Date 
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Personnel Commission Meeting 
March 15, 2019 
 
 
FOR DISCUSSION AND POSSIBLE ACTION 
 
The following regulation has been proposed for permanent adoption.  A brief explanation precedes 
the regulation and summarizes the intent of the regulation change.  NOTE:  Language in italics is 
new, and language in brackets [omitted material] is to be omitted. 
 
The following summarizes the recommended action of the Personnel Commission and identifies 
if there has been support or opposition to the proposed action. 
 
LCB File No. R057-18 
The Division of Human Resource Management recommends the regulation amendments contained 
in LCB File No. R057-18. 
 
The amendments in this LCB File are intended to clarify the process related to the reports on 
performance conducted on employees.  The removal of the term “reviewing officer” from the 
various Sections of the LCB File will reduce confusion by simply requiring an appointing authority 
to return a report on performance after a review has been requested within 20 working days.  An 
appointing authority may continue to delegate this function if appropriate. 
 
The repeal of NAC 284.097 in Section 5 is based on the removal of the defined term “reviewing 
officer,” as it will no longer be used in Chapter 284 of the Nevada Administrative Code. 
 
NAC 284.474 and 284.478 are being repealed in Section 5 because the regulations have been 
incorporated into NAC 284.470.   
 
Based on comments received at the Regulation Workshop on March 7, 2018, delivery methods for 
a report on performance have been expanded beyond mail, and now include electronic delivery, 
except for social media, and other delivery services that provide written or electronic record of 
when the report is received.  All other comments were in support of the changes included in the 
LCB File. 
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EXPLANATIONS OF PROPOSED CHANGES 
LCB File No. R057-18 

 
Section 1:  NAC 284.470  Preparation, filing, contents, discussion and distribution of reports; 
powers and duties of employees; review; adjustment of grievances. 
This amendment, proposed by the Division of Human Resource Management, brings the regulation 
into alignment with current practices and procedures.  There are times when a supervisor is not the 
person who prepares a report on performance (e.g. the supervisor has not completed the required 
training), so the phrase used is “person who prepared” the report, where appropriate.  In addition, 
the procedure for the employee to complete the report, and expands the methods for delivery of a 
report on performance.  Finally, the regulation removes “reviewing officer” and provides 20 working 
days for an appointing authority to respond to a request for review. 
 
Section 2:  NAC 284.678  Submission, form and contents of grievance; informal discussions. 
This amendment makes conforming changes based on the amendments proposed in other sections 
of this LCB File. 
 
Section 3:  NAC 284.690  Filing of grievance with highest administrator of department; action 
by highest administrator. 
This amendment makes conforming changes based on the amendments proposed in other sections 
of this LCB File. 
 
Section 4:  NAC 284.693  Removal of ineligible request for adjustment of grievance or 
complaint from procedure; notice; appeal. 
This amendment, proposed by the Division of Human Resource Management, will require that the 
Division of Human Resource Management remove from the grievance process any grievance that 
does not arise out of the employee-employer relationship, or if the grievance relates to a rejection 
from a trial period. 
 
Section 5:   

NAC 284.097  “Reviewing officer” defined. 
This amendment makes conforming changes based on the amendments proposed in other  
sections of this LCB File. 

 
NAC 284.474  Employee entitled to copy of report. 
This amendment makes conforming changes based on the amendments proposed in other  
sections of this LCB File. 
 
NAC 284.478  Appeal of decision of reviewing officer. 
This amendment makes conforming changes based on the amendments proposed in other  
sections of this LCB File. 
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--1-- 
LCB Draft of Revised Proposed Regulation R057-18 

REVISED PROPOSED REGULATION OF THE  

PERSONNEL COMMISSION 

LCB File No. R057-18 

November 7, 2018 

EXPLANATION – Matter in italics is new; matter in brackets [omitted material] is material to be omitted. 

 

AUTHORITY: §§1-5, NRS 284.065, 284.155, 284.340 and 284.384.  
 

A REGULATION relating to state employees; revising provisions concerning reports on 
performance; revises provisions relating to adjustment of grievances; and providing 
other matters properly relating thereto. 

 

Legislative Counsel’s Digest: 
 Existing law requires each appointing authority to periodically file a report with the 
Administrator of the Division of Human Resource Management of the Department of 
Administration on the performance of certain employees. (NRS 284.340) Existing regulations 
prescribe the procedure for the preparation, discussion and filing of a report on performance. 
(NRS 284.470, 284.474, 284.478) Existing regulation requires the immediate supervisor of an 
employee to discuss the report on performance with the employee or to mail such a report to the 
employee if the employee is unavailable to discuss the report because of an extended absence. 
Existing regulation also requires such an employee who contests the report on performance and 
requests a review to respond to the report in writing and return the response to the supervisor. 
(NAC 284.470) Section 1 of this regulation requires that the discussion of the report on 
performance occur between the employee and the person who prepared the report, which may 
not be the employee’s immediate supervisor. Section 1 also clarifies the manner in which an 
employee completes his or her portion of the report, including a request for a review of the report 
by the appointing authority. Section 1 also expands the methods by which the person who 
prepared a report may transmit such a report to an unavailable employee and by which the 
unavailable employee may transmit a report from only mail to other reasonable methods of 
delivery that provide a written or electronic record of the date on which the report is received, 
except for social media. 

 Section 1 additionally: (1) removes the requirement that a reviewing officer review a 
contested report on performance and submit a recommendation to the appointing authority 
regarding the report and instead only requires the appointing authority to review such a report; 
and (2) changes the number of days in which the appointing authority must render a final 
decision regarding such a report from 10 working days to 20 working days. Sections 2, 3 and 5 
of this regulation make conforming changes. 

25



--2-- 
LCB Draft of Revised Proposed Regulation R057-18 

Existing regulations define “rating of performance” to mean the overall rating of an 
employee’s performance which is included in the report on performance of an employee. (NAC 
284.0915) Section 1 removes redundant references to “overall” with respect to a rating of 
performance without altering any substantive requirements.  

Existing regulation prescribes the actions that the Division is required to take if a request 
for the adjustment of a grievance is not eligible for the procedures for adjusting grievances. 
(NAC 284.693) Section 4 of this regulation clarifies that the procedures for adjusting grievances 
do not apply to situations involving coworkers and to persons who were rejected during their 
trial periods.  

Section 1.  NAC 284.470 is hereby amended to read as follows: 

 284.470  1.  A person shall not [complete] prepare a report on performance unless he or she 

has completed the training provided or approved by the Administrator concerning the preparation 

of a report on performance. 

2. A report on performance must be prepared on the form prescribed by the Division of

Human Resource Management. 

3. A report on performance must be filed with the Administrator at the times prescribed by

NRS 284.340, but may be filed more frequently at the discretion of the supervisor of the 

employee.  

4. If a report on performance is filed on or before the times specified in NRS 284.340, the

[overall] rating of performance of the employee will be reflected in the employee’s file of 

employment and the employee will receive a merit pay increase if he or she is otherwise eligible 

for the increase pursuant to NAC 284.194. 

5. If a report on performance is not filed on or before the times specified in NRS 284.340,

the performance of the employee shall be deemed to be standard for the purpose of determining 

the salary of the employee and the employee will receive a merit pay increase if he or she is 

otherwise eligible for the increase pursuant to NAC 284.194. If an untimely report on 

performance: 
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 (a) Is filed thereafter, the employee’s file of employment will be updated to reflect the 

[overall] rating of performance of the employee as reported, but that rating will not affect any 

merit pay increase to which the employee is otherwise entitled. 

 (b) Is not filed thereafter, the employee’s file of employment will not include [an overall] a 

rating of performance of the employee for that period of evaluation. 

 6.  If the performance of an employee falls below standard, his or her supervisor shall inform 

the employee promptly and specifically of the deficiencies in the performance of the employee 

regardless of whether a report on performance of the employee is [completed] prepared or filed. 

 7.  If any information that would have affected the rating of performance of an employee 

during a period of evaluation becomes available after the date on which the report on 

performance of the employee is filed for that period, the information may be included in the 

report on performance for the current period of evaluation and taken into consideration in 

determining the rating of performance for the current period of evaluation. 

 8.  When a report on performance is given which reports the [overall] rating of performance 

of an employee as substandard: 

 (a) The report must contain a written notice that such reports affect merit pay increases; and 

 (b) An additional report on the performance of the employee must, in accordance with 

subsection 4 of NRS 284.340, be filed at least once every 90 days after the initial report that 

includes the substandard rating until the performance of the employee improves to standard or 

disciplinary action is taken against the employee. 

 9.  Except as otherwise provided in subsection 10, the preparation of each report on 

performance must include a discussion between the employee and [his or her immediate 
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supervisor.] the person who prepared the report. Within 10 working days after the discussion 

takes place [: 

 (a) The] and the employee receives the report on performance signed by the person who 

prepared the report, the employee must [complete and sign the appropriate section on the report 

on performance and return the report to the supervisor for forwarding to the reviewing officer or 

appointing authority. 

 (b)] : 

 (a) Indicate in the appropriate section of the report whether the employee agrees or 

disagrees with the report and, if he or she disagrees, whether the employee requests a review of 

the report by the appointing authority. If the employee [contests] requests a review of the report 

on performance , [and requests a review,] he or she must [respond to the report in writing, 

identify the specific points] specify each point of [contention, if such specificity is provided, and 

return the response to the supervisor. Except as otherwise provided in this paragraph, the 

reviewing officer shall respond in writing on a form prescribed by the Division of Human 

Resource Management within 10 working days after the supervisor receives the request for 

review. If the reviewing officer is not the appointing authority, the reviewing officer must submit 

to the appointing authority a recommendation to uphold or modify the report on performance. 

The appointing authority shall review the recommendation of the reviewing officer regarding the 

contested report on performance and render a final decision to the employee within 10 working 

days after receiving the recommendation.] disagreement with the report, in writing, in the 

appropriate section of the report or in a document attached to the report. 

 (b) Return the report to the person who prepared the report for forwarding to the 

appointing authority for its agreement or revision and signature. 
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 10.  If an employee is unavailable for a discussion of the report on performance pursuant to 

subsection 9 because of an extended absence, the [immediate supervisor of the employee] person 

who prepared the report shall sign the report and cause the report to be [mailed] sent to the 

employee [.] by any reasonable means of delivery that provides a written or electronic record 

of the date on which the report is received, except for social media. Within 10 working days 

after the date on which the employee receives the [report: 

 (a) The] report on performance, the employee must [complete and sign the appropriate 

section on the report on performance and mail the report to the supervisor for forwarding to the 

appointing authority or reviewing officer. 

 (b)] : 

 (a) Indicate in the appropriate section of the report whether the employee agrees or 

disagrees with the report and, if he or she disagrees, whether the employee requests a review of 

the report by the appointing authority. If the employee [contests] requests a review of the report 

on performance , [and requests a review,] he or she must [respond to the report in writing, 

identify any specific] specify each point of [contention, if the report provides such specificity, 

and mail the response to the supervisor. Except as otherwise provided in this paragraph, the 

reviewing officer shall respond in writing on a form prescribed by the Division of Human 

Resource Management within 10 working days after the supervisor receives the request for 

review. If the reviewing officer is not the appointing authority, the reviewing officer must submit 

to the appointing authority a recommendation to uphold or modify the report on performance.  

The] disagreement with the report, in writing, in the appropriate section of the report or in a 

document attached to the report. 
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 (b) Send the report by any reasonable means of delivery that provides a written or 

electronic record of the date on which the report is received, except for social media, to the 

person who prepared the report for forwarding to the appointing authority for its agreement or 

revision and signature. 

 11.  If the employee requested a review of the report on performance pursuant to 

subsection 9 or 10, the appointing authority shall [review the recommendation of the reviewing 

officer regarding the report on performance and render] , within 20 working days after the date 

on which the person who prepared the report on performance received the report from the 

employee: 

 (a) Render a [final] decision [to the employee within 10 working days after receiving the 

recommendation.For the purposes of this paragraph, a report on performance or request for 

review is deemed to have been received on the third day after the date on which the report or 

request is postmarked. 

 11.  A ] regarding the report on performance and indicate that decision in the appropriate 

section of the report or in a document attached to the report; 

 (b) Sign the report on performance;  

 (c) Send a copy of the report on performance, including any attachment, to the employee 

and the person who prepared the report; and  

 (d) File a copy of the report on performance with the Administrator. 

 12.  If an employee did not request a review of a report on performance pursuant to 

subsection 9 or 10, a copy of [each] the report on performance [and, if applicable, any written 

response to such a report requested by an employee pursuant to subsection 9 or 10,] signed by 
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the appointing authority must be provided to the employee and filed with the [Division of 

Human Resource Management. 

 12.] Administrator. 

 13.  If any written comments are added to a report on performance after a copy of the report 

has been provided to the employee pursuant to subsection 11 [:] or 12: 

 (a) A copy of the revised report which includes the written comments must be provided to the 

employee; and 

 (b) The employee may respond, in writing, to the additional comments in the revised report 

not later than 10 working days after receiving a copy of the revised report and submit the 

response to the [Division of Human Resource Management] Administrator for inclusion in his or 

her file of employment. 

 [13.] 14.  An employee and his or her appointing authority or the designee of the appointing 

authority may agree in writing to extend one or more of the periods prescribed in [subsection 9 

or 10. 

 14.  If a reviewing officer fails to respond to a request for review from an employee within 

the time required by this section, the] this section. 

 15.  An employee may institute the procedure for the adjustment of a grievance pursuant to 

NAC 284.658 to 284.6957, inclusive [.] , if: 

 (a) The appointing authority failed to respond to a request for review of the report on 

performance from the employee within the time required by this section; or 

 (b) The employee disagrees with the report on performance after receiving a copy of the 

report from the appointing authority pursuant to subsection 11 or 12. 
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 16.  For the purposes of subsections 10 and 11, a report on performance that is sent by 

any reasonable means of delivery that provides a written or electronic record of the date on 

which the report is received, except for social media, is deemed to have been received on: 

 (a) The third day after the date on which the report is postmarked; 

 (b) The date on which the report is sent by an electronic mail program or service; or 

 (c) The third day after the report is sent by any other delivery service. 

 17.  As used in this section, “social media” : 

 (a) Includes, without limitation, any electronic service or account or electronic content, 

including, without limitation, any video, photograph, blog, podcast, instant message or text 

message. 

 (b) Does not include an electronic mail program or service. 

 Sec. 2.  NAC 284.678 is hereby amended to read as follows: 

 284.678  1.  Except as otherwise provided in subsections 3 and 4 and NAC 284.692, an 

employee who feels aggrieved and wishes to file a formal grievance must submit the grievance 

in writing to his or her immediate supervisor on the official form, or in a letter if the official form 

is not available, within 20 working days after the date of the event leading to the grievance or the 

date the employee learns of the event leading to the grievance. The parties should make every 

effort to resolve the grievance through informal discussions within these 20 working days. 

 2.  If the employee submits a letter, it must include: 

 (a) His or her name; 

 (b) His or her most recent date of hire; 

 (c) His or her position; 

 (d) His or her department, division and section; 
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(e) His or her mailing address;

(f) His or her business telephone number;

(g) A statement that he or she is filing a formal grievance;

(h) The date, time and place of the event leading to the grievance or the date the employee

learns of the event leading to the grievance; 

(i) A concise statement of the grievance;

(j) A detailed description of the grievance, including the names of other persons involved in

the event, if any; 

(k) A proposed solution of the grievance;

(l) His or her signature; and

(m) The date he or she signed the statement.

3. Except as otherwise provided in this subsection and NAC 284.692, if a grievance relates

to a contested report on performance, an employee must file a grievance that identifies [the] any 

specific [points] point of [contention, if such specificity is provided,] disagreement with the 

report not later than 10 working days after the date the employee receives a [decision regarding 

the review conducted by] copy of the report from the appointing authority pursuant to NAC 

284.470. Except as otherwise provided in NAC 284.692, if the grievance relates to the failure of 

[a reviewing officer or] an appointing authority to respond to a request for a review within the 

time required by NAC 284.470, an employee must file a grievance not later than 10 working 

days after the date on which the time for such a response expired. 

4. A grievance filed pursuant to subsection 3 must be filed with:

(a) The person who is at the next appropriate level of the grievance process; or
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(b) If the person who is at the next appropriate level of the grievance process is the

[reviewing officer or other] person who prepared or reviewed the report on performance, the 

person who is at the next appropriate level of the grievance process above [such reviewing 

officer or other] the person who prepared or reviewed the report on performance. 

5. A grievance regarding a report on performance must be filed with the highest

administrator in the department pursuant to NAC 284.690 before being submitted to the 

Committee pursuant to NAC 284.695. 

Sec. 3.  NAC 284.690 is hereby amended to read as follows: 

284.690  1.  Except as otherwise provided in NAC 284.692: 

(a) If the employee has not received satisfactory relief within 10 working days after his or her

grievance is deemed to have been received by the head of the division, he or she may file the 

grievance with the highest administrator of the department; and 

(b) Within 10 working days after the employee’s grievance is deemed to have been received

by the highest administrator of the department, the highest administrator or the designee of the 

highest administrator shall: 

(1) Gather information regarding the grievance;

(2) Render a decision resolving the grievance, including, without limitation, denying the

grievance; and 

(3) Notify the employee of the resolution.

2. In rendering a decision concerning a contested report on performance, an administrator

shall address the findings of fact to the specific points of [contention] disagreement referred to in 

the grievance of the employee. 
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3. Within the established time limitations, including any extensions to those time limitations

obtained pursuant to NAC 284.692, the highest administrator may appoint a person or committee 

composed of managers and employees to assist in the finding of facts and recommending a 

course of action. 

Sec. 4.  NAC 284.693 is hereby amended to read as follows: 

 284.693  1.  [If the] The Division of Human Resource Management must take the actions 

described in subsection 2 if the Division determines that a request for the adjustment of: 

(a) A grievance is not eligible for the procedure set forth in NAC 284.658 to 284.6957,

inclusive, because [the] : 

(1) The person who submitted the request is not a person described in subsection 2 of

NAC 284.658 , including, without limitation, because the act, omission or occurrence only 

involves a coworker;  

(2) The person who submitted the request was rejected during his or her trial period

pursuant to NAC 284.458; or [because a] 

(3) A hearing is provided for the grievance pursuant to federal law or NRS 284.165,

284.245, 284.3629, 284.376 or 284.390 . [; or] 

(b) A complaint is not eligible for the procedure set forth in NAC 284.658 to 284.6957,

inclusive, because the person who submitted the request is not a person described in paragraph 

(a) of subsection 4 of NRS 281.755 . [,

 the Division must take the actions described in subsection 2.]

2. Upon making a determination pursuant to subsection 1 that a request for the adjustment

of a grievance or complaint is not eligible for the procedure set forth in NAC 284.658 to 

284.6957, inclusive, the Division must, as soon as practicable: 

35



--12-- 
LCB Draft of Revised Proposed Regulation R057-18 

(a) Remove the request from the procedure for the adjustment of grievances or complaints set

forth in NAC 284.658 to 284.6957, inclusive; and 

(b) Provide to the person who submitted the request and the agency in which the grievance or

complaint arose: 

(1) Notice that the Division has determined that the request is not eligible for the

procedure for the adjustment of grievances or complaints set forth in NAC 284.658 to 284.6957, 

inclusive, and an explanation for that determination; 

(2) Notice that the Division has removed the request from the procedure for the

adjustment of grievances or complaints set forth in NAC 284.658 to 284.6957, inclusive; 

(3) If applicable, information relating to the appropriate procedure for resolving the

person’s concern; and 

(4) Information relating to the person’s right to appeal the determination to the

Committee. 

3. If the Division of Human Resource Management determines that a request for the

adjustment of a grievance or complaint is not eligible for the procedure for the adjustment of 

grievances or complaints set forth in NAC 284.658 to 284.6957, inclusive, the person who 

submitted the request may appeal the determination to the Committee. 

Sec. 5.  NAC 284.097, 284.474 and 284.478 are hereby repealed. 
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TEXT OF REPEALED SECTIONS 

 

 

 284.097  “Reviewing officer” defined. (NRS 284.065, 284.335, 284.340)  “Reviewing 

officer” means: 

 1.  The supervisor of the person who prepared a report on performance of an employee; or 

 2.  Such other person designated by the appointing authority, 

 who reviews the report on performance upon the request of the employee pursuant to 

paragraph (b) of subsection 9 of NAC 284.470. 

 284.474  Employee entitled to copy of report. (NRS 284.065, 284.155, 284.340)  Each 

employee must be given a copy of the report prepared by the supervisor measuring the 

employee’s performance and development on the job. The report will not become official until 

signed by the rater. If requested, a copy must be provided to the employee at the time of the 

discussion between the supervisor and the employee. After the processing has been completed, a 

copy with all appropriate signatures will be provided the employee. 

 284.478  Appeal of decision of reviewing officer. (NRS 284.065, 284.155, 284.340, 

284.384)  Upon completion of the review process conducted pursuant to NAC 284.470, a 

permanent employee may appeal a contested report on performance through the procedure for 

the adjustment of a grievance pursuant to NAC 284.658 to 284.6957, inclusive. 
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Personnel Commission Meeting 
March 15, 2019 
 
FOR INFORMATION ONLY 
 
Attached is a list of classes and positions which have previously been approved for pre-
employment testing.  This list has been provided for you to use as a reference when determining 
which classes and/or positions the Commission may wish to approve at this meeting. 
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STATE OF NEVADA 
POSITIONS/CLASSES APPROVED FOR PRE-EMPLOYMENT CONTROLLED SUBSTANCE 
TESTING CHANGES EFFECTIVE DECEMBER 7, 2018 

(All positions in each class have been approved for pre-employment controlled substance testing, unless 
otherwise noted (*) for a specific agency(s) and/or position(s).  Classes in bold/italics are new to the list.) 

CLASS/TITLE 
CODE TITLE 

*ONLY CERTAIN POSITIONS 
AGENCY/POSITION CONTROL 

NO. 
1.401 WEIGHTS AND MEASURES INSPECTOR IV* AGR - PCNS 4551-0011, 4551-0022 
1.404 WEIGHTS AND MEASURES INSPECTOR III* AGR - PCN 4551-0013 

1.407 WEIGHTS AND MEASURES INSPECTOR II* 

AGR - PCNS 4551-0014, 4551-0015, 
4551-0023, 4551-0024, 4551-0025, 
4551-0028, 4551-0045, 4551-0047, 
4551-0049, 4551-0102, 4551-0105 

1.413 WEIGHTS AND MEASURES ASSISTANT 
(SEASONAL)* 

AGR - PCNS 4551-8911, 4551-8912, 
4551-8913 

1.608 FIELD ASSISTANT II (PARC)   
1.737 BIOLOGIST I* AGR - PCN 4600-0025 
1.770 WILDLIFE AREA SUPERVISOR II   
1.771 WILDLIFE AREA SUPERVISOR I   
1.772 FISH HATCHERY SUPERVISOR II   
1.774 FISH HATCHERY SUPERVISOR I   
1.776 FISH HATCHERY TECHNICIAN III   
1.778 FISH HATCHERY TECHNICIAN II   
1.780 FISH HATCHERY TECHNICIAN I   
1.785 WILDLIFE AREA TECHNICIAN III   
1.786 WILDLIFE AREA TECHNICIAN II   
1.787 WILDLIFE AREA TECHNICIAN I   
1.811 FORESTER III   
1.812 FIRE MANAGEMENT OFFICER II   
1.813 FORESTER II   
1.814 FIRE MANAGEMENT OFFICER I   
1.816 BATTALION CHIEF   
1.817 CONSERVATION CREW SUPERVISOR III   
1.818 FORESTER I   
1.819 FIREFIGHTER II   
1.820 CONSERVATION CREW SUPERVISOR II   
1.822 FIRE CONTROL DISPATCHER III   

1.823 SEASONAL FIRE CONTROL DISPATCHER II* DCNR-FORESTRY DIVISION - ALL 
PCNS 

1.824 SEASONAL FIRE CONTROL DISPATCHER I* DCNR-FORESTRY DIVISION - ALL 
PCNS 

1.825 CONSERVATION CREW SUPERVISOR I   
1.826 FIRE CONTROL DISPATCHER II   
1.827 FIRE CONTROL DISPATCHER I   

1.828 SEASONAL FIREFIGHTER III* DCNR-FORESTRY DIVISION - ALL 
PCNS 

1.829 SEASONAL FIREFIGHTER II* DCNR-FORESTRY DIVISION - ALL 
PCNS 

1.831 SEASONAL FIREFIGHTER I* DCNR-FORESTRY DIVISION - ALL 
PCNS 

1.835 HELITACK SUPERVISOR   
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CLASS/TITLE 
CODE TITLE 

*ONLY CERTAIN POSITIONS
AGENCY/POSITION CONTROL

NO. 
1.850 FIRE CAPTAIN 
1.852 FIREFIGHTER I 

1.907 PARKS REGIONAL MANAGER (NON-
COMMISSIONED) 

1.912 PARK INTERPRETER 
1.918 LIFEGUARD II 
1.919 LIFEGUARD I 
1.921 PARK RANGER III (NON-COMMISSIONED) 
1.922 PARK RANGER II (NON-COMMISSIONED) 
1.923 PARK RANGER I (NON-COMMISSIONED) 
1.967 PARK SUPERVISOR III (NON-COMMISSIONED) 
1.968 PARK SUPERVISOR II (NON-COMMISSIONED) 
1.969 PARK SUPERVISOR I (NON-COMMISSIONED) 
2.124 MAIL SERVICE SUPERVISOR* BCN - ALL PCNS 
2.126 MAIL SERVICE TECHNICIAN* BCN - ALL PCNS 
2.127 MAIL SERVICE CLERK I* BCN - ALL PCNS 
2.129 MAIL SERVICE CLERK II* BCN - ALL PCNS 
2.153 LEGAL SECRETARY II* TAXI - PCN 0038 

2.210 ADMINISTRATIVE ASSISTANT IV* 

DPS - PCNS 3743-0106, 3743-33, 4701-
0106, 4701-0155, 4701-0706, 4701-
0805, 4701-0870, 4709-42, 4709-70, 
4709-71, 4709-72, 4709-73, 4709-206, 
4709-625, 4709-645, 4709-665, 4709-
1004, 4709-1006, 4709-1007, 4709-
1009, 4709-8004, 4709-8018, 4709-
8031, 4709-8038, 4709-8039, 4709-
8040, 4709-8041, 4709-8042, 4709-
8043, 4709-9013, 4713-0706, 4713-155, 
4713-805; TAXI - PCN 0023 

2.211 ADMINISTRATIVE ASSISTANT III* 

DMV - PCNS RE7015, WF7047; DPS - 
PCNS 3740-1412, 3743-0028, 3743-5, 
3743-15, 3743-17, 3743-32, 3743-34, 
3743-60, 3743-61, 3743-62, 3743-64, 
3743-65, 3743-1011, 3743-1014, 3743-
1017, 3743-1020, 3744-10, 3744-13, 
3744-16, 3744-19, 4702-51, 4702-147, 
4702-315, 4702-328, 4702-648, 4702-
705, 4702-871, 4702-11033, 4702-
11034, 4709-36, 4709-37, 4709-58, 
4709-620, 4709-630, 4709-8005, 4709-
8007, 4709-8010, 4709-8011, 4709-
8016, 4709-8017, 4709-8019, 4709-
8020, 4709-8021, 4709-9001, 4709-
9002, 4709-9011, 4709-9012; TAXI - 
PCNS 0011, 0061 
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CLASS/TITLE 
CODE TITLE 

*ONLY CERTAIN POSITIONS
AGENCY/POSITION CONTROL

NO. 

2.212 ADMINISTRATIVE ASSISTANT II* 

DPS - PCNS 3743-1021, 4702-32, 4709-
2, 4709-8044, 4709-8045, 4709-8046, 
4709-8048, 4709-9003, 4709-9004, 
4709-9005, 4709-9006, 4709-9007, 
4709-9008, 4709-9009, 4709-9010, 
4709-16, 4709-17, 4709-18, 4709-25, 
4709-26, 4709-34, 4709-57, 4709-62, 
4709-204, 4709-205, 4709-605, 4709-
660, 4709-8006, 4709-8008, 4709-8009, 
4713-0870; TAXI - PCNS 0003, 0013, 
0020, 0043, 0046, 0066, 0074, 0075, 
0092, 0095 

2.301 ACCOUNTING ASSISTANT III* DPS - PCNS 3743-16, 4709-38, 4709-
8022 

2.303 ACCOUNTING ASSISTANT II* DPS - PCN 4709-15 
2.819 SUPPLY TECHNICIAN III* PURCHASING - PCN 0027 

2.824 SUPPLY TECHNICIAN II* PURCHASING - PCN 0029; BCN - 
ALL PCNS 

2.827 SUPPLY ASSISTANT* BCN - ALL PCNS 
2.836 SUPPLY TECHNICIAN I* BCN - ALL PCNS 
3.203 FOOD SERVICE COOK/SUPERVISOR II* BCN - ALL PCNS 
3.206 FOOD SERVICE COOK/SUPERVISOR I* BCN - ALL PCNS 
3.213 FOOD SERVICE WORKER II* BCN - ALL PCNS 
3.218 FOOD SERVICE WORKER I* BCN - ALL PCNS 
3.505 DRIVER - SHUTTLE BUS 
3.506 DRIVER - VAN/AUTOMOBILE 
3.520 FAMILY SUPPORT WORKER III* BCN - ALL PCNS 
3.521 FAMILY SUPPORT WORKER II* BCN - ALL PCNS 
3.524 FAMILY SUPPORT WORKER I* BCN - ALL PCNS 

3.530 TRANSPORTATION AND SAFETY ATTENDANT 
III* NDVS – ALL PCNS 

3.535 TRANSPORTATION AND SAFETY ATTENDANT 
II* NDVS – ALL PCNS 

3.540 TRANSPORTATION AND SAFETY ATTENDANT 
I* NDVS – ALL PCNS 

5.103 PRINCIPAL 
5.104 VICE PRINCIPAL 
5.106 ACADEMIC TEACHER 
5.112 VOCATIONAL EDUCATION INSTRUCTOR 
5.174 CHILD CARE WORKER II* BCN - ALL PCNS 
5.175 CHILD CARE WORKER I* BCN - ALL PCNS 

6.209 SUPERVISOR III, ASSOCIATE ENGINEER* NDOT - PCNS 017009, 017046, 018-
037, ALL PCNS BEGINNING W/ 930 

6.211 SUPERVISOR II, ASSOCIATE ENGINEER* NDOT - PCNS 027006, 028006, 255001, 
ALL PCNS BEGINNING W/ 930 

6.215 SUPERVISOR I, ASSOCIATE ENGINEER* 
NDOT -PCNS 017021, 017034, 017048, 
028008, ALL PCNS BEGINNING W/ 
930 

6.223 ADMINISTRATOR I, PROFESSIONAL 
ENGINEER* NDOT - PCN 301012 
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6.224 MANAGER I, PROFESSIONAL ENGINEER* NDOT - ALL PCNS BEGINNING W/ 
930 

6.228 STAFF II, ASSOCIATE ENGINEER* NDOT - PCNS 018024, 018025, 018036, 
018037, 018046, 018047 

6.229 STAFF I, ASSOCIATE ENGINEER* 
NDOT - PCNS 020014, 034001, 255002, 
080001, 080002, 080005, 080006, 
080007, 080010 

6.305 ENGINEERING TECHNICIAN V* NDOT - PCN 028015 

6.308 ENGINEER TECHNICIAN IV* NDOT - PCN 027023, ALL PCNS 
BEGINNING W/ 930 

6.313 ENGINEERING TECHNICIAN III* 

NDOT - PCNS 017037, 017038, 017039, 
017040, 017041, 017042, 017050, 
017051, 017052, 027019, 027022, 
028010, 028011, 028013, 028016, 
028021, 028022, 028030, 101342, 
255003, ALL PCNS BEGINNING W/ 
930 

6.355 ARCHITECTURAL DRAFTER IV* BCN - ALL PCNS 
6.358 ARCHITECTURAL DRAFTER III* BCN - ALL PCNS 
6.750 CONSTRUCTION PROJECT COORDINATOR III* BCN - ALL PCNS 
6.751 PROJECT MANAGER III* BCN - ALL PCNS 
6.754 BUILDING CONSTRUCTION INSPECTOR III* BCN - ALL PCNS; D of A - ALL PCNS 
6.755 BUILDING CONSTRUCTION INSPECTOR IV* D of A - ALL PCNS 
6.758 CONSTRUCTION PROJECT COORDINATOR II* BCN - ALL PCNS 
6.762 PROJECT MANAGER II* BCN - ALL PCNS 
6.763 PROJECT MANAGER I* BCN - ALL PCNS 
6.966 DEVELOPMENT TECHNICIAN  IV* BCN - ALL PCNS 
6.978 DEVELOPMENT TECHNICIAN III* BCN - ALL PCNS 
6.979 DEVELOPMENT TECHNICIAN II* BCN - ALL PCNS 
6.980 DEVELOPMENT TECHNICIAN I* BCN - ALL PCNS 
6.981 ELECTRONICS TECHNICIAN II* BCN, NDOC - ALL PCNS 
6.987 ELECTRONICS TECHNICIAN III* BCN, NDOC - ALL PCNS 
6.988 ELECTRONICS TECHNICIAN I* BCN, NDOC - ALL PCNS 
7.141 ACCOUNTANT TECHNICIAN II* DPS - PCNS 0030, 4709-1010 
7.143 ACCOUNTANT TECHNICIAN I* DPS - PCN 4702-30 
7.154 AUDITOR II* DHHS PBH - PCNS 0031, 0033, 0041 
7.217 ADMINISTRATIVE SERVICES OFFICER II* DPS - PCN 4709-23 
7.218 ADMINISTRATIVE SERVICES OFFICER I* DPS - PCN 3743-6 
7.519 TRAINING OFFICER I* NDOT - ALL PCNS 

7.524 TRAINING OFFICER II* DPS - NHP - HAZARDOUS 
MATERIALS - PCN 5 

7.624 MANAGEMENT ANALYST III* DPS - PCNS 4709-3, 4709-200 

7.625 MANAGEMENT ANALYST II* DPS - PCN 4709-39; TAXI - PCNS 
0002, 0078 

7.637 MANAGEMENT ANALYST I* DPS - PCNS 3743-9, 3743-79, 4709-40 

7.643 PROGRAM OFFICER III* DHHS PBH - PCN 0038; DPS - PCN 
4702-0086 

7.647 PROGRAM OFFICER II* 

BCN - PCN 41234; DMV - PCN 
CC4019; DPS- PCNS 3743-1022, 4701-
0950, 4709-19, 4709-24, 4709-35, 4709-
8003, 4709-8012 

42



CLASS/TITLE 
CODE TITLE 

*ONLY CERTAIN POSITIONS 
AGENCY/POSITION CONTROL 

NO. 

7.649 PROGRAM OFFICER I* 

DPS - PCN 3744-82, 4702-322, 4709-
8030, 4709-8036, 4709-8037; FIRE 
MARSHAL - PCNS 4, 106; NDOC - 
PCNS 3710-0064, 3710-0202; BCN - 
PCNS 41672, 41673 

7.653 PUBLIC SERVICE INTERN II* NDOT - ALL PCNS BEGINNING W/ 
940 

7.655 BUSINESS PROCESS ANALYST III* DPS - PCN 4709-8023 

7.656 BUSINESS PROCESS ANALYST II* DPS - PCNS 4702-0046, 4709-8024, 
4709-8025 

7.665 PUBLIC SERVICE INTERN I* MIN - PCNS 09015, 09016, 09017, 
09018, 09019, 09020, 09022, 09023 

7.713 TRANSPORTATION TECHNICIAN III* NDOT - ALL PCNS BEGINNING W/ 
805 & 813 

7.714 TRANSPORTATION TECHNICIAN IV* NDOT - ALL PCNS BEGINNING W/ 
805 & 813 

7.715 TRANSPORTATION TECHNICIAN II* NDOT - ALL PCNS BEGINNING W/ 
805 & 813 

7.722 TRAFFIC CENTER TECHNICIAN SUPERVISOR   
7.724 TRAFFIC CENTER TECHNICIAN II   
7.725 TRAFFIC CENTER TECHNICIAN I   
7.726 TRAFFIC CENTER TECHNICIAN TRAINEE   
7.745 STATISTICIAN II* DPS - PCN 4709-21 
7.901 CHIEF IT MANAGER* NDOT - PCN 016060 
7.902 IT MANAGER III* DPS - PCN 4709-0207 

7.904 IT MANAGER I* NDOT - PCN 016065; BCN UNR - PCN 
42286 

7.921 IT PROFESSIONAL IV* DPS - PCN 4709-8032; NDOT - PCNS 
016061, 016063 

7.925 IT PROFESSIONAL III* 

DPS - PCNS 4709-0150, 4709-8033; 
NDOT - PCNS 016062, 016064, 91001, 
92001, 93002; BCN UNR - ALL 
FACILITIES SERVICES PCNS 

7.926 IT PROFESSIONAL II* 

NDOT - PCNS 91005, 92002, 93001, 
93003, 95001, 96001, 92003, 93005, 
94003; BCN UNR - ALL FACILITIES 
SERVICES PCNS 

7.929 IT PROFESSIONAL I* BCN UNR - ALL FACILITIES 
SERVICES PCNS 

7.951 IT PROFESSIONAL TRAINEE* BCN UNR - ALL FACILITIES 
SERVICES PCNS 

9.103 HIGHWAY MAINTENANCE MANAGER   
9.106 HIGHWAY MAINTENANCE SUPERVISOR II   
9.115 HIGHWAY MAINTENANCE SUPERVISOR I   
9.117 HIGHWAY MAINTENANCE WORKER IV   
9.120 HIGHWAY MAINTENANCE WORKER III   
9.127 HIGHWAY MAINTENANCE WORKER II   
9.130 HIGHWAY MAINTENANCE WORKER I   
9.137 HIGHWAY CONSTRUCTION AID   
9.200 SPECIAL EQUIPMENT OPERATOR III   
9.201 EQUIPMENT OPERATION INSTRUCTOR   
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9.203 SPECIAL EQUIPMENT OPERATOR II   
9.204 GROUNDS EQUIPMENT OPERATOR I* BCN - ALL PCNS 
9.205 SEASONAL FORESTRY EQUIPMENT OPERATOR   
9.208 DRIVER WAREHOUSE WORKER TRAINEE* NDOC - ALL PCNS 
9.209 GROUNDS EQUIPMENT OPERATOR II* BCN - ALL PCNS 
9.210 DRIVER WAREHOUSE WORKER I   
9.211 DRIVER WAREHOUSE WORKER II   
9.212 DRIVER WAREHOUSE SUPERVISOR   
9.315 HIGHWAY EQUIPMENT MECHANIC SPVR I   
9.317 HIGHWAY EQUIPMENT MECHANIC III   
9.318 HIGHWAY EQUIPMENT MECHANIC II   
9.321 HIGHWAY EQUIPMENT MECHANIC I   

9.322 EQUIPMENT MECHANIC IV* BCN, DCNR-FORESTRY DIVISION - 
ALL PCNS 

9.323 EQUIPMENT MECHANIC III* BCN, DCNR-FORESTRY DIVISION, 
NDOC, NDOW - ALL PCNS 

9.326 EQUIPMENT MECHANIC-IN-TRAINING IV* BCN, NDOT - ALL PCNS 
9.327 AUTO BODY WORKER* NDOT - ALL PCNS 
9.328 EQUIPMENT MECHANIC-IN-TRAINING III* BCN, NDOT - ALL PCNS 
9.330 EQUIPMENT MECHANIC-IN-TRAINING II* BCN, NDOT - ALL PCNS 

9.331 EQUIPMENT MECHANIC II* BCN, DCNR-FORESTRY DIVISION, 
NDOC, NDOT, NDOW - ALL PCNS 

9.332 EQUIPMENT MECHANIC-IN-TRAINING I* BCN, NDOT - ALL PCNS 

9.333 EQUIPMENT MECHANIC I* BCN, DCNR-FORESTRY DIVISION, 
NDOC, NDOT, NDOW - ALL PCNS 

9.334 FLEET SERVICE WORKER IV* BCN, NDOT - ALL PCNS 
9.335 FLEET SERVICE WORKER III* BCN, NDOT - ALL PCNS 
9.336 FLEET SERVICE WORKER II* BCN, NDOT - ALL PCNS 
9.337 FLEET SERVICE WORKER I* BCN, NDOT - ALL PCNS 
9.353 AVIATION SERVICES OFFICER   
9.354 CHIEF PILOT   
9.355 PILOT II   
9.356 PILOT III   
9.357 AIRCRAFT MAINTENANCE SPECIALIST   
9.359 PILOT I   
9.404 HVACR SPECIALIST IV* BCN - ALL PCNS 
9.408 HVACR SPECIALIST II* BCN, NDOC - ALL PCNS 
9.413 HVACR SPECIALIST III* BCN, NDOC - ALL PCNS 
9.417 WELDER I* BCN, NDOC, NDOT - ALL PCNS 
9.418 LOCKSMITH I* BCN, NDOC - ALL PCNS 
9.420 HEAT PLANT SPECIALIST II* BCN, NDOC - ALL PCNS 
9.421 HVACR SPECIALIST I* BCN, NDOC, NDOT - ALL PCNS 
9.422 HEAT PLANT SPECIALIST IV* BCN, NDOC - ALL PCNS 
9.423 CARPENTER I* BCN, NDOC, NDOT - ALL PCNS 
9.424 CARPENTER II* BCN, NDOC - ALL PCNS 
9.425 HEAT PLANT SPECIALIST III* BCN, NDOC - ALL PCNS 
9.426 ELECTRICIAN I* BCN, NDOC, NDOT - ALL PCNS 
9.428 HEAT PLANT SPECIALIST I* BCN, NDOC - ALL PCNS 
9.429 PAINTER I* BCN - ALL PCNS 
9.430 WELDER II* BCN, NDOC, NDOT - ALL PCNS 
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9.431 LOCKSMITH II* BCN, NDOC - ALL PCNS 
9.432 PLUMBER I* BCN, NDOC - ALL PCNS 

9.434 EVENTS CENTER TECHNICIAN II* BCN - ALL LAWLOR EVENTS 
CENTER PCNS 

9.437 EVENTS CENTER TECHNICIAN I* BCN - ALL LAWLOR EVENTS 
CENTER PCNS 

9.439 CARPENTER III* BCN - ALL PCNS 

9.441 MAINTENANCE REPAIR SPECIALIST I* BCN, NDOC, NDOT, NDOW, NDVS - 
ALL PCNS 

9.445 MAINTENANCE REPAIR SPECIALIST II* BCN, NDOC, NDOW - ALL PCNS 
9.447 ELECTRICIAN II* BCN, NDOC, NDOT - ALL PCNS 
9.448 ELECTRICIAN III* BCN, NDOC, NDOT - ALL PCNS 
9.459 PAINTER II* BCN - ALL PCNS 
9.460 PAINTER III* BCN - ALL PCNS 
9.462 PLUMBER II* BCN, NDOC - ALL PCNS 
9.463 PLUMBER III* BCN - ALL PCNS 
9.465 CRAFT WORKER-IN-TRAINING IV* BCN - ALL PCNS 
9.466 CRAFT WORKER-IN-TRAINING III* BCN - ALL PCNS 
9.467 CRAFT WORKER-IN-TRAINING II* BCN - ALL PCNS 
9.468 CRAFT WORKER-IN-TRAINING I* BCN - ALL PCNS 
9.470 THEATER TECHNICIAN I* BCN - ALL PCNS 
9.471 THEATER TECHNICIAN II* BCN - ALL PCNS 
9.481 MAINTENANCE REPAIR AID IV* BCN - ALL PCNS 
9.482 MAINTENANCE REPAIR AID III* BCN - ALL PCNS 
9.483 MAINTENANCE REPAIR AID II* BCN - ALL PCNS 
9.484 MAINTENANCE REPAIR AID I* BCN - ALL PCNS 
9.485 MAINTENANCE REPAIR WORKER IV* BCN, NDOC - ALL PCNS 
9.486 MAINTENANCE REPAIR WORKER III* BCN, NDOC - ALL PCNS 
9.487 MAINTENANCE REPAIR WORKER II* BCN, NDOC, NDVS - ALL PCNS 
9.488 MAINTENANCE REPAIR WORKER I* BCN, NDOC, NDVS - ALL PCNS 
9.496 WASTEWATER TREATMENT OPERATOR II* NDOC - ALL PCNS 
9.497 WASTEWATER TREATMENT OPERATOR I* NDOC - ALL PCNS 
9.514 RANCH MANAGER* BCN UNR - PCN 41154 

9.534 RESEARCH AID II* BCN - ALL WOLF PACK MEATS 
PCNS 

9.555 RESEARCH AID I* BCN - ALL WOLF PACK MEATS 
PCNS 

9.580 RESEARCH TECHNICIAN* BCN - ALL WOLF PACK MEATS 
PCNS 

9.603 FACILITY MANAGER* BCN, NDOC - ALL PCNS 
9.606 FACILITY SUPERVISOR III* BCN, NDOC - ALL PCNS 

9.609 FACILITY SUPERVISOR II* BCN, NDOC - ALL PCNS, NDOT - 
PCN 302001 

9.610 GROUNDS SUPERVISOR III* BCN - ALL PCNS 
9.612 FACILITY SUPERVISOR I* BCN, NDOC - ALL PCNS 
9.616 CUSTODIAL SUPERVISOR IV* BCN - ALL PCNS 
9.617 CUSTODIAL SUPERVISOR III* BCN - ALL PCNS 
9.620 GROUNDS SUPERVISOR II* BCN - ALL PCNS 
9.623 CUSTODIAL SUPERVISOR II* BCN - ALL PCNS 
9.625 CUSTODIAL SUPERVISOR I* BCN - ALL PCNS 
9.627 GROUNDS SUPERVISOR I* BCN - ALL PCNS 
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9.630 GROUNDS MAINTENANCE WORKER V* BCN - ALL PCNS 
9.631 CUSTODIAL WORKER II* BCN - ALL PCNS 
9.633 GROUNDS MAINTENANCE WORKER IV* BCN - ALL PCNS 
9.634 CUSTODIAL WORKER I* BCN - ALL PCNS 
9.635 GROUNDS MAINTENANCE WORKER III* BCN - ALL PCNS 
9.637 FACILITY ATTENDANT* BCN - ALL PCNS 
9.639 GROUNDS MAINTENANCE WORKER II* BCN - ALL PCNS 
9.641 GROUNDS MAINTENANCE WORKER I* BCN - ALL PCNS 

10.124 PSYCHOLOGIST IV* NDOC - ALL PCNS 
10.126 PSYCHOLOGIST III* NDOC - ALL PCNS 
10.132 PSYCHOLOGIST II* NDOC - ALL PCNS 
10.139 MENTAL HEALTH COUNSELOR II* NDOC - ALL PCNS 
10.141 MENTAL HEALTH COUNSELOR I* NDOC - ALL PCNS 
10.143 PSYCHOLOGIST I* NDOC - ALL PCNS 
10.144 CLINICAL SOCIAL WORKER II* NDOC - ALL PCNS 
10.146 TREATMENT HOME SUPERVISOR   
10.148 TREATMENT HOME PROVIDER   
10.150 CLINICAL SOCIAL WORKER I* NDOC - ALL PCNS 
10.151 CLINICAL SOCIAL WORKER III* NDOC - ALL PCNS 
10.179 PSYCHOMETRIST * NDOC - ALL PCNS 
10.217 HEALTH PROGRAM MANAGER II* DHHS PBH - PCN 0037 
10.229 MID-LEVEL MEDICAL PRACTITIONER* DHHS, NDOC - ALL PCNS 
10.244 QUALITY ASSURANCE SPECIALIST I* NDVS - ALL PCNS 
10.260 DENTAL CLINIC SUPERVISOR* UNLV - ALL PCNS 
10.262 DENTAL ASSISTANT III* NDOC, UNLV - ALL PCNS 
10.263 DENTAL ASSISTANT II* NDOC, UNLV - ALL PCNS 
10.264 DENTAL ASSISTANT I* NDOC, UNLV - ALL PCNS 

10.300 DIRECTOR, NURSING SERVICES II* DHHS, NDOC - ALL PCNS, NDVS - 
ALL PCNS 

10.301 DIRECTOR, NURSING SERVICES I* DHHS, NDOC - ALL PCNS 
10.305 PSYCHIATRIC NURSE III* DHHS, NDOC - ALL PCNS 
10.306 PSYCHIATRIC NURSE IV* DHHS, NDOC - ALL PCNS 
10.307 PSYCHIATRIC NURSE II* DHHS, NDOC - ALL PCNS 
10.309 PSYCHIATRIC NURSE I* DHHS, NDOC - ALL PCNS 
10.310 CHIEF OF NURSING SERVICES* NDOC - ALL PCNS 
10.316 CORRECTIONAL NURSE III* NDOC - ALL PCNS 
10.318 CORRECTIONAL NURSE II* DHHS, NDOC - ALL PCNS 
10.319 CORRECTIONAL NURSE I* DHHS, NDOC - ALL PCNS 
10.338 MENTAL HEALTH TECHNICIAN IV* DHHS - ALL PCNS 
10.339 DEVELOPMENTAL SUPPORT TECH IV* DHHS - ALL PCNS 
10.346 MENTAL HEALTH TECHNICIAN III* DHHS - ALL PCNS 
10.347 DEVELOPMENTAL SUPPORT TECH III* DHHS - ALL PCNS 
10.352 REGISTERED NURSE V* NDVS - ALL PCNS 
10.354 REGISTERED NURSE IV* NDVS - ALL PCNS 
10.356 MENTAL HEALTH TECHNICIAN II* DHHS - ALL PCNS 
10.357 DEVELOPMENTAL SUPPORT TECH II* DHHS - ALL PCNS 
10.358 NURSE I* DHHS, NDOC, NDVS - ALL PCNS 
10.359 REGISTERED NURSE II* NDVS - ALL PCNS 
10.360 LICENSED PRACTICAL NURSE II* DHHS, NDOC, NDVS - ALL PCNS 
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10.364 LICENSED PRACTICAL NURSE III* DHHS, NDOC - ALL PCNS, NDVS – 
ALL PCNS 

10.365 LICENSED PRACTICAL NURSE I* DHHS, NDOC - ALL PCNS, NDVS – 
ALL PCNS 

10.366 MENTAL HEALTH TECHNICIAN I* DHHS - ALL PCNS 
10.367 DEVELOPMENTAL SUPPORT TECH I* DHHS - ALL PCNS 
10.368 CERTIFIED NURSING ASSISTANT III* NDVS – ALL PCNS 
10.369 CERTIFIED NURSING ASSISTANT II* NDOC, NDVS - ALL PCNS 
10.370 NURSING ASSISTANT TRAINEE* NDVS – ALL PCNS 
10.371 CERTIFIED NURSING ASSISTANT I* NDVS – ALL PCNS 
10.375 COMMUNITY HEALTH NURSE IV* DHHS - ALL PCNS 
10.376 COMMUNITY HEALTH NURSE III* DHHS - ALL PCNS 
10.377 COMMUNITY HEALTH NURSE II* DHHS - ALL PCNS 
10.378 COMMUNITY HEALTH NURSE I* DHHS - ALL PCNS 
10.536 ENVIRONMENTAL SCIENTIST II* NDOT - PCNS 018012, 018013 
10.540 MARIJUANA PROGRAM SUPERVISOR   
10.541 MARIJUANA PROGRAM INSPECTOR II   
10.542 MARIJUANA PROGRAM INSPECTOR I   
10.545 ENVIRONMENTAL SCIENTIST IV* NDOT - PCN 018011 
10.707 CHEMIST V* BCN - ALL PCNS 
10.708 CHEMIST IV* BCN - ALL PCNS 
10.710 MICROBIOLOGIST V* BCN - ALL PCNS 
10.711 MICROBIOLOGIST IV* BCN - ALL PCNS 
10.712 CHEMIST III* BCN - ALL PCNS 
10.713 CHEMIST II* BCN - ALL PCNS 
10.715 MICROBIOLOGIST III* BCN - ALL PCNS 
10.717 MICROBIOLOGIST II* BCN - ALL PCNS 
10.721 MICROBIOLOGIST I* BCN - ALL PCNS 
10.724 CHEMIST I* BCN - ALL PCNS 
10.723 PHARMACY TECHNICIAN II* DHHS, NDOC - ALL PCNS 
10.726 LABORATORY TECHNICIAN II* BCN - ALL PCNS 
10.728 PHARMACY TECHNICIAN I* DHHS, NDOC- ALL PCNS 
10.729 LABORATORY ASSISTANT II* BCN - ALL PCNS 
10.733 LABORATORY TECHNICIAN I* BCN - ALL PCNS 
10.736 LABORATORY ASSISTANT I* BCN - ALL PCNS 
10.769 STAFF RESEARCH ASSOCIATE IV* BCN - ALL PCNS 
10.770 STAFF RESEARCH ASSOCIATE III* BCN - ALL PCNS 
10.771 STAFF RESEARCH ASSOCIATE II* BCN - ALL PCNS 
10.772 STAFF RESEARCH ASSOCIATE I* BCN - ALL PCNS 
11.117 PUBLIC SAFETY DISPATCHER VI   
11.118 PUBLIC SAFETY DISPATCHER V   
11.120 PUBLIC SAFETY DISPATCHER IV   
11.122 PUBLIC SAFETY DISPATCHER III   
11.124 PUBLIC SAFETY DISPATCHER II   
11.126 PUBLIC SAFETY DISPATCHER I   
11.128 N.C.J.I.S. PROGRAM SPECIALIST SUPERVISOR* DPS - PCNS 4709-13, 4709-14 

11.129 N.C.J.I.S. PROGRAM SPECIALIST* 
DPS - PCNS 4709-41, 4709-63, 4709-74, 
4709-600, 4709-615, 4709-650, 4709-
680, 4709-1005 

11.130 N.C.J.I.S. PROGRAM SPECIALIST TRAINEE   
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11.132 MANAGER, CRIMINAL JUSTICE RECORDS* DPS - ALL PCNS 
11.133 FINGERPRINT/RECORDS EXAMINER III* DPS - PCNS 4709-201, 4709-8015 

11.134 FINGERPRINT/RECORDS EXAMINER II* 
DPS - PCNS 4709-6, 4709-7, 4709-33, 
4709-59, 4709-61, 4709-202, 4709-590, 
4709-8014 

11.135 FINGERPRINT/RECORDS EXAMINER I   
11.144 FINGERPRINT/RECORDS SUPERVISOR* DPS - PCNS 4709-4, 4709-5 
11.239 MILITARY SECURITY OFFICER V   
11.240 MILITARY SECURITY OFFICER IV   
11.241 MILITARY SECURITY OFFICER III   
11.242 MILITARY SECURITY OFFICER II   
11.243 MILITARY SECURITY OFFICER I   
11.260 SECURITY OFFICER SUPERVISOR* BCN 
11.263 SECURITY OFFICER* BCN, MILITARY 
11.354 SUPERVISORY COMPLIANCE INVESTIGATOR* DMV - PCN WF8508 

11.358 COMPLIANCE INVESTIGATOR II* DMV - PCNS RE4079, RE8018, 
RE8025, RE8026, RE8028 

11.363 COMPLIANCE/AUDIT INVESTIGATOR III* 
B&I-INSURANCE DIV - PCN 0072; 
SOS - PCNS 0030, 0031, 0035, 0062, 
0063, 0066 

11.365 COMPLIANCE/AUDIT INVESTIGATOR II* B&I-INSURANCE DIV - ALL PCNS; 
SOS - PCNS 0022, 0028, 0068 

11.424 DMV SERVICES TECHNICIAN III* DMV - PCNS RE5324, RE5328 
11.506 FIRE & LIFE SAFETY INSPECTOR I   
11.510 FIRE & LIFE SAFETY INSPECTOR II   
11.513 SAFETY REPRESENTATIVE, RAILWAY   
11.515 SAFETY SPECIALIST, RAILWAY   
11.550 TAXICAB VEHICLE INSPECTOR I   
11.552 TAXICAB VEHICLE INSPECTOR II   
11.560 MANUFACTURED HOUSING INSPECTOR II   
11.561 MANUFACTURED HOUSING INSPECTOR I   
11.565 AGENCY LOSS CONTROL COORDINATOR* NDOT - PCN 078002 
12.466 SUBSTANCE ABUSE COUNSELOR III   
12.469 SUBSTANCE ABUSE COUNSELOR II   
12.470 SUBSTANCE ABUSE COUNSELOR I   
12.501 WARDEN   
12.510 CORRECTIONAL MANAGER   
12.517 CORRECTIONAL ASSISTANT* NDOC - ALL PCNS 

12.523 ASSISTANT SUPERINTENDENT, YOUTH 
FACILITY   

12.532 HEAD GROUP SUPERVISOR   
12.534 ASSISTANT HEAD GROUP SUPERVISOR   
12.535 GROUP SUPERVISOR IV   
12.537 GROUP SUPERVISOR III   
12.538 GROUP SUPERVISOR II   
12.541 GROUP SUPERVISOR I   
12.553 ASSOCIATE WARDEN   
12.556 CORRECTIONAL CASEWORK SPECIALIST III   
12.559 CORRECTIONAL CASEWORK SPECIALIST II   
12.565 CORRECTIONAL CASEWORK SPECIALIST I   
12.571 CORRECTIONAL CASEWORK SPECIALIST TR   

48



CLASS/TITLE 
CODE TITLE 

*ONLY CERTAIN POSITIONS 
AGENCY/POSITION CONTROL 

NO. 

12.616 PAROLE & PROBATION SPECIALIST III* 
DPS - PCNS 3740-0564, 3740-1251, 
3740-1439, 3740-1440, 3740-1441, 
3740-1442 

13.101 AGRICULTURE ENFORCEMENT OFFICER III   
13.102 AGRICULTURE ENFORCEMENT OFFICER II   
13.103 AGRICULTURE ENFORCEMENT OFFICER I   
13.111 DEPUTY BRAND INSPECTOR (COMMISSIONED)   
13.115 STAFF GAME WARDEN   
13.121 GAME WARDEN IV   
13.122 GAME WARDEN III   
13.123 GAME WARDEN II   
13.124 GAME WARDEN I   

13.131 PARKS REGIONAL MANAGER 
(COMMISSIONED)   

13.135 PARK SUPERVISOR III (COMMISSIONED)   
13.136 PARK SUPERVISOR II (COMMISSIONED)   
13.137 PARK SUPERVISOR I (COMMISSIONED)   
13.141 PARK RANGER III (COMMISSIONED)   
13.142 PARK RANGER II (COMMISSIONED)   
13.143 PARK RANGER I (COMMISSIONED)   
13.202 DPS MAJOR   
13.203 DPS CAPTAIN   
13.204 DPS LIEUTENANT   
13.205 DPS SERGEANT   
13.206 DPS OFFICER II   
13.207 DPS OFFICER I   
13.215 UNIVERSITY POLICE LIEUTENANT   
13.217 UNIVERSITY POLICE DETECTIVE   
13.221 UNIVERSITY POLICE SERGEANT   
13.222 UNIVERSITY POLICE OFFICER II   
13.223 UNIVERSITY POLICE OFFICER I   
13.234 SENIOR LAW ENFORCEMENT SPECIALIST   
13.237 AG CYBERCRIME INVESTIGATOR II   
13.238 AG CYBERCRIME INVESTIGATOR I   
13.241 SUPERVISORY CRIMINAL INVESTIGATOR II   
13.242 SUPERVISORY CRIMINAL INVESTIGATOR I   
13.243 CRIMINAL INVESTIGATOR III   
13.244 CRIMINAL INVESTIGATOR II   
13.245 CRIMINAL INVESTIGATOR I   
13.246 AG DEPUTY CHIEF INVESTIGATOR* AG - ALL PCNS 
13.247 AG CRIMINAL INVESTIGATOR, SUPERVISOR* AG - ALL PCNS 
13.248 AG CRIMINAL INVESTIGATOR II* AG - ALL PCNS 
13.249 AG CRIMINAL INVESTIGATOR I* AG - ALL PCNS 

13.251 CHIEF INVESTIGATOR, COMPLIANCE/ 
ENFORCEMENT   

13.255 SUPERVISORY COMPLIANCE/ENFORCEMENT 
INVESTIGATOR   

13.256 COMPLIANCE/ENFORCEMENT INVESTIGATOR 
III   

13.257 COMPLIANCE/ENFORCEMENT INVESTIGATOR 
II   
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CLASS/TITLE 
CODE TITLE 

*ONLY CERTAIN POSITIONS 
AGENCY/POSITION CONTROL 

NO. 
13.258 COMPLIANCE/ENFORCEMENT INVESTIGATOR I   
13.263 UNIT MANAGER, YOUTH PAROLE BUREAU   
13.265 YOUTH PAROLE COUNSELOR III   
13.266 YOUTH PAROLE COUNSELOR II   
13.267 YOUTH PAROLE COUNSELOR I   
13.301 INSPECTOR GENERAL   
13.309 CORRECTIONAL CAPTAIN   
13.310 CORRECTIONAL LIEUTENANT   
13.311 CORRECTIONAL SERGEANT   
13.312 SENIOR CORRECTIONAL OFFICER   
13.313 CORRECTIONAL OFFICER   
13.314 CORRECTIONAL OFFICER TRAINEE   
13.321 FORENSIC SPECIALIST IV   
13.322 FORENSIC SPECIALIST III   
13.323 FORENSIC SPECIALIST II   
13.324 FORENSIC SPECIALIST I   

U3720 DIVISION ADMINISTRATOR, RECORDS & 
TECHNOLOGY* DPS - PCN 4709-1 

U3916 PROGRAM MANAGER, OIL/GAS/GEOTHERMAL MIN - PCN 0002 
U3918 DEPUTY ADMINISTRATOR, MINERALS MIN - PCN 0006 
U3919 CHIEF FOR DANGEROUS MINES MIN - PCN 0007 
U3930 CHIEF FOR MINE REGULATION MIN - PCN 0009 
U3932 FIELD SPECIALIST, MINERALS MIN - PCNS 0011, 0021, 0031 
U4102 BUREAU CHIEF, YOUTH PAROLE   

U4103 DIVISION ADMINISTRATOR, TAXICAB 
AUTHORITY   

U4141 DEPUTY DIVISION ADMINISTRATOR, TAXICAB 
AUTHORITY   

U4706 ADMINISTRATOR, MINERALS MIN - PCN 0001 

U9005 DEPUTY ADMINISTRATOR, COMPLIANCE 
ENFORCEMENT DIVISION* DMV – PCNS RE2013, WF2014 

U9010 CHIEF, NEVADA HIGHWAY PATROL   

U9021 DIVISION ADMINISTRATOR, COMPLIANCE 
ENFORCEMENT DIVISION  

U9033 DEPUTY DIRECTOR, INDUSTRIAL PROGRAMS   
U9034 DEPUTY DIRECTOR, OPERATIONS SOUTH   
U9041 CHIEF GAME WARDEN   
U9074 PHARMACIST 1* DHHS, NDOC - ALL PCNS 

U9075 PHARMACIST 2* DHHS - ALL EXCEPT PCN 3243-0014; 
NDOC - ALL PCNS 

U9076 PHARMACIST 3* DHHS, NDOC - ALL PCNS 
U9085 SENIOR INSTITUTIONAL DENTIST (RANGE A)* NDOC - ALL PCNS 
U9086 SENIOR INSTITUTIONAL DENTIST (RANGE B)* NDOC - ALL PCNS 
U9087 SENIOR PHYSICIAN (RANGE C)* DHHS, NDOC - ALL PCNS 
U9088 SENIOR PSYCHIATRIST (RANGE C)* DHHS, NDOC - ALL PCNS 
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ACRONYMS 
Acronym Agency 
AG Office of the Attorney General 
AGR Department of Agriculture 
BCN (Nevada System of Higher Education) Business Center 

North 
BCN UNR (Nevada System of Higher Education) Business Center 

North, University of Nevada Reno 
B&I Department of Business & Industry 
DCNR Department of Conservation & Natural Resources 
DHHS Department of Health & Human Services 
DHHS PBH Department of Health & Human Services, Division of 

Public & Behavioral Health 
DMV Department of Motor Vehicles 
D of A Department of Administration 
DPS Department of Public Safety 
ESD Department of Employment, Training & Rehabilitation, 

Employment Security Division 
MIN Commission on Mineral Resources, Division of 

Minerals 
NHP Department of Public Safety, Nevada Highway Patrol 
NDOC Department of Corrections 
NDOT Department of Transportation 
NDOW Department of Wildlife 
NDVS Nevada Department of Veterans Services 
SOS Secretary of State 
TAXI Department of Business & Industry, Nevada Taxicab 

Authority 
UNLV (Nevada System of Higher Education) University of 

Nevada Las Vegas 
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Personnel Commission Meeting 
March 15, 2019 
 
 
FOR DISCUSSION AND POSSIBLE ACTION 
 
NRS 284.4066 provides for the pre-employment testing for controlled substances of applicants for 
positions affecting public safety.  This law requires the appointing authority to identify the specific 
positions that affect public safety, subject to the approval of the Personnel Commission. 
 
The Nevada System of Higher Education, Business Center North (BCN) has requested the 
following class be added to the classes/positions approved for pre-employment screening for 
controlled substances for the provided reason(s): 
 

AGENCY 
CLASS/
TITLE 
CODE 

TITLE 
POSITION 
CONTROL 
NUMBER 

AGENCY’S BASIS FOR 
REQUEST 

BCN 3.504 Driver, Shuttle 
Bus II All 

Positions are subject to federal 
controlled substance testing 

requirements 
 
Positions in the class are subject to the United States Department of Transportation, Federal Motor 
Carrier Safety Administration controlled substance testing requirements which include pre-
employment screening for controlled substances.  The other classes in the series have previously 
been approved for pre-employment screening for controlled substances. 
 
A representative of BCN has been requested to be available at the meeting to answer 
Commissioners’ questions. 
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Personnel Commission Meeting 
March 15, 2019 
 
 
FOR DISCUSSION AND POSSIBLE ACTION 
 
NRS 284.4066 provides for the pre-employment testing for controlled substances of applicants for 
positions affecting public safety.  This law requires the appointing authority to identify the specific 
positions that affect public safety, subject to the approval of the Personnel Commission. 
 
The Department of Public Safety (DPS) has requested the following positions be added to the 
classes/positions approved for pre-employment screening for controlled substances for the 
provided reason(s): 
 

AGENCY 
CLASS/
TITLE 
CODE 

TITLE 
POSITION 
CONTROL 
NUMBER 

AGENCY’S BASIS FOR 
REQUEST 

DPS 2.210 Administrative 
Assistant IV 

4709-9018, 
4709-9019 

Access to criminal histories and 
personally identifiable information 

DPS 2.211 Administrative 
Assistant III 

4709-9016, 
4709-9017 

Access to criminal histories and 
personally identifiable information 

DPS 7.624 Management 
Analyst III 4709-9015 Access to federal and State criminal 

justice information 

 
The requested positions have access to federal and State criminal histories.  The Administrative 
Assistant positions will have access to personally identifiable information.  DPS is requesting 
authorization to pre-employment screen for controlled substances because the positions are 
entrusted with confidential and sensitive information. 
 
A representative of DPS has been requested to be available at the meeting to answer 
Commissioners’ questions. 
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Personnel Commission Meeting 
March 15, 2019 
 
 
FOR DISCUSSION AND POSSIBLE ACTION 
 
NRS 284.4066 provides for the pre-employment testing for controlled substances of applicants for 
positions affecting public safety.  This law requires the appointing authority to identify the specific 
positions that affect public safety, subject to the approval of the Personnel Commission. 
 
The Nevada Department of Transportation (NDOT) has requested the following positions be 
removed from the classes/positions approved for pre-employment screening for controlled 
substances for the provided reason(s): 
 

AGENCY 
CLASS/
TITLE 
CODE 

TITLE 
POSITION 
CONTROL 
NUMBER 

AGENCY’S BASIS FOR 
REQUEST 

NDOT 6.209 
Supervisor III, 

Associate 
Engineer 

017009, 
017046 

Positions have been reclassified & 
do not pose a threat to public safety 

 
The positions formerly in the class Supervisor III, Associate Engineer have been reclassified to 
the class, Professional Land Surveyor I.  NDOT has indicated that they are not required to hold a 
commercial drivers’ license.  They have also stated that they do not work with or near hazardous 
equipment or chemicals and do not pose a threat to public safety.  No positions in the Professional 
Land Survey class series are approved for pre-employment screening for controlled substances. 
 
As NDOT does not believe that the positions pose a threat to public safety, they are requesting that 
the requirement for pre-employment screening for controlled substances be removed. 
 
A representative of NDOT has been requested to be available at the meeting to answer 
Commissioners’ questions. 
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MEMORANDUM 

 
 

Date:  November 16, 2018 
 

To:   Frank Richardson, Deputy Administrator 
   Division of Human Resource Management 
      
From:  Allison Wall, HR Manager  
   Nevada Department of Transportation 
    
Subject:   Request to Remove Classes/Positions from the List of Classes/Positions 

Approved for Pre-Employment Controlled Substance Screening   

 

The Nevada Department of Transportation requests the removal of the following positions from 
the list of Classes/Positions Approved for Pre-Employment Controlled Substance Testing: 
 
Class/Code  Title      Position Control Number 
 
06.209   Supervisor III, Associate Engineer  017009 
06.209   Supervisor III, Associate Engineer  017046 
 
These positions have been reclassified to Professional Land Surveyor 1.  Although the 
incumbents spend much of their workday in the field performing survey duties, they do not 
require a CDL license, working with or near hazardous equipment or chemicals, and do not 
pose a threat to public safety.  

 
1263 South Stewart Street 
Carson City, Nevada 89712 

Phone: (775) 888-7440 
Fax:      (775) 888-7201 

 
 

DocuSign Envelope ID: 5B5A5A7F-1151-4F5E-8971-E0E8E8FD4306
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Personnel Commission Meeting 
March 15, 2019 
 
FOR DISCUSSION AND POSSIBLE ACTION 
 
At the December 7, 2018, Personnel Commission meeting, positions in the class series 
Transportation & Safety Attendant were approved for pre-employment screening for controlled 
substances.  Based on that addition, the Division is requesting the approval of the revision to the 
class specification for the class series, Transportation & Safety Attendant, to reflect this 
requirement. 
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 STATE OF NEVADA 
Department of Administration 

Division of Human Resource Management 
 

  

CLASS SPECIFICATION 
    
TITLE GRADE EEO-4 CODE 
    
TRANSPORTATION & SAFETY ATTENDANT III 28 H 3.530 
TRANSPORTATION & SAFETY ATTENDANT II 26 H 3.535 
TRANSPORTATION & SAFETY ATTENDANT I 24 H 3.540 
    

SERIES CONCEPT 
 
Transportation & Safety Attendants, within the Nevada State Veterans Home (NSVH), operate various types of 
motor vehicles such as shuttle buses, automobiles, vans, light trucks, or golf carts in order to transport Veterans 
who have physical, intellectual, psychiatric and/or advanced cognitive impairment to medical appointments and 
community outings to include parks, restaurants, movie theaters, church and other leisure and recreational 
activities; conduct both interior and exterior fire and life safety patrols to ensure compliance with State and 
federal rules, regulations, policies and procedures.  
 
Transport residents to and from medical appointments, events, leisure and recreational activities in accordance 
with established policies; provide assistance to residents with physical, intellectual and/or cognitive disabilities 
with getting in and out of the vehicle and to and from the location destination; safely load and secure 
wheelchairs, walkers and equipment in vehicles; ensure documentation is completed by both NSVH nursing 
staff and physicians’ office staff as required; provide additional assistance to residents as required. 
 
Provide courier services by picking up and/or delivering a variety of materials such as supplies, equipment, 
medical documents, mail, reports, legal documents, bank deposits, and other items as required. 
 
Conduct pre- and post-trip vehicle inspections; inspect on-board oxygen tanks to ensure proper operation; 
perform basic vehicle maintenance by checking oil, gas, radiator coolant, windshield cleaning chemicals and 
tire pressure; clean exterior and interior of assigned vehicles as required; report vehicle malfunctions and 
needed repairs in accordance with established policies; complete logs and maintain records related to pre- and 
post-trip vehicle inspections, mileage, passengers transported and other data for various reports. 
 
Perform scheduled interior and exterior facility fire and life safety patrols to ensure resident, employee and 
visitor safety and compliance with applicable State and federal laws, rules, regulations, policies and procedures; 
check windows, locks, doors and alarm systems to ensure proper operation and report violations as they occur; 
ensure hallways, handrails, doors, common areas and patios are free of obstructions; ensure ceiling tiles are free 
of leakages; complete all required documentation to include forms, logs and/or reports. 
 
Assist with disaster and fire drills and ensure disaster kits are fully stocked and are up-to-date; perform fire 
watch patrols as required; assist in resident searches; ensure fire magnets are not missing; verify fire 
extinguishers are pressurized to correct level; perform monthly inspection of sprinklers and smoke detectors to 
ensure they are in proper working condition; clean fire sprinklers and smoke detectors as required; perform 
inspection of fire-rated doors for functionality; inspect Automated External Defibrillators to ensure proper 
function; complete all required documentation to include forms, logs and/or reports. 
 
Monitor physical condition of facilities to include electrical, structural, mechanical and life safety systems and 
report failures and deficiencies as required; monitor the fire alarm panel, bulk oxygen tank annunciation panel, 
master medical gas alarm, medical vacuum panel, and emergency generator annunciation panel; respond to 
panel alarms and report incidents to appropriate staff; complete all required documentation to include forms, 
logs and/or reports. 
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TRANSPORTATION & SAFETY ATTENDANT III 28 H 3.530 
TRANSPORTATION & SAFETY ATTENDANT II 26 H 3.535 
TRANSPORTATION & SAFETY ATTENDANT I 24 H 3.540 
Page 2 of 5 

 

 
SERIES CONCEPT (cont’d) 

 
Monitor and observe individuals accessing the property and/or entering the facility as required; enforce laws, 
rules and regulations by verbally warning trespassers and contacting local law enforcement for assistance if 
trespassers refuse to leave; interact with other State and local law enforcement agencies and other personnel to 
maintain the safety of the facilities, property, staff and general public; monitor and/or retrieve camera 
surveillance as required; complete all required documentation to include forms, logs and/or reports. 
 
Maintain proper use, control, accountability and issuance of keys, electronic access, identification cards, 
lockers, lost and found, etc., by following established procedures; ensure logs and reports are accurate, up-to-
date and completed in a timely manner. 
 
Provide emergency responses and/or assistance regarding safety matters; relay emergency communications; 
administer first aid as required; conduct initial incident review and coordinate efforts with agency staff, State 
and/or local law enforcement agencies for additional investigation; complete required forms, logs and/or 
reports. 
 
Assist facility staff with routine operations as required and in accordance with established policies and 
procedures; perform weekly checks of water temperatures in resident care, dietary and laundry facilities; 
document water temperatures; clean wheelchairs as needed; clean-up trash, debris and ashtrays; report 
landscape repairs as required; complete required forms, logs and/or reports. 
 
Provide administrative support to the facility with routine duties as required and in accordance with established 
policies and procedures; answer telephone and forward calls to appropriate staff; staff the information desk and 
have visitors sign in/out; assist the public by giving directions, answering questions, explaining rules, referring 
public to appropriate staff or providing necessary forms; deliver daily newspaper to residents; monitor music 
system; dim interior lights in the evening; escort mortuary staff as required. 
 
Perform related duties as assigned. 
 
****************************************************************************************** 

 
CLASS CONCEPTS 

 
Transportation & Safety Attendant III:  Under limited supervision, the incumbent is expected to perform the 
full range of duties as described in the series concept and, in addition, act as a first-line supervisor over a staff 
of lower level Transportation & Safety Attendants to include performance evaluations, work performance 
standards, scheduling, work assignment and review, training and discipline and may supervise lower level 
administrative staff as required.  This is the supervisor level in the series. 
 
The incumbent will coordinate and oversee the NSVH resident transportation activities to include, but not 
limited to: develop and modify transportation schedules based on the needs of the residents and the nursing and 
activities staff; develop, implement and maintain a preventative vehicle maintenance schedule; assist in the 
development, review, and implementation of transportation policies and procedures; assist in the development 
of the transportation budget; and develop and submit detailed analytical, narrative and/or statistical reports of 
transportation activities as required. 
 
The incumbent will assist facility management with safety compliance activities to include, but not limited to: 
oversight of the NSVH exterior/interior facility safety inspection activities to ensure the facility and grounds are 
free of hazards; monitor the issuance of NSVH badges and keys for residents, staff and visitors; and ensure logs 
and forms are properly completed and maintained. 
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CLASS CONCEPTS (cont’d) 

 
Transportation & Safety Attendant II:  Under general supervision, incumbents perform the full range of 
duties described in the series concept.  This is the journey level in the series. 
 
Transportation & Safety Attendant I:  Under close supervision, incumbents receive training in performing 
the duties described in the series concept.  This is the trainee level in the series and progression to the journey 
level may occur upon meeting minimum qualifications, satisfactory performance and with the approval of the 
appointing authority. 
 
****************************************************************************************** 
 

MINIMUM QUALIFICATIONS 
 
SPECIAL REQUIREMENTS:  
 

 Positions require a valid driver’s license at the time of appointment and as a condition of continuing 
employment. 

 Transportation & Safety Attendant II and III positions require CPR certification and basic first aid 
certification at the time of appointment and as a condition of continuing employment.   

 Transportation & Safety Attendant I position’s require CPR certification and basic first aid certification 
within 30 days of appointment and as a condition of continuing employment. 

 Pursuant to NRS 284.4066, some positions in this series have been identified as affecting public 
safety. Persons offered employment in these positions must submit to a pre-employment screening for 
controlled substances. 

 
INFORMATIONAL NOTE: 
 

 Some positions are required to work nights, weekends, and holidays. 
 
TRANSPORTATION & SAFETY ATTENDANT III 
 

EDUCATION AND EXPERIENCE:  Graduation from high school or equivalent education and three years 
of combined experience performing fire and life safety patrols and transporting, coordinating and scheduling 
the transportation of individuals and/or multiple passengers; OR one year of experience as a Transportation 
& Safety Attendant II in Nevada State service; OR an equivalent combination of education and experience 
as described above.  (See Special Requirements and Informational Note)   
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
Working knowledge of: State and federal fire and life safety requirements applicable to the Department.  
General knowledge of:  transportation scheduling; motor vehicle preventative maintenance; control and 
accountability of keys and/or electronic access.  Skill in: computer applications to include Microsoft Excel, 
Word, Outlook, scheduling and database software.  Ability to:  create and implement forms, logs and 
reports; effectively and efficiently coordinate, implement and manage transportation scheduling; develop 
policies and procedures for the assigned program area; assist in the development of the transportation 
budget; identify problems and make effective recommendations to resolve problems; supervise assigned 
staff; and all knowledge, skills and abilities required at the lower level. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):  
Detailed knowledge of:  applicable State and federal laws, rules and regulations. Working knowledge of: 
supervisory principles and practices.  General knowledge of:  State budgetary practices; agency policies 
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MINIMUM QUALIFICATIONS (cont’d) 

 
TRANSPORTATION & SAFETY ATTENDANT III (cont’d) 

 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES: (cont’d) 
and procedures related to the assigned program areas. Ability to:  train, supervise and evaluate the 
performance of assigned staff; establish and maintain cooperative working relationships; analyze 
information, problems, situations, practices, policies and procedures to organize work flow and accomplish 
established objectives; evaluate the effectiveness of the assigned program area and offer suggestions to 
improve operations. 

 
TRANSPORTATION & SAFETY ATTENDANT II 
 

EDUCATION AND EXPERIENCE:  Graduation from high school or equivalent education and two years of 
experience one year of which included performing fire and life safety patrols and one year of which 
included the transportation of multiple passengers; OR one year of experience as a Transportation & Safety 
Attendant I within Nevada State service; OR an equivalent combination of education and experience as 
described above.  (See Special Requirements and Informational Note) 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):  
Working knowledge of:  State of Nevada traffic laws and rules of the road; safe and proper operation of 
motor vehicles to include shuttle buses, automobiles, vans, light trucks and golf carts.  General knowledge 
of:  State and federal fire and life safety requirements.  Ability to:  conduct fire and life safety patrols; read, 
understand and implement fire and life safety rules and regulations; complete and maintain standard forms, 
logs and records applicable to the program area; write routine business correspondence to include both 
general and incident reports; communicate and work cooperatively with others including co-workers, 
program clientele and the public; and all knowledge, skills and abilities required at the lower level. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
(These are identical to the Entry Level Knowledge, Skills and Abilities for the Transportation & Safety 
Attendant III.) 
 

TRANSPORTATION & SAFETY ATTENDANT I 
 

EDUCATION AND EXPERIENCE:  Graduation from high school or equivalent education and one year of 
general work experience and one year of valid motor vehicle driving experience.  (See Special Requirements 
and Informational Note) 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):  
General knowledge of:  defensive driving techniques; State of Nevada traffic laws and rules of the road; 
safe and proper operation of a motor vehicle.  Skill in: basic computer applications to include spreadsheet, 
word processing, database and e-mail software.  Ability to:  use computers, telephones, copiers, facsimile 
machines and other related office equipment to perform assigned duties; operate motor vehicles to include 
shuttle buses, automobiles, vans, light trucks, or golf carts; complete forms and logs; perform basic vehicle 
maintenance; read, understand, and follow city, county and State maps; understand and follow oral and 
written directions; communicate effectively both verbally and in writing; interact effectively and in a caring 
and professional manner with individuals who have a myriad of physical, psychological, intellectual and/or 
cognitive disabilities. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
(These are identical to the Entry Level Knowledge, Skills and Abilities for the Transportation & Safety 
Attendant II.) 
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This class specification is used for classification, recruitment and examination purposes.  It is not to be 
considered a substitute for work performance standards for positions assigned to this class.   
 
 3.530 3.535 3.540 
    
ESTABLISHED: 3/12/18UC 3/12/18UC 3/12/18UC 
REVISED: 12/7/18PC 12/7/18PC 12/7/18PC 
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PERSONNEL COMMISSION 
INDIVIDUAL STUDY APPEAL 
 
Tomi Casey, Management Analyst II, 7.625, grade 35 
Appeal of the Division of Human Resource Management’s (DHRM) decision to not reclassify  
Ms. Casey to Management Analyst III, 7.624, grade 37 
 
Personnel Commission March 15, 2019 
 
Prepared by the Department of Administration 
Division of Human Resource Management 
 
APPEAL SUMMARY 
 
Mark Froese, Division Administrator, DMV Automation with the Department of Motor Vehicles, is 
appealing the Division of Human Resource Management’s decision to not reclassify this position from 
Management Analyst II, 7.625, grade 35 to Management Analyst III, 7.624, grade 37. 
 
BASIS FOR APPEAL 
 
Mr. Froese’s appeal is based on the belief that the duties and responsibilities of this Management Analyst 
II position are very similar to Management Analyst III’s who report directly to other DMV Administrators 
and, as such, the classification of this position as a Management Analyst II creates inequity within the 
Department that has resulted in six people rotating through the position since it was first encumbered in 
March 2008. 
 
DIVISION OF HUMAN RESOURCE MANAGEMENT’S RECOMMENDATION 
 
The Division of Human Resource Management’s analysis concluded that there has been no significant 
change in duties and responsibilities warranting reclassification; that the subject position’s duties are 
consistent with the Management Analyst II level; are comparable to other Management Analyst II 
positions within State service; and any change in duties are a result of an increase in workload, common 
to most positions in State service, and that this increase in workload is consistent with and comparable to 
duties already being performed. 
 
The current duties and responsibilities of this position include, but are not limited to, the following:  
analyze, prepare and manage $10 million annual MVIT Division budget; coordinate ongoing statewide 
physical inventory of technology equipment for the Division; investigate exceptions and assist in the 
maintenance of the Division’s Asset Management Program; research information and analyze Division 
operations; analyze, review and monitor bills for legislative impact; participate in strategic planning and 
goal setting activities; attend Joint Application Design (JAD) sessions for the development of business 
rules for new projects; and supervise one Administrative Assistant.  These duties are consistent with the 
duties and responsibilities assigned to the position when it was originally classified. 
 
Management Analyst positions are analyzed and evaluated based on the nature and complexity of work 
performed; the knowledge, skills and abilities required; independence/supervision received; scope of 
responsibility/consequence of error; authority to take action/decision-making; and personal contacts 
necessary to complete work.  The duties and responsibilities performed by this position are consistent with 
the class concept and are directly comparable to other Management Analyst II positions within State 
service.  As such, Management Analyst II remains appropriate for the preponderant duties of this position.               
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PERSONNEL COMMISSION 
INDIVIDUAL STUDY APPEAL 
 
Tomi Casey, Management Analyst II, 7.625, grade 35 
Appeal of the Division of Human Resource Management’s (DHRM) decision to not reclassify  
Ms. Casey to Management Analyst III, 7.624, grade 37 
 
Personnel Commission March 15, 2019 
 
Prepared by the Department of Administration 
Division of Human Resource Management 
 
DOCUMENT  EXHIBIT 
Letter to Peter Long, Administrator, DHRM, from appellant Mark Froese, Division 
Administrator, DMV Automation, dated January 14, 2019, appealing the 
Administrator’s affirmation of denial to reclassify the position. 
 

1 

Letter to Mark Froese, Division Administrator, DMV Automation, from Peter Long, 
Administrator, DHRM, dated December 27, 2018, affirming the denial to reclassify 
Ms. Casey’s position. 
 

2 

Letter to Peter Long, Administrator, DHRM, from appellant Mark Froese, dated 
November 27, 2018, appealing the denial to reclassify Ms. Casey’s position. 
 

3 

Letter to Tomi Casey from Patricia Kreymborg, Personnel Analyst III, DHRM, dated 
October 29, 2018, maintaining Management Analyst II as the correct classification. 
 

4 

Position Questionnaire (NPD-19) submitted by Tomi Casey (PCN CC4103) to 
DHRM, received July 26, 2018. 
 

5 

Position Questionnaire (NPD-19) submitted for PCN CC4103, approved October 8, 
2007, classifying this new position as Management Analyst II. 
 

6 

Historical records for PCN CC4029 (Compliance & Enforcement) and PCN CC4024 
(Management Services and Programs) and DHRM Agency Appendices for Personnel 
Action Codes 
 

7 

Advantage Financial System records for PCN CC4029 and PCN CC4024 and letter 
dated July 10, 1995 from Nevada Legislature to DHRM 
 

8 

DMV budget documents:  2007 Comprehensive Annual Financial Report (CAFR) 
and Executive Budget 2017 – 2019 
 

9 

Administrative Assistant Information:  Current Administrative Assistant Class 
Specification and Position Questionnaire (NPD-19) for PCN CC7072 reclassifying 
AA III to AA IV 
 

10 

HR Data Warehouse records:  MA II turnover history for PCN CC4103 (Org 4715 - DMV - 
Automation) and PCN CC4017 (Org 4722 - DMV - Motor Vehicle Pollution Control) 
 

11 
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Examples of Management Analyst III positions within State service (Taxation; Public Charter 
School Authority; Aging and Disability Services Division; Department of Corrections; 
Department of Agriculture; Department of Conservation and Natural Resources; Department 
of Business and Industry; Department of Transportation 
 

12 

Examples of Management Analyst III positions within DMV (Org 4744/PCN 0004 – Director’s 
Office; Org 4745/PCN 0004 – Administrative Services) 
 

13 

Comparable Management Analyst II positions within State service (Division of Healthcare, 
Financing and Policy; Public and Behavioral Health/Bureau of Health Statistics, Planning and 
Emergency Response; Public and Behavioral Health/Financial Services; Public and Behavioral 
Health/Bureau of Community Health Immunization Program; Department of Wildlife; Division 
of Environmental Protection; Department of Business and Industry; Department of 
Employment, Training and Rehabilitation/Bureau of Disability Adjudication; Department of 
Employment, Training and Rehabilitation/Employment Security Division 
 

14 

Comparable Management Analyst II positions within DMV (Org 4735/PCN CA5280 – Field 
Services; Org 4745/PCN 0025 – Administrative Services) 
 

15 

Current Class Specification for the Management Analyst series 
 

16 
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Personnel Commission Meeting 
March 15, 2019 

FOR DISCUSSION AND POSSIBLE ACTION 

The Division of Human Resource Management has conducted a maintenance review of class 
specifications in the Occupational Group(s) listed below.  It is recommended that the following 
classes be revised effective:  
March 15, 2019. 

   CURRENT   PROPOSED 

CODE TITLE GRADE EEO-4 CODE TITLE GRADE   EEO-4 

7.418 
Chief, Division of 

Assessment Standards 
41 A ABOLISHED 

EXPLANATION OF CHANGE 

The Nevada Department of Administration/Division of Human Resource Management conducted 
a class specification maintenance review of Chief, Division of Assessment Standards.  In 
consultation with management at the Nevada Department of Taxation, the Division of Human 
Resource Management has determined that the Chief, Division of Assessment Standards position 
is vacant, will not be used in the future and should be abolished.  This position has been replaced 
with an unclassified Deputy Director, Taxation (U4300).   

The Nevada Department of Taxation supports abolishing this class specification. 

Note:  Changes to the class specifications are noted as follows: additions in blue and deletions 
in red. 
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STATE OF NEVADA 
Department of Administration

Division of Human Resource Management 

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE 

CHIEF, DIVISION OF ASSESSMENT STANDARDS 41 A 7.418 

Under administrative direction, the Chief, Division of Assessment Standards in the Department of Taxation 
oversees the management of local government finance programs including review of local government audits, 
budgets, and debt management; directs the audit and education programs relating to the real property transfer tax; 
and directs the uniform property appraisal program for all real and personal property within the State.  

Direct the annual assessed valuation of interstate and intercounty companies such as utilities, railroads, and 
airlines; direct the annual valuation of all net proceeds of minerals within the State; serve as technical staff to the 
State Board of Equalization, the Committee on Local Government Finance, and the Appraiser Certification Board. 

Supervise and evaluate the performance of technical support personnel and subordinate supervisors responsible 
for administering a component of the State’s assessment and valuation programs that include local government 
finance, real property transfer tax, billing and collection, and property tax appeal; select, train and discipline staff, 
assign and review work. 

Develop appraisal methods, standards, policies and procedures necessary to implement the assessment program, 
the real property transfer tax program, and the local government finance program throughout the State in 
compliance with applicable statutes and regulations. 

Supervise the completion of required studies and reports regarding assessment levels and statistics related to the 
values of property types, forecasting revenue for local governments, and billing and collection of property and 
real property transfer taxes; present completed reports to the Tax Commission and make recommendations on tax 
policies and procedures. 

Direct the billing, collection, disbursement, and refunding of tax revenue associated with the assessment of mines, 
utility and transportation companies; approve developed procedures to ensure the efficiency and effectiveness of 
the process. 

Evaluate data pertaining to bill draft requests and fiscal notes required by the Legislature; direct the composition 
of and present the department’s response; direct research projects concerning the regulation of assessments and 
analysis of local government financial positions as requested. 

Develop and monitor the travel and equipment budget for the division to ensure the availability of necessary 
resources. 

Compose and disseminate for review draft regulations; approve the implementation of new or revised 
administrative regulations based upon the analysis and evaluation of proposed tax laws in order to comply with 
the legislation. 

Approve the content and format used in published division documents such as appraisal and assessment bulletins, 
manuals, studies and reports to ensure compliance with property tax law, administrative regulations, policy 
statements and directives. 
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CHIEF, DIVISION OF ASSESSMENT STANDARDS 41 A 7.418 

Page 2 of 3 

 

 

 

Direct the administration of the appraiser certification and continuing education program for property tax 
assessment personnel statewide in order to comply with State laws including approving curriculum development 
and the establishment of guidelines. 
 
Authorize staffing for the State Board of Equalization; compose draft decision letters; maintain and manage the 
docket; schedule hearings and notice parties pursuant to the open meeting laws of the State.  
 
Direct and manage local government functions in the event of designation of “severe financial emergency” similar 
to the requirements of a trustee in bankruptcy.  
 
Perform related duties as assigned. 
 
****************************************************************************************** 
 

 MINIMUM QUALIFICATIONS 
 
SPECIAL REQUIREMENT: 
 

*  Possession of a valid driver’s license or evidence of equivalent mobility is required at the time of 
appointment and as a condition of continuing employment. 

 
EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in business 
administration, finance, public administration or related field and five years of progressively responsible 
experience in real property appraisal, acquisition of real property, or government finance and accounting, two 
years of which must have been in a supervisory capacity; OR an equivalent combination of education and 
experience.  (See Special Requirement) 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Detailed 
knowledge of: appraisal methods, principles and practices in order to value property; technical and legal 
terminology, documents, and descriptions related to appraisal of property.  Working knowledge of:  supervisory 
principles and practices including disciplinary processes, employee evaluation and the development of work 
performance standards; governmental accounting and finance; principles and practices used in real property 
transfers; social and economic factors underlying the appraisal process; common methods of describing real 
property; purpose, organization and procedures of local tax assessors’ offices; governmental accounting 
standards; applied statistical modeling. Ability to: establish standard cost factors and determine the necessary 
modifiers to adjust these factors among the various counties; understand and apply revenue forecasting models to 
determine whether local government revenues are sufficient to meet current obligations; understand and use 
applied statistical models to determine whether property has been appraised equitably; understand and apply 
administrative law in order to conduct fair hearings and manage regulatory workshops.  Skill in: establishing 
valuations on complex utility and transportation companies; local government debt management analysis. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): Working 
knowledge of: all factors and components involved in the State assessment program including centrally and 
locally assessed properties, mapping and parceling of land, and the valuation of utility and transportation 
companies; Nevada’s revenue and taxation laws and corresponding regulations in order to direct and regulate 
assessment of property in Nevada; governmental accounting standards used in the management of the financial 
affairs of local governments; all factors and components involved in the State real property transfer tax audit 
program; the State budgetary process; applicable sections of the State Administrative Manual, Nevada 
Administrative Code and Rules for State Personnel Administration. 
 
This class specification is used for classification, recruitment and examination purposes. It is not to be considered 
a substitute for work performance standards for positions assigned to this class.   
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CHIEF, DIVISION OF ASSESSMENT STANDARDS 41 A 7.418 

Page 3 of 3 

 

 

 

 
 
 7.418 
  
ESTABLISHED: 8/60 
REVISED: 9/9/69 
REVISED: 8/3/72 
REVISED: 7/1/93P 
 9/24/92PC 
REVISED: 
ABOLISHED:      

2/10/06PC] 
3/15/19PC 
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Personnel Commission Meeting 
March 15, 2019 

 
 
FOR DISCUSSION AND POSSIBLE ACTION 

  
The Division of Human Resource Management has conducted a maintenance review of class 
specifications in the Occupational Group(s) listed below.  It is recommended that the following 
classes be revised effective:  
March 15, 2019. 
 
 

 
 

                                    CURRENT                                    PROPOSED 

CODE TITLE GRADE EEO-4 CODE TITLE GRADE       EEO-4 

7.800 

Executive Secretary, 

Nevada Commission On 

Off-Highway Vehicles 

(OHV) 

31 B  ABOLISHED   

 
EXPLANATION OF CHANGE 
 
During the process of an NPD-19 study to reclassify the existing Executive Secretary, Nevada 
Commission On Off-Highway Vehicles (OHV) to a Management Analyst II, 7.625, grade 35, 
within the Nevada Department of Conservation and Natural Resources (DCNR), both DCNR and 
the Division of Human Resource Management (DHRM) determined that this class will no longer 
be utilized and should be abolished.  
 
The Nevada Department of Conservation and Natural Resources supports abolishment of this class 
specification. 
 
Note:  Changes to the class specifications are noted as follows: additions in blue and deletions 
in red. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

73



 

 STATE OF NEVADA 
Department of Administration 

Division of Human Resource Management 
 

  

CLASS SPECIFICATION 
    
TITLE GRADE EEO-4 CODE 
    
[EXECUTIVE SECRETARY, NEVADA COMMISSION ON  
OFF-HIGHWAY VEHICLES (OHV) 

31 B 7.800 

    
    

Under the direction of the Chair for the Nevada Commission on Off-Highway Vehicles (OHV), the OHV 
Executive Secretary performs administrative, organizational, outreach and grants duties to support the 
Commission in its daily activities.    
 
Serve as primary day-to-day contact for OHV related information; assists the Office of Grant Procurement, 
Coordination and Management with the monitoring and administration of the OHV’s complex grant and financial 
award assistance program; review and evaluate applications for subgrants submitted; determine eligibility and 
recommend approval; review and monitor recipient and sub-recipient compliance to federal, State and local laws 
and regulations; provide technical assistance regarding program operations, grants management and interpretation 
of regulations, policies and procedures; conduct audits of financial records and reports submitted to service 
providers to ensure the appropriate and efficient usage of monies received and/or reimbursed; assists with revising 
and recommending implementation of a grant guidebook to ensure providers’ understanding and compliance with 
rules and regulations. 
 
Assist in developing news releases, informational brochures, public service announcements; organize, draft and 
edit material for printing or publication and distribution; assist in evaluating advertising and promotional material; 
arrange press conferences and notify media representatives of newsworthy events; develop publicity campaigns 
to promote the mission of the OHV program; plan, organize, coordinate and publicize special events to provide 
information regarding agency services and activities; collect articles and other informational releases pertaining 
to the program; maintain files of background information. 
 
Establish and maintain effective working relationships with State and local government officials, community 
groups and businesses; monitor program operations by reviewing reports and records to recommend and 
implement changes in the method, procedure or operation of the program;  compile data and prepare reports on 
OHV activities in order to facilitate budget decisions and to identify problem areas, recommend solutions or to 
aid the Commission in making policy decisions and in analyzing the program’s success; assist in coordinating 
training and/or provide technical assistance for program service applicants on how to complete required forms 
and documentation. 
 
Receive, review and evaluate information concerning the eligibility and/or activities of OHV clientele; compile, 
organize and consolidate financial and statistical data; develop spreadsheets to facilitate data analysis; prepare 
reports and budget documents according to instructions from the Governor’s Office of Finance. 
 
Develop and implement effective recordkeeping systems and ensure information is logically organized, 
appropriately cross-referenced, and accessible to users; maintain records and track the progress of legislative 
proposals, grievances, contracts, and activities; develop fiscal, operational and procedural plans for the 
Commission that meet State standards; compose narrative reports, announcements, correspondence, and other 
materials using appropriate grammar, punctuation, spelling and syntax; schedule meetings, workshops and other 
events; post and send agendas for Commission meetings; take and transcribe meeting minutes; represent the 
Commission by participating in ongoing and ad hoc committees and work groups as directed. 
 
Perform related duties as assigned. 
 
****************************************************************************************** 
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EXECUTIVE SECRETARY, NEVADA COMMISSION ON  
OFF-HIGHWAY VEHICLES (OHV) 

31 B 7.800 

Page 2 of 2 
 

 

 
MINIMUM QUALIFICATIONS 

 
INFORMATIONAL NOTE: 
 

* At the direction of the Commission, incumbent may be required to successfully complete a State grants 
management, purchasing and/or certified contract manager or monitor class within one year of 
appointment. 

 
EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in public or 
business administration, community relations, communications or closely related field and one year of experience 
which included assisting in grants development and monitoring, interpreting complex laws and regulations, 
composing written and oral communications between managers and program clientele, maintaining records, and 
coordinating special events; OR graduation from high school or equivalent education and three years of 
progressively responsible experience performing duties as described above; OR an equivalent combination of 
education and experience as described above. 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at the time of application): 
Working knowledge of: spreadsheet software; basic mathematical computations. General knowledge of: grants 
monitoring; accounting and financial recordkeeping practices; federal and/or State regulations pertaining to 
grants; grants and payment systems; processes of program evaluation and planning; techniques for publicizing 
material through television, print or radio; website design.  Ability to:  work independently with minimal 
direction; analyze problems and develop creative solutions; receive and respond to inquiries involving complex 
and sensitive issues which directly impact the Commission, operations and activities; exchange ideas, 
information, and opinions with others to formulate policies and programs and arrive jointly at decisions, 
conclusions or solutions; make operational decisions related within established limits of authority; interpret, apply 
and explain complex laws, regulations, requirements, restrictions and standards to program clientele, 
representatives of external entities and others; communicate effectively both orally and in writing; respond 
appropriately to inquiries and complaints; develop and maintain working relationships with government officials, 
community groups and the public; research information; oversee and maintain website content  Skill in: operating 
a computer terminal to effectively input, retrieve and manipulate data; written English sufficient to compose 
reports and business correspondence in a clear, concise and grammatical manner. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):  
Working knowledge of:  the mission, functions, goals, rules and regulations of the program implementing; 
accounting and financial recordkeeping practices; State regulations and requirements related to budget 
development and maintenance. Ability to:  positively and effectively interact with a wide range of individuals to 
acquire information and coordinate projects; read, write, interpret, explain, and apply legal and technical 
documents; explain agency grant programs, actions, policies and procedures. 
 
 
This class specification is used for classification, recruitment and examination purposes.  It is not to be considered 
a substitute for work performance standards for positions assigned to this class.   
 
   7.800   
    
ESTABLISHED: 
ABOLISHED: 

4/8/16UC] 
3/15/19PC 
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Personnel Commission Meeting 
March 15, 2019 

 
 
FOR DISCUSSION AND POSSIBLE ACTION 

  
The Division of Human Resource Management has conducted a maintenance review of class 
specifications in the Occupational Group(s) listed below.  It is recommended that the following 
classes be revised effective:  
March 15, 2019. 
 
 

 
 

                                    CURRENT                                    PROPOSED 

CODE TITLE GRADE EEO-4 CODE TITLE GRADE       EEO-4 

7.805 Marketing Coordinator 37 B 7.805 
Marketing 

Coordinator 
37 B 

 
EXPLANATION OF CHANGE 
 
As part of the biennial Class Specification Maintenance Review process, the Division of Human 
Resource Management has conducted a review of the Marketing Coordinator class specification.   
 
In consultation with Subject Matter Experts from the Department of Agriculture, Department of 
Corrections and the Treasurer’s Office, and Analysts from the Division of Human Resource 
Management, it was determined that the concepts, minimum qualifications and knowledge, skills 
and abilities are consistent with current expectations. 
 
Minor revisions, however, were made to the Education & Experience section of the Minimum 
Qualifications to maintain consistency with formatting and structure. 
 
Throughout the course of the study, management and agency staff participated in the review and 
they support this recommendation. 
 
Note:  Changes to the class specifications are noted as follows: additions in blue and deletions 
in red. 
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STATE OF NEVADA 
Department of Administration 

Division of Human Resource Management 
 

  

CLASS SPECIFICATION 
    
TITLE GRADE EEO-4 CODE 
    
MARKETING COORDINATOR 37 B 7.805 
    
    
Under general direction, Marketing Coordinators perform and coordinate the marketing, promotion and sale of 
products, services, programs, or recreational opportunities; plan, organize and develop marketing strategies and 
campaigns to increase market share. 
 
Develop sales or marketing projections and analyze costs, pricing, and market conditions to assist in budget 
and/or program development, product/program scheduling and material ordering. 
 
Develop marketing plans, strategies, goals and objectives; coordinate with program staff to ensure marketing 
objectives are understood, fully supported by agency staff, and contribute to accomplishing the mission of the 
agency. 
 
Conduct market studies and research to gather current information regarding customer opinions and 
preferences; survey customers to determine product or program interest, requests and needs, as well as products, 
new product lines or programs; analyze information in order to make recommendations regarding 
product/program development, pricing structure, market development and forecasting; prepare marketing 
reports to summarize analysis and recommendations.  
 
Collect and analyze data on customer demographics, preferences, needs, and habits to identify potential markets 
and factors affecting demand for the product/program. 
 
Coordinate the efforts of external marketing representatives or contractors to sell goods, licenses or services to 
potential and established customers; collaborate with statisticians, pollsters and other professionals in gathering 
and analyzing marketing data as required. 
 
Measure the effectiveness of marketing, advertising, and communications programs and strategies. 
 
Participate in planning, organizing and developing education and information campaigns; serve on committees 
and cooperative work efforts in support of department initiatives and activities. 
 
Monitor industry statistics and follow trends in trade literature. 
 
Respond to customer inquiries concerning programs/products; resolve disputes and follow up with customers.  
 
Perform related duties as assigned. 
 
****************************************************************************************** 

 
MINIMUM QUALIFICATIONS 

 
SPECIAL REQUIREMENT: 
 

 A valid driver’s license or evidence of equivalent mobility is required at time of appointment and as a 
condition of continuing employment. 
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MARKETING COORDINATOR 37  B     7.805 
Page 2 of 2 

MINIMUM QUALIFICATIONS (cont’d) 
 
EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in marketing, 
business administration, or related field and three years of professional experience in planning, developing, 
implementing and evaluating marketing strategies and campaigns; OR an equivalent combination of education 
and experience as described above.  (See Special Requirement) 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working 
knowledge of: development, implementation and evaluation of marketing strategies and campaigns; marketing 
theories, principles and practices; market research techniques; statistical analysis; preparation and dissemination 
of informational materials including advertising, information and education campaigns, and targeted mailings.  
Skill in: planning and coordinating marketing efforts; marketing and selling products, services, or programs to 
new and existing customer base; prepare and deliver effective presentations for various audiences at 
conferences, meetings, and other events; written English sufficient to compose business correspondence, 
promotional materials and marketing reports; customer relations; mathematical computation. Ability to: 
implement effective marketing strategies to increase market share; communicate effectively both orally and in 
writing; analyze sales trends and statistics; establish and maintain positive working relationships with agency 
management and staff, customers, vendors and others; plan, organize and prioritize assignments; work 
cooperatively as a team member; write accurate order specifications. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): Working 
knowledge of: agency services, products or programs; techniques, methods and practices utilized in producing 
and distributing marketed products such as production techniques, shipping procedures and regulations, 
warehouse procedures, and material costs; agency services, products or programs. 
 
 
 
This class specification is used for classification, recruitment and examination purposes. It is not to be 
considered a substitute for work performance standards for positions assigned to this class. 
 
 7.805 
  
ESTABLISHED: 12/23/03R 
 5/28/04UC 
REVISED: 3/15/19PC 
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Personnel Commission Meeting 
March 15, 2019 

 
 
FOR DISCUSSION AND POSSIBLE ACTION 

  
The Division of Human Resource Management has conducted a maintenance review of class 
specifications in the Occupational Group(s) listed below.  It is recommended that the following 
classes be revised effective:  
March 15, 2019. 
 
 

 
 

                                    CURRENT                                    PROPOSED 

CODE TITLE GRADE EEO-4 CODE TITLE GRADE       EEO-4 

7.850 
Sales & Promotion 

Representative II 
31 B 7.850 

Sales & Promotion 

Representative II 
31 B 

7.829 
Sales & Promotion 

Representative I 
29 B 7.829 

Sales & Promotion 

Representative I 
29 B 

 
EXPLANATION OF CHANGE 
 
As part of the biennial Class Specification Maintenance Review process, the Division of Human 
Resource Management has conducted a review of the Sales & Promotion Representative series.   
 
In consultation with Subject Matter Experts from the Museums & History Division, the Nevada 
System of Higher Education (NSHE), University of Nevada – Reno and Analysts from the 
Division of Human Resource Management, it was determined that specific verbiage be included 
in the series concept to account for specific duties and responsibilities allocated to the Museums 
& History Division and to NSHE. 
 
Due to this change, the class concept for Sales & Promotion Representative II was modified, as 
well as, the Entry Level Knowledge, Skills and Abilities to reflect the addition of these duty 
statements. 
 
Additionally, minor revisions, were made to the minimum qualifications to maintain consistency 
with formatting and structure. 
 
Throughout the course of the study, management and agency staff participated in the review and 
they support this recommendation. 
 
Note:  Changes to the class specifications are noted as follows: additions in blue and deletions 
in red. 
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STATE OF NEVADA 
Department of Administration 

Division of Human Resource Management 
 

  
CLASS SPECIFICATION 

    
TITLE GRADE EEO-4 CODE 
    
SALES & PROMOTION REPRESENTATIVE II 31 B 7.850 
SALES & PROMOTION REPRESENTATIVE I 29 B 7.829 
    
    

SERIES CONCEPT 
 
Sales & Promotion Representatives plan and direct the promotion and sales of books, magazines, calendars, 
clothing and merchandise, sales catalogs, memberships, public programs, [and] promotional items and/or services. 
 
Publicize and advertise publications, merchandise and product lines; research and identify markets; contact area 
merchants, distributors, or organizations; prepare and place advertising; mail brochures or advance copies; and 
follow-up with potential distributors or buyers [in order] to expand the market and create interest. 
 
Manage special promotional campaigns and merchandising; determine promotional strategy, campaign costs and 
distribution plans; develop brochures and initiate and write advertising; arrange for author appearances, special 
incentives, gifts, or bonuses; contact sales representatives, distributors, and other interested parties in order to 
increase sales; process orders and maintain product inventory. 
 
Maintain sales and distribution records and update customer and vendor data files; review and resolve customer 
complaints; calculate costs and charges, analyze sales information, and determine future distribution needs. 
 
Within the State of Nevada’s Museum and History Division and Nevada Indian Commission, positions plan, 
market and manage the sale of museum memberships; membership renewals; donor/member database 
management; and plan and promote public programs in museums. 
 
Within the Nevada System of Higher Education, positions may promote the sale of business sponsorships, 
advertising space, and memberships; coordinate pledge drives and/or events; and coordinate the implementation 
of underwriting contracts 
 
Perform related duties as assigned. 
 
****************************************************************************************** 

 
CLASS CONCEPTS 

 
Sales & Promotion Representative II: Under general supervision, incumbents prepare and maintain an annual 
budget; write press releases for upcoming publications; market a wide variety of book and/or magazine publications 
and merchandise; write, edit, and print a catalog of publication offerings and supervise volunteers during 
promotional exhibits, author appearances, organizational functions, and special events. 
 
In addition, positions within the State of Nevada’s Museum and History Division, market and manage museum 
membership/renewal programs; manage and maintain donor/member database; plan and promote public 
programs in the museums; manage program reservations; write press releases for upcoming public programs; 
write, edit, and print a catalog for public program offerings; and supervise volunteers during public program 
events. 
 
Sales & Promotion Representative I: Under general supervision, incumbents perform the duties outlined in the 
series concept at the journey level. 
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SALES & PROMOTION REPRESENTATIVE II 31 B 7.850 
SALES & PROMOTION REPRESENTATIVE I 29 B 7.829 

Page 2 of 3 

 

 

 
****************************************************************************************** 
 

MINIMUM QUALIFICATIONS 
 
SALES & PROMOTION REPRESENTATIVE II 
 

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university with major 
coursework in marketing, advertising, English, journalism, public relations or related field and one year of 
experience in the sales, marketing and promotion of a product line which included writing and designing 
promotional materials; organizing promotional events and the use of direct mail techniques; OR graduation 
from high school or equivalent education and three years of experience as described above; OR one year of 
experience as a Sales and Promotion Representative I in Nevada State service; OR an equivalent combination 
of education and experience as described above. 
 

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working 
knowledge of: effective marketing and sales campaigns best suited for various types of merchandise or 
publications; graphic arts/designs and illustrative materials; production schedules. General knowledge of:  
budget preparation. Ability to: effectively merchandise a product line; carry out effective marketing 
campaigns to increase sales; review publications and their respective deadlines and submission requirements; 
organize and direct promotional exhibits, program events, and author appearances; accurately take 
reservations for offered promotional and program events; market and promote membership/renewal 
programs; manage and maintain a database; write and design a wide variety of promotional materials, 
advertisements and other marketing materials; write press releases according to journalistic guidelines; prepare 
and maintain a budget; proofread written materials and detect errors with a high degree of accuracy; determine 
effectiveness of ads and other promotional campaigns; analyze sales records and make adjustments or 
recommendations when necessary to increase or improve sales; provide supervision and direction to lower level 
staff, seasonal and volunteer workers; and all knowledge, skills and abilities required at the lower level. 
 

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
Working knowledge of: State Purchasing procedures; internal policies regarding discounts, pricing, and 
cooperative advertisements. 
 

SALES & PROMOTION REPRESENTATIVE I 
 

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university with major 
coursework in marketing, advertising, English, journalism, public relations or related field; OR graduation 
from high school or equivalent education and two years of progressively responsible experience in the sales, 
marketing and promotion of a product line including writing advertisements and other promotional materials, 
and the use of direct mail techniques; OR an equivalent combination of education and experience as described 
above. 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working 
knowledge of: English grammar, syntax and punctuation; journalistic style writing; sales and promotional 
techniques; record-keeping practices. General knowledge of: photography as it relates to selection of 
photographs for reproduction quality and intrinsic value. Ability to: generate or create potential for sales or 
programs; write copy for catalogs, brochures and advertisement for sales and promotional campaigns; make 
oral group presentations to individuals, librarians, retailers and wholesalers; establish and maintain cooperative 
working relationships with co-workers, vendors, clients and customers; arrange copy and/or art work for 
promotional materials; calculate costs of merchandise and return on sales; prepare reports and statistics; 
operate a personal computer. 

 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):  
(These are identical to the Entry Level Knowledge, Skills and Abilities required for Sales & Promotion 
Representative II.) 
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SALES & PROMOTION REPRESENTATIVE II 31 B 7.850 
SALES & PROMOTION REPRESENTATIVE I 29 B 7.829 

Page 3 of 3 

 

 

This class specification is used for classification, recruitment and examination purposes. It is not to be 
considered a substitute for work performance standards for positions assigned to this class.   
 
 7.850 7.829 
   
ESTABLISHED: 7/1/89P 7/1/89P 
 8/19/88PC 8/19/88PC 
REVISED: 7/1/95P 7/1/95P 
 9/16/94PC 9/16/94PC 
REVISED: 2/2/07PC 2/2/07PC 
REVISED: 3/15/19PC 3/15/19PC 
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Personnel Commission Meeting  
March 15, 2019 

 
 
FOR DISCUSSION AND POSSIBLE ACTION 

  
The Division of Human Resource Management has conducted a maintenance review of class 
specifications in the Occupational Group(s) listed below.  It is recommended that the following 
classes be revised effective:  
March 15, 2019. 
 
 

 
 

                                    CURRENT                                    PROPOSED 

CODE TITLE GRADE EEO-4 CODE TITLE GRADE       EEO-4 

9.402 Piano Technician 33 G  No Change   

 
EXPLANATION OF CHANGE 
 
As part of the biennial Class Specification Maintenance Review process, the Division of Human 
Resource Management has conducted a review of the Piano Technician class specification.   
 
In consultation with Subject Matter Experts from the Nevada System of Higher Education, 
University of Nevada – Las Vegas and Analysts from the Division of Human Resource 
Management, it was determined that the concepts, minimum qualifications and knowledge, skills 
and abilities are consistent with current expectations.  No changes to the class specification are 
necessary at this time. 
 
Throughout the course of the study, management and agency staff participated in the review and 
they support this recommendation. 
 
Note:  Changes to the class specifications are noted as follows: additions in blue and deletions 
in red. 
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STATE OF NEVADA 
Department of Administration 

Division of Human Resource Management 
 

  

CLASS SPECIFICATION 
TITLE GRADE EEO-4 CODE 
    
PIANO TECHNICIAN 33 G 9.402 
    
    
Under general direction, tune, maintain and repair the full inventory of University/College pianos including 
harpsichords, organs, fortepianos, clavichords and electronic keyboards and rebuild pianos on a scheduled 
rotation basis.   
 
Tune, regulate, repair and voice pianos and harpsichords using specialized tools and gauges to make 
instruments meet specifications for rehearsals and concerts. 
 
Tune instruments by setting string pitch, comparing beat ratios, and altering string tension.  
 
Test, regulate and align piano components such as keyboard, pedals and action assembly by using special tools 
and gauges to make instruments meet manufacturer's specifications. 
 
Disassemble, repair and assemble piano components using tools and replacement parts as necessary to reinstall 
components into piano cases to facilitate piano tuning and regulating. 
 
Refinish cabinets and replace faulty, worn or broken parts and joint connections using hand tools, glue and 
power tools to make instruments complete and whole. 
 
Prioritize and schedule piano maintenance, repair, and rebuilding according to rehearsal, concert, teaching and 
seasonal demands. 
 
Prepare cost estimates for budget planning and purchasing supplies; maintain inventories and keep related 
records. 
 
Perform related duties as assigned. 
 
****************************************************************************************** 
 

MINIMUM QUALIFICATIONS 
 

SPECIAL REQUIREMENT: 
 

 Current registration as a Piano Technician with the National Piano Technicians Guild is required at the 
time of appointment and as a condition of continuing employment. 

 
EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and two years of 
experience as a piano technician including rebuilding instruments to original factory specifications. (See Special 
Requirement) 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working 
knowledge of: principles, practices and techniques for repairing and rebuilding pianos; concert tuning, 
regulating and voicing practices and principles. General knowledge of: cabinet making, woodworking and 
wood finishing; properties of glue, epoxy, lacquer, varnish and solvents. Ability to: inspect instruments to 
ascertain conformance to acceptable levels of concert tuning and tone regulating; deal with performers in tense  
situations. Skill in: the use of specialized hand and power tools, gauges and other equipment used to maintain, 
repair and move pianos. 
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PIANO TECHNICIAN 33 G 9.402 
Page 2 of 2 

 
MINIMUM QUALIFICATIONS (cont’d) 

 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): Ability 
to: design equipment component replacements when necessary; establish and maintain equipment and parts 
inventories; calculate time, cost and construction or procurement estimates; prioritize and schedule piano and 
harpsichord maintenance and repair operations. 
 
 
 
This class specification is used for classification, recruitment and examination purposes. It is not to be 
considered a substitute for work performance standards for positions assigned to this class.   
 
 9.402 
  
ESTABLISHED: 8/19/88PC 
REVISED: 7/1/91P 
 11/29/90PC 
REVISED: 6/27/03PC 
REVISED: 3/15/19PC 
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Personnel Commission Meeting 
March 15, 2019 

 
 
FOR DISCUSSION AND POSSIBLE ACTION 

  
The Division of Human Resource Management has conducted a maintenance review of class 
specifications in the Occupational Group(s) listed below.  It is recommended that the following 
classes be revised effective:  
March 15, 2019. 
 
 

 
 

                                    CURRENT                                    PROPOSED 

CODE TITLE GRADE EEO-4 CODE TITLE GRADE       EEO-4 

9.455 
Railroad Restoration 

Specialist III 
35 G 9.455 

Railroad Restoration 

Specialist III 
35 G 

9.456 
Railroad Restoration 

Specialist II 
31 G 9.456 

Railroad Restoration 

Specialist II 
31 G 

9.457 
Railroad Restoration 

Specialist I 
27 G 9.457 

Railroad Restoration 

Specialist I 
27 G 

 
EXPLANATION OF CHANGE 
 
As part of the biennial Class Specification Maintenance Review process, the Division of Human 
Resource Management has conducted a review of the Railroad Restoration Specialist series.   
 
In consultation with Subject Matter Experts from the Division of Museums & History, Nevada 
State Railroad Museum and Analysts from the Division of Human Resource Management, it was 
determined that the class concept of the Railroad Restoration Specialist I be clarified to state that 
while this level is the entry level, positions who perform the duties described in the series concept 
on a more limited basis may be permanently allocated at this level with no auto-progression to the 
next level. 
 
Additional changes were made to the Education & Experience section of the Minimum 
Qualifications, at every level, to clarify experience required and to establish equivalencies. In 
addition, minor revisions were made to the Entry Level Knowledge, Skills and Abilities and Full 
Performance Knowledge, Skills and Abilities to maintain consistency with formatting and 
structure. 
 
Throughout the course of the study, management and agency staff participated in the review and 
they support this recommendation. 
 
Note:  Changes to the class specifications are noted as follows: additions in blue and deletions 
in red. 
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 STATE OF NEVADA 
Department of Administration 

Division of Human Resource Management 
 

  

CLASS SPECIFICATION 
 
TITLE GRADE EEO-4 CODE 
    
RAILROAD RESTORATION SPECIALIST III 35 G 9.455 
RAILROAD RESTORATION SPECIALIST II 31 G 9.456 
RAILROAD RESTORATION SPECIALIST I  27 G 9.457 
    
    

SERIES CONCEPT 
 
Railroad Restoration Specialists restore and maintain vintage railroad rolling stock which includes locomotives 
and steam-powered engines and passenger and freight cars; disassemble rolling stock, clean and fabricate 
components, and paint finished work.  
 
Disassemble railroad rolling stock and clean components in preparation for further restoration activities; remove 
glass from windows; pull up flooring; remove siding; and unbolt brake rigging.   
 
Mill lumber required for building new or replacement components such as wooden car frame; finish woodwork, 
molding and trim work using appropriate tools. 
 
Fabricate metal parts to repair or replace parts from railroad rolling stock. 
 
Prepare rolling stock components by sanding and filling wood; paint components using prescribed finishing 
techniques; reassemble components to restore rolling stock to desired appearance. 
 
Maintain rolling stock to ensure satisfactory appearance and proper working condition by washing, waxing and 
polishing exteriors, lubricating equipment, repairing defects and damage, refastening, and assisting in 
preparation for annual boiler inspection. 
 
Assist in safe transportation of rolling stock to museums by disassembling and reassembling components as 
necessary; prepare equipment for transportation; load and unload rolling stock from transport vehicles. 
 
Maintain records of disassembled rolling stock; identify and note unusual situations such as pieces of wood with 
identifying marks; determine best method for cleaning parts; sort and evaluate cleaned parts to determine 
whether or not they can be repaired.   
 
Estimate the amount and kind of materials required for repair or installation; research availability of materials; 
prepare layout; mark cutting and assembly lines or weld points on materials.   
 
Set up and operate metal and wood fabricating equipment; inspect assemblies and installation for conformance 
with specifications in order to repair, rehabilitate, and restore rolling stock.   
 
Perform equipment maintenance in accordance with established maintenance schedules and maintain records of 
date and type of maintenance performed. 
 
Assist the public inquiring about the railroad museum, railroad history and restoration activities. 
 
Perform related duties as assigned. 
 
****************************************************************************************** 
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RAILROAD RESTORATION SPECIALIST III 35 G 9.455 
RAILROAD RESTORATION SPECIALIST II 31 G 9.456 
RAILROAD RESTORATION SPECIALIST I  27 G 9.457 
Page 2 of 4 
 

 

CLASS CONCEPTS 
 
Railroad Restoration Specialist III: Under general direction, incumbents plan, organize and direct the 
activities of the Nevada State Railroad Museum’s restoration facility. 
 
Participate in restoration project planning; review historical reports; provide technical input; and prepare reports 
documenting items of significance discovered during restoration. 
 
Supervise railroad restoration staff and volunteers; assign and review work; evaluate performance; provide 
training; initiate disciplinary actions; resolve unusual or difficult technical problems; ensure compliance with 
established health and workplace safety regulations. 
 
Perform physical research of rolling stock to identify age and authenticity of components; look for changes or 
modifications; collect paint samples; document construction details for historical record to ensure proper 
reassembly. 
 
Draw blueprints of rolling stock components and design replacement components to replicate original parts and 
determine probable appearance of original components. 
 
Inspect materials, machine parts, and assembled unit to ensure conformance to specifications and maintain 
quality control over restoration project. 
 
Direct and monitor contractors’ work to ensure requirements are met and work is completed in accordance with 
project specifications. 
 
Oversee preparation for annual boiler inspections. 
 
Railroad Restoration Specialist II: Under general supervision, incumbents perform the full range of duties 
described in the series concept and may serve as a lead-worker for Railroad Restoration Specialist I’s and 
volunteers. This is the journey level in the series. 
 
Railroad Restoration Specialist I: [Under close supervision, incumbents perform some of the duties described 
in the series concept and receive training in railroad restoration activities.  This is the entry level in the series.]  
Under general supervision, incumbents receive training in railroad restoration activities and perform some 
of the duties described in the series concept on a more limited basis as designated by the appointing 
authority. This is the entry level in the series; however, positions may be permanently allocated at this level 
and there is no auto-progression to the next level. 

 
****************************************************************************************** 
 

MINIMUM QUALIFICATIONS 
 
INFORMATIONAL NOTE: 
 

* One year of education above the high school level in a related trade or vocational program may be    
substituted for one year of experience, up to two years. 

 
RAILROAD RESTORATION SPECIALIST III 

 
EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and two years of 
journey level experience in carpentry, welding or similar trade and two years of journey level experience in 
railroad restoration activities; OR two years of experience as a Railroad Restoration Specialist II in 
Nevada State service; OR an equivalent combination of education and experience as described above.  (See 
Informational Note) 
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RAILROAD RESTORATION SPECIALIST III 35 G 9.455 
RAILROAD RESTORATION SPECIALIST II 31 G 9.456 
RAILROAD RESTORATION SPECIALIST I  27 G 9.457 
Page 3 of 4 
 

 

MINIMUM QUALIFICATIONS (cont’d) 
 
RAILROAD RESTORATION SPECIALIST III (cont’d) 

 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Detailed 
knowledge of: railroad restoration and preservation techniques and ability to implement techniques; 
characteristics and uses of wood and metal materials; shop equipment, tooling, and rolling stock. Working 
knowledge of: specialized skills such as pattern-making, spinning, boiler repair, and boiler operations as 
applied to railroad restoration and maintenance; locomotive boiler maintenance; railroad operation and 
safety rules. General knowledge of: design and proportion related to vintage railroad rolling stock. Ability 
to: identify rolling stock parts; determine conditions and whether parts can be repaired; perform 
locomotive and rolling stock maintenance; develop blueprints and specifications; identify authentic 
components; lay out, cut, shape, and assemble work in accordance with specifications; interpret historical 
information and apply information to develop restoration project plans; interact with the public in a tactful 
and courteous manner; and all knowledge, skills and abilities required at the lower levels. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
General knowledge of: principles and practices of effective supervision and training; State and department 
purchasing practices and procedures; department policies, procedures, and safety rules and regulations.  
Ability to: supervise skilled craft workers and volunteers including developing work priorities, training, 
motivating, assessing work quality, implementing disciplinary action, and evaluating performance; and 
identify authentic components. 
 

RAILROAD RESTORATION SPECIALIST II 
 
EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and two years of 
journey level experience in a wood related occupation such as carpentry or framing or in a metal related 
occupation such as welding, fabrication, or machining, one year of which included experience in railroad 
restoration activities; OR two years of experience as a Railroad Restoration Specialist I in Nevada State 
service; OR an equivalent combination of education and experience as described above.  (See Informational 
Note) 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working 
knowledge of: railroad terminology, rolling stock, related equipment and railroad history; characteristics 
and uses of wood or metal materials. General knowledge of: finishing techniques and proper application 
methods; metal working skills including positioning and clamping work pieces together and welding 
metal parts as specified by work order; rolling stock maintenance; agency safety procedures and rules; 
basic carpentry skills including cutting lumber to specified size and assembling cut and shaped materials 
with nails or glue; principles and skills related to wood and metal fabrication work; recordkeeping 
procedures and methods. Ability to: read and follow blueprints; lay out, cut, shape and assemble work in 
accordance with specifications applying skill in carpentry, welding, brazing and blacksmithing; calculate 
material requirements; speak with persons of various backgrounds using appropriate vocabulary and 
grammar to explain railroad history and restoration activities; assign and monitor work and train 
subordinates in completing tasks. Skill in: the setup and operation of machine tools used in restoration work 
including table and radial saws, planer, jointer, shaper, mills, lathes, cut-off saws and welding and 
fabrication equipment; and all knowledge, skills and abilities required at the lower level. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):  
[Ability to:  identify rolling stock parts; determine conditions and whether parts can be repaired.] 
(These are identical to the Entry Level Knowledge, Skills and Abilities for Railroad Restoration Specialist 
III.) 
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RAILROAD RESTORATION SPECIALIST III 35 G 9.455 
RAILROAD RESTORATION SPECIALIST II 31 G 9.456 
RAILROAD RESTORATION SPECIALIST I  27 G 9.457 
Page 4 of 4 
 

 

MINIMUM QUALIFICATIONS (cont’d) 
 
RAILROAD RESTORATION SPECIALIST I 

 
EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and two years of 
semi-skilled experience in a wood related occupation such as carpentry or framing or in a metal related 
occupation such as welding, fabrication, or machining; OR an equivalent combination of education and 
experience as described above.  (See Informational Note) 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Ability to: 
use and operate basic hand and power tools; follow oral and written instructions; write brief sentences to 
maintain notes of work activities and label components; interact with the public in a tactful and courteous 
manner; perform physical labor for extended periods, under conditions which require exposure to loud 
noise, dirt, dust, and hot and cold temperatures; read standard English text such as repair manuals. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):  
[General knowledge of:  metal working skills including positioning and clamping work pieces together and 
welding metal parts as specified by work order; rolling stock maintenance; agency safety procedures and 
rules; basic carpentry skills including cutting lumber to specified size and assembling cut and shaped 
materials with nails or glue; principles and skills related to wood and metal fabrication work.  Ability to:  
speak with persons of various backgrounds using appropriate vocabulary and grammar to explain railroad 
history and restoration activities.] (These are identical to the Entry Level Knowledge, Skills and Abilities 
for Railroad Restoration Specialist II.) 

 
 
 
This class specification is used for classification, recruitment and examination purposes. It is not to be 
considered a substitute for work performance standards for positions assigned to this class.   
 
 9.455 9.456 

 
9.457 

ESTABLISHED: 7/1/89P 7/1/89P 7/1/89P 
 6/9/89PC 6/9/89PC 6/9/89PC 
REVISED: 7/1/91P 7/1/91P 7/1/91P 
 11/29/90PC 11/29/90PC 11/29/90PC 
REVISED: 6/27/03PC 6/27/03PC 6/27/03PC 
REVISED: 3/15/19PC 3/15/19PC 3/15/19PC 
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Personnel Commission Meeting  
March 15, 2019 

 
 
FOR DISCUSSION AND POSSIBLE ACTION 

  
The Division of Human Resource Management has conducted a maintenance review of class 
specifications in the Occupational Group(s) listed below.  It is recommended that the following 
classes be revised effective:  
March 15, 2019. 
 
 

 
 

                                    CURRENT                                    PROPOSED 

CODE TITLE GRADE EEO-4 CODE TITLE GRADE       EEO-4 

9.471 Theater Technician II 32 C 9.471 Theater Technician II 32 C 

9.470 Theater Technician I 30 C 9.470 Theater Technician I 30 C 

 
EXPLANATION OF CHANGE 
 
As part of the biennial Class Specification Maintenance Review process, the Division of Human 
Resource Management has conducted a review of the Theater Technician series.   
 
In consultation with Subject Matter Experts from the Nevada System of Higher Education (NSHE) 
and Analysts from the Division of Human Resource Management, it was determined that minor 
revisions be made to the class concepts at both the Theater Technician II and Theater Technician 
I to clarify duties performed, equipment used, and supervision exercised. 
 
Additional changes were made to the Entry Level Knowledge, Skills & Abilities and Full 
Performance Knowledge, Skills and Abilities to account for these changes and to maintain 
consistency with formatting and structure. 
 
Throughout the course of the study, management and agency staff participated in the review and 
they support this recommendation. 
 
Note:  Changes to the class specifications are noted as follows: additions in blue and deletions 
in red. 
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 STATE OF NEVADA 
Department of Administration 

Division of Human Resource Management 
 

  

CLASS SPECIFICATION 
    
TITLE GRADE EEO-4 CODE 
    
THEATER TECHNICIAN II 32 C 9.471 
THEATER TECHNICIAN I 30 C 9.470 
    
    

SERIES CONCEPT 
 
Theater Technicians perform skilled technical work to support university and community events and 
productions including the setup and operation of sound and lighting systems and other stage devices, 
construction of stage scenery and props, and maintenance of equipment. 
 
Set up and reinforce sound systems, theater lighting and other stage devices; operate and maintain truss systems 
and other riggings; make minor stage modifications such as adding temporary supports to accommodate 
production equipment, sound equipment, lighting consoles and props; conduct inspections of sound, lighting 
and stage equipment and make minor repairs necessary to maintain safety and efficiency of equipment. 
 
Confer with production staff to plan, schedule and coordinate stages and materials; set up equipment and 
necessary supplies; construct scenery and props used in stage productions by reading blueprints or sketches of 
set designs; purchase supplies; operate hand and power tools; construct, paint and decorate furnishings and 
fixtures that enhance productions.   
 
Attend rehearsals and performances to oversee crew activities, operate equipment, and make safety inspections 
to ensure compliance with State and federal safety regulations as well as university or college policies. 
 
Provide guidance, technical assistance and support when outside entities use campus theater facilities by setting 
up furniture and equipment, monitoring activities and responding to emergencies. 
 
Store and secure stage equipment, props and tools and make periodic security checks to ensure their 
safekeeping; clean and maintain shop performance areas and related tools and equipment to preserve their 
usefulness.   
 
Establish and/or adhere to preventive maintenance schedules for stage equipment, props and tools. 
 
Perform related duties as assigned. 
 
****************************************************************************************** 
 

CLASS CONCEPTS 
 
Theater Technician II: Under general supervision, positions in this class perform the full range of duties 
described in the series concept, and in addition, design and oversee the installation of lighting, sound, and sets 
that enhance a theatrical production. 
 
Theater Technician II’s consult with the technical director or supervisor; supervise and instruct students and 
part-time workers in the building and installation of sets, lighting, special effects and sound systems; operate 
and maintain manual, memory-assisted and computer-based lighting and sound controllers; make 
recommendations and purchase parts and supplies to maintain or repair theater lighting, sound systems, theater 
equipment (such as foggers and hazers) and control panels; report facility repairs needed to appropriate 
sources. 
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THEATER TECHNICIAN II 32 C 9.471 
THEATER TECHNICIAN I 30 C 9.470 
Page 2 of 3 
 

 

CLASS CONCEPTS (cont’d) 
 
Theater Technician II (cont’d) 
 
This class is distinguished from the lower level by supervision of lower level staff and design and installation 
duties that requires a greater degree of technical knowledge of the applications of theatrical production to 
include: stage management, lighting, sound and set design and related supporting equipment. 
 
Theater Technician I: Under general supervision, positions in this class perform all or part of the duties in the 
series concept including the setup, operation and maintenance of sound and lighting systems, construction of 
scenery and props, [and] maintenance of theater equipment and tools, and running of shows. This is a journey 
level in the series. 
 
****************************************************************************************** 
 

MINIMUM QUALIFICATIONS 
 
SPECIAL REQUIREMENT: 
 

 Pursuant to NRS 284.4066, some positions in this series have been identified as affecting public safety. 
Persons offered employment in these positions, must submit to pre-employment screening for controlled 
substances.    

 
INFORMATIONAL NOTES:  
 

* Some positions require current certification issued by the State Fire Marshal’s Office as a 
Pyrotechnician within one year of appointment and as a condition of continuing employment. 

* Education above the high school level in technical theater or closely related field may be substituted for 
the required experience on the basis of 30 semester credits being equal to six months of experience up to 
a maximum of one year of the required experience. 

 
THEATER TECHNICIAN II 
 

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and four years of 
skilled experience in the setup and operation of lighting and sound equipment and set construction; OR two 
years of experience as a Theater Technician I in Nevada State service; OR an equivalent combination of 
education and experience as described above.  (See Special Requirement and Informational Notes) 

 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Detailed 
knowledge of: principles and practices of stage management; principles and practices of theatrical 
lighting, set construction and sound. Working knowledge of: operation of lighting consoles, including 
preset and/or computer assisted consoles, moving lights, sound boards and systems, smoke and haze 
systems, and rigging and fly systems; principles and practices of theatrical lighting, set construction and 
sound; fixtures, machinery, and support systems of the theater; lighting, sound and stage equipment; 
safety procedures associated with theater equipment and machinery; health and safety regulations 
applicable to the theater environment. General knowledge of: methods and materials used in drafting 
sufficient to design sets and props; purchasing procedures; principles and practices of supervision.  
Ability to:  diagnose and repair minor malfunctions of theater equipment; oversee the security of theater 
equipment. Skill in: preparing scale models and blueprints; and all knowledge, skills and abilities required 
at the lower level. 

 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
Working knowledge of: policies and procedures related to specifying and purchasing parts, supplies and 
equipment necessary for theater productions or maintenance of equipment and tools; computer assisted 
drafting and computer operated routing machines. Ability to: supervise crews in the installation of sets 
and equipment and during theatrical productions. 
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THEATER TECHNICIAN II 32 C 9.471 
THEATER TECHNICIAN I 30 C 9.470 
Page 3 of 3 
 

 

MINIMUM QUALIFICATIONS (cont’d) 
 
THEATER TECHNICIAN I 
 

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and three years 
of skilled experience in stage production work; OR an equivalent combination of education and experience 
as described above. (See Special Requirement and Informational Notes)  
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working 
knowledge of: principles and techniques of setting up and operating sound, lighting, props and other stage 
equipment; woodworking and carpentry; health and safety regulations applicable to the theater environment.  
Ability to: instruct and supervise students in the safe use of machinery and equipment used in a theater 
production; establish effective working relationships with co-workers, university personnel and the 
community; read blueprints and schematic drawings; operate and maintain a variety of tools used to 
construct and install theater scenery and props; operate and maintain tools and test instruments used to 
install and monitor electronic equipment. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):  
(These are identical to the Entry Level Knowledge, Skills and Abilities for Theater Technician II.) 
[Working knowledge of:  fixtures, machinery, and support systems of the theater; lighting, sound and stage 
equipment; safety procedures associated with theater equipment and machinery.  General knowledge of:  
departmental and State purchasing procedures; principles and practices of supervision.  Ability to:  
diagnose and repair minor malfunctions of theater equipment; oversee the security of theater equipment.] 

 
 
 
This class specification is used for classification, recruitment and examination purposes. It is not to be 
considered a substitute for work performance standards for positions assigned to this class.   
 
 9.471 9.470 
   
ESTABLISHED: 7/1/91P 7/1/91P 
 11/29/90PC 11/29/90PC 
REVISED: 6/27/03PC 6/27/03PC 
REVISED: 4/11/14PC 4/11/14PC 
REVISED: 3/15/19PC 3/15/19PC 
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Personnel Commission Meeting 
March 15, 2019 

 
 
FOR DISCUSSION AND POSSIBLE ACTION 

  
The Division of Human Resource Management has conducted a maintenance review of class 
specifications in the Occupational Group(s) listed below.  It is recommended that the following 
classes be revised effective:  
March 15, 2019. 
 
 

 
 

                                    CURRENT                                    PROPOSED 

CODE TITLE GRADE EEO-4 CODE TITLE GRADE       EEO-4 

9.718 
Microfilm Laboratory 

Technician 
28 H 9.718 

Microfilm/Imaging 
Laboratory Technician 

28 C 

 
EXPLANATION OF CHANGE 
 
The Nevada Department of Administration, Division of Human Resource Management (DHRM), 
conducted a class specification maintenance review for the Microfilm Laboratory Technician class 
specification.   
 
In coordination with Subject Matter Experts from the Department of Administration, State, 
Library, Archives and Public Records Division and Equal Employment Opportunity (EEO) and 
Discrimination Investigation Unit, it is recommended that revisions be made to the EEO-4 code, 
series title, series concept and minimum qualifications to update occupational language and to 
reflect current methods and practices being used.  It is also recommended that revisions be made 
to the minimum qualifications to maintain consistency with verbiage, formatting and structure. 
 
Microfilm/Imaging Laboratory Technicians, under general supervision, perform microfilm 
processing, duplicating and quality control assignments; operate processor; mix chemicals and 
monitor water, developer and dryer temperatures, footage and speed control and rate of chemical 
replenisher. 
 
The EEO-4 code was changed from H, Service/Maintenance in which workers perform duties 
which result in or contribute to the comfort, convenience, hygiene or safety of the general public 
or which contribute to the upkeep and care of buildings, facilities, or grounds of public property.  
The recommended EEO-4 code is C, Technical which requires a combination of basic scientific 
or technical knowledge and manual skill which can be obtained through specialized post-
secondary school education or through equivalent on-the-job training. 
 
Throughout the process, management and staff within the Department of Administration and 
analysts within DHRM participated by offering recommendations and reviewing changes as the 
process progressed and they support this recommendation. 
 
Note:  Changes to the class specifications are noted as follows: additions in blue and deletions 
in red. 
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STATE OF NEVADA 
Department of Administration 

Division of Human Resource Management 
 

  

CLASS SPECIFICATION 
 
TITLE GRADE EEO-4 CODE 
    
MICROFILM/IMAGING LABORATORY TECHNICIAN 28 [H]C 9.718 
    
    
Under general supervision, Microfilm/Imaging Laboratory Technicians perform microfilm processing, 
duplicating and quality control assignments; operate processor; mix chemicals and monitor water, developer and 
dryer temperatures, footage and speed control[,] and rate of chemical replenisher. 
 
Perform quality control tests on microfilm processed at the lab to ensure that microfilm is of good quality and 
usable using a densitometer, microscope and methylene blue to determine the adequacy of film density, resolution 
and residual thiosulfate levels.   
 
Inspect processed film to ensure the film is of good quality and usable using light box and splicer; inspect for 
proper alignment, legibility of documents and accurate indexing/retrieval marks.   
 
Duplicate microfilm/fiche to ensure the original can be kept as a backup and not subject to daily use; monitor 
appropriate developing temperature, flow of ammonia, lightness[and], darkness[,] and speed and angle of rollers.   
 

Receive large format printing and digital image requests; create contact sheets with multiple images or groups 

of images to produce a printed project using computer software.  

 
Perform quality control checks on electronic images that are digitized from film, fiche and paper; ensure image 
clarity and adjust electronically with a variety of computer software, as needed; group images for ease of 
retrieval; maintain database images.   
 
Perform routine maintenance and repairs on equipment to ensure maximum equipment efficiency; dismantle and 
clean processor and calibrate the replenisher after processing a specified footage of film[,] and replace charcoal 
filters when needed; dismantle and clean duplicators and replace circuitry, relays, transformers and ammonia 
pumps as needed; check cameras for light leaks.   
 
Make adjustments to cameras and scanners when quality control tests reveal document legibility problems[; 
notify agencies when quality control tests reveal dirty lenses, dirty glass guides or film loaded into the camera 
incorrectly; instruct others on correcting jammed cameras and film loading techniques when two rolls are used].   
 
Perform large document scanning duties; operate overhead large format scanners and use computer software 
to digitally stitch multiple images into a large format digital image.  
 
Perform microfilming/scanning duties as needed to ensure that turnaround commitments are met; prepare 
documents to be filmed or scanned and set up camera; or perform record clarity/legibility tests (density), 
microfilm or scan documents, and inspect processed films and images.   
 
Perform related duties as assigned. 
 
****************************************************************************************** 
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MICROFILM/IMAGING LABORATORY TECHNICIAN 28 H 9.718 
Page 2 of 2 
 

 

MINIMUM QUALIFICATIONS 

 
EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and three years of 
experience in microfilming/imaging operations, one year of which included experience with microfilm/image 
processing equipment and procedures; OR two years of experience as a Microfilm/Scanner Operator II in Nevada 
State service which included [a familiarity with] the use of document and microfilm scanners and 
microfilm/image processing equipment and application of applicable procedures; OR an equivalent combination 
of education and experience as described above. 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working 
knowledge of: microfilm/image processing equipment needed to process and duplicate film, perform routine 
maintenance or repairs on the equipment, and perform quality control tests; microfilming/imaging practices and 
procedures; microfilm/image cameras, [readers, and reader] scanners, and scanner-printers used to solve 
equipment problems and perform microfilming/imaging tasks. Ability to: communicate orally and in writing to 
assist customers in solving processing or equipment problems; follow oral and written instructions related to 
processing film, inspecting and performing quality control tests[,] and duplicating film. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): Working 
knowledge of: safety procedures used when working with acid, ammonia and film processing chemicals; National 
Microfilm Association Standards pertaining to the density of film, processing and storage of film, and performing 
quality control tests; State statutes regarding original record destruction/disposal and certifying microfilm/images.  
Ability to: inspect and analyze processed film for quality by the application of chemical tests, densitometer and 
microscopic examination; organize work and set priorities as needed to process film in a timely manner. 
 
 
 
This class specification is used for classification, recruitment and examination purposes.  It is not to be considered 
a substitute for work performance standards for positions assigned to this class.   
 
 9.718 
  
ESTABLISHED: 2/1/68 
REVISED: 7/18/80 
REVISED: 1/24/84 
REVISED: 12/19/85-12 
REVISED: 7/1/89P 
 9/27/88PC 
REVISED: 7/1/91P 
 11/29/90PC 
REVISED: 3/19/04PC 
REVISED: 3/15/19PC 
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Personnel Commission Meeting 
March 15, 2019 

 
 
FOR DISCUSSION AND POSSIBLE ACTION 

  
The Division of Human Resource Management has conducted a maintenance review of class 
specifications in the Occupational Group(s) listed below.  It is recommended that the following 
classes be revised effective:  
March 15, 2019. 
 
 

 
 

                                    CURRENT                                    PROPOSED 

CODE TITLE GRADE EEO-4 CODE TITLE GRADE       EEO-4 

9.729 Microfilm Operator IV 25 H 9.729 
Microfilm/Scanner 

Operator IV 
25 C 

9.725 Microfilm Operator III 24 H 9.725 
Microfilm/Scanner 

Operator III 
24 C 

9.719 Microfilm Operator II 23 H 9.719 
Microfilm/Scanner 

Operator II 
23 C 

9.720 Microfilm Operator I 21 H 9.720 
Microfilm/Scanner 

Operator I 
21 C 

 
EXPLANATION OF CHANGE 
 
The Nevada Department of Administration, Division of Human Resource Management (DHRM), 
conducted a class specification maintenance review for the Microfilm Operator class specification.   
 
In coordination with Subject Matter Experts from the Department of Administration, State, 
Library, Archives and Public Records Division and Equal Employment Opportunity (EEO) and 
Discrimination Investigation Unit, it is recommended that revisions be made to the EEO-4 code, 
series title and concept, class concepts and minimum qualifications to update occupational 
language and to reflect current methods and practices being used.  It is also recommended that 
revisions be made to the minimum qualifications to maintain consistency with verbiage, formatting 
and structure. 
 
Microfilm/Scanner Operators perform microfilming and scanning assignments which include 
document preparation, filming, scanning and inspection of processed films and images. 
 
The EEO-4 code was changed from H, Service-Maintenance in which workers perform duties 
which result in or contribute to the comfort, convenience, hygiene or safety of the general public 
or which contribute to the upkeep and care of buildings, facilities or grounds of public property; 
workers may operate machinery. The recommended EEO-4 code is C, Technical which requires a 
combination of basic scientific or technical knowledge and manual skill which can be obtained 
through specialized post-secondary school education or through equivalent on-the-job training. 
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Throughout the process, management and staff within the Department of Administration and 
analysts within DHRM participated by offering recommendations and reviewing changes as the 
process progressed and they support this recommendation. 
 
Note:  Changes to the class specifications are noted as follows: additions in blue and deletions 
in red. 
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 STATE OF NEVADA 
Department of Administration 

Division of Human Resource Management 
 

  

CLASS SPECIFICATION 
 
TITLE  GRADE EEO-4  CODE 
    
MICROFILM/SCANNER OPERATOR IV 25 [H]C 9.729 
MICROFILM/SCANNER OPERATOR III 24 [H]C 9.725 
MICROFILM/SCANNER OPERATOR II 23 [H]C 9.719 
MICROFILM/SCANNER OPERATOR I 21 [H]C 9.720 
    

SERIES CONCEPT 
 
Microfilm/Scanner Operators perform microfilming and scanning assignments which include document 
preparation, filming, scanning and inspection of processed films and images. 
 
Receive large format printing and digital image requests; create contact sheets with multiple images or 
groups of images to produce a printed project using computer software.  
 
Prepare documents for filming or scanning to ensure that documents are in proper sequence and that the camera 
or scanning equipment is not jammed or damaged; organize and verify documents in accordance with 
established alpha and/or numeric sequence; dispose of duplicate documents; remove staples, paper clips and 
fasteners; repair torn or bent documents; and mark documents that need both sides filmed. 
 
Set up camera to properly film documents; load and/or unload film; program cameras for a variety of filming 
options; set alignment for documents and adjust exposure of films. 
 
Inspect and correct processed films for proper alignment and legibility of documents; [and for] ensure accurate 
indexing/retrieval marks on processed films[; inspect films and authorize the destruction/disposal of documents 
filmed and inspected]. 
 
Perform quality control checks on electronic images that are digitized from film, fiche and paper; ensure 
scanned image clarity and adjust electronically with a variety of computer software, as needed; group images 
for ease of retrieval; index image within databases or transfer onto another medium. 
 
Maintain equipment to ensure maximum efficiency by cleaning camera lenses, cleaning cameras glass guides, 
and vacuuming out equipment[, and replacing paper in reader-printer equipment]. 
 
Type or write microfilm cartridge labels, microfiche jacket labels, and label film documents awaiting to be 
filmed; and file microfilm cartridges. 
 
Perform large document scanning duties; operate overhead large format scanners and printers.  
 
Perform related duties as assigned. 
 
****************************************************************************************** 

 
CLASS CONCEPT 

 
Microfilm/Scanner Operator IV: Under general supervision, incumbents perform the full range of duties 
described in the series concept, and in addition, train, supervise and evaluate the performance of lower level 
staff, set priorities [,] and assign duties according to the workload. 
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MICROFILM/SCANNER OPERATOR IV 25 H 9.729 
MICROFILM/SCANNER OPERATOR III 24 H 9.725 
MICROFILM/SCANNER OPERATOR II 23 H 9.719 
MICROFILM/SCANNER OPERATOR I 21 H 9.720 
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CLASS CONCEPT (cont’d) 
 
Microfilm/Scanner Operator III: Under general supervision, incumbents perform the full range of duties 
described in the series concept for a variety of State agencies and other political subdivisions and operate a 
variety of microfilm and scanning equipment [to include large planetary cameras which require setting up and 
adjusting the equipment for reduction rate, manually adjusting the exposure according to the light sensitivity of 
each document, adjusting lighting, and manually focusing the camera for each document].  Incumbents also 
participate in processing microfilm for the division and other State agencies which includes operating the 
processor, monitoring water, developer and dryer temperatures, and footage and speed control. 
 
Positions in this class are distinguished from those at the lower level by decision–making responsibility 
concerning a wider variety of documents originating from diverse State and local agencies and the variety of 
equipment operated.  This is the advanced journey level in the series. 
 
Microfilm/Scanner Operator II: Under general supervision, incumbents perform the full range of duties 
described in the series concept.  This is the journey level in the series. 
 
Microfilm/Scanner Operator I: Under close supervision, incumbents receive training in microfilming duties 
described in the series concept.  This is the entry level in the series and provides for semi-automatic progression 
to Microfilm Operator II upon meeting minimum qualifications and with the recommendation of the appointing 
authority. 
 
****************************************************************************************** 
 

MINIMUM QUALIFICATIONS 
 

MICROFILM/SCANNER OPERATOR IV 
 

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and two years of 
experience performing microfilm or scanning assignments consisting of document preparation, filming, 
scanning, indexing and inspection of processed film or indexed documents; OR one year of experience as 
a Microfilm/Scanner Operator III in Nevada State service; OR an equivalent combination of education and 
experience as described above. 
 

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Ability to:  
schedule, prioritize, and assign microfilm duties according to workload and oversee activities of other 
microfilm operators. Skill in: preparing documents for filming or scanning; inspecting processed film for 
proper alignment and legibility of documents and for accurate indexing/retrieval marks; operating, 
adjusting[,] and maintaining a wide variety of microfilm equipment; and all knowledge, skills and abilities 
required at the lower levels. 

 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
Working knowledge of: agency policies, procedures and practices related to the preparation and storage of 
microfilmed and scanned records; supervisory principles and practices; State payroll/personnel rules, 
policies and procedures. 
 

MICROFILM/SCANNER OPERATOR III 
 

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and one year of 
experience performing microfilm or scanning assignments which included document preparation, filming[,] 
and inspection of processed films; OR one year of experience as Microfilm/Scanner Operator II in Nevada 
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MINIMUM QUALIFICATIONS (cont’d) 
 

MICROFILM/SCANNER OPERATOR III (cont’d) 
 

EDUCATION AND EXPERIENCE: (cont’d) State service; OR an equivalent combination of education and 
experience as described above. 
 

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working 
knowledge of: filing systems used to archive Microfilm and [microfiche] digital records; [file] filing and 
[store] storage of completed microfilm [cartridges or microfiche jacket]. Ability to: prepare documents for 
filming or scanning and file Certificates of Authenticity; and all knowledge, skills and abilities required at 
the lower levels. 

 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):  
(These are identical to the Entry Level Knowledge, Skills and Abilities for Microfilm/Scanner Operator III.) 

 
MICROFILM/SCANNER OPERATOR II 
 

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and one year of 
experience performing general office work, six months of which included microfilming or scanning 
assignments consisting of document preparation, filming and inspection of processed film; OR six months 
of experience as a Microfilm/Scanner Operator I in Nevada State service; OR an equivalent combination of 
education and experience as described above. 

 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working 
Knowledge of: microfilming and scanning practices and procedures as needed to film or scan 
documents[,] and inspect and make corrections to processed film; microfilming cameras, readers and reader-
printers; State statutes regarding original record destruction/disposal and certifying microfilms as needed.  
Ability to: inspect film and authorize disposal of documents; prepare and film the Certificate of 
Authenticity; perform routine maintenance as needed to properly care for equipment; set up cameras for 
microfilming; inspect processed film and retrieve/reprint microfilmed or scanned documents; maintain 
confidentiality of information contained in documents or material microfilmed; and all knowledge, skills 
and abilities required at the lower level. 

 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):  
(These are identical to the Entry Level Knowledge, Skills and Abilities for Microfilm/Scanner Operator III.) 

 
MICROFILM/SCANNER OPERATOR I 
 

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and six months 
of experience performing general office work; OR an equivalent combination of education and experience 
as described above. 

 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working 
knowledge of: common office practices and procedures as needed to type, file and answer the phone.  
Ability to: follow verbal and written instructions; perform repetitive work according to established 
procedures. 
 

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):  
(These are identical to the Entry Level Knowledge, Skills and Abilities for Microfilm/Scanner Operator II.) 
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This class specification is used for classification, recruitment and examination purposes. It is not to be 
considered a substitute for work performance standards for positions assigned to this class. 
 
 
 9.729 9.725 9.719 9.720 
     
ESTABLISHED: 7/1/95P 7/1/91P 2/1/68 10/5/70 
 9/16/94PC 11/29/90PC   
REVISED:   6/23/80-3 12/10/79-3 
REVISED:   1/24/84 6/24/80-3 
REVISED:   12/19/85-12 1/24/84 
REVISED:   7/1/89P 5/17/85-3 
   9/27/88PC  
REVISED:   7/1/91P 12/19/85-12 
   11/29/90PC  
REVISED:    7/1/89P 
    9/27/88PC 
REVISED:    7/1/91P 
    11/29/90PC 
REVISED:  7/1/95P 7/1/95P 7/1/95P 
  9/16/94PC 9/16/94PC 9/16/94PC 
REVISED: 6/25/04PC 6/25/04PC 6/25/04PC 6/25/04PC 
REVISED: 3/15/19PC 3/15/19PC 3/15/19PC 3/15/19PC 
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Personnel Commission Meeting 
March 15, 2019 
 
 
REPORT OF CLASSIFICATION CHANGES NOT REQUIRING PERSONNEL 
COMMISSION APPROVAL 
 
Attached is a report of changes made to the classification plan pursuant to NRS 284.160, sections 
4 through 6 which reads as follows: 
 

“4. The classification plan and changes therein are subject to approval by the Commission, 
except that the Administrator may make a change in the classification plan without the prior 
approval of the Commission if: 

(a) The Administrator deems it necessary for the efficiency of the public service; 
(b) The change is not proposed in conjunction with an occupational study; and 
(c) The Administrator, at least 20 working days before acting upon the proposed change: 

(1) Provides written notice of the proposal to each member of the Commission, to all 
departments and to any head of an employees' organization who requests notice of such 
proposals; and 

(2) Posts a written notice of the proposal in each of the principal offices of the Division. 
Any occupational study conducted by the Division in connection with the preparation, 

maintenance or revision of the classification plan must be approved by the Commission. 
5. If no written objection to the proposed change to the classification plan is received by the 

Administrator before the date it is scheduled to be acted upon, the Administrator may effect the 
change.  The Administrator shall report to the Commission any change in the classification plan 
made without its approval at the Commission's next succeeding regular meeting. 

6. If a written objection is received before the date the proposed change is scheduled to be 
acted upon, the Administrator shall place the matter on the agenda of the Commission for 
consideration at its next succeeding regular meeting.” 
 
The conditions set forth in these statutes have been met.  A copy of the justifications and revised 
class specifications are on file in the office of the Administrator of the Division of Human 
Resource Management. 
 
The following changes have been effected: 
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REPORT OF CLASSIFICATION CHANGES 
 
 
POSTING#:  11-19 
Effective:  10/29/18 
 
 

CURRENT APPROVED 

CODE TITLE GRADE EEO-4  CODE TITLE GRADE EEO-4         

12.324 

Food Distribution 

Specialist    -Reinstated 

from Abolishment 

 B 12.324 
Food Distribution 

Specialist II 
33 B 

 New   12.320 
Food Distribution 

Specialist I 
31 B 

 
BASIS FOR RECOMMENDATION  
 
As the result of Individual Classification Studies (NPD-19), and in partnership with Subject Matter 
Experts from the Department of Agriculture, Food & Nutrition Division, and the Division of 
Human Resource Management (DHRM), it has been determined that the duties and responsibilities 
assigned to these positions did not align with their current classification of Social Services Program 
Specialist I, 12.323, grade 33. It was determined that an abolished class specification should be 
reinstated with current and updated language, along with a new lower level to be developed 
specific to the Department of Agriculture’s program requirements.  

Food Distribution Specialists perform administrative and professional work in conjunction with 
the United States Department of Agriculture (USDA) by administering multiple USDA food 
programs and services,   such as: The Emergency Food Assistance Program (TEFAP), The 
National School Lunch Program (NSLP), Nutrition Services Incentive Program (NSIP), Summer 
Food Service Program (SFSP), Commodity Supplemental Food Program (CSFP), and the Child 
and Adult Care Food Program (CACFP) to ensure sponsors receive USDA Food to serve school 
children, seniors, and at-risk populations, including feeding people in need. 
 
The primary purpose of this series is to help to administer national food assistance programs, 
oversee, prepare and process documents for the purchase, issuance and transfer of USDA foods; 
issue, modify and monitor purchase orders and maintain records for the procurement of services, 
food, materials and supplies; expedite the flow of goods from vendor to user (or sponsor); and 
review, edit and develop selection criteria and vendor requirements. 
 
It is recommended that the series be placed in the following Occupational Group: 12.000, Social 
Services & Rehabilitation, Sub-Group B: Social Services to recognize the professional work 
performed by these positions within a social services program area.  Furthermore, it is 
recommended that the Food Distribution Specialist II be allocated at grade 33 to recognize the 
scope of responsibility, decision-making authority and the management exercised over the 
respective program area.  The Food Distribution Specialist I, is recommended to be allocated at 
grade 31; which is consistent with class specifications containing multiple levels within a series.  
The EEO-4 job category for the Food Distribution Specialists have been determined as follows: 
category “B – Professional” designation code.  The Program Officer series, 7.643, NSHE 
Specialist series, 7.659, along with the Social Services Program Specialist series, 12.315 were used 
as comparisons in assisting with determining the appropriate grade levels.  
 
Throughout the review, management staff within the Department of Agriculture, Food & Nutrition 
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Division and analysts within DHRM participated by offering recommendations and reviewing 
changes as the process progressed and they support the development and implementation of this 
new series. 
 
Note:  Changes to the class specifications are noted as follows: additions in blue and deletions 
in red. 
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POSTING#:  12-19 
Effective:  10/29/18 
 
 

CURRENT APPROVED 

CODE TITLE GRADE EEO-4  CODE TITLE GRADE EEO-4         

12.435 
Veterans Services 

Program Manager 
36 B 12.435 

Veterans Service Program 

Manager 
36 B 

12.436 
Veterans Services 

Representative II 
34 B 12.436 

Veterans Service Officer 

II 
34 B 

12.437 
Veterans Services 

Representative I 
32 B 12.437 Veterans Service Officer I 32 B 

 New   12.438 Veterans Service Trainee 30 B 

 
BASIS FOR RECOMMENDATION  
 
Due to certification requirements, recruitment concerns, a requested title change and the need for 
a trainee level, the Nevada Department of Veterans Services requested a review of the Veterans 
Services Representative series. Analysts within the Division of Human Resource Management 
(DHRM) worked with subject matter experts from the Nevada Department of Veterans Services, 
and as a result, it is recommended that a title change for the series be made to Veterans Service 
Officer to maintain consistencies nationwide and increase recruitment efforts.  Furthermore, it is 
recommended that the Informational Notes section be updated to clarify required preferences and 
certifications.  It is also recommended that a trainee level be added so incumbents may obtain 
required certification and meet minimum requirements to progress through the series. 

In addition, minor changes were made to the Minimum Qualifications, Education & Experience 
sections of the entire series to account for these recommended changes, to add equivalencies and 
to maintain consistency with formatting and structure. 

These changes will allow for greater flexibility in the recruitment process and will generate a larger 
pool of applicants, both internally and externally.  

Throughout the review, management staff within the Nevada Department of Veterans Services and 
analysts within DHRM participated by offering recommendations and reviewing changes as the 
process progressed and they support the recommended changes. 

 
Note:  Changes to the class specifications are noted as follows: additions in blue and deletions 
in red. 
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POSTING#:  13-19 
Effective:  10/30/18 
 
 

CURRENT APPROVED 

CODE TITLE GRADE EEO-4 CODE TITLE GRADE EEO-4 

10.229 
Mid-Level Medical 

Practitioner 
43* B 10.229 

Mid-Level Medical 

Practitioner 
43* B 

 
BASIS FOR RECOMMENDATION 
 
At the request of the Division of Public & Behavioral Health and the Division of Human Resource 
Management (DHRM), Recruitment Unit, it is recommended that an Informational Note be added 
to the Mid-Level Medical Practitioner class to allow temporary licensure for out-of-state 
applicants. 
 
The Informational Note details that out-of-state applicants must have a temporary license issued 
by the Nevada State Board of Medical Examiners as a Physician Assistant or temporary licensure 
issued by the Nevada State Board of Nursing as an Advanced Practice Registered Nurse at the 
time of appointment.  
 
Minor revisions to the Education & Experience section of the Minimum Qualifications were made 
to account for these changes. 
 
This change will allow for greater flexibility in the recruitment process and create a larger pool of 
applicants on which the agency can draw from. 
 
Throughout the review, management staff within the agency and analysts within DHRM 
participated by offering recommendations and reviewing changes as the process progressed and 
they support the recommended changes. 
 
Note:  Changes to the class specifications are noted as follows: additions in blue and deletions 
in red. 
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POSTING#:  14-19 
Effective:  11/06/18 
 
 

CURRENT APPROVED 

CODE TITLE GRADE EEO-4  CODE TITLE GRADE EEO-4 

 New   6.806 
Administrator, Division 

of Planning 
45 A 

  

BASIS FOR RECOMMENDATION  
 
The Nevada Agency for Nuclear Projects requested, and was approved for, the reinstatement of 
the Administrator, Division of Planning position through the Interim Finance Committee’s (IFC) 
August 2018 meeting.  Per NRS 459.0096 (2) (a), this position is to be placed in the unclassified 
service of the State; however, the IFC directed the agency to establish the Administrator as a new 
classified position until the 80th Legislative session.  This request necessitates the development of 
a temporary class specification that will be abolished when the position is moved back into the 
unclassified service, as mandated by NRS 459.0096.   
 
Under the direction of the Executive Director, the Administrator will coordinate, plan, direct and 
manage environmental and impact assessment activities in the Planning Division of the Nevada 
Agency for Nuclear Projects within the Office of the Governor; lead overall budget and planning 
activities for the Agency; establish goals, objectives, schedules, policies and procedures 
compatible with statutory, regulatory, and Agency requirements; assist in managing and 
overseeing the State’s review of the U.S. Department of Energy’s high-level nuclear waste 
management program and the Yucca Mountain Geologic Repository licensing process before the 
U.S. Nuclear Regulatory Commission; establish organizational structures and provide 
programmatic direction and guidance to most effectively achieve objectives; lead budget 
development for all areas of Agency responsibility; direct and manage contractors; coordinate 
Agency activities with local governments, Native American tribes and communities and interested 
stakeholders; and provide technical assistance. 
 
As the duties are indicative of environmental and land use, it is recommended that this series be 
placed in the 6.000 Engineering & Allied Services Occupational Group, Sub-Group E: 
Environmental & Land Use Services.  Furthermore, it is recommended that the Administrator, 
Division of Planning be allocated at a grade 45; which is one grade above the Chief, Environmental 
Programs.  The one grade difference is supported due to the higher-level of complexity, 
consequence of error and more detailed minimum qualifications required within nuclear waste 
management programs, as well as, the Yucca Mountain Geologic Repository licensing process.  
The Deputy Administrator, Regulatory Agency (6.804, grade 46), Chief, Environmental Programs 
(6.809, grade 44), and Chief, Hydrology Section (6.713, grade 44) were used as comparisons in 
assisting with determining the appropriate grade level.  The EEO-4 job category for this series has 
been determined as follows:  category A – Officials and Administrators.  
 
Also, a footnote was added to the class specification indicating that this is a temporary class 
specification and would be abolished when the positions was moved into the unclassified service. 
 

If the 80th Legislature, amends NRS 459.0096 to remove the requirement of the position being in 
the unclassified service, the note on the class specification will be removed. 
 
Throughout the review, management staff within the Nevada Agency for Nuclear Projects and 
analysts within DHRM participated by offering recommendations and reviewing changes as the 
process progressed and they support the recommended changes. 
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Note:  Changes to the class specifications are noted as follows: additions in blue and deletions 
in red. 
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POSTING#:  15-19 
Effective:  12/13/18 
 
 

CURRENT APPROVED 

CODE TITLE GRADE EEO-4 CODE TITLE GRADE EEO-4 

9.631 Custodial Worker II 23 H 9.631 Custodial Worker II 23 H 

9.634 Custodial Worker I 21 H 9.634 Custodial Worker I 21 H 

9.636 Custodial Worker Trainee 20 H 9.636 
Custodial Worker 

Trainee 
20 H 

  

BASIS FOR RECOMMENDATION  
  
The Nevada System of Higher Education (NSHE) is facing significant challenges in recruiting 
qualified candidates within the current labor market and, as a result, have requested a review and 
modification to the existing Custodial Worker series minimum qualifications, as they are more 
stringent than other classifications within the same occupational group.   
 
Upon review of the class specification, and in consultation with a subject matter expert from 
NSHE, with further review by the Department of Health & Human Services, the Public Works 
Division, Museums & History Division and the Office of the Military, the Education and 
Experience section of the Minimum Qualifications was modified to include an equivalency in lieu 
of graduation from high school or equivalent education.  This change will align the Custodial 
Worker series with the Highway Maintenance Worker (9.117), Maintenance Repair Aid (9.481), 
Maintenance Repair Worker (9.485), Grounds Equipment Operator (9.209) and Grounds 
Maintenance Worker (9.630) class specifications. 
 
Additional minor changes were made to the series concept and minimum qualifications to maintain 
consistency with formatting and structure. 
 
Throughout the review, management staff within both NSHE and identified State agencies, and 
analysts within the Division of Human Resource Management participated by offering 
recommendations and reviewing changes as the process progressed and they support the 
recommended changes. 
 
Note:  Changes to the class specifications are noted as follows: additions in blue and deletions 
in red. 
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POSTING#:  16-19 
Effective:  01/07/19 
 
 

CURRENT APPROVED 

CODE TITLE GRADE EEO-4 CODE TITLE GRADE EEO-4 

 New   9.751 
License Plate Production 

Technician II 
33 G 

 New   9.753 
License Plate Production 

Technician I 
31 G 

  

BASIS FOR RECOMMENDATION  
  
As a result of an Individual Classification Study, and in partnership with subject matter experts 
from the Department of Motor Vehicles (DMV), Central Services and Records Division, License 
Plate Factory, it has been determined that a new classification series should be created as a result 
of a reorganization and restructuring of the License Plate Factory. 
 
The License Plate Production Technician II, under general direction of the License Plate Factory, 
DMV Services Manager, performs the full range of duties as described in the series concept in 
addition to the management of the factory production floor, assisting with the development, 
administration and monitoring of the factory’s budget.  This is the supervisory level in the series.   
 
In reviewing the job duties, it was determined the class aligns with the 9.000 Mechanical & 
Construction Trades Occupational Group; Graphic, Printing and Reproduction Sub-Group J; and 
the EEO-4 job code G – Skilled Craft Workers.  The grade comparison determined that the duties 
align with the Prison Industries Supervisor I, 7.333, grade 33, Program Officer II, 7.647, grade 33, 
and Sign Production Supervisor, 9.737, grade 34. 
 
The License Plate Production Technician I, under general supervision of a higher level License 
Plate Production Technician, performs the full range of duties described in the series concept, in 
addition to oversight of the day-to-day license plate blank layout and production activities; manage 
and oversee the payroll for the inmate work force; assist with the management and preparation of 
monthly material usage and inventory reports; assist with the ordering of supplies for assigned 
production area.  This is the journey level in the series. 
 
In reviewing the job duties, it was determined the class aligns with the 9.000 Mechanical & 
Construction Trades Occupational Group; Graphic, Printing and Reproduction Sub-Group J; and 
the EEO-4 job code G – Skilled Craft Workers.  The grade comparison determined that the duties 
align with the Program Officer I, 7.649, grade 31, Sign Writer, 9.741, grade 31, and Silk Screen 
Printer, 9.739, grade 30. 
 
Throughout the process, management and staff within the DMV and analysts within the Division 
of Human Resource Management participated by offering recommendations and reviewing 
changes as the process progressed and they support the proposed class specification, License Plate 
Production Technician. 
 

Note: This is a new class specification. 
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Personnel Commission Meeting 
March 15, 2019 
 

UPDATE REGARDING THE PRE-DISCIPLINARY REVIEW PROCESS 

At the June 8, 2018, Personnel Commission meeting, regulations were adopted related to the 
disciplinary process, including the pre-disciplinary review, which is the hearing that occurs prior 
to disciplinary action.  At this meeting, Chairperson Fox requested information regarding how the 
pre-disciplinary review process is working, and information regarding the involvement of 
employee representatives during these hearings.  The following information below is a summary 
of the feedback submitted by several large State of Nevada Executive Branch agencies submitted 
to the Division. 
 
Regarding the efficacy of the pre-disciplinary review process, all agencies surveyed believe the 
process is important and working well.  Some comments received were: 
 

• “The pre-disciplinary hearing mechanism is effective to ensure all factors are being 
reviewed, and employee input is obtained, prior to the effective date of the discipline.” 

• “The pre-disciplinary review process can be an effective medium.  It allows the employee 
to meet with an unbiased reviewer and provide responses to the allegations in the 
specificity of charges either verbally or in writing. The employee’s response is taken into 
consideration when the Director makes their final determination.” 

• “Overall, the pre-disciplinary review process is effective and of course, beneficial to 
employees who are facing discipline.” 

 
Regarding whether employees are bringing a representative to the pre-disciplinary review, a 
mixture of comments was received.  Some comments received were: 
 

• “Employees bring a representative 60 percent of the time.” 
• “Of [the agency’s] 16 specificities started in 2018, only 1 brought an AFSCME rep, many 

declined to participate.” 
• “Some employees bring representatives for moral and/or professional support. The 

representatives range from professionals (such as attorneys), association representatives, 
friends and relatives.” 
 

Regarding whether employee representatives are permitted to speak during the pre-disciplinary 
review, a mixture of comments was also received.  Some comments received were: 
 

• “The representative is allowed to confer with the employee; however, the representative is 
not allowed to speak on the employee’s behalf.” 

• “Reps may accompany an employee to the pre-disc, but they are not permitted to 
participate.” 
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• “Representatives are permitted to speak but preferably to add or clarify statements made 
by their clients.  Representatives are usually informed of their role in the process but they 
often speak anyway.  They just cannot disrupt the process.”  

 
In summary, it appears that the agencies surveyed feel the pre-disciplinary review process is a 
positive one in general.  The attendance of employee representatives varies, although all 
agencies adhere to the requirement of allowing representatives.  However, the ability for 
employee representatives to participate clearly varies between the agencies. 
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