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STATE OF NEVADA
PERSONNEL COMMISSION

Held at the Legislative Counsel Bureau, 401 S. Carson Street, Room 3138, Carson City, Nevada 89701; and via video
conference in Las Vegas at the Grant Sawyer Building, Room 4412, 555 East Washington Avenue

MEETING MINUTES
Friday June 8, 2018
(Subject to Commission Approval)

COMMISSIONERS PRESENT

IN CARSON CITY: Ms. Katherine Fox, Chairperson
Ms. Patricia Knight, Commissioner
Ms. Mary Day, Commissioner

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

STAFF PRESENT IN CARSON CITY:
Mr. Peter Long, Administrator, Division of Human Resource Management
(DHRM)
Ms. Shelley Blotter, Deputy Administrator, DHRM
Ms. Beverly Ghan, Deputy Administrator, DHRM
Ms. Carrie Hughes, Personnel Analyst, DHRM
Ms. Michelle Garton, Supervisory Personnel Analyst, DHRM
Ms. Carrie Lee, Executive Assistant, DHRM

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

. CALL TO ORDER, WELCOME, ROLL CALL, ANNOUNCEMENTS

Chairperson Fox: Opened the meeting at approximately 9:00 a.m. She welcomed everyone and took roll, noting that
Alternate Commissioner Mary Day was seated for Commissioner David Sanchez in his absence. She indicated that
newly appointed Alternate Commissioners Susana McCurdy and Dana Carvin were present but not serving.
Chairperson Fox also welcomed Beverly Ghan, the newly appointed Deputy Administrator of the Compensation,
Classification and Recruitment Section.

1. 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. She
asked if there were any public comments. Commissioner Spurlock stated that staff requested that he read some brief
instructions about microphone etiquette for speakers. There were no public comments.

1. APPROVAL OF MINUTES OF PREVIOUS MEETING DATED MARCH 19, 2018 — Action Item

Chairperson Fox: Called for revisions or additions. Commissioner Day: Stated that on page 11 in the packet, page
7 of the minutes, there is an extra word and a missing word where Commissioner Spurlock asked, “...who the Audit
Manager reports to who;” the second “who” shouldn’t be there, and where Ms. Dapice responded, “I believe the Audit
Manager reports to an ESD,” there should be some title after “ESD.” Heather Dapice: Answered it should read,
“ESD Manager.” Chairperson Fox: Inquired if there were any other edits for the minutes and there were none.
Chairperson Fox wanted the record to indicate that Commissioner Day did serve as Commissioner at the March
meeting so she was eligible to render a vote on this item.



Held March 19, 2018

MOTION: Moved to approve the minutes of the March 19, 2018, meeting with the changes noted.

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

V. DISCUSSION AND APPROVAL OF ADDITION OF POSITIONS AND TITLE CODES
APPROVED FOR PRE-EMPLOYMENT SCREENING FOR CONTROLLED SUBSTANCES -
Action Item

A. The Department of Motor Vehicles requests the addition of a classified position and two unclassified
title codes to the list approved for pre-employment screening for controlled substances:

11.358 Compliance Investigator 11, PCN: RE4079
U9005 Deputy Administrator, Compliance Enforcement Division, PCN: RE2013 and WF2014
U9021 Division Administrator, Compliance Enforcement Division, PCN: CC1003

Carrie Hughes: Personnel Analyst with the Division of Human Resource Management, advised NRS 284.4066
provides for the pre-employment screening for controlled substances of candidates for positions affecting public safety
prior to hire. This statute requires an appointing authority to identify the specific positions that affect public safety
subject to the approval of the Personnel Commission. Additionally, federal courts have indicated that pre-employment
drug screening by public entities may constitute a search within the meaning of the Fourth Amendment, and if so,
must be justified by a special need that outweighs the expectation of privacy.

The Department of Motor Vehicles has requested to add the requirement of pre-employment screening for controlled
substances to the positions listed in Agenda Item IV. We are recommending approval of the Compliance Investigator
position, as DMV has indicated that this position performs background checks on members of the public, and a
candidate for this position would be subject to a background check and medical and psychological tests which may
diminish an individual’s expectation of privacy. Additionally, Department of Motor Vehicle positions in this class
have previously been approved for pre-employment screening for controlled substances by the Commission. We are
also recommending approval of the Compliance Enforcement Division’s Division Administrator and Deputy
Administrator, as these positions are required to obtain and maintain Peace Officer Standards and Training (POST)
Category 2 certification, which requires a pre-employment drug screening test. My understanding is that there is a
representative present from the Department of Motor Vehicles if there are any questions. Thank you.

Chairperson Fox: Asked if there were questions or public comment. Hearing none, she made a motion.

MOTION: Moved to approve the addition of positions with the Department of Mator Vehicles for pre-
employment screening for controlled substances to include Compliance Investigator I,
PCN RE4079; Deputy Administrator, Compliance Enforcement Division, PCNs RE2013
and WF2014; and Division Administrator, Compliance Enforcement Division, PCN

CC1003.
BY: Chairperson Fox
SECOND: Commissioner Knight
VOTE: The vote was unanimous in favor of the motion.
V. DISCUSSION AND APPROVAL OF PROPOSED REGULATIONS CHANGES TO NEVADA

ADMINISTRATIVE CODE, CHAPTER 284 — Action Item

A. LCB File No. R098-17
Sec. 1. NEW Letter of instruction: Use and administration.
Sec. 2. NAC 284.458 Rejection of probationary employees.
Sec. 3. NAC 284.692 Agreement for extension of time to file grievance or complaint, or take required
action.
Sec. 4. Section 19 of LCB File No. R033-17, Removal of ineligible grievance or complaint from
procedure.



Michelle Garton: Supervisory Personnel Analyst for the Division of Human Resource Management’s Consultation
and Accountability Unit, presented the regulation amendments contained in LCB File No. R098-17, Agenda Item V-
A beginning with Section 1, Letter of instruction: Use and administration. This amendment places into regulation the
use and administration of Letters of Instruction, which many agencies currently use as a coaching or performance
management tool when areas of deficiency and the need for correction must be addressed and documented. A Letter
of Instruction is not part of the disciplinary process, and no threat of discipline should be included. This regulation
specifies the contents that must be included in the Letter of Instruction and what it must not contain. The requirement
of a meeting between the supervisor and the employee is included in the regulation, and the retention of the letter is
also addressed.

In Section 2, NAC 284.458 the amendments in subsections 1 and 2 of this regulation do not make a change to the
current process and are meant to make clarifications. Subsection 1 clarifies that an employee who is rejected from his
or her initial probationary period and State service may not submit an appeal or a grievance as a result of the decision
by the appointing authority. Subsection 2 clarifies that a permanent employee serving in a trial period in a new position
and is rejected from that trial period may also not submit an appeal or file a grievance as a result of the decision by
the appointing authority. The new subsection 3 in this regulation does make a change to the current process and will
allow the Division of Human Resource Management to remove a grievance or an appeal from the process when either
is filed as a result of a rejection from probation or trial period. Removing appeals and grievances from the process
that have been inappropriately filed will improve efficiency in both processes. There are times when an employee
who has filed a grievance is out of the office for an extended period of time and is unavailable to enter into an
agreement for the extension of time to file the grievance or take required action. This amendment will allow for an
exception to the agreement in certain documented situations which would be determined by the appointing authority
or his or her designated representative. The amendment also allows an appointing authority or his or her designated
representative to make an exception to the agreement for an extension of time to file a grievance or take required
action when there is an investigation pending that is related to a reported allegation of unlawful discrimination.

In Section 4, the amendments to Section 19 of LCB File No. R033-17 make conforming changes consistent with the
amendments to NAC 284.458. As noted in the explanation of change for this regulation and highlighted in the
regulation, during the drafting process the Legislative Counsel Bureau incorrectly referenced NAC 284.384 in
subsection 1. The reference should have been to NAC 284.458, as it is in subsection 2, and the Division requests that
this LCB file be adopted with that change.

Chairperson Fox: Thanked Ms. Garton and asked if the Commissioners had any questions.

Commissioner Spurlock: Asked if on page 45, Section 1, he was missing something. On number 5 it says, “The
supervisor of the employee shall retain a copy of the Letter of Instruction in the supervisor’s working file for the
employee.” Working file, Commissioner Spurlock assumed, is not the formal employee file. “The supervisor must
attach any written response by the employee to the Letter of Instruction.” So, if the employee has some response
regarding the instruction, it could be included. “These documents must not be retained in the permanent personnel
file of the employee unless they are attached to documentation of a subsequent disciplinary action taken against the
employee as documentation of a non-disciplinary action that was taken before a specified disciplinary action was
taken against the employee.” So, they’ve done this. There’s a Letter of Instruction; it’s in this temporary file. Now
something more serious happens and it’s somehow loosely related to something that was mentioned in the initial Letter
of Instruction. So, the supervisor now has the right to take that Letter of Instruction and attach it as maybe more
evidence of this behavior or something that’s part of the formal action. How formal of a document is a Letter of
Instruction, and is it something that’s discoverable if there’s ever litigation?

Michelle Garton: Stated the intent of the regulation here is to say it wouldn’t be necessarily on a formal form
prescribed by the Division of Human Resource Management; it could be a memorandum. It’s to document that the
employee was made aware of the deficiency or the need for coaching when it’s happening to prove that they were told
that. Chairperson Fox: Questioned if this would also provide documentation that the supervisor, prior to taking a
formal disciplinary action, attempted to remediate or correct the performance issue. Michelle Garton: Answered in
the affirmative. Chairperson Fox: Asked if the Commissioners had any other questions, and there were none. She
asked if there were public comments related to this item.

Eddie Bowers: Stated | am a supervisor and have been for the State of Nevada in one area for about eight years. |
have used Letters of Instruction in the past. | love this new regulation obsessively; it’s brilliant and has been needed
for a long time. The only thing | don’t see that would help is a strong assertion as to its retention, how long we should
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keep it, because this has always been an issue if | gave somebody a Letter of Instruction, | maintain that in my
employee file, not their official one. If that employee demonstrates a propensity to continue to transgress in the
future -- and they always do at maybe a year-and-a-half, two years out. There’s no real clear guidance as to how long
I can retain such a document. The State Records and Retention Schedule, which is not, from my lay understanding,
in the Administrative Code or NRS, has a bit of a conflict. | always look to it, though, for some sort of guidance.
When you go into Section 1998157 of the Retention Schedule where it talks about supervisor review records, it
mentions Letters of Instruction in the narration; it also says that these records should not be retained for more than
one review period, so that’s like a year, for an annual evaluation, whereas Section 2004233 of the same Schedule also
references Letters of Instruction and indicates these records should be retained for a period of three calendar years
from the final action in this case. But then it doesn’t make any strong statement about you have to get rid of them. 1
don’t think HR is getting rid of anything relevant to a termination, like a specificity of charges or anything like that,
but I would just comment that a supervisor should have the ability to retain that Letter of Instruction in their
supervisor’s file as long as the supervisor determined it to be relevant.

Shelley Blotter: Noted DHRM is currently working with the Archives Librarian and the State Records Committee
to review all of our records retention schedules, and that was one of the issues that came up during one of the
workshops. The plan is to remove the period of time that is specified as one year from the Schedule so the Letter of
Instruction can remain in the supervisor’s file.

Mavis Affo: Human Resource Manager for the Department of Public Safety (DPS) commented that this is a
wonderful tool for the Department. It has been much needed and provides some guidance that they have not had in a
long time. In her capacity, she has seen different versions of Letters of Instruction; some have included a warning or
a statement of what will be done if you don’t behave a certain way. This really provides some clarity and guidance to
all the agencies, and | think it’s a wonderful step in the right direction. Thank you.

Kevin Ranft: AFSCME Local 4041 representative, stated representative Jeanine Lake could not be present, so my
comments are on her behalf as well. AFSCME Local 4041 represents State employees in numerous aspects for various
agencies. We always like to work with both Peter Long and Shelley Blotter and DHRM employees. Sometimes we
agree to disagree, but when it comes down to it they have done a really good job reaching out and providing direction
to some of the concerns that we’ve had. Letters of Instruction, for example, has been a contention for years for State
employees. Appeal hearing officers for years would not even allow them as part of evidence because it was a
corrective act. Another concern we had is the fact that a Letter of Instruction could be in any type of format. Some
agencies have a prescribed format for them, others use just a memorandum or an email, but there is no area where an
employee would sign. If we’re going to utilize it for a future process like a potential discipline, that’s a huge concern
when an employee may have never seen the memorandum. We’re asking that this Letter of Instruction document has
an opportunity for an employee to sign it. | appreciate Shelley Blotter for including in the regulation the opportunity
for employees to write a letter in response to Letter of Instruction and have that attached, but if the employee doesn’t
see it, that’s going to be a problem if they’re utilizing the Letter of Instruction in a disciplinary process. We are against
the process of the Letters of Instruction being used during the phase of any type of disciplinary actions.

With that being said, Letters of Instruction are often done with a purpose of trying to correct something, notify an
employee of policy, re-encouraging them to take some training to improve. For those reasons, we’re really excited to
have something on the record through regulation, but we want to make sure we get it right, and we’re hoping that
some potential changes come. Things are always advancing, but Letters of Instruction are our concern; is that the first
document that we should be using when it comes to assisting in the disciplinary process? Employers, supervisors, and
managers have a great opportunity to utilize the progressive discipline process, and an oral written warning, we feel,
could be the first one to utilize if it was disciplinary. My last statement would be regarding retention. | think agencies
have demonstrated that it’s up to a director to make a decision regarding their employees if they would like to move
it into six months, a year, three years upon the employee’s request. | think we could work offline on that. Shelley
mentioned that she potentially wanted to change the procedure to one year, but | do think that directors need
clarification that they also have the ability, through discretion, to remove Letters of Instruction from their employee
files.

Shelley Blotter: Thanked Mr. Ranft and stated this was the first time we had heard from you regarding a form to be
signed. 1’m not prepared at this moment to say yes, we’re going to be using a form, because we haven’t workshopped
that idea or talked to our agency personnel liaisons. Because this has been an informal document, that signature hasn’t
been a requirement. A Letter of Instruction doesn’t do any good unless the employee receives it. The idea that an
employee doesn’t see it is a little bit surprising to me, because they can’t change their behavior unless they see it.
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I know we disagree on whether or not this could be used for future documentation for an appeal hearing if there was
suspension or demotion or termination. We feel that it is appropriate because of progressive discipline, as you said,
that some initial measures were taken informally of coaching and training prior to moving on to discipline. 1’'m a little
worried about that the first documentation would be an oral warning, a documented oral warning, because that’s
actually discipline. So, you would hope to take lesser measures first, which would be the Letter of Instruction, and
hopefully, before that, informal conversations would happen. | would anticipate that being first and then the Letter of
Instruction, if necessary, documenting a discussion, and then going into actual discipline; that was our thought process.

Peter Long: Responded so that | understand, Kevin, you appreciate that we’re putting something forward, and | don’t
want to put words in your mouth, but it would be okay for the Commission to approve this as written today with our
promise to work with you to get it revised in the future to try to address your issues, or are you wanting to try to revise
it today, which I don’t think we could do without workshops and getting input?

Kevin Ranft: Answered our intent today is to bring some clarification, and Shelley, just to answer your quick question
regarding the oral written document, absolutely, |1 would like to have Letters of Instruction, any type of training, any
type of other action prior to any discipline. 1’m just talking for purposes of going through a disciplinary or an appeal
process, the first document that should be used is an oral written warning, not a Letter of Instruction, to be consistent
with past practice. If an employee is going to continuously to have problems, that oral written warning or multiple
oral written warnings or letter of written reprimand and so forth should be enough evidence to show a hearing officer
that there’s a problem with an employee. So, the Letter of Instruction, again, is a corrective act, and we are concerned
that that is not a grievable document by an employee. Say an employee has a conflict with a supervisor. An employee
sees a Letter of Instruction, but may not have an ability to challenge that. That’s kind of why we knew this would
pass, so we just ask for it to be put in for the Letter of Instruction, the employee’s response letter to be attached to it.
We’re okay with that, there’s always room for improvement, and we’re happy to see that there’s a start. This is the
Letter of Instruction process for supervisors to have. Maybe even if a new policy needs to be written, the Letters of
Instruction are intended for the purposes of use. That’s the biggest thing, that supervisors may use it as more of an,
“l got you,” type of situation, not as a corrective act. We’re neutral on this today, but we’re always happy to work
with DHRM and this body to ensure success for State employees.

Mr. Ranft continued, addressing Item V-A, Section 2, rejection from probation. | get the content of what’s being done
here today. It’s actually adding not only can an employee not file an appeal, that’s already cited in the NAC, when it
comes to being rejected from a probationary status or a trial period status, they cannot now file a grievance. Of course,
they’ve never been able to file a grievance. The Grievance Committee has slowly taken away, we feel, employees’
rights to be heard at that phase of the Employee-Management Committee; we are concerned with that. We’re going
the opposite direction we feel we need to go, because there’s a broken process when it comes to employees being
rejected from probation or trial status without being given the opportunity to have that additional training, to have
documented mandatory 3-, 7- and 11-month evaluations. Some management, some supervisors, not all, are waiting
until the last minute and then letting these employees go with no recourse, but also with no training or guidance.
There’s no accountability for these supervisors or management. It says “law” for a reason, not because of a personality
conflict, but there’s no way for that employee to really bring their information to the table other than to say, “I disagree
with this,” and maybe write a letter to the director asking for reconsideration; there’s no process for the employee.
So, yes, we’re taking away the grievance process that really was never utilized. We’re really not fixing the process,
and the process needs to cite accountability and needs to be held and reviewed by DHRM if a 3-, 7-, and 11-month
evaluation was not completed on that employee. We’re asking for different things out of employees to hold them
accountable, but we need to hold supervisors and management equally accountable, and it’s not all supervisors.
There’s a lot of great ones out there, but there are some that misuse this process because of personality conflicts. | feel
that this process cites appeals. This NAC, where it says appeals, does not preclude whistleblower appeals. | believe
that’s a whole other avenue of recourse and due process, but I just want to make it known. | appreciate your time on
that item. | do have one last item under V-A, Section 3; and that’s for extension of time. We are concerned with NAC
284.692, Section 3, of the proposed language where the appointing authority may unilaterally extend the time. We
absolutely 100% support a lot of these reasons behind the reason and need for the extension and why the appointing
authority would need to do that. However, when it comes to an investigation or an EEOC complaint, we just want to
make sure that, especially under 4, where the Committee has the right to review and extend the time provided pursuant
to Section 3, we do not want a generic cutoff to say a grievance has been filed and an investigation or EEOC has been
filed, but if they’re not similar, a grievance shouldn’t just automatically be put on hold for an extended period of time.
It has to be a similar subject matter, and we’re asking for that to be clarified or changed, but ultimately, clarification
would be okay. And with that being said, we would have no problem with this proposal today. | appreciate your time;
thank you.
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Shelley Blotter: Clarified that if employees are in a probationary or trial status, they have not been able to grieve or
appeal their rejection from probation. In Section 2, subsections 1 and 2, there is wordsmithing going on; it looks like
a lot of new language and strikeouts but no changes are being made to the rights of employees. The actual changes
occur in subsection 3.

Kevin Ranft: Asked for clarification on the whistleblower, that is a separate process; is that’s not intended?
Shelley Blotter: Confirmed that to be correct.
Michelle Garton: Also confirmed that to be correct.

Chairperson Fox: Stated | believe I’m hearing that the concern for these changes to LCB File No. R098-17 that you
have identified it would be a good idea for the Division to work on a standard form that could be used for a Letter of
Instruction and that most certainly we would want the employee to sign that they’ve been informed about this Letter
of Instruction to improve performance or change a certain behavior. | also heard you say that AFSCME has a problem
with the rejection from probation of a probationary employee if no performance evaluations have been done on that
employee, and | can’t agree with you more on that. | think that’s what | consider to be not a good supervisory practice,
for someone to be employed in any organization to believe that they’re a standard performer or better, and then at the
11th month, they get rejected from probation. | hesitate, but | do believe that the Division would provide guidance
counsel to any department and say, it’s not appropriate for you two weeks before these employees get off probation
to then reject them from probation. | do believe we as professionals all believe that to be an unacceptable practice to
reject someone like that, and | do believe that it was just clarifying language within Section 2 that does not change
management’s right to reject someone from probation or a trial period. | think that summarizes how | see things based
upon the comments provided. She asked if the Commissioners had any questions regarding LCB File R098-17.
Chairperson Fox asked if a workshop was held involving these changes.

Shelley Blotter: Confirmed there was.
Commissioner Mauger: Asked if a representative from AFSCME attended.

Shelley Blotter: Responded Mr. Ranft had provided comment. He wasn’t present, but | read the comments into the
record, and some of these issues are new today.

Commissioner Mauger: Continued, they did not come up at your workshop, because a lot of this could have probably
been done if the changes were discussed in depth as they are today. I’'m just curious, one, did it come up, and two,
was there a representative there?

Shelley Blotter: Answered Mr. Ranft was occupied elsewhere that day, and he had given me comments to read into
the record, which | did, and they were considered. | believe that we made a change based on a part of that. Some of
these comments are new to me today.

Tom Donaldson: Came forward for public comment and introduced himself as one of the law partners with the Dyer-
Lawrence law firm in Carson City, and legal counsel for both the Nevada Highway Patrol Association (NHPA) and
the Nevada Corrections Association (NCA). Regarding the Letter of Instruction addition to NAC 284, | have seen
these many times over the years; some agencies use them, some don’t. Some have written policies on them, some
don’t as well. 1 commend the Commissioners and staff for preparing a section of NAC to formalize this and to clarify
that it’s not part of the formal disciplinary process; however, | believe that consistent with the Records Retention
Schedule, there should be a 1-year limitation at most, or the annual review period, as indicated by Lieutenant Bowers
with DPS. DPS does have the practice of removing the Letters of Instruction within a year, or with a review period,
on a regular basis. I think if any change is going to be made to the Retention Schedule, it should be that the three
calendar years be taken out, because it is clarified that the LOI, or Letter of Instruction, is not discipline. The section
related to the discipline and a Letter of Instruction in the Retention Schedule is the part that should be revised, frankly,
and | guess that’s for a later date. But at this point, given the current retention schedule, I would request on behalf of
NHPA and NCA that a 1-year limit on a Letter of Instruction in the working file be added to the language, or for the
Letter of Instruction to be removed upon the anniversary date of the evaluation date of the employee.

Chairperson Fox: Thanked Mr. Donaldson and asked if there was any additional public comment related to this
item.



Eddie Bowers: Responded to something that Mr. Donaldson said about Letters of Instruction being used in
furtherance of discipline. There have been many occasions where 1’ve used my role as a supervisor, as a coach, and
as a mentor to document and try to go out of my way to help an employee succeed. There doesn’t have to be a certain
nefariousness attached to somebody’s behavior; I just didn’t want it to escape your glance as you vote that there are
many times when performance simply becomes misconduct because nothing gets traction. No help you try to give,
no mentoring you try to give hits the point or hits somebody to where a division needs them to be. So I absolutely
support the way the language is written now with respect to any type of these mentorings in the form of a Letter of
Instruction being attached to discipline, because it provides a reasonable historical picture of what has been done to
help those employees.

Chairperson Fox: Thanked Mr. Bowers for his comments and asked the Commissioners if there were any additional
questions related to this item.

MOTION: Moved to approve changes to Nevada Administrative Code Chapter 284, specifically: LCB
File No. R098-17, Section 1, NEW Letter of instruction; Section 2, language changes for
rejection of probationary employees; Section 3, Agreement for extension of time to file
grievance or complaint, or take required action; and Section 4, to clearly identify that the
citation should be NAC 284.458.

BY: Chairperson Fox

SECOND: Commissioner Knight

DISCUSSION: Commissioner Mauger: Said he had a question on the motion and needed some
clarification. He asked if a recommendation that these changes that were brought to our attention today
that were not presented in the workshop could be and would be discussed between the parties at a
mutually agreed to time would happen or is that just a suggestion? Peter Long: Answered that will
happen at the discretion of the parties that came forward this morning. DHRM will commit to work with
them if they make themselves available. Chairperson Fox: Thanked Commissioner Mauger.

VOTE: Motion passed unanimously.

V-B. LCB File No. R119-17
Sec. 1. NAC 284.888 Request for employee to submit to screening test: Interpretation of grounds;
completion of required form.

Carrie Hughes: Presented the regulation amendments proposed for permanent adoption in LCB File No. R119-17.
This amendment removes language from subsection 3 to make the regulation consistent with NRS 284.4065, clarifying
that when an appointing authority requests an employee to submit to an alcohol and/or controlled substance test due
to one of the reasons outlined in subsection 2 of NRS 284.4065, the form referenced in subsection 2 of this regulation
is not required. Additionally, the amendment changes the word “accident” to “crash” based on statutory amendments
made during the 2015 State Legislative Session.

Chairperson Fox: Thanked Ms. Hughes and asked if there were any questions from the Commissioners.

Commissioner Spurlock: Stated on page 51, Section 1, subsection 4(a), 1 and 2, it says, “ “Substantial damage to
property” includes, but is not limited to: 1. The operation of a motor vehicle in such a manner as to cause more than
$500 worth of property damage,” that can be done multiple ways. | think | understand that, “or; 2. The operation of
a motor vehicle in such a manner as to cause two crashes which cause damage to property within a 1-year period.”
Do we mean it has to be two vehicles? 1’m not sure what that means. You could spin out a State vehicle in the desert
and cause damage to the underside just from gravel. 1’m not really sure what the intent is of “crash” versus “accident”
language and the “two.”

Shelley Blotter: Responded it could be a single vehicle crash. It could be you’re in a snow plow and you crash it
against a guardrail or it could be any interaction with two vehicles. The two is referring to two incidences.

Chairperson Fox: Thanked Ms. Blotter for her comments and asked the Commissioners if there were any additional
questions related to this item. Hearing none, she entertained a motion.



MOTION: Moved to approve Item V-B, LCB File No. R119-17, Section 1, NAC 284.888 Request for
employee to submit to screening test: Interpretation of grounds; completion of required

form.
BY: Commissioner Mauger
SECOND: Commissioner Day
VOTE: Motion passed unanimously.

V-C. LCB File No. R121-17
Sec. 1. NAC 284.358 Types of lists and priority for use.
Sec. 2. NAC 284.360 Reemployment lists; certification or waiver of lists.
Sec. 3. NAC 284.361 Use of lists and consideration of eligible persons.
Sec. 4. NAC 284.618 Layoffs: Voluntary demotions.

Beverly Ghan: Introduced herself as Deputy Administrator with the Division of Human Resource Management
Compensation, Classification, and Recruitment Section. She presented the regulation amendments proposed for
permanent adoption in LCB File No. R121-17. In Section 1, the proposed amendment to NAC 284.358 requires the
appointing authority to recognize the reassignment list as a priority list which should be used after the reemployment
list when available. It also requires the appointing authority to follow the order listed in the regulation when using
the priority list. Additionally, the amendment requires agencies to contact the Division of Human Resource
Management to determine if such a priority list exists before proceeding to other available eligible lists and/or
recruitment. In Section 2, the proposed amendment to NAC 284.360 revises procedures to clarify the order that the
Division of Human Resource Management must follow when certifying and providing eligible lists to the appointing
authority as established in NAC 284.358. There are also some conforming changes made to subsection numbers. In
Section 3, the proposed amendments to NAC 284.361 requires the integration of names of eligible persons for
reassignment onto the reassignment list. There are also some conforming changes made to subsection numbers here.
In Section 4, the amendment made to NAC 284.618 changes the reference made from subsection 3 to subsection 4 to
accommodate the change made in NAC 284.361.

Chairperson Fox: Thanked Ms. Ghan and asked for questions or comments.

Molly Koch: Introduced herself as being with the Department of Employment, Training and Rehabilitation. She
commented in regard to subsection 3, mandating or requiring that the appointing authority contact DHRM by phone
or by email to determine if the priority list process has been used. My concern with that is it seems redundant because
as the person certifying the list they must follow that priority list process in order to certify a list. It seems redundant
because once we certify that list, we certify that we checked all those lists before we made that certification. 1 just
had some concern in regard to that language. As a delegated agency with a large number of delegated classifications,
we run into this quite a bit, and our recruitment techs are trained to go through that process in order to process and
certify that list.

Beverly Ghan: Responded it’s a little bit different with delegation agreements, because you have the authority as a
delegated agency to do those steps yourself. Other agencies who have to come to us directly to check all those things,
this is where that emphasis is important for us, that it happens before they do anything else. Molly Koch: Responded,
the DHRM staff member who is certifying those lists would have to follow those same processes before they certify
a list anyway. For someone who is going through and certifying all those lists, for them to go back and say, yes, |
checked these lists before | certified this list, it seems like an extra step and redundant, which is my concern. Beverly
Ghan: Replied she appreciated that, but again, it’s really important for us to make sure this happens to agencies who
would jump to try to fill a vacancy and we’re trying to make sure that everybody knows and is in the same place
before they do anything. We have to be aware, so we can be checking all the steps.

Chairperson Fox: Asked for additional public comment. Hearing none, she entertained a motion.

MOTION: Moved to approve Item V-C, LCB File No. R121-17, Section 1, NAC 284.358, Types of
lists and priority for use; Section 2, NAC 284.360, Reemployment lists; certification or
waiver of lists; Section 3, NAC 284.361, Use of lists and consideration of eligible persons;
and Section 4, NAC 284.618, Layoffs: voluntary demotions.

BY: Commissioner Mauger
SECOND: Commissioner Knight
VOTE: Motion passed unanimously.



V-D LCB File No. R150-17
Sec. 1. NEW Procedure to request hearing to determine reasonableness of dismissal, demotion or
suspension.

Sec. 2. NAC 284.589 Administrative leave with pay.

Sec. 3. NAC 284.642 Suspensions and demations.

Sec. 4. NAC 284.656 Notice.

Sec. 5. NAC 284.6561 Pre-disciplinary review.

Sec. 6. NAC 284.778 Request for hearing and other communications.

Michelle Garton: Stated Section 1, Procedure to request hearing to determine reasonableness of dismissal, demotion,
or suspension, is a newly proposed regulation that moves the procedures for an employee who is dismissed, demoted,
or suspended to request a hearing by a hearing officer into a separate regulation. This will serve to distinguish the
hearing that may be requested after disciplinary action has been taken from the hearing that occurs prior to disciplinary
action, now referred to as a pre-disciplinary review which will be presented in a moment. Also included in this new
regulation is the effective date of a dismissal, demotion, or suspension is the first day that the disciplinary action takes
effect. In the case of a 5-day suspension, for example, the effective date of the discipline is the first day and not any
other day after that up to the fifth day. Finally, if the appointing authority’s final determination of discipline is
provided to the employee, he or she must include that documentation along with his or her appeal. The amendments
to Section 2, NAC 284.589, specify that the provisions requiring an appointing authority to grant administrative leave
with pay pertain to an employee to prepare for, and appear at, his or her pre-disciplinary review. As noted in the
explanation of change for this regulation on page 60 of your binders and highlighted on page 61, the Division is
recommending the adoption of this regulation with the word “and” rather than “or.” The highlighted language provided
on page 2 of the handout in the front of your binders, and available in the back of the room for the public today, is the
language the Division is recommending. This will ensure that up to eight hours of administrative leave will be granted
to an employee for each type of meeting rather than a combination of up to eight hours for both types of meetings.
Section 3, NAC 284.642 simply makes a conforming change to incorporate the new regulation presented in Section 1
of this LCB file into regulation. Section 4, NAC 284.656 of this regulation makes a conforming change to replace
“hearing” with “pre-disciplinary review,” because the requirement for the pre-disciplinary review pursuant to NAC
284.6561 is being described here. Section 5, NAC 284.6561. The amendments to this regulation replace the term
“hearing” with the term “pre-disciplinary review” to describe the meeting that is required prior to disciplinary action
being taken. The amendment to subsection 5 will include that an employee will have the opportunity to rebut
allegations made against them and provide mitigating information. This will assist an employee in preparation for the
pre-disciplinary review. Also included in the amendments to this regulation is that the effective date of the dismissal,
demotion, or suspension is the first day that the disciplinary action takes effect. Finally, subsection 9 has been removed
from this regulation because it provides the basis for the new regulation presented in Section 1 of this LCB file.
Section 6, NAC 284.778, provides the manner in which a request for a hearing after disciplinary action has been taken
must be made. The amendment specifies that such a request be made for a hearing on the appeal rather than a request
for an appeal.

Chairperson Fox: Stated because | can be a process person sometimes, an investigation is conducted, and a decision
is made, let’s say, to suspend an employee for 10 days. Prior to meting out that discipline, there’s a pre-disciplinary
review process where the employee has the opportunity to rebut, clarify the results of the investigation and the
proposed disciplinary action. That’s a whole separate process from, “I’m suspended for 10 days and now | want to
go to a hearing.” That 10 days would commence at the first day of the suspension, is that correct? Michelle Garton:
Confirmed this was correct.

Chairperson Fox: Asked if there were questions or comments.

Kevin Ranft: Stated he was appreciative of the opportunity to speak on behalf of State employees’ concerns. He
said AFSCME is actually very grateful for clarifying language throughout these sections. A lot of concerns over the
years with State employees not understanding the clarification when the hearing comes forward or they file an appeal,;
this really just provides a lot of great detail for clarification. | do have a concern on Section 5, and | ask DHRM and
this body to consider another clarification change or maybe what the intent of the purpose is. Often, representatives
like myself or an individual of the employee’s choosing will attend these pre-disciplinary hearings; there’s just no
consistency. Agencies often will allow us to speak on behalf of the employee that’s really nervous or who doesn’t
understand the process. This is their opportunity to really be given a chance to fix any concerns prior to the formal
disciplinary action taking place, but there’s also a lot of agencies that don’t allow the person of their choosing or the
representative to speak. The employee goes in there, or they don’t have the words to express, and the decision is
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upheld by the appointing authority. We’re sitting there with our hands tied. I’m not going to call out the agencies,
but some even go as far as putting in their letter that they read to the employee, specifically saying, “Your
representative cannot speak today. | want to hear from you only.” We don’t feel that that’s what the intent is of this.
So, we feel this is a great opportunity to simply add under NAC 284.6561, Section 5, where the new language says,
“The employee will be given an opportunity to rebut the allegations against the employee and provide mitigating
information,” to also say an employee “and/or an employee’s representative.” | think with those simple terms, it could
allow an opportunity or even prevent an appeal hearing from going forward, saving the State a lot of money. There’s
a couple different sections that can be processed. If it’s not done through change today, I think it can be done through
DHRM notifying agencies, saying allow the employee’s representative or the person of their choosing to be a part of
the process during the pre-disciplinary hearings.

Shelley Blotter: Responded we haven’t had an opportunity to discuss this ahead of the meeting today; | don’t have
any objections to that language. | believe that’s the intent, that it would be an informal process. Peter Long:
Responded I think that that may be the intent. 1’m not sure, but currently, the regulation is specific to the appointing
authority and/or his or her designated representative and the employee. So, | think that since the first section talks
about a designated representative and it’s specific to employee only, that I’m unsure that we would have the authority
to tell an agency that they have to allow a representative there. 1’m certainly willing to discuss that as we move
forward, but I don’t want to put something in place or suggest something be put in place without agencies having the
opportunity to weigh in on this.

Kevin Ranft: Replied there’s already a regulation that allows us as representatives to be present at the hearing, so
we already attend these. We just want to make sure that we have a voice to ensure that the employee is successful.
We’re missing an opportunity here, and | think that if an employee could show through their representatives that the
agency missed something, rather than providing a 10-day, a 5-day suspension, or maybe even a termination, if it could
be discussed through means of testimony or providing necessary documents or explaining those necessary documents.
Often these employees will provide a document, but they don’t get the message across of what it is intended for and
how it’s to be used for the recommendation when they go back to the agency. | get that, and going back to the
regulation which is already there, agencies use it or interpret it differently. If we don’t correct it today offline, we
could look at the intent of the original NAC and maybe advise these agencies to allow the prevention of potentially
unnecessary suspensions, demotions, or terminations. | thought maybe this would be a good avenue to put that in there
to ensure success for the employee. Peter Long: Responded | don’t disagree with you that that might be beneficial.
All I’'m saying is that the way the reg is written now, | can’t commit to that without us going back and seeing what
the intent was when the reg passed and then | would be more comfortable providing that direction if that was the
intent, or to suggest a change by the Commission to the verbiage absent input from agencies on that. So, I’m not
disagreeing with you. That wasn’t what | wanted to represent.

Chairperson Fox: Asked once these changes to the Nevada Administrative Code occur, is there training sessions or
information provided to division HR representatives about the use of these items, and could there be some narrative
that says departments are encouraged to have the employee bring a representative of their choosing to this informal
meeting so that somehow we can get employees feeling comfortable if they need to have a representative with them
at the informal piece? They can do so and that representative can speak for that employee.

Peter Long: Added | won’t say that there’s training provided to agencies for every new regulation that passes, but
we do send out all new regulations and amended regulations once approved, usually with an explanation, and we are
there to answer any questions. If the determination is that that was the intent of this, we could certainly include that
in the handouts that we provide the agencies.

Commissioner Mauger: Stated a lot of my questions in these hearings is when they hold workshops, that was there
a labor representative present, and to my knowledge, | don’t remember ever hearing “yes.” It’s frustrating to me to
sit here and listen to all these questions come up that could have been done in the workshop. There’s a lot of questions
here that, to me, should have come up in the workshop, and | think the representative should make more of an effort
to participate in those workshops to help alleviate what we’re now going through.

MOTION: Moved to approve LCB File No. R150-17 for changes to the Nevada Administrative Code,
Section 1, NEW Procedure to request hearing to determine reasonableness of dismissal,
demotion, or suspension; Section 2, NAC 284.589, Administrative leave with pay; Section
3, NAC 284.642, Suspensions and demotions; Section 4, NAC 284.656; Section 5, NAC
284.6561; and Section 6, NAC 284.778, with the language that was provided to the
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Commissioners in their packet that says under NAC 284.589, Administrative leave with
pay, up to 8 hours for preparation for any pre-disciplinary review and up to 8 hours for
preparation for any hearing described in paragraph 6(e).

BY: Chairperson Fox
SECOND: Commissioner Knight
VOTE: Motion passed unanimously.

Chairperson Fox: Requested if we could have an update in December or 2019 about how the pre-disciplinary review
process is going; is it found to be an effective mechanism, and additionally, if employees are bringing a representative
with them and does that representative have an opportunity to speak.

V-E LCB File No. R151-17

Sec. 1. NAC 284.5385 Annual leave: Leave without pay; catastrophic leave; receipt of benefits for
temporary total disability.

Sec. 2. NAC 284.544 Sick leave: Leave without pay; catastrophic leave; receipt of benefits for temporary
total disability; computation.

Sec. 3. NAC 284.5775 Temporary total disability: Use of sick leave, compensatory time, annual leave
and catastrophic leave; leave of absence without pay.

Sec. 4. NAC 284.882 Administration of screening tests.

Carrie Hughes: Presented the regulation amendments proposed for permanent adoption in LCB File No. R151-17.
The amendments to Sections 1, 2, and 3 bring into agreement the provisions relating to sick and annual leave when
used in combination with the temporary total disability benefit under the Workers’ Compensation Program. The
amendments standardize the language “leave of absence without pay” across the three regulations. Finally, the
Legislative Counsel Bureau has replaced references to statutes with references directing to NAC 284.5775, removed
provisions in NAC 284.5385 and 284.544 that are addressed in NAC 284.5775, and consolidated similar provisions
in NAC 284.5385 and 284.544 to a single provision in NAC 284.5775. The amendment in Section 4 addresses the
breath alcohol testing equipment standard. As of January 1, 2018, alcohol breath testing regulated by the U.S.
Department of Transportation may be performed on equipment approved by the National Highway Traffic Safety
Administration, but not yet published on their conforming products list. This amendment is intended to conform NAC
284.882 to the new U.S. Department of Transportation standard. Matching equipment standard for testing that is and
is not federally regulated will prevent the need to identify or track which collection sites can be utilized for testing
that are and are not subject to US Department of Transportation regulation.

Chairperson Fox: Thanked Ms. Hughes and asked if there were questions or comments. Hearing none, she
entertained a motion.

MOTION: Moved to approve Item V-E, LCB File No. R151-17, Section 1, NAC 284.5385, Annual
leave: Leave without pay; catastrophic leave; receipt of benefits for temporary total
disability; Section 2, NAC 284.544, Sick leave: Leave without pay; catastrophic leave;
receipt of benefits for temporary total disability; computation; Section 3, NAC 284.5775,
Temporary total disability: Use of sick leave, compensatory time, annual leave and
catastrophic leave; leave of absence without pay; and Section 4, NAC 284.882,
Administration of screening tests.

BY: Commissioner Knight
SECOND: Commissioner Day
VOTE: Motion passed unanimously.
VI. DISCUSSION AND APPROVAL OF PROPOSED CLASS SPECIFICATION MAINTENANCE

REVIEW OF CLASSES RECOMMENDED FOR REVISIONS - Action Item

A. Fiscal Management & Staff Services
1. Subgroup: Actuarial/Research/Grants Analysis
a. 7.711 Insurance and Loss Prevention Specialist
2. Subgroup: Public Information
a. 7.814 Geologic Information Specialist
b. 7.849 Publications Editor Series

11



Heather Dapice: Supervisory Personnel Analyst for the State of Nevada’s Division of Human Resource Management,
Classification Unit, presented the recommendation for changes to the Fiscal Management & Staff Services, Subgroups:
Actuarial/Research/Grants Analysis, and Public Information, as part of the biennial class specification review process.
These are Items VI-A-1-a, VI-A-2-a, and VI-A-2-b on the agenda. Beginning with Item VI-A-1-a, Insurance and Loss
Prevention Specialist, in consultation with subject matter experts from the Department of Administration and the
Department of Transportation, it is recommended that minor revisions be made to the series concept to clarify duties and
responsibilities and to update verbiage. Also, minor changes were made to the minimum qualifications in order to
maintain consistency with formatting and structure. Moving on to Item VI-A-2-a, Geologic Information Specialist, in
consultation with subject matter experts from the Nevada System of Higher Education, University of Nevada, Reno, it
was determined that the class concepts, minimum qualifications, and knowledge, skills and abilities were currently
consistent with expectations and required no changes at this time; however, minor changes were made to the minimum
qualifications, again, to maintain consistency with formatting and structure.

Lastly, Item VI-A-2-b, Publications Editor. In consultation with subject matter experts from the State Controller’s Office,
it is recommended that minor changes be made to the series concepts and minimum qualifications to refresh language and
to better reflect current methods and practices utilized in the field. Minor changes were also made to the minimum
qualifications to maintain consistency with formatting and structure. Through the course of these studies, management,
agency staff, and analysts within the Division of Human Resource Management participated by offering recommendations
and reviewing changes as the process progressed, and they support these recommendations.

Chairperson Fox: Thanked Ms. Dapice and asked if there were any questions or comments; there were none. She
entertained a motion.

MOTION: Moved to approve changes to the class specifications for the Fiscal Management & Staff
Services group, Subgroup: Actuarial/Research/Grants analysts, Class Code 7.711, Insurance
and Loss Prevention Specialist; Subgroup 2, Public Information, Class Codes 7.814 and 7.849,
Geologic Information Specialist and Publications Editor Series.

BY: Commissioner Day
SECOND: Chairperson Fox
VOTE: Motion passed unanimously.

B. Mechanical & Construction Trades
1. Subgroup: Graphics, Printing & Reproduction
a. 9.715 Offset Press Operator
b. 9.731 Offset Machine Operator Series
c. 9.739 Silk Screen Printer

Heather Dapice: Presented the recommendation for changes to the Mechanical & Construction Trades, Subgroup:
Graphics, Printing & Reproduction as part of the biennial class specification review process, Items VI-B-1-a, VI-B-
1-b, and VI-B-1-c on the agenda. Beginning with Item VI-B-1-a, Offset Press Operator, in consultation with subject
matter experts from the College of Southern Nevada, it is recommended that the revisions be made to the series
concept and minimum qualifications to update occupational language, reflect current methods and practices being
used and to maintain consistency with formatting and structure. Item VI-B-1-b, Offset Machine Operator, in
consultation with subject matter experts it is determined that the class concepts, minimum qualifications, and
knowledge, skills and abilities are consistent with current expectations and require no changes at this time; however,
minor revisions were made to maintain consistency with formatting and structure to the minimum qualifications.
Lastly, Item VI-B-1-c, Silk Screen Printer, in consultation with subject matter experts from the Department of
Transportation, it is recommended that revisions be made to the series concepts and minimum qualifications to update
occupational language, reflect current methods and practices being used, and to maintain consistency with formatting
and structure. Through the course of these studies, management, agency staff, and analysts within the Division of
Human Resource Management participated by offering recommendations and reviewing changes as the process
progressed, and they support these recommendations. We respectfully request that the Personnel Commission approve
the recommended changes to the Offset Press Operator, Offset Machine Operator, and Silk Screen Printer series
effective this date.

Chairperson Fox: Thanked Ms. Dapice and asked if there were any questions or comments; there were none. She
entertained a motion.
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MOTION: Moved to approve VI-B-1-a, Class Specification Maintenance Review, Mechanical and
Construction Trades, Subgroup: Graphics, Printing, & Reproduction, 9.715, Offset Press
Operator; VI-B-1-b, 9.731, Offset Machine Operator Series; and VI-B-1-c, 9.739, Silk
Screen Printer.

BY: Commissioner Mauger
SECOND: Commissioner Day
VOTE: Motion passed unanimously.
VII. REPORT OF UNCONTESTED CLASSIFICATION PLAN CHANGES NOT REQUIRING

PERSONNEL COMMISSION APPROVAL PER NRS 284.160

Posting #13-18
6.208 Professional Land Surveyor |1
6.210 Professional Land Surveyor |
Posting #14-18
7.634 Executive Branch Budget Officer 1l
7.632 Executive Branch Budget Officer |
Posting #15-18
3.530 Transportation & Safety Attendant I11
3.535 Transportation & Safety Attendant Il
3.540 Transportation & Safety Attendant |
Posting #16-18
12.392 Casework Management Specialist Supervisor
12.393 Casework Management Specialist 1V
12.394 Casework Management Specialist 111
12.395 Casework Management Specialist 11
12.396 Casework Management Specialist |
Posting #17-18
10.306 Psychiatric Nurse IV
10.305 Psychiatric Nurse 111
10.307 Psychiatric Nurse 11
10.309 Psychiatric Nurse |
Posting #18-18
10.540 Marijuana Program Supervisor
10.541 Marijuana Program Inspector Il
10.542 Marijuana Program Inspector |
Posting #19-18
10.352 Registered Nurse V
10.354 Registered Nurse 1V
10.355 Registered Nurse 111
10.359 Registered Nurse 11
10.358 Nurse |

Chairperson Fox: Asked if there were questions. There were none.

VIIl.  SPECIAL REPORT - PRESENTATION OF HEARING OFFICER CASE HANDLING
STATISTICS

Shelley Blotter: Stated at the last Personnel Commission Meeting, Commissioner Mauger had some questions
regarding our Hearing Officers and their case handling statistics, and | wanted to make certain that we brought that
information to this meeting. The information that we capture is related to the cost, the average length of cases and
outcomes. The Division relies upon the Hearings Division to conduct the Customer Satisfaction Survey. The Hearings
Division conducted a survey last year, but unfortunately, it went to a small group of individuals that were involved in
cases, and they only received one response. They created a more robust survey group this year and they indicated that
they will have survey results for us that could be available at the next meeting. 1’d like to go ahead and discuss what
we have before us. As a reminder, the Hearings Division is our primary contractor for providing the service, and Mr.
Charles Cockerill is the independent contractor that also provides services. So you see two lines of statistics for the
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average number of days from appeal to outcome. Both entities are well within the average number of days that are
expected, under 6 months.

On the second page, the average cost per appeal; again it’s within a reasonable tolerance, what we would expect to
see and not significantly higher or lower than when we had all independent contractors. | would say for the record for
FY15 it looks like Mr. Cockerill had a significantly higher charge rate, but that was really due to him taking on two
cases that required him to travel, and so those per diem rates were included, and the Hearings Division asked him to
take those on. So, it was an extraordinary circumstance and not something that should be held against him for future
consideration. As far as the outcomes, they’re well within reason of what we saw historically for both the Hearings
Division as well as Mr. Cockerill. We’re not at a place where the Commission needs to consider renewing their
contracts; this is an update of information, and we’re generally satisfied with both entities at this time.

Commissioner Mauger: Stated | have a question on the amount of hearings in the first year, 15, versus the amount
of hearings that we are now hearing, which is considerably less. Is there some indicator as to why? Shelley Blotter:
Replied I didn’t bring the statistics along with me, but | believe there are a lower number of appeals, generally; there
are fewer appeals being filed at this point. Commissioner Mauger: Responded I did receive the outcomes of hearings
from the last meeting to this meeting, and | appreciate it and thank you very much. | personally would prefer to see it
once a year rather than once every three years; it gives me a better perspective. Shelley Blotter: Stated we’ll make a
note of that, to provide it on an annual basis, and in my wishful thinking, 1’m hoping that managers and employees
are doing a better job of resolving these types of things at an earlier stage.

Chairperson Fox: Asked if there were any additional questions or comments.

Kevin Ranft: Appreciated the opportunity to really look at this data; State employees often go to hearing as a last
resort. There’s a handful of hearing officers out there that are very fair on both sides, but there’s a lot of them out
there that we feel are not as objective as we would like. So we really look forward to participating in this survey that’s
just been released. 1 also want to let you know that there’s a lot of settlements that our organization and State
employees in general agree to, and | think sometimes it’s even before it gets filed through the appeal process. Maybe
we don’t always see those stats and sometimes the Deputy Attorney Generals will reach out to us before an appeal is
even filed. The process, I think, has some room for improvement, and we’re looking forward to not only doing the
survey, but hopefully a survey on how to improve the process in the future.

Chairperson Fox: Noted it will be interesting to see those results when they come in, but | do echo what you had to
say. | think in particularly in the last five years, the Division has really strived to have processes in place that, in some
ways, demand a better dialogue between managers and employees hoping to remediate the situation at the lowest
level, improve performance prior to a formal disciplinary process. | think it’s a vision, a commitment that the Division
has to employees of State service; thank you.

IX. DISCUSSION AND ANNOUNCEMENT OF DATES FOR UPCOMING MEETINGS. NEXT
MEETING SCHEDULED FOR SEPTEMBER 7, 2018.

Chairperson Fox: After deliberation advised the Commission that the next meeting is scheduled for Friday,
December 7, 2018.

X. COMMISSION COMMENTS
No comments were put forth.

XI. 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. She
asked if there were any public comments. None were put forth.

XIlI. ADJOURNMENT

Chairperson Fox: Adjourned the meeting.
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FY18 PERFORMANCE SURVEY RESULTS OF
HEARING OFFICER CARA BROWN, ESQ.

Mrs. Brown's contract began on September 1, 2017 with the Las Vegas Appeals Office. She has been

assigned 5 cases and as of June 28, 2018 her current caseload was 5 cases.

1 survey was received from representatives.
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JUDICIALSMKﬁ_ITJ_éGEMENT TEMFE’)EI’\?AAEI\XEII(\;LAND LEGAL KNOWLEDGE PERFORMANCE BIAS AND OBJECTIVITY OVERALL RATING
\_ 1 = Unsatisfactory, 2 = Fair 3 = Satisfactory, 4 = Very Good, 5 = Excellent, Not Applicable Or No Opinion
1. JUDICIAL MANAGEMENT SKILLS Rating
The Appeals Officer conducts proceedings punctually and timely. 1.0
The Appeals Officer maintains order and appropriate control over the proceeding. 1.0
The Appeals Officer demonstrates the ability to move the proceeding in an appropriately expeditious manner. 1.0
The Appeals Officer allows adequate time for presentation of the case in light of existing time constraints. 1.0
The Appeals Officer demonstrates the ability to promote issue resolution and settlement. 2.0
The Appeals Officer renders rulings, decisions and orders without unnecessary delay. 1.0
The Appeals Officer re-schedules continuances punctually and timely. 2.0
Average Rating: 1.3
2. TEMPERAMENT AND DEMEANOR Rating
The Appeals Officer demonstrates a general sense of fairness. 2.0
The Appeals Officer demonstrates open-mindedness. 2.0
The Appeals Officer demonstrates courtesy to all participants. 1.0
The Appeals Officer demonstrates absence of arrogance. 2.0
The Appeals Officer demonstrates attentiveness 2.0
The Appeals Officer demonstrates ability to really listen. 2.0
The Appeals Officer demonstrates professionalism and expertise. 1.0
Average Rating: 1.7
3. LEGAL KNOWLEDGE Rating
Knowledge of relevant substantive law. 2.0
Knowledge of rules and procedure. 2.0
Knowledge of rules of evidence. 2.0
Current on developments in law, procedure, and evidence. 2.0
Average Rating: 2.0
4. PERFORMANCE Rating
The Appeals Officer demonstrates the ability to identify and analyze relevant issues. 2.0
The Appeals Officer demonstrates sound judgment in the application of relevant laws and rules. 3.0
The Appeals Officer demonstrates a resourcefulness and common sense in resolving problems arising during the 20
proceeding.
The Appeals Officer dempnstrate; fgmiliarity with the case record and documents and fairly weighs all evidence and 20
arguments before rendering a decision.
The Appeals Officer demonstrates decisiveness. 2.0
The Appeals Officer conducts the proceeding without ex-parte communications or off the record proceedings. 2.0
20 Average Rating: 2.2




FY18 SURVEY OF CARA BROWN, ESQ. CONTINUED

5. BIAS AND OBJECTIVITY Rating

The Appeals Officer demonstrates an absence of bias and prejudice based on race, sex, ethnicity, religion, social

class, or other factor. 2.0
The Appeals Officer demonstrates an even-handed treatment of litigants. 2.0
The Appeals Officer demonstrates an even-handed treatment of attorneys. 2.0
The Appeals Officer demonstrates showing consideration of both sides of an argument before rendering a decision. 2.0
The Appeals Officer demonstrates basing decisions on the law and the facts without regard to the identity of the 20
parties or counsel. '

The Appeals Officer demonstrates the ability to make difficult or unpopular decisions. 2.0
The Appeals Officer demonstrates the avoidance of impropriety and the appearance of impropriety. 1.0
The Appeals Officer treats all people with dignity and respect. 1.0

Average Rating: 1.8

e N
Retention
Taking everything into account, would you recommend retaining this Appeal Officer?

Yes, retain Appeals

Officer Brown.,
100.00%

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Respondents' Area of Practice Number of Appearances

Less than 3 appearances...

Employers, 100.00%
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FY18 PERFORMANCE SURVEY RESULTS OF
HEARING OFFICER CAROLYN BROUSSARD, ESQ.

Mrs. Broussard's contract began on September 1, 2017 with the Las Vegas Appeals Office. She has been
assigned 5 cases and as of June 28, 2018 her current caseload was 5 cases.

1 survey was received from representatives.
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JUDICIAL MANAGEMENT TEMPERAMENT AND LEGAL KNOWLEDGE PERFORMANCE BIAS AND OBJECTIVITY OVERALL RATING
SKILLS DEMEANOR
NS 1 = Unsatisfactory, 2 = Fair 3 = Satisfactory, 4 = Very Good, 5 = Excellent, Not Applicable Or No Opinion J
1. JUDICIAL MANAGEMENT SKILLS Rating
The Appeals Officer conducts proceedings punctually and timely. 4.0
The Appeals Officer maintains order and appropriate control over the proceeding. 2.0
The Appeals Officer demonstrates the ability to move the proceeding in an appropriately expeditious manner. 2.0
The Appeals Officer allows adequate time for presentation of the case in light of existing time constraints. n/a
The Appeals Officer demonstrates the ability to promote issue resolution and settlement. 2.0
The Appeals Officer renders rulings, decisions and orders without unnecessary delay. n/a
The Appeals Officer re-schedules continuances punctually and timely. n/a
Average Rating: 1.3
2. TEMPERAMENT AND DEMEANOR Rating
The Appeals Officer demonstrates a general sense of fairness. 2.0
The Appeals Officer demonstrates open-mindedness. 2.0
The Appeals Officer demonstrates courtesy to all participants. 3.0
The Appeals Officer demonstrates absence of arrogance. 2.0
The Appeals Officer demonstrates attentiveness 2.0
The Appeals Officer demonstrates ability to really listen. 2.0
The Appeals Officer demonstrates professionalism and expertise. 2.0
Average Rating: 2.1
3. LEGAL KNOWLEDGE Rating
Knowledge of relevant substantive law. n/a
Knowledge of rules and procedure. n/a
Knowledge of rules of evidence. n/a
Current on developments in law, procedure, and evidence. n/a
Average Rating: n/a
4. PERFORMANCE Rating
The Appeals Officer demonstrates the ability to identify and analyze relevant issues. n/a
The Appeals Officer demonstrates sound judgment in the application of relevant laws and rules. n/a
The Appeals Officer demonstrates a resourcefulness and common sense in resolving problems arising during the n/a
proceeding.
The Appeals Officer dempnstrate; fgmiliarity with the case record and documents and fairly weighs all evidence and n/a
arguments before rendering a decision.
The Appeals Officer demonstrates decisiveness. n/a
The Appeals Officer conducts the proceeding without ex-parte communications or off the record proceedings. n/a

2 Average Rating: n/a



2018 SURVEY OF CAROLYN BROUSSARD, ESQ. CONTINUED

5. BIAS AND OBJECTIVITY

The Appeals Officer demonstrates an absence of bias and prejudice based on race, sex, ethnicity, religion, social
class, or other factor.
The Appeals Officer demonstrates an even-handed treatment of litigants.

The Appeals Officer demonstrates an even-handed treatment of attorneys.

The Appeals Officer demonstrates showing consideration of both sides of an argument before rendering a decision.

The Appeals Officer demonstrates basing decisions on the law and the facts without regard to the identity of the parties
or counsel.

The Appeals Officer demonstrates the ability to make difficult or unpopular decisions.
The Appeals Officer demonstrates the avoidance of impropriety and the appearance of impropriety.
The Appeals Officer treats all people with dignity and respect.

Average Rating:

Rating
2.0

2.0
2.0

n/a

n/a

n/a
2.0
2.0
2.0

/
Retention
account, would you recommend retaining this Appeal Officer?
Yes, retain Appeals
Officer Broussard.,
100.0%
0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
o
4 N / N
Respondents' Area of Practice Number of Appearances
Less than 5 appearances
100%
& J - J
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FY18 PERFORMANCE SURVEY RESULTS OF
HEARING OFFICER CHARLES COCKERILL, ESQ.

Mr. Cockerill is contracted directly with DHRM. Since September 1, 2017 he has been assigned 12 cases
and as of June 28, 2018 his current caseload was 2 cases with the Carson City Appeals Office.

3 surveys were received from representatives.
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JUDICIAL MANAGEMENT TEMPERAMENT AND LEGAL KNOWLEDGE PERFORMANCE BIAS AND OBJECTIVITY OVERALL RATING
SKILLS DEMEANOR
NS 1 = Unsatisfactory, 2 = Fair 3 = Satisfactory, 4 = Very Good, 5 = Excellent, Not Applicable Or No Opinion J
1. JUDICIAL MANAGEMENT SKILLS Rating
The Appeals Officer conducts proceedings punctually and timely. 1.7
The Appeals Officer maintains order and appropriate control over the proceeding. 1.7
The Appeals Officer demonstrates the ability to move the proceeding in an appropriately expeditious manner. 1.7
The Appeals Officer allows adequate time for presentation of the case in light of existing time constraints. 1.7
The Appeals Officer demonstrates the ability to promote issue resolution and settlement. 1.7
The Appeals Officer renders rulings, decisions and orders without unnecessary delay. 1.7
The Appeals Officer re-schedules continuances punctually and timely. 2.0
Average Rating: 1.7
2. TEMPERAMENT AND DEMEANOR Rating
The Appeals Officer demonstrates a general sense of fairness. 1.7
The Appeals Officer demonstrates open-mindedness. 2.0
The Appeals Officer demonstrates courtesy to all participants. 1.7
The Appeals Officer demonstrates absence of arrogance. 2.0
The Appeals Officer demonstrates attentiveness 2.0
The Appeals Officer demonstrates ability to really listen. 1.0
The Appeals Officer demonstrates professionalism and expertise. 1.7
Average Rating: 1.8
3. LEGAL KNOWLEDGE Rating
Knowledge of relevant substantive law. 2.0
Knowledge of rules and procedure. 1.7
Knowledge of rules of evidence. 2.0
Current on developments in law, procedure, and evidence. 2.0
Average Rating: 1.9
4. PERFORMANCE Rating
The Appeals Officer demonstrates the ability to identify and analyze relevant issues. 2.0
The Appeals Officer demonstrates sound judgment in the application of relevant laws and rules. 2.7

The Appeals Officer demonstrates a resourcefulness and common sense in resolving problems arising during the

proceeding. 1.0
The Appeals Officer demonstrates familiarity with the case record and documents and fairly weighs all evidence and 27
arguments before rendering a decision. '

The Appeals Officer demonstrates decisiveness. 2.0
The Appeals Officer conducts the proceeding without ex-parte communications or off the record proceedings. 2.5

24 Average Rating: 2.3




2018 SURVEY OF CHARLES COCKERILL, ESQ. CONTINUED

5. BIAS AND OBJECTIVITY Rating
The Appeals Officer demonstrates an absence of bias and prejudice based on race, sex, ethnicity, religion, social 17
class, or other factor. '
The Appeals Officer demonstrates an even-handed treatment of litigants. 1.7
The Appeals Officer demonstrates an even-handed treatment of attorneys. 1.7
The Appeals Officer demonstrates showing consideration of both sides of an argument before rendering a decision. 2.3
The Appeals Officer demonstrates basing decisions on the law and the facts without regard to the identity of the parties 17
or counsel. '
The Appeals Officer demonstrates the ability to make difficult or unpopular decisions. 1.7
The Appeals Officer demonstrates the avoidance of impropriety and the appearance of impropriety. 1.7
The Appeals Officer treats all people with dignity and respect. 1.7
Average Rating: 1.8
/ -
Retention
Taking everything into account, would you recommend retaining this Appeal Officer?
Yes, retain Appeals
Officer Cockerill.,
100.00%

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
o

4 N 4 N

Respondents' Area of Practice Number of Appearances
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,33.33%
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es, 2
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FY18 PERFORMANCE SURVEY RESULTS OF
HEARING OFFICER LORNA WARD, ESQ.

Mrs. Ward's contract began on October 1, 2017 with the Carson City Appeals Office. She has been

assigned 5 cases and as of June 28, 2018 her current caseload was 4 cases.

1 survey was received from representatives.
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JUDICIAL MANAGEMENT TEMPERAMENT AND LEGAL KNOWLEDGE PERFORMANCE BIAS AND OBJECTIVITY OVERALL RATING
SKILLS DEMEANOR
NS 1 = Unsatisfactory, 2 = Fair 3 = Satisfactory, 4 = Very Good, 5 = Excellent, Not Applicable Or No Opinion
1. JUDICIAL MANAGEMENT SKILLS Rating
The Appeals Officer conducts proceedings punctually and timely. 3.0
The Appeals Officer maintains order and appropriate control over the proceeding. 3.0
The Appeals Officer demonstrates the ability to move the proceeding in an appropriately expeditious manner. 3.0
The Appeals Officer allows adequate time for presentation of the case in light of existing time constraints. 3.0
The Appeals Officer demonstrates the ability to promote issue resolution and settlement. 3.0
The Appeals Officer renders rulings, decisions and orders without unnecessary delay. 3.0
The Appeals Officer re-schedules continuances punctually and timely. 3.0
Average Rating: 3.0
2. TEMPERAMENT AND DEMEANOR Rating
The Appeals Officer demonstrates a general sense of fairness. 3.0
The Appeals Officer demonstrates open-mindedness. 3.0
The Appeals Officer demonstrates courtesy to all participants. 2.0
The Appeals Officer demonstrates absence of arrogance. 2.0
The Appeals Officer demonstrates attentiveness 2.0
The Appeals Officer demonstrates ability to really listen. 3.0
The Appeals Officer demonstrates professionalism and expertise. 3.0
Average Rating: 2.6
3. LEGAL KNOWLEDGE Rating
Knowledge of relevant substantive law. 3.0
Knowledge of rules and procedure. 3.0
Knowledge of rules of evidence. 3.0
Current on developments in law, procedure, and evidence. 3.0
Average Rating: 3.0
4. PERFORMANCE Rating
The Appeals Officer demonstrates the ability to identify and analyze relevant issues. 3.0
The Appeals Officer demonstrates sound judgment in the application of relevant laws and rules. 5.0
The Appeals Officer demonstrates a resourcefulness and common sense in resolving problems arising during the 0.0
proceeding.
The Appeals Officer dempnstrate; fgmiliarity with the case record and documents and fairly weighs all evidence and 3.0
arguments before rendering a decision.
The Appeals Officer demonstrates decisiveness. 3.0
The Appeals Officer conducts the proceeding without ex-parte communications or off the record proceedings. 3.0
26 Average Rating: 2.8




2018 SURVEY OF LORNA WARD, ESQ. CONTINUED

5. BIAS AND OBJECTIVITY Rating

The Appeals Officer demonstrates an absence of bias and prejudice based on race, sex, ethnicity, religion, social 20

class, or other factor. '
The Appeals Officer demonstrates an even-handed treatment of litigants. 3.0
The Appeals Officer demonstrates an even-handed treatment of attorneys. 3.0
The Appeals Officer demonstrates showing consideration of both sides of an argument before rendering a decision. 4.0
The Appeals Officer demonstrates basing decisions on the law and the facts without regard to the identity of the parties 20

or counsel. '
The Appeals Officer demonstrates the ability to make difficult or unpopular decisions. 3.0
The Appeals Officer demonstrates the avoidance of impropriety and the appearance of impropriety. 2.0
The Appeals Officer treats all people with dignity and respect. 2.0
Average Rating: 2.6

/
Retention
Taking everything into account, would you recommend retaining this Appeal Officer?
Yes, retain Appeals
Officer Ward., 100.00%
0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
o
4 N / N
Respondents' Area of Practice Number of Appearances
Eml Less than 3 appearances, 1
mployers,...
. Py Y . J
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FY18 PERFORMANCE SURVEY RESULTS OF
HEARING OFFICER MARK GENTILE, ESQ.

Mr. Gentile's contract began on September 1, 2017 with the Las Vegas Appeals Office. Hhe has been

assigned 13 cases and as of June 28, 2018 his current caseload was 8 cases.

3 surveys were received from representatives.
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JUDICIAL MANAGEMENT TEMPERAMENT AND LEGAL KNOWLEDGE PERFORMANCE BIAS AND OBJECTIVITY OVERALL RATING
SKILLS DEMEANOR
NG 1 = Unsatisfactory, 2 = Fair 3 = Satisfactory, 4 = Very Good, 5 = Excellent, Not Applicable Or No Opinion
1. JUDICIAL MANAGEMENT SKILLS Rating
The Appeals Officer conducts proceedings punctually and timely. 1.7
The Appeals Officer maintains order and appropriate control over the proceeding. 2.7
The Appeals Officer demonstrates the ability to move the proceeding in an appropriately expeditious manner. 2.0
The Appeals Officer allows adequate time for presentation of the case in light of existing time constraints. 1.7
The Appeals Officer demonstrates the ability to promote issue resolution and settlement. 1.7
The Appeals Officer renders rulings, decisions and orders without unnecessary delay. 2.0
The Appeals Officer re-schedules continuances punctually and timely. 1.7
Average Rating: 2.0
2. TEMPERAMENT AND DEMEANOR Rating
The Appeals Officer demonstrates a general sense of fairness. 2.0
The Appeals Officer demonstrates open-mindedness. 2.3
The Appeals Officer demonstrates courtesy to all participants. 1.7
The Appeals Officer demonstrates absence of arrogance. 2.3
The Appeals Officer demonstrates attentiveness 2.3
The Appeals Officer demonstrates ability to really listen. 2.7
The Appeals Officer demonstrates professionalism and expertise. 2.0
Average Rating: 2.2
3. LEGAL KNOWLEDGE Rating
Knowledge of relevant substantive law. 2.7
Knowledge of rules and procedure. 2.3
Knowledge of rules of evidence. 2.3
Current on developments in law, procedure, and evidence. 2.3
Average Rating: 2.4
4. PERFORMANCE Rating
The Appeals Officer demonstrates the ability to identify and analyze relevant issues. 2.5
The Appeals Officer demonstrates sound judgment in the application of relevant laws and rules. 3.5
The Appeals Officer demonstrates a resourcefulness and common sense in resolving problems arising during the 20
proceeding.
The Appeals Officer dempnstrate; fgmiliarity with the case record and documents and fairly weighs all evidence and 40
arguments before rendering a decision.
The Appeals Officer demonstrates decisiveness. 3.0
The Appeals Officer conducts the proceeding without ex-parte communications or off the record proceedings. 2.0
28 Average Rating: 3.0




2018 SURVEY OF MARK GENTILE, ESQ. CONTINUED

5. BIAS AND OBJECTIVITY Rating

The Appeals Officer demonstrates an absence of bias and prejudice based on race, sex, ethnicity, religion, social o5

class, or other factor. '
The Appeals Officer demonstrates an even-handed treatment of litigants. 2.5
The Appeals Officer demonstrates an even-handed treatment of attorneys. 2.5
The Appeals Officer demonstrates showing consideration of both sides of an argument before rendering a decision. 7.0
The Appeals Officer demonstrates basing decisions on the law and the facts without regard to the identity of the o5

parties or counsel. '
The Appeals Officer demonstrates the ability to make difficult or unpopular decisions. 8.0
The Appeals Officer demonstrates the avoidance of impropriety and the appearance of impropriety. 2.5
The Appeals Officer treats all people with dignity and respect. 2.0
Average Rating: 3.2

/
Retention
Taking everything into account, would you recommend retaining this Appeal Officer?
Yes, retain Appeals
Officer Gentile.,
100.00%
0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
o
4 N / N
Respondents' Area of Practice Number of Appearances
Less than 3 appearances, 100.00%
& J - J
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FY18 PERFORMANCE SURVEY RESULTS OF
HEARING OFFICER PAUL LAMBOLEY, ESQ.

Mr. Lamboley's contract began on September 1, 2017 with the Carson City Appeals Office. He has been
assigned 2 cases and as of June 28, 2018 his current caseload was 1 case.

1 survey was received from representatives.
e N

Overall Average

5.0
o 40
£
g 30
:%’ 2.0 44 45
[0}
2 10
0.0 ‘ ; ;
JUDICIAL MANAGEMENT TEMPERAMENT AND LEGAL KNOWLEDGE PERFORMANCE BIAS AND OBJECTIVITY OVERALL RATING
SKILLS DEMEANOR
NG 1 = Unsatisfactory, 2 = Fair 3 = Satisfactory, 4 = VVery Good, 5 = Excellent, Not Applicable Or No Opinion J
1. JUDICIAL MANAGEMENT SKILLS Rating
The Appeals Officer conducts proceedings punctually and timely. 4.0
The Appeals Officer maintains order and appropriate control over the proceeding. n/a
The Appeals Officer demonstrates the ability to move the proceeding in an appropriately expeditious manner. 5.0
The Appeals Officer allows adequate time for presentation of the case in light of existing time constraints. n/a
The Appeals Officer demonstrates the ability to promote issue resolution and settlement. 4.0
The Appeals Officer renders rulings, decisions and orders without unnecessary delay. 5.0
The Appeals Officer re-schedules continuances punctually and timely. 4.0
Average Rating: 4.4
2. TEMPERAMENT AND DEMEANOR Rating
The Appeals Officer demonstrates a general sense of fairness. 3.0
The Appeals Officer demonstrates open-mindedness. 3.0
The Appeals Officer demonstrates courtesy to all participants. 3.0
The Appeals Officer demonstrates absence of arrogance. n/a
The Appeals Officer demonstrates attentiveness 4.0
The Appeals Officer demonstrates ability to really listen. 4.0
The Appeals Officer demonstrates professionalism and expertise. 4.0
Average Rating: 3.5
3. LEGAL KNOWLEDGE Rating
Knowledge of relevant substantive law. n/a
Knowledge of rules and procedure. 5.0
Knowledge of rules of evidence. 4.0
Current on developments in law, procedure, and evidence. n/a
Average Rating: 4.5
4. PERFORMANCE Rating
The Appeals Officer demonstrates the ability to identify and analyze relevant issues. 4.0
The Appeals Officer demonstrates sound judgment in the application of relevant laws and rules. 5.0
The Appeals Officer demonstrates a resourcefulness and common sense in resolving problems arising during the n/a
proceeding.
The Appeals Officer demonstrates fam-ili-arity with the case record and documents and fairly weighs all evidence n/a
and arguments before rendering a decision.
The Appeals Officer demonstrates decisiveness. 5.0
The Appeals Officer conducts the proceeding without ex-parte communications or off the record proceedings. 4.0

30 Average Rating: 4.5




2018 SURVEY OF PAUL LAMBOLEY, ESQ. CONTINUED

5. BIAS AND OBJECTIVITY

The Appeals Officer demonstrates an absence of bias and prejudice based on race, sex, ethnicity, religion, social
class, or other factor.
The Appeals Officer demonstrates an even-handed treatment of litigants.

The Appeals Officer demonstrates an even-handed treatment of attorneys.

The Appeals Officer demonstrates showing consideration of both sides of an argument before rendering a decision.

The Appeals Officer demonstrates basing decisions on the law and the facts without regard to the identity of the
parties or counsel.
The Appeals Officer demonstrates the ability to make difficult or unpopular decisions.

The Appeals Officer demonstrates the avoidance of impropriety and the appearance of impropriety.
The Appeals Officer treats all people with dignity and respect.

Average Rating:

Rating
n/a

n/a
n/a

n/a

n/a

n/a
n/a
3.0
3.0

/
Retention
Taking everything into account, would you recommend retaining this Appeal Officer?
No, do not retain
Appeals Officer
Lamboley., 100.00%
0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
\
4 N 4 N
Respondents' Area of Practice Number of Appearances
Less than 3 appearances, 100.00%
N\ % - J
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FY18 PERFORMANCE SURVEY RESULTS OF
APPEALS OFFICER PAUL LYCHUK, ESQ.

Mr. Lychuk's contract began on September 1, 2017 with the Las Vegas Appeals Office. He has been

assigned 1 case and as of June 28, 2018 his current caseload was 0 cases.

1 survey was received from representatives.
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JUDICIAL MANAGEMENT TEMPERAMENT AND LEGAL KNOWLEDGE PERFORMANCE BIAS AND OBJECTIVITY OVERALL RATING
SKILLS DEMEANOR
NG 1 = Unsatisfactory, 2 = Fair 3 = Satisfactory, 4 = Very Good, 5 = Excellent, Not Applicable Or No Opinion
1. JUDICIAL MANAGEMENT SKILLS Rating
The Appeals Officer conducts proceedings punctually and timely. 3.0
The Appeals Officer maintains order and appropriate control over the proceeding. 2.0
The Appeals Officer demonstrates the ability to move the proceeding in an appropriately expeditious manner. 3.0
The Appeals Officer allows adequate time for presentation of the case in light of existing time constraints. 1.0
The Appeals Officer demonstrates the ability to promote issue resolution and settlement. 1.0
The Appeals Officer renders rulings, decisions and orders without unnecessary delay. 3.0
The Appeals Officer re-schedules continuances punctually and timely. 3.0
Average Rating: 2.3
2. TEMPERAMENT AND DEMEANOR Rating
The Appeals Officer demonstrates a general sense of fairness. 2.0
The Appeals Officer demonstrates open-mindedness. 2.0
The Appeals Officer demonstrates courtesy to all participants. 1.0
The Appeals Officer demonstrates absence of arrogance. 1.0
The Appeals Officer demonstrates attentiveness 1.0
The Appeals Officer demonstrates ability to really listen. 2.0
The Appeals Officer demonstrates professionalism and expertise. 1.0
Average Rating: 1.4
3. LEGAL KNOWLEDGE Rating
Knowledge of relevant substantive law. 3.0
Knowledge of rules and procedure. 2.0
Knowledge of rules of evidence. n/a
Current on developments in law, procedure, and evidence. 3.0
Average Rating: 2.7
4. PERFORMANCE Rating
The Appeals Officer demonstrates the ability to identify and analyze relevant issues. 2.0
The Appeals Officer demonstrates sound judgment in the application of relevant laws and rules. 2.0
The Appeals Officer demonstrates a resourcefulness and common sense in resolving problems arising during the 20
proceeding.
The Appeals Officer dem.onstrates. fgmiliarity with the case record and documents and fairly weighs all evidence and 20
arguments before rendering a decision.
The Appeals Officer demonstrates decisiveness. 2.0
The Appeals Officer conducts the proceeding without ex-parte communications or off the record proceedings. 1.0
1 Average Rating: 1.8




2018 SURVEY OF PAUL LYCHUK, ESQ. CONTINUED

5. BIAS AND OBJECTIVITY

The Appeals Officer demonstrates an absence of bias and prejudice based on race, sex, ethnicity, religion, social
class, or other factor.
The Appeals Officer demonstrates an even-handed treatment of litigants.

The Appeals Officer demonstrates an even-handed treatment of attorneys.

The Appeals Officer demonstrates showing consideration of both sides of an argument before rendering a decision.

The Appeals Officer demonstrates basing decisions on the law and the facts without regard to the identity of the parties
or counsel.

The Appeals Officer demonstrates the ability to make difficult or unpopular decisions.
The Appeals Officer demonstrates the avoidance of impropriety and the appearance of impropriety.
The Appeals Officer treats all people with dignity and respect.

Average Rating:

Rating
1.0

1.0
1.0

1.0

1.0

1.0
1.0
1.0
1.0

/
Retention
Taking everything into account, would you recommend retaining this Appeal Officer?
Yes, retain Appeals
Officer Lychuk.,
100.00%
0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
-
/ ) 4 N
Respondents' Area of Practice Number of Appearances
Less than 3 appearances, 100.00%
- J A\ J
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FY18 PERFORMANCE SURVEY RESULTS OF
HEARING OFFICER ROBERT ZENTZ, ESO.

Mr. Zentz's contract began on September 1, 2017 with the Carson City Appeals Office. He has been

assigned 13 cases and as of June 28, 2018 his current caseload was 8 cases.

1 survey was received from representatives.
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JUDICIAL MANAGEMENT TEMPERAMENT AND LEGAL KNOWLEDGE PERFORMANCE BIAS AND OBJECTIVITY OVERALL RATING
SKILLS DEMEANOR
NG 1 = Unsatisfactory, 2 = Fair 3 = Satisfactory, 4 = Very Good, 5 = Excellent, Not Applicable Or No Opinion
1. JUDICIAL MANAGEMENT SKILLS Rating
The Appeals Officer conducts proceedings punctually and timely. 3.0
The Appeals Officer maintains order and appropriate control over the proceeding. 3.0
The Appeals Officer demonstrates the ability to move the proceeding in an appropriately expeditious manner. 3.0
The Appeals Officer allows adequate time for presentation of the case in light of existing time constraints. 3.0
The Appeals Officer demonstrates the ability to promote issue resolution and settlement. 3.0
The Appeals Officer renders rulings, decisions and orders without unnecessary delay. 3.0
The Appeals Officer re-schedules continuances punctually and timely. 3.0
Average Rating: 3.0
2. TEMPERAMENT AND DEMEANOR Rating
The Appeals Officer demonstrates a general sense of fairness. 3.0
The Appeals Officer demonstrates open-mindedness. 3.0
The Appeals Officer demonstrates courtesy to all participants. 3.0
The Appeals Officer demonstrates absence of arrogance. 3.0
The Appeals Officer demonstrates attentiveness 3.0
The Appeals Officer demonstrates ability to really listen. 3.0
The Appeals Officer demonstrates professionalism and expertise. 3.0
Average Rating: 3.0
3. LEGAL KNOWLEDGE Rating
Knowledge of relevant substantive law. 3.0
Knowledge of rules and procedure. 3.0
Knowledge of rules of evidence. 3.0
Current on developments in law, procedure, and evidence. 3.0
Average Rating: 3.0
4. PERFORMANCE Rating
The Appeals Officer demonstrates the ability to identify and analyze relevant issues. 3.0
The Appeals Officer demonstrates sound judgment in the application of relevant laws and rules. 3.0
The Appeals Officer demonstrates a resourcefulness and common sense in resolving problems arising during the 3.0
proceeding.
The Appeals Officer dempnstrate; fgmiliarity with the case record and documents and fairly weighs all evidence and 3.0
arguments before rendering a decision.
The Appeals Officer demonstrates decisiveness. 3.0
The Appeals Officer conducts the proceeding without ex-parte communications or off the record proceedings. 3.0
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2018 SURVEY OF ROBERT ZENTZ, ESQ. CONTINUED

5. BIAS AND OBJECTIVITY

The Appeals Officer demonstrates an absence of bias and prejudice based on race, sex, ethnicity, religion, social
class, or other factor.
The Appeals Officer demonstrates an even-handed treatment of litigants.

The Appeals Officer demonstrates an even-handed treatment of attorneys.

The Appeals Officer demonstrates showing consideration of both sides of an argument before rendering a decision.

The Appeals Officer demonstrates basing decisions on the law and the facts without regard to the identity of the parties
or counsel.

The Appeals Officer demonstrates the ability to make difficult or unpopular decisions.
The Appeals Officer demonstrates the avoidance of impropriety and the appearance of impropriety.
The Appeals Officer treats all people with dignity and respect.

Average Rating:

Rating
3.0

3.0
3.0

3.0

3.0

3.0
3.0
3.0
3.0

/
Retention
Taking everything into account, would you recommend retaining this Appeal Officer?
Yes, retain Appeals
Officer Zentz.,
100.00%

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
o

/ N 4 N

Respondents' Area of Practice Number of Appearances
Less than 3 appearances, 100.00%
- J - J
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FY18 PERFORMANCE SURVEY RESULTS OF
HEARING OFFICER VICTORIA OLDENBURG, ESQ.

Mrs. Oldenburg's contract began on September 1, 2017 with the Carson City Appeals Office. She has

been assigned 8 cases and as of June 28, 2018 her current caseload was 0O cases.

2 surveys were received from representatives.

-
50 Overall Average
o 4.0
<
g 30
()
g 20 o 3.4
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0.0 ‘ ; ;
JUDICIAL MANAGEMENT TEMPERAMENT AND LEGAL KNOWLEDGE PERFORMANCE BIAS AND OBJECTIVITY OVERALL RATING
SKILLS DEMEANOR
NG 1 = Unsatisfactory, 2 = Fair 3 = Satisfactory, 4 = Very Good, 5 = Excellent, Not Applicable Or No Opinion
1. JUDICIAL MANAGEMENT SKILLS Rating
The Appeals Officer conducts proceedings punctually and timely. 5.0
The Appeals Officer maintains order and appropriate control over the proceeding. 4.5
The Appeals Officer demonstrates the ability to move the proceeding in an appropriately expeditious manner. 3.5
The Appeals Officer allows adequate time for presentation of the case in light of existing time constraints. 4.5
The Appeals Officer demonstrates the ability to promote issue resolution and settlement. 5.0
The Appeals Officer renders rulings, decisions and orders without unnecessary delay. 4.5
The Appeals Officer re-schedules continuances punctually and timely. 5.0
Average Rating: 4.6
2. TEMPERAMENT AND DEMEANOR Rating
The Appeals Officer demonstrates a general sense of fairness. 4.5
The Appeals Officer demonstrates open-mindedness. 4.0
The Appeals Officer demonstrates courtesy to all participants. 5.0
The Appeals Officer demonstrates absence of arrogance. 5.0
The Appeals Officer demonstrates attentiveness 5.0
The Appeals Officer demonstrates ability to really listen. 5.0
The Appeals Officer demonstrates professionalism and expertise. 4.5
Average Rating: 4.7
3. LEGAL KNOWLEDGE Rating
Knowledge of relevant substantive law. 3.0
Knowledge of rules and procedure. 4.0
Knowledge of rules of evidence. 4.0
Current on developments in law, procedure, and evidence. 3.0
Average Rating: 3.4
4. PERFORMANCE Rating
The Appeals Officer demonstrates the ability to identify and analyze relevant issues. 4.5
The Appeals Officer demonstrates sound judgment in the application of relevant laws and rules. 4.5
The Appeals Officer demonstrates a resourcefulness and common sense in resolving problems arising during the 35
proceeding.
The Appeals Officer dempnstrate; fgmiliarity with the case record and documents and fairly weighs all evidence and 50
arguments before rendering a decision.
The Appeals Officer demonstrates decisiveness. 4.5
The Appeals Officer conducts the proceeding without ex-parte communications or off the record proceedings. 5.0
36 Average Rating: 4.5




2018 SURVEY OF VICTORIA OLDENBURG, ESQ. CONTINUED

5. BIAS AND OBJECTIVITY Rating
The Appeals Officer demonstrates an absence of bias and prejudice based on race, sex, ethnicity, religion, social 50
class, or other factor. '
The Appeals Officer demonstrates an even-handed treatment of litigants. 4.5
The Appeals Officer demonstrates an even-handed treatment of attorneys. 4.5
The Appeals Officer demonstrates showing consideration of both sides of an argument before rendering a decision. 4.5
The Appeals Officer demonstrates basing decisions on the law and the facts without regard to the identity of the parties 45
or counsel. '
The Appeals Officer demonstrates the ability to make difficult or unpopular decisions. 4.5
The Appeals Officer demonstrates the avoidance of impropriety and the appearance of impropriety. 4.5
The Appeals Officer treats all people with dignity and respect. 4.5
Average Rating: 4.6
/ .
Retention
Taking everything into account, would you recommend retaining this Appeal Officer?
Yes, retain Appeals
Officer Oldenburg.,
100.00%
0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
o
4 N / N
Respondents' Area of Practice Number of Appearances
Less than 5 appearances, 100.00%
& J - J
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HEARINGS DIVISION
PERFORMANCE SURVEY RESULTS
HEARING OFFICER FY'18

Deployment:

Cases respondent pool was created from (from January 1, 2017)

Las Vegas Cases: 58
Carson City Cases: 24
Total Cases: 82
Las Vegas Potential Respondents: 30
Carson City Potential Respondents: 7 (15 total minus 8 duplicates from LV)
Total Contacts emailed:: 37
# of Cases
Responses: during Surveys Received
contract
Cara Brown 5 1
Carolyn Broussard 5 1
Charles Cockerill 12 3
Lorna Ward 5 1
Mark Gentile 13 3
Paul Lamboley 1
Paul Lychuk 1 1
Robert Zentz 13 1
Victoria Oldenburg 8 2
64 14
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STATE OF NEVADA
Department of Administration

Division of Human Resource Management

REGULATION WORKSHOP
Carson City 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 August 30, 2017

STAFF PRESENT IN CARSON CITY:
Peter Long, Administrator, DHRM
Shelley Blotter, Deputy Administrator, DHRM
Cassie Moir, Deputy Administrator, DHRM
Michelle Garton, Supervisory Personnel Analyst, DHRM
Beverly Ghan, Supervisory Personnel Analyst, DHRM
Carrie Hughes, Personnel Analyst 111, DHRM

STAFF PRESENT IN LAS VEGAS:
None

l. Call to order

Shelley Blotter: Opened the meeting and 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.

1. Review of Proposed Changes to NAC 284

NEW Filling a vacancy.

NEW “Spouse” defined.

284.114 Affirmative action program and equal employment opportunity.
284.027 “Budget Division” defined.

284.126 Creation of new class, reclassification of position or reallocation of

existing class.
284.2508 Compensatory time: Use.

284.458 Rejection of probationary or trial status employees.
NEW Letter of Instruction: Use and administration.
NEW Report of suspension, revocation or cancellation of a professional or

occupational license, certificate or permit or driver’s license.
284.653 Driving under the influence; unlawful acts involving controlled
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substance.

284.890 Transportation of employee to and from location of screening test.
284.692 Agreement for extension of time to file grievance or take required
action.

Shelley Blotter: Explained the process and invited attendees to provide their comments upon presentation
of the changes.

Beverly Ghan: Explained that as a result of regulation changes related to filling vacancies pertaining to
reassignments and a recent change per Assembly Bill 192 as to how the 700-hour program list is handled,
DHRM is proposing an amendment. The amendment adds a new section to NAC 284 in order to clarify
the process that must be used prior to filling vacancies through either competitive or noncompetitive
means. The regulation will clarify that prior to filling any vacancy in State service in the classified
system, the appointing authority must contact DHRM to verify if there is anyone on the reemployment
list or through the reassignment process or on a list of persons with disabilities, commonly known as the
700-hour list. The appointing authority can also check to see if there is anyone on a transfer list when
applicable. Transfer lists are only maintained during a Legislative year, until November 1st of that year
for the Legislature transfer employees.

Shelley Blotter: Invited comments.

Cadence Matijevich: Acknowledged that the recent legislation makes hiring from the 700-hour list
mandatory. She asked whether the other types, including reemployment, reassignment or transfer are
mandatory or whether an interview is the only requirement. Beverly Ghan: Explained that the
reemployment list is mandatory. The 700-hour list is also mandatory. Even though there is not an official
list for the reassignment, it will take priority over both of these if someone is in the reassignment process.
Cadence Matijevich: Requested that there be clarification in the regulation, that it direct not only to see
if a list is available, but also what the process is for using any person on the list. It seems that the intent
is that if there are persons on the list that the agency would indeed have to hire them. Beverly Ghan:
Concurred, adding that the regulation will be made clearer.

John Scarborough: Asked how this applies to NSHE with the delegation agreement. Peter Long:
Stated that now that NSHE may or not have access to NVAPPS, because of NSHE’s new system, the
agreement was that the process must still be followed. If needed, they may reach out to verify whether
there are any of these types of lists or potential employees available. They are still required to follow the
regulation.

Janine Nelson: Acknowledged that she did not realize there was an Assembly Bill associated with this
and requested an outline of the bill. Beverly Ghan: Explained that AB 192 essentially states that if
anyone is on the 700-hour list, which is accumulated through the DETR Vocational Rehabilitation office.
The normal process by DHRM, upon request for recruitment, is to send out the reemployment list first.
If that is not used for whatever reason, DHRM issues the 700-hour list. When the 700-hour list is issued,
agencies are now required to work with the person on the list, including reach out efforts. The person
may be provided the essential functions of the job. If the individual signs off stating the functions can
be performed, the job must be offered to the person. If there is more than one person on the list, they
will not be ranked. The agency must decide which person is the most qualified. Janine Nelson: Noted
that it has always been the State philosophy to first try to hire from within. She inquired whether this
takes away the ability to manage an internal, noncompetitive appointment within the department for a
vacancy. Beverly Ghan: Affirmed this understanding. The regulations require that the mandatory lists
be addressed first, followed with the normal process, if needed. Peter Long: Agreed, noting that statute
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requires this. He compared it to the process of reemployment. If a person on the 700-hour list is capable
of performing the essential functions, it is mandatory that they be offered the position.

Alys Dobel: Sought clarification on reemployment, posing a scenario where a person is reverted back to
their position, which has already been filled. The person who is reverted back has rights to the position
as long as they have more seniority than the person currently in the position. In a case where they do not
have greater seniority, they are placed on the reemployment list. Peter Long: Stated that recent steps
have been added in the restoration process. Reemployment would apply for the person who had
backfilled. This is specifically addressed in regulation. Before a vacancy is filled, the question must
always be asked as to whether there is a reemployment available.

Susie Bargmann: Referred to the 700-hour list. Because this is not a ranked list, she questioned whether
the mandatory five must be contacted. Alternatively, if an individual can be selected as the most qualified
and subsequently chooses not to select the person, must the agency move on with the 700-hour list or is
it now finished with the 700-hour list? Beverly Ghan: Clarified that if it there is more than one person
on the list, the agency has the authority to choose the most qualified person, based on the information
available. If the choice does not work out, the agency can send the list back to DHRM. Peter Long:
Stated that this is a good question, which may need to be looked at more closely. The intent is for the
agency to review the various people on the 700-hour list. He stated that agencies should reach out to all
the individual’s on the list, partly because the agency needs an understanding of an individual has any
personal limitations. The ability to perform the essential functions has the potential to narrow down the
list. In summary, the agency could not simply choose the most qualified and if the individual cannot
perform the essential functions, the agency may not disregard the other individuals, but would need to
reach out to all of them that are available. Once it is determined which individuals meet the essential
functions, the agency can choose the one it deems most qualified.

Carrie Hughes: Addressed the new regulation, which defines the term “spouse” as an individual who is
in a marriage, as well as a domestic partner, to be used throughout Nevada Administrative Code, Chapter
284. The reference to NRS 122A.100 refers to domestic partnerships entered into in Nevada. The
reference to NRS 122A.500 refers to partnerships entered into outside the State of Nevada.

Shelley Blotter: Invited comments. There were none.

Michelle Garton: Addressed NAC 284.114, affirmative action program and equal employment
opportunity. NRS 122A.200 states that a public agency shall not discriminate against a person on the
basis that that person is in a domestic partnership, rather than a spouse. It also states that domestic
partners have the same right to nondiscriminatory treatment as that provided to spouses. As such it is
proposed to add “domestic partnership” to NAC 284.114.

Shelley Blotter: Invited comments. There were none.

Michelle Garton: Addressed NAC 284.027, Budget Division defined and NAC 284.126, creation of
new class, reclassification of position or reallocation of existing class. The purpose of the amendments
is to reflect that the Budget Division was moved from the Department of Administration to the
Governor’s Office of Finance in Assembly Bill 469 of the 2015 Legislative Session. This type of change
is generally handled through codification. However, because the Legislative Council Bureau has not
codified NAC 284 for more than two years, DHRM is proposing these changes to the regulations at this
time.

Shelley Blotter: Invited comments. There were none.
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Carrie Hughes: Discussed NAC 284.2508, compensatory time: use. In conjunction with the regulations
and amendments proposed at the July Regulation Workshop, the amendment to NAC 284.2508 is
proposed to address the provisions of Senate Bill 361 of the 2017 Legislative Session, which provides
for new employment benefits and requirements relating to domestic abuse. The amendment will allow
an employee who has been employed at least 90 days and is a victim of an act of domestic violence or
his or her family or household member is a victim of domestic violence to take accrued compensatory
time up to a combined maximum, potentially including annual leave, sick leave and leave without pay of
160 hours in 12 month period following the act of domestic violence.

Shelley Blotter: Stated that this is a companion to regulations that were proposed at a previous
workshop. She invited comments. There were none.

Michelle Garton: Addressed NAC 284.458, Rejection of probationary or trial status employee. This
amendment will make it clear in regulation that an employee who was rejected from probation or trial
status may not submit an appeal or a grievance as a result of the decision by the appointing authority.
The new Subsection 3 in the regulation will allow the Administrator to remove an appeal or a grievance
from the process, when either is filed as a result of a rejection from probation or trial status. Removing
appeals and grievances from the process that have been inappropriately filed will improve efficiency in
both of the processes.

Shelley Blotter: Stated that Kevin Ranft, labor representative with AFSCME was unable to attend, but
provided written comments. She read his comments into the record:

“Regarding NAC 284.458, Rejection of probationary or trial status employees. These recommended
changes in regard to NAC 284.458 don’t address a concern that employees often see When being rejected.
There has been many cases where an employee is rejected off of a probationary or trial status and are
very confused with their situation. The confusion is based upon two main concerns. One, the agency
supervisor/manager has not met the requirement of providing the three, seven and/or 11 month appraisal
evaluation process with the employee. This is a very important process for the employee to succeed. The
employee hasn’t received their full training or the training they have received is insufficient. | understand
that these concerns are not always relevant in an employee’s rejection. However, a process should be
in an NAC regulation that requires an agency supervisor or manager to meet their obligation prior to
any employee being rejected, unless egregious circumstances exist. There have been times where an
employee is being set up to fail by the supervisor’s inaction. There is no recourse for the employee in
these situations and little to no accountability for the supervisor or manager. Our organization would
like to see these concerns addressed. ”

Shelley Blotter: Invited comments. There were none.

Michelle Garton: Addressed a new regulation, letter of instruction: use and administration. This
amendment was proposed by the College of Southern Nevada and will place into regulation the use and
administration of letters of instruction, which many agencies currently use as a coaching or performance
management tool. A letter of instruction is not part of the disciplinary process and no threat of discipline
should be included. This regulation specifies the contents that should be included in a letter of instruction
and what it must not contain. The requirement of a meeting between the supervisor and employee is
included in the regulation and the retention of a letter of instruction is also addressed. Because many
agencies have utilized letters of instruction for many years, DHRM is particularly interested in feedback
related to this regulation.

Shelley Blotter: Invited Mr. Scarborough or a representative from CSN to the table for comments. John
Scarborough: Stated that he and Ms. Blotter discussed this several months ago when they proposed this,
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in order to remove any ambiguity about exactly what a letter of instruction is. CSN uses letters of
instruction extensively, not only for classified employees, but for academic and administrative faculty as
a way of coaching employees so that they improve problem areas or correct misunderstandings. CSN
appreciates the fact that DHRM has developed a regulation to address this. Shelley Blotter: Commented
that some agencies were receiving grievances from employees, where the employee had received a letter
of instruction. And because there was a consequence associated with the letter of instruction, the
Employee-Management Committee viewed it as a documented oral warning. This effort is intended to
clarify that the letter of instruction does not include any consequences and is truly meant as a training
tool. She invited further comments.

Alys Dobel: Noted that the letter of instruction has been around for quite some time, but may not always
be called a letter of instruction. It could also be referred to as a memorandum to the employee. The
retention schedule indicates that letters of instruction are to be removed from the employee’s file. If it is
in the supervisor’s file, it indicates it must be removed after a year. She does not necessarily agree with
this. Part of an employee’s supervisor’s file is the history of the employee. Letters of instruction should
remain in the employee’s file for even two to three years, as it demonstrates improvement. If an employee
knows the letter will be removed after one year, they may revert to previous behavior. Shelley Blotter:
Stated she would be happy to look into this. There are sometimes agreements made between the
employee and the supervisor. She does not recall the provision where the letter is removed after a year,
but she will review this. Alys Dobel: Added that she likes the policy overall, in that it clarifies what
needs to go in a letter of instruction. She would like more information on whether a memorandum of
understanding or similarly titled document must be specifically called a letter of instruction. Shelley
Blotter: Noted that at this point, it is still in the formulation stage. She would see all such documents
as similar coaching tools commonly referred to as a letter of instruction. This can be looked at for the
possibility of creating a broader net. She invited further comments.

Brian Boughter: Stated that he likes the regulation. However, recently he was asked the following
question: “Can we pull a document out of a supervisor file? Can the supervisor do that?” His advice to
the employee was to share his preference for a complete supervisor file, where nothing is removed. The
same would apply to letters of commendation. Another reason he likes the regulation is because DETR
has difficulty having people understand what the letter of instruction is, what information it will contain,
whether it will contain violations, whether it can be listed as a violation or an applicable rule. DETR had
ended up listing items as applicable rules instead of violations in order to minimize the perception of the
disciplinary aspect.

Gennie Hudson: Referred to Ms. Dobel’s earlier comments regarding a letter of instruction not
necessarily being termed “letter of instruction.” Simple items such an email can serve to document a
conversation between an employee and a supervisor and are not necessarily given formal document titles.
Renee Depaoli: Echoed the comments, noting that when she took Progressive Discipline training, it was
referred to in tools and training that it could be a memorandum of understanding or called something
else. Welfare and Supportive Services uses letters of instruction on a daily basis. She appreciates that
this regulation provides clarity to the process. However, sometimes what such a document is called can
make a difference in how it is received. The term “letter of instruction” has a bite to it, where a
memorandum of understanding might be received more easily. She stated that records retention to
working files may need to be revised. Shelley Blotter: Assured that she would look at this. There is
opportunity to provide feedback to the committee that oversees records retention.

Janine Nelson: Stated that she likes the regulation. She noted that item 2(d) states that “The letter of
instruction should contain the following elements.” The term “should” seems to provide wiggle room,
which would be helpful. Some letters of instruction may not include an associated time frame. She asked
whether it is okay to exclude whether something is applicable, according to how the regulation is written.
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Shelley Blotter: Stated her belief that this is correct, that it is meant to be a framework for use. Otherwise
the regulation would read “shall include” rather than “should include.”

Janine Nelson: Addressed number 5 and noted that the language is soft, that as an FY1, the document
can be used to build upon discipline. Some employees are surprised that a letter of instruction may be
referenced in an oral warning. Therefore the language in 5 is good to have and in her opinion, could be
a little more firm that the document can be used in the progressive progress. Shelley Blotter:
Commented that this is something that she and the Employee’s Association representatives have spoken
about, specifically whether the document can be used in future discipline. The Division feels firmly that
it establishes previous efforts with the employee to change behavior.

Shelley Blotter: Read into the record an additional written comment from Kevin Ranft as follows:

“In regards to the new NAC being proposed addressing the use of letters of instruction, this has been a
topic for years and | am grateful that it is being addressed. Although our organization disagrees with
an LOI being used in discipline, as it is not grievable and sometimes used inappropriately, | am hopeful
that supervisors will use this regulation change to draft an LOI properly and the situation is corrected
by the employee. | know that we all agree that when an LOI is used properly, it can prevent a situation
from becoming a bigger issue. Again, | am grateful to see the LOI process being added to the NAC. |
would like to suggest that this regulation add a Section 6 citing something similar to the following: A
supervisor must attach a written response, if submitted by the employee to the letter of instruction. Any
use of the letter of instruction for future discipline must include the employee’s response, if submitted.”

Shelley Blotter: Noted some confused reaction as to what the comments mean. She surmised that if an
employee responds to a supervisor in writing to the letter of instruction, then that response would be
attached to the letter of instruction, in the event that the letter of instruction is used for future discipline.

Shelley Blotter: Invited further comments. There were none.

Michelle Garton: Discussed a new regulation, report of suspension, revocation or cancellation of a
professional or occupational license, certificate or permit or driver’s license. The regulation will require
that an employee report the suspension, revocation or cancellation of a professional or occupational
license, certificate or permit or driver’s license within five days, if holding such a license or certificate is
stated in the work performance standards or essential functions of the employee’s position. When DHRM
submits the regulation to the Legislative Council Bureau for pre-adoption review, it will be proposing
that the five day requirement is five working days. The regulation supports NAC 284.646 for the
immediate dismissal and NAC 284.650, causes for disciplinary action, by requiring a notification to the
agency.

Shelley Blotter: Invited comments.

Janine Nelson: Asked whether the requirements must be included in each document, as the department
does not typically include these requirements in work performance standards. Michelle Garton: Stated
that the way it is written in terms of intent, it would be “or,” as in whether it is work performance
standards or the essential functions.

Janine Nelson: Asked about the rationale for adding NPD-19 in. Peter Long: Replied that he would
not be opposed to adding it. Furthermore, it could be looked at to clarify that the requirements are “or,”
rather than “and.” The intent is that the employee be notified somewhere that the licensure is appropriate.
Shelley Blotter: Commented that it would be appropriate to include on essential functions, as this would
be the document to be used for reassignments.
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Alys Dobel: Stated that within the DMV, if a position requires an employee to have a driver’s license, it
is included in essential functions. She feels it is appropriate for inclusion in work performance standards,
as the license must be maintained. She has worked in other agencies with employees such as social
workers, nurses, psychologists, nurses, etc. The requirement is included on the documents, because
CEUs must be maintained to retain licenses.

Shelley Blotter: Invited further comments. There were none.

Carrie Hughes: Addressed NAC 284.653, driving under the influence: unlawful acts involving
controlled substance. The amendment will require employees to report to their appointing authorities
within five working days arrests and convictions relating to driving under the influence, the unlawful
manufacture, distribution, dispensing, possessing or use of a controlled substance or violation of any state
or federal law prohibiting the sale of a controlled substance. The report is required, regardless of whether
the incident leading to the arrest or conviction occurs while an employee is working or is on his or her
own personal time. Violation of this requirement will require the dismissal of the employee.

Shelley Blotter: Invited comments.

Cadence Matijevich: Asked for clarification on the intent of the requirement, particularly in terms of
something that happens off duty, noting that an arrest is not a conviction. In addition, she asked why an
employee must report the loss of a license, if it is not associated with the performance of their duties.
Peter Long: Clarified that the requirement only states that if the employee fails to make the report, they
would be dismissed. They will not necessarily be dismissed for being arrested, as current verbiage says
“upon conviction.” This was brought to our attention, because there have been situations where a State
employee on their private time was arrested and did not report it to their appointing authority. For
example, an employee receives a DUI arrest. Typically upon arrest, their license is suspended. The
employee’s job may require a valid driver’s license. The employee may continue to illegally drive while
on duty. It is at the discretion of the appointing authority, but the intent is to give the appointing
authorities the tools to make this decision. Carrie Hughes: Added that the regulation is specific as to
the types of offenses which are applicable. She does not believe that the regulation ties it to job duties.
Cadence Matijevich: Suggested that perhaps the regulation could be narrowed to those circumstances
where the ability to operate a motor vehicle is specifically noted. She has concern regarding the
employee/employer relationship outside of the workplace. If the employee’s behavior outside of the
workplace does not relate to his or her job duties and the consequences would not prevent them from
performing their duties, she questioned the nexus.

Shelley Blotter: Invited further comments.

Susie Bargmann: Agreed with the prior comments. Based on how this is written, it does not indicate
that it would be relevant to the person’s job duties. It merely indicates that an employee must report it.
In the example of an administrative assistant, there is likely no requirement for a driver’s license. If such
an employee does not report the act, the regulation indicates that the employee must be dismissed.

Janine Nelson: Agreed with the prior comments with the exception that the regulation should not only
tie to a driver’s license, but also to job duties. For example, the department would not want to have a
substance abuse counselor providing services when they themselves have been arrested for this type of
conviction. She suggested specificity that it be related to duties versus licensure. However, she agrees
that it does not apply to everyone. Shelley Blotter: Stated that Ms. Nelson raises a good point. In
situations where there is not necessarily a license requirement, certain classes of employee may be
required to have pre-employment drug testing. She questioned whether these classes would be covered
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in this situation and how they would be linked in order for the employee to be informed that an arrest
would need to be reported. Janine Nelson: Stated she would need to think through the various customers
to answer the question, however, she likes the idea to tie to the class. For example, childcare workers do
not have to have a license, but they do have to pass certain background check requirements.

Peter Long: Noted that the intent is to assist the agencies as well as the employees. The idea is that the
employer is at least made aware of any arrests and potential loss of licensure. Alys Dobel: Commented
that on a personal level, she would not want her rights to be violated. The DMV runs background
clearances. Incidents only show up if they are a true conviction. Because the DMV must follow federal
and state laws, they have drafted disclosure statements for employees to sign, if they are in positions that
would require a specific clearance to continue in their jobs. Peter Long: Added that some agency
positions have certain criteria they must meet, which may not fall under drug or substance abuse
violations.

Shelley Blotter: Invited further comments.

Brian Boughter: Said that he was curious as to how this reconciles with recent legislation regarding
“Ban the Box” and background information. The guidance essentially states that the employer should
not be seeing background information until after someone has been offered a job. Peter Long:
Acknowledged the comments, but stated that “Ban the Box™ was specific to not discriminating based on
background of this type for employment. This regulation refers to current employees.

Shelley Blotter: Invited further comments. There were none.

Carrie Hughes: Discussed NAC 284.890, transportation of employee to and from location of screening
test. As the use of alcohol and/or drugs can at times lead to a need for immediate medical intervention,
the intent of the amendment is to provide agencies with the flexibility to respond as necessary to ensure
an employee’s safety when arranging for appropriate transportation following a screening test that does
not immediately establish an employee is not impaired. The determination that an employee needs
emergency medical assistance does not necessarily require a medical professional’s evaluation, but
instead, this regulation relies upon the reasonable person standard. Additionally, it allows for an
employee to choose to make his or her own transportation arrangements. However, all three options in
the regulation continue to require an appointing authority to actively ensure that an employee has
appropriate transportation.

Shelley Blotter: Invited comments. There were none.

Michelle Garton: Explained that amendment to NAC 284.692, agreement for extension of time to file a
grievance or take required action, was proposed by the Department of Employment, Training and
Rehabilitation. There are times when an employee or agency representative are out of the office for an
extended period of time and unavailable to enter into a written agreement for the extension of time to file
a grievance or take required action. This amendment will allow for an exception to the agreement in
these types of documented situations, which would be granted or denied by DHRM. Examples of such
absences are listed in the regulation and the granting or denial of the exception could be reviewed by the
Employee-Management Committee, if the grievance proceeds to a hearing. She invited Mr. Boughter to
provide comments.

Brian Boughter: Stated that the Department of Employment, Training and Rehabilitation recently
experienced a grievance situation whereby this regulation change was proposed. The Department had an
employee who went out on a short-term disability event and was unable to be reached. In terms of the
spirit and intent of the grievance process, a meeting should take place at the lowest level and each
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proceeding level with the employee. If the employee is unavailable, they have the right to go into the
NEATS system and escalate their grievance without having any conversation or interaction. This is an
attempt to give the agency an opportunity to get to the employee at the lowest level, if possible.

Shelley Blotter: Invited further comments. There were none. She thanked everyone for their attendance
at the workshop. She further invited attendees to forward additional comments and questions. The
proposed changes will be submitted within the next few days to the Legislative Council Bureau for pre-
adoption review.

1. Adjournment

Shelley Blotter: Adjourned the meeting.
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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.

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.

1. 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 (). 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.

1. ADJOURNMENT

Shelley Blotter: Adjourned the meeting.
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Personnel Commission Meeting
September 7, 2018

FOR DISCUSSION AND POSSIBLE ACTION

The following regulations have been proposed for permanent adoption. A brief explanation
precedes each section and summarizes the intent of the regulation change. NOTE: Language in
italics is new, and language in brackets femitted-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. R118-17
The Division of Human Resource Management recommends the regulation amendments contained
in LCB File No. R118-17.

First, a new regulation is proposed which requires an employee to report the suspension, revocation
or cancellation of a professional or occupational license, certificate or permit or a driver’s license
to his or her appointing authority. This regulation also includes a timeframe of 5 working days to
report such a suspension, revocation or cancellation, and the consequences of not making a report.

Next, a new regulation is proposed which requires an employee to report being arrested for,
charged with or convicted of any offense to his or her appointing authority, also within a 5 working
day time frame, if the arrest, charge or conviction makes the employee temporarily or permanently
unable to perform his or her duties. Consequences of failing to make this type of report are
included in this new regulation as well.

Conforming changes to disciplinary regulations necessary as a result of the two newly proposed
regulations are included in this LCB File.

The proposed amendment to NAC 284.653 expands the requirement that an employee report a
conviction related to driving under the influence or unlawful acts involving controlled substances,
to also require that an employee report such an arrest, charge or conviction during working or
nonworking hours. A timeframe of 5 working days remains a requirement in this proposed
amendment. The consequences of failing to make this type of report is also included in this
amendment.

Finally, the amendment to NAC 284.890 will allow an appointing authority additional options
regarding next steps for an employee after he or she has submitted to a screening test. In addition
to providing transportation home, an appointing authority may also assist the employee in
arranging transportation by a person of his or her choosing, or arrange for medical assistance, as
appropriate.

Comments received at the August 30, 2017 Regulation Workshop were generally in support of the
regulations.
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LCB File No. R118-17

Section 1. Chapter 284 of NAC is hereby amended by adding thereto the provisions set forth
as sections 2 and 3 of this regulation.

Sec. 2.

Explanation of Proposed Change: This amendment, proposed by the Division of Human
Resource Management, amends NAC 284 by adding a new section to require an employee to report
within 5 working days the suspension, revocation or cancellation of a license, certificate or permit
which is a requirement of the position. Subparagraph (e) of subsection 2 of NAC 284.646 allows
for the immediate dismissal of an employee who has had such a license, certificate or permit
suspended, revoked or cancelled.

NEW Report of suspension, revocation or cancellation of a professional or occupational
license, certificate or permit or driver’s license.

1. An employee must report the suspension, revocation or cancellation of a professional or
occupational license, certificate or permit or driver’s license to his or her appointing authority
within 5 working days after the suspension, revocation or cancellation occurs if the possession
of the professional or occupational license, certificate or permit or driver’s license is a
requirement of the position at the time of appointment as stated in the standards of work
performance, essential functions or class specifications for the position, or in other
documentation provided to the employee at the time of appointment, or required thereafter
pursuant to federal or state law.

2. If an employee fails to make the report required pursuant to subsection 1:

(a) The appointing authority may immediately dismiss the employee pursuant to subsection 2
of NAC 284.646; or

(b) Appropriate disciplinary or corrective action may be taken against the employee pursuant
to NAC 284.650.

Sec. 3.

Explanation of Proposed Change: This amendment, proposed by the Division of Human
Resource Management, amends NAC 284 by adding a new section to require an employee to report
being arrested for, charged with or convicted of an offense that either temporarily or permanently
results in the employee not being able to perform the duties of his or her position.

This regulation is proposed due to situations where off duty behavior has resulted in an employee
not being able to perform his or her duties. It is important for an appointing authority to know of
an arrest, charge, or conviction in order to make a determination if the employee can no longer
serve in his or her position, may need to be placed on leave, or take any other action to protect the
public that is served.

NEW Report of arrest, charge or conviction of an offense.

1. An employee or a designated representative of the employee must report being arrested
for, charged with or convicted of any offense, including, without limitation, being arrested for,
charged with or convicted of an offense that took place during working or nonworking hours, to
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his or her appointing authority within 5 working days after the arrest, charge or conviction
occurs if the arrest, charge or conviction results in the employee being temporarily or
permanently unable to perform the duties of his or her position.

2. An employee must make the report required pursuant to subsection 1 in every situation
where the arrest, charge or conviction results in the employee being temporarily or permanently
unable to perform the duties of his or her position, even if the employee:

(@) Is not absent from work as a result of an arrest, charge or conviction; or

(b) Is absent from work as a result of an arrest, charge or conviction and the absence is:

(1) Authorized by his or her appointing authority; or
(2) Unauthorized.

3. Except as otherwise provided in subsection 6 of NAC 284.653, if an employee fails to make
the report required pursuant to subsection 1:

(a) The appointing authority may immediately dismiss the employee pursuant to subsection 2
of NAC 284.646; or

(b) Appropriate disciplinary or corrective action may be taken against the employee pursuant
to NAC 284.650.

Sec. 4. NAC 284.646 is hereby amended to read as follows:

Explanation of Proposed Change: Proposed by the Division of Human Resource Management,
this amendment allows an appointing authority to immediately dismiss or discipline an employee
in accordance with Sections 2 and 3 of this LCB File.

NAC 284.646 Dismissals. (NRS 284.065, 284.155, 284.383, 284.385, 284.390)

1. An appointing authority may dismiss an employee for any cause set forth in NAC 284.650
if:

(a) The agency with which the employee is employed has adopted any rules or policies which
authorize the dismissal of an employee for such a cause; or

(b) The seriousness of the offense or condition warrants such dismissal.

2. An appointing authority may immediately dismiss an employee pursuant to the standards
and procedures set forth in NAC 284.6563 for the following causes, unless the conduct is
authorized pursuant to a rule or policy adopted by the agency with which the employee is employed:

(@) Intentionally viewing or distributing pornographic material at the premises of the workplace,
including, without limitation, intentionally viewing or distributing pornographic material on any
computer owned by the State, unless such viewing or distributing is a requirement of the employee’s
position ; -}

(b) Unauthorized release or use of confidential information ; -}

(c) Participation in sexual conduct on the premises of the workplace, including, without
limitation, participation in sexual conduct in a vehicle that is owned by the State ; |}

(d) Absence without approved leave for 3 consecutive days during which the employee is
scheduled to work ; 1

(e) The suspension, revocation or cancellation of a professional or occupational license,
certificate or permit or driver’s license if the possession of the professional or occupational license,
certificate or permit or driver’s license is a requirement of the position at the time of appointment
as stated in the standards of work performance, essential functions or class specifications for the
position, or in other documentation provided to the employee at the time of appointment, or required
thereafter pursuant to federal or state law ; {}
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(F) Threatening another person with a deadly weapon during any time in which the employee is:
(1) On the premises of the workplace; or
(2) Conducting state business or otherwise performing any duties of employment ; {}

(g) Stealing or misappropriating any property that is owned by the State or located on state
property 4 ;

(h) Failure to report the suspension, revocation or cancellation of a professional or
occupational license, certificate or permit or driver’s license pursuant to section 2 of this
regulation if the possession of the professional or occupational license, certificate or permit or
driver’s license is a requirement of the position at the time of appointment as stated in the
standards of work performance, essential functions or class specifications for the position, or in
other documentation provided to the employee at the time of appointment, or required thereafter
pursuant to federal or state law; or

(i) Failure to report being arrested for, charged with or convicted of any offense pursuant to
section 3 of this regulation if the arrest, charge or conviction results in the employee being
temporarily or permanently unable to perform the duties of his or her position.

3. The rights and procedures set forth in NAC 284.655 to 284.6563, inclusive, apply to any
dismissal made pursuant to this section.

4. As used in this section:

(@) “Material” has the meaning ascribed to it in NRS 201.2581.

(b) “Nudity” has the meaning ascribed to it in NRS 201.261.

(c) “Pornographic material” means material that, all or in part, contains any description or
representation of nudity, sexual conduct, sexual excitement or sado-masochistic abuse which
predominantly appeals to the prurient, shameful or morbid interest of adults and is without serious
literary, artistic, political or scientific value.

(d) “Sado-masochistic abuse” has the meaning ascribed to it in NRS 201.262.

(e) “Sexual excitement” has the meaning ascribed to it in NRS 201.264.

[Personnel Div., Rule XII 8 C, eff. 8-11-73]—(NAC A by Dep’t of Personnel, 10-26-84; A by
Personnel Comm’n by R147-06, 12-7-2006; R063-09, 11-25-2009; R027-11, 12-30-2011)

Sec. 5. NAC 284.650 is hereby amended to read as follows:

Explanation of Proposed Change: Proposed by the Division of Human Resource Management,
this amendment allows an appointing authority to discipline an employee in accordance with
sections 2 and 3 of this LCB File.

NAC 284.650 Causes for disciplinary action. (NRS 284.065, 284.155, 284.383)
Appropriate disciplinary or corrective action may be taken for any of the following causes:

1. Activity which is incompatible with an employee’s conditions of employment established
by law or which violates a provision of NAC 284.653 or 284.738 to 284.771, inclusive.

2. Disgraceful personal conduct which impairs the performance of a job or causes discredit to
the agency.

3. The employee of any institution administering a security program, in the considered
judgment of the appointing authority, violates or endangers the security of the institution.

4. Discourteous treatment of the public or fellow employees while on duty.

5. Incompetence or inefficiency.

6. Insubordination or willful disobedience.

7. Inexcusable neglect of duty.
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8. Fraud in securing appointment.

9. Prohibited political activity.

10. Dishonesty.

11. Abuse, damage to or waste of public equipment, property or supplies because of
inexcusable negligence or willful acts.

12. Drug or alcohol abuse as described in NRS 284.4062 and NAC 284.884.

13. Conviction of any criminal act involving moral turpitude.

14. Being under the influence of intoxicants, a controlled substance without a medical doctor’s
prescription or any other illegally used substances while on duty.

15. Unauthorized absence from duty or abuse of leave privileges.

16. Violation of any rule of the Commission.

17. Falsification of any records.

18. Misrepresentation of official capacity or authority.

19. Violation of any safety rule adopted or enforced by the employee’s appointing authority.

20. Carrying, while on the premises of the workplace, any firearm which is not required for
the performance of the employee’s current job duties or authorized by his or her appointing
authority.

21. Any act of violence which arises out of or in the course of the performance of the
employee’s duties, including, without limitation, stalking, conduct that is threatening or
intimidating, assault or battery.

22. Failure to participate in any investigation of alleged discrimination, including, without
limitation, an investigation concerning sexual harassment.

23. Failure to participate in an administrative investigation authorized by the employee’s
appointing authority.

24. Failure to report the suspension, revocation or cancellation of a professional or
occupational license, certificate or permit or driver’s license pursuant to section 2 of this
regulation if the possession of the professional or occupational license, certificate or permit or
driver’s license is a requirement of the position at the time of appointment as stated in the
standards of work performance, essential functions or class specifications for the position, or in
other documentation provided to the employee at the time of appointment, or required thereafter
pursuant to federal or state law.

25. Failure to report being arrested for, charged with or convicted of any offense pursuant
to section 3 of this regulation if the arrest, charge or conviction results in the employee being
temporarily or permanently unable to perform the duties of his or her position.

[Personnel Div., Rule X1l § D, eff. 8-11-73]—(NAC A by Dep’t of Personnel, 10-26-84; 7-22-
87; 12-26-91; 7-1-94; 11-16-95; R031-98, 4-17-98; A by Personnel Comm’n by R065-98, 7-24-98;
R147-06, 12-7-2006)

Sec. 6. NAC 284.653 is hereby amended to read as follows:

Explanation of Proposed Change: This amendment, proposed by the Division of Human
Resource Management, requires an employee to report being arrested for, charged with, or
convicted of an offense related to drugs or alcohol. Additionally, the amendment includes that an
employee is required to report arrests, charges, or convictions for an offense that occurred during
his or her personal time away from the workplace if the arrest, charge, or conviction results in the
employee’s inability to temporarily or permanently perform the duties of his or her position.
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NAC 284.653 Driving under the influence; unlawful acts involving controlled substance.
(NRS 284.065, 284.155, 284.383, 284.385, 284.407)

1. Anemployee is subject to any disciplinary action set forth in subsection 2, as determined by
the appointing authority, if the employee is convicted of any of the following offenses:

(a) If the offense occurred while the employee was driving a state vehicle, or a privately owned
vehicle on state business:

(1) Driving under the influence in violation of NRS 484C.110; or
(2) Any offense resulting from an incident in which the employee was:
() Originally charged with driving under the influence; or
(1) Charged with any other offense for which driving under the influence is an element of
the offense.

(b) The unlawful manufacture, distribution, dispensing, possession or use of a controlled
substance on the premises of the workplace or on state business.

2. An appointing authority may impose the following disciplinary actions if an employee is
convicted of an offense set forth in subsection 1:

(@) For the first offense:

(1) Dismissal,

(2) Demotion, if permitted by the organizational structure of the agency for which he or she
is employed;

(3) Suspension for 30 calendar days; or

(4) Suspension for 30 calendar days and demotion.

(b) For the second offense within 5 years, dismissal.

3. An employee who is suspended or demoted pursuant to subsection 2 must:

(a) Agree to be evaluated through an employee assistance program; and

(b) Complete any program of treatment recommended by the evaluation.

4. If an employee fails to complete the program of treatment, the appointing authority must
dismiss the employee.

5. Pursuant to NRS 193.105, an employee who is convicted of violating any state or federal
law prohibiting the sale of a controlled substance must be dismissed.

6. An employee must report fa—conviction} being arrested for, charged with or convicted of
any offense described in this section , including, without limitation, being arrested for, charged
with or convicted of an offense that took place during working or nonworking hours, to his or
her appointing authority within 5 working days after it occurs [} if the arrest, charge or conviction
results in the employee being temporarily or permanently unable to perform the duties of his or
her position. If the employee fails to make fthat} such a report, fhe-or-she-must-be-dismissed-} the
appointing authority shall immediately dismiss the employee.

(Added to NAC by Dep’t of Personnel, eff. 7-22-87; A 4-20-90; 3-27-92; A by Personnel
Comm’n by R147-06, 12-7-2006; R141-07, 1-30-2008)

Sec. 7. NAC 284.890 is hereby amended to read as follows:

Explanation of Proposed Change: This amendment, proposed by the Division of Human
Resource Management, will provide agencies flexibility in assuring that an employee is safely
transported from the test location when he or she will not be returning to the workplace due to a
positive test result, no immediate test result, or because it is the end of the workday. The addition
to the regulation allowing an employee to make his or her own transportation arrangements is
intended to provide an employee with an additional option. It is not the intent to remove the
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agency’s responsibility to ensure the employee’s transportation. The amendment also allows an
agency, as needed, to respond to an obvious medical crisis that happens prior to or during
transportation of the employee following the test.

NAC 284.890 Transportation of employee to and from location of screening test. (NRS
284.065, 284.155, 284.407)

1. If an appointing authority requests an employee fis+eguired] to submit to a screening test
F} based on the reasonable belief of the appointing authority that the employee is under the
influence of alcohol or drugs and the employee has not refused to submit to the screening test,
the appointing authority shall provide transportation for the employee to the location of the test.

2. After the employee submits to the screening test, the appointing authority , based on which
of the following is most appropriate, shall fprevide] :

(a) Provide transportation for the employee to his or her home {1 ;

(b) Assist the employee in arranging for a person chosen by the employee to provide
transportation for the employee; or

(c) Arrange for emergency medical assistance if the appointing authority or any other person,
before or during the transportation of the employee to his or her home, reasonably believes, based
on objective facts, that the employee needs emergency medical assistance.

(Added to NAC by Dep’t of Personnel, eff. 12-26-91)
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Personnel Commission Meeting
September 7, 2018

FOR DISCUSSION AND POSSIBLE ACTION

The following regulations have been proposed for permanent adoption. A brief explanation
precedes each section and summarizes the intent of the regulation change. NOTE: Language in
italics is new, and language in brackets femitted-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. R063-18
The Division of Human Resource Management recommends the regulation amendments contained
in LCB File No. R063-18.

A new regulation is proposed that will set forth the circumstances under which an employment
applicant or employee is deemed to have refused to submit to a requested or required screening
test for alcohol or drugs. Also included in this new regulation are the consequences for certain
applicants who are deemed to have refused to submit to such a screening test. Definitions of terms
utilized in the regulation are also included in this new regulation.

The amendment proposed to NAC 284.578 is a housekeeping change to bring the regulation related
to leave without pay into alignment with the sick leave, annual leave, and compensatory time
regulations, which are the other leave regulations that require such leave for an employee who is
a victim of an act which constitutes domestic violence or whose family or household member is a
victim of an act which constitutes domestic violence, and the employee is not the alleged
perpetrator.

There was general discussion related to alcohol and drug testing during the March 7, 2018
Regulation Workshop, and there were no comments in opposition of the regulations.
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LCB File No. R063-18

Section 1. Chapter 284 of NAC is hereby amended by adding thereto a new section to read
as follows:

Explanation of Proposed Change: This amendment, proposed by the Division of Human
Resource Management, outlines when an employment candidate or employee has refused to submit
to a screening test.

Subsection 1 outlines what situations would constitute an employment candidate or an employee
having refused to submit to an alcohol or drug screening test. Subsection 2 outlines consequences
of a candidate’s refusal to submit to a screening test, and subsection 3 defines terminology used in
this new section.

NRS 284.4063 outlines that an employee who fails or refuses to submit to a screening test is subject
to disciplinary action, and therefore that statute would be utilized as the basis related to
consequences for an employee who refuses to submit to a screening test.

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 by an
applicant.

1. For the purposes of NRS 284.4063, 284.4065 and 284.4066, an applicant or employee is
deemed to have refused to submit to a screening test requested pursuant to NRS 284.4065 or
required pursuant to NRS 284.4066 when the applicant or employee:

(a) Provides oral or written notice to the appointing authority that he or she refuses to take
the requested or required screening test;

(b) Absent any extenuating circumstances, fails to appear at the collection site for a screening
test within a reasonable time after being requested or required to do so;

(c) Absent any extenuating circumstances, fails to remain at the collection site until the
collection process is complete;

(d) Fails to provide a sufficient amount of specimen when requested or required to do so
pursuant to the standards adopted by reference in NAC 284.882 and fails to undergo a medical
evaluation to determine whether there is a legitimate medical explanation for the insufficient
amount of specimen;

(e) Fails to provide a sufficient amount of specimen when requested or required to do so
pursuant to the standards adopted by reference in NAC 284.882, and it has been determined,
through a required medical evaluation, that there was no legitimate medical explanation for the
insufficient amount of specimen;

(FH) Fails to cooperate with any part of the process related to the screening test, including,
without limitation, refusing to sign any required forms;

(g) Brings materials or devices to the collection site for the purpose of adulterating,
substituting or diluting the specimen;

(h) Attempts to adulterate, substitute or dilute the specimen; or

(i) Admits to the collector or Medical Review Officer that he or she adulterated or substituted
the specimen.
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2. The appointing authority shall rescind any offer of employment that is contingent upon
successful passage of a screening test made to an applicant who is deemed, pursuant to
subsection 1, to have refused to submit to a screening test required by NRS 284.4066.

3. Asused in this section:

(a) “Collection site” means a location where specimens are collected.

(b) “Collector” means a person trained to instruct and assist an applicant or employee in
providing a specimen.

(c) “Medical Review Officer” means a licensed physician who has entered into a contract
with the State of Nevada or with a vendor that has entered into a contract with the State of Nevada
to review, verify and report the results of screening tests.

(d) “Specimen” means breath or fluid collected from an applicant or employee for the
purpose of conducting a screening test.

Sec. 2. NAC 284.578 is hereby amended to read as follows:

Explanation of Proposed Change: This amendment, proposed by the Division of Human
Resource Management, is a housekeeping change to make the regulation consistent with similar
provisions governing the approval or denial of sick leave and compensatory time for an employee
who is the victim of an act which constitutes domestic violence or whose family or household
member is a victim of an act which constitutes domestic violence, and the employee is not the
alleged perpetrator.

NAC 284.578 Leave of absence without pay. (NRS 284.065, 284.155, 284.345, 284.360,
608.0198)

1. Except as otherwise provided in NRS 284.360, an appointing authority may grant a leave of
absence without pay to an employee for not more than 1 year for any satisfactory reason.

2. The Commission may grant leaves of absence without pay in excess of 1 year for purposes
deemed beneficial to the public service.

3. An appointing authority may require an employee on leave of absence without pay to submit
every 2 weeks a statement of his or her intent to return to work.

4. If the reason for granting the leave no longer exists, the appointing authority may revoke the
leave after notifying the employee in writing and allowing, so far as is practicable, not less than 5
working days after the date of notification for the employee to return to work.

5. An employee shall request leave without pay at least 30 days in advance of when the need
for the leave is foreseeable, if practicable.

6. An employee may not use leave without pay in lieu of sick leave or annual leave without
approval of the appointing authority.

7. Anemployee who is using leave pursuant to the Family and Medical Leave Act may not use
leave without pay until the employee has exhausted all the accrued sick leave, accrued annual leave,
accrued compensatory time and catastrophic leave that the employee is eligible to use based on the
nature of the absence, as required by NAC 284.5811.

8. An appointing authority shall grant leave without pay, upon request, to an employee who is
a victim of an act which constitutes domestic violence or whose family or household member is a
victim of an act which constitutes domestic violence, and the employee is not the alleged perpetrator
1

(@) The employee has been employed in public service for at least 90 days; and
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(b) The comblnatlon of all Ieave taken by the employee for thls purpose [, including, without
, = /1 does not exceed
160 hours in the 12 month perlod |mmed|ately foIIowmg the date on which the act which constitutes

domestic violence occurred.
[Personnel Div., Rule VII § E subsecs. 1-4, eff. 8-11-73]—(NAC A by Dep’t of Personnel,
10-26-84; 3-23-94; 10-27-97; A by Personnel Comm’n by R145-05, 12-29-2005; R060-09,
11-25-2009; R037-17, 10-31-2017, eff. 1-1-2018)
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Personnel Commission Meeting
September 7, 2018

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:

September 7, 2018.

CURRENT PROPOSED
CODE | TITLE GRADE | EEO-4 | CODE | TITLE GRADE EEO-4
9.490 | Sign Fabricator 27 G 9.490 | Sign Fabricator 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 Sign Fabricator.

In consultation with Subject Matter Experts from the Nevada Department of Transportation and
recruitment experts from Human Resource Management, it was determined that minor revisions
be made to the series concept to better reflect common duties that may be performed by Sign
Fabricators.

Additionally, changes were made to the Education and Experience section of the Minimum
Qualifications, to include an associate degree, as well as, to maintain consistency with formatting
and structure.

Throughout the course of the study, management and agency staff 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

SIGN FABRICATOR 27 G 9.490

SERIES CONCEPT

Under general supervision of the Sign Production Supervisor, fabricate sign blanks from aluminum sheet[ing]s
to be used in the manufacture of signs for the Department of Transportation on a statewide basis; cover sign
blanks with reflective and/or non-reflective sheeting; and maintain records of materials.

Produce sign blanks of appropriate sizes and shapes to be used in the production of highway signs by reviewing
work orders and ensuring dimensions conform to federal and State standards for highway signs.

Plan and lay out projects; cut aluminum sheet[ing]s to desired size using metal shear machine[ry]s; cut corners
with a cornering machine; smooth edges of the metal using a file and deburring tools; engrave date on the sign
blank; mark mounting holes; and punch holes using hole punching machine[ry].

Apply [Use-sheeting—with-a} pressure sensitive sheeting to aluminum blanks with [backing-by-apphying] an

electric or hand crank squeeze roll applicator; set up machine with proper tension and speed; overlay
aluminum blanks with pressure sensitive [laminate—sign]| sheeting and put signs through the applicator;
separate and trim excess material [stgns].

Ensure adequate stock is available by maintaining records of the number and type of sign blanks and aluminum
sheets that are in stock; maintain records of other materials used in sign production including aluminum
sheet[ing]s, blanks, reflective sheeting, and sign hardware; complete stock requisitions for additional supplies;
and advise shop supervisor when the stock of completed signs needs to be replenished.

Maintain work area and equipment to ensure it is in clean and safe working order [eenditien]; perform routine
repairs and maintenance on sign shop equipment.

Perform related duties as assigned.

KEAAAARAAIAAAAIAAIAEIAAIAEIAAIAAAAAAARAAAAAAAAAIAAAIAAAIAAAITAAAIAAIAIAAAAAAkAAkArAAAkrArAAkrrAArhhkrhhhhhhhihihihkiiikiik

MINIMUM QUALIFICATIONS

EDUCATION AND EXPERIENCE: Associate’s degree in machine tool, metal fabrication, or metal milling;
OR {Gigraduation from high school or equivalent education and one year of experience in sheet metal
fabrication, sign production, or a related field which included layout work and operating metal shear machinery
and cornering machines; 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: methods, materials, tools and equipment used in sign fabrication. General
knowledge of: types and characteristics of various metals. Ability to: prepare inventory reports and stock
requisitions; read and understand work orders, manuals regarding highway signs and uniform traffic control
devices, and manuals regarding the repair and maintenance of equipment; take measurements and make
mathematical calculations necessary to lay out projects. Skill in: safely operating, maintaining, and repairing
equipment used in the fabrication of sign blanks.
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SIGN FABRICATOR 27 G 9.490
Page 2 of 2

MINIMUM QUALIFICATIONS (cont’d)

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):

Working knowledge of: federal and State requirements regarding uniform traffic control devices and standard
highway signs; agency and division rules, policies, and procedures regarding sign production, shop operations
and safety. General knowledge of: sign writing and silk screening methods 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.

9.490
ESTABLISHED: 1/1/61
REVISED: 6/1/63
REVISED: 7/1/91P

11/29/90PC
REVISED: 3/19/04PC

REVISED: 9/07/18PC
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PERSONNEL COMMISSION
INDIVIDUAL STUDY APPEAL

Pauline Beigel, Administrative Services Officer II, 7.217, grade 39
Appeal of the Division of Human Resource Management’s (DHRM) decision to not reclassify
Ms. Beigel to Administrative Services Officer III, 7.216, grade 41

Personnel Commission September 7, 2018

Prepared by the Department of Administration
Division of Human Resource Management

DOCUMENT EXHIBIT
Letter to Peter Long, Administrator, DHRM, from appellant Pauline Beigel, dated April 9, 2018, ]
appealing the Administrator’s affirmation of denial to reclassify the position.

Letter to Pauline Beigel, from Peter Long, Administrator, DHRM, dated March 9, 2018, affirming 2
the denial to reclassify the position.

Letter to Peter Long, Administrator, DHRM, from appellant Pauline Beigel, dated January 25, 2018, 3
appealing the denial to reclassify the position.

Letter to Pauline Beigel, from Supervisory Personnel Analyst Heather Dapice, dated October 25, 4
2017, maintaining Administrative Services Officer Il as the correct classification.

Position Questionnaire (NPD-19) submitted by Pauline Beigel (PCN 101-020) to DHRM, received 5
September 26, 2017.

Position Questionnaire (NPD-19) submitted for PCN 101-020, approved April 2, 2001, reclassifying 6
the position from Administrative Services Officer I to Administrative Services Officer [1.

Comparable Administrative Services Officer II positions within State service (Division of Museums 7
and History; Office of the Military; Department of Corrections-Prison Industries; Department of
Corrections-Lovelock; Public Utilities Commission; Division of State Parks; Department of
Employment, Training and Rehabilitation),

Examples of Administrative Services Officer I positions within State service (Department of Public 8
Safety-Emergency Management; Department of Transportation; Department of Employment,
Training and Rehabilitation; Division of Environmental Protection; Department of Motor Vehicles;
Department of Taxation).

Current Class Specification for the Administrative Services Officer I11. 9
Current Benchmark Descriptions for the Administrative Services Officer 1. 10
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PERSONNEL COMMISSION
INDIVIDUAL STUDY APPEAL

Pauline Beigel, Administrative Services Officer II, 7.217, grade 39
Appeal of the Division of Human Resource Management’s decision to not reclassify Ms. Beigel to
Administrative Services Officer III

Personnel Commission September 7, 2018

Prepared by the Department of Administration
Division of Human Resource Management

APPEAL SUMMARY

Ms. Beigel, an Administrative Services Officer II with the Nevada Department of Transportation, is
appealing the Division of Human Resource Management’s decision to not reclassify the position from an
Administrative Services Officer 11, 7.217, grade 39 to an Administrative Services Officer ITI, 7.216, grade
4].

BASIS FOR APPEAL

Ms. Beigel’s appeal is based on the belief that a preponderance of her duties and responsibilities are within
the higher-level classification to include an increase in significant decision making, increased consequence
of error, increased responsibilities, increase in personal contacts, and increased supervisory and
managerial responsibility.

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 appellant’s duties are consistent
with the Administrative Services Officer Il level; are comparable to other Administrative Services Officer
Il 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 the position are to act as the regional business manager for
District I; manage the district and Traffic Management Center budgets; manage personnel issues for the
district; manage administrative support functions for the district; oversee contracts and agreements; and
coordinate with facility manager and buildings and grounds manager regarding security, changes to office
spaces and coordinate services needed to complete changes.

Administrative Services Officer positions are analyzed and evaluated based on seven established
classification factors. In addition, positions are compared to Benchmark Descriptions and to one another
in relation 1o size, number and type of accounts managed; the size and complexity of the agency; the type
and number of funding sources; the size and level of staff and the diversity of classes used by the agency.
Ms. Beigel's duties and responsibilities are akin to the Benchmark Descriptions for the Administrative
Services Officer Il class and are directly comparable to Administrative Services Officer II positions within
State service.

As the duties performed are consistent with the class concepts, Benchmark Descriptions, and other
positions in State service, Administrative Services Officer II remains appropriate for the preponderant

duties of the position.
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STATE OF NEVADA
DEPARTMENT OF TRANSPORTATION

DISTRICT |
P. 0. Box 170
Las Vegas, Nevada 89125-0170

BRIAN SANDOVAL, Governor RUDY MALFABON, PE., Diractor

April 9, 2018

Personnel Commission

Division of Human Resource Management
209 East Musser Street, Suite 101

Carson City, NV 89701
Carrie.Lee@admin.nv.gov

I am in receipt of the March 9, 2018 letter from Peter Long denying my appeal, dated January 25,
2018, of the NPD-19 assigned for review on September 23, 2017 to reclassify my position from
Administrative Services Officer Il to an Administrative Services Officer 11I. This letter serves as
my appeal of Mr. Long’s decision upholding the denial of the request to change the classification.

My rationale for my disagreement with the determination is as follows:

There has been a significant change in dulies since the 2001 study was done to reclassify the
cxisting Administrative Services Officer 1 (ASOI) to an Administrative Services Officer II
(ASOII). Ibelieve the change in duties and level of responsibility warrants a reclassification of
this position to an Administrative Services Officer 11l (ASOIII). The following are some of the
points that indicate these changes.

Increase in Sipnificant Decision Making

In the 2001 study, this position provided oversight on accounting functions and personnel issues.
Now this position has authority to make personnel decisions for hiring and discipline issues as of
2017. An example is what to do when an employee is unable to urinate for a drug test. DHRM
had never encountered this issue before, and this position was part of the decision making
process on how to handle the issue. This position also now has complete budget control over the
TMC budget, where in the 2001 study, this budget account did not exist. In addition, the amount
of the budget has increased from

Previously, this position was not involved in accident investigations or the timing/type of drug
tests. Now, this position is regularly called on to make decisions regarding accidents and types of
drug tests (federal or state) that should be performed.



Increased Consequences of Error

In the 2001 ASO study, the consequences of errors were generally limited to: Mis-management
of funds and minor impact on day to day operation. Back in 2001, the fund availability was
greater than current day. When the economy dropped in 2008, budgeting and fund availability
changed, drastically,

Currently, the consequences of errors are higher: Higher fiscal impact due to increased budget
constraints, and major impact on day to day operations. There are additional safety related issues
such as providing access to the wrong people or disgruntied employees near high security
buildings (TMC, FAST, Highway Patrol, airport hangar) and issues that didn’t exist prior to the
September 11 tragedy. District I has an airport hangar, and security around this facility is much
more heightened due Transportation Security Administration mandates in comparison to the
2001 study. Rekeying of doors and gates and issuing new access card, while a continuous effort,
are now more complex in determining who can and should have access to specific areas in the
yards, hangars, rest areas, and the TMC.

Increased Responsibilities

Greater role in fiscal management: in the 2001 study, the operating expense budget was
approximately $23 million, where in 2017, the budget is approximately $43 million. This
position must properly allocate the monies across the 56 different accounts and determine when
to request additional funding, and what to do if there is not additional funding available.

The population in Clark County has increased significantly. The population in 2000 was
approximately 1.4 million people, compared to 2.2 million people in 2017. Clark County in
District I is by far the most populous county in Nevada, accounting for nearly three-quarters of
Nevada’s residents. As the population increases, so does the usage of the roads, visitor centers,
and rest areas. This position must consider all these changes when budgeting funds among the
various budget accounts and anticipating overages and shortfalls. There is also an increase in the
number of property damage claims this position must ensure get processed timely, or the state
loses reimbursement funds from the insurance companies.

There has been an increase number of visitors to Clark County area. In 2000, there were
approximately 35.5 million visitors, compared to 2017, when there were 43 million and
increasing, therefore the risk of accidents on NDOT roads is increased, and this position must
account for this risk in purchasing items to repair damaged attenuators or other damaged safety
items. This position must also determine what the increased usage of the visitor centers will be
and put together contracts that have enough restrooms, soap, toilet paper, janitorial services, etc.
to serve the public needs.

The number of buildings and locations has increased since the 2001 study. The Traffic
Management Center (TMC) building opened in 2006, and the south yard maintenance station and
an additional gas pump station opened in 2008. The TMC houses employees from Nevada
Highway Patrol, the Freeway and Arterial System of Transportation (FAST), and the newly
developed Las Vegas Road Operations. Devising adequate security measures for this high
security facility and maintaining access to the fuel pumps for other State of Nevada employees
has been a challenge. The TMC operates 24 hours a day to monitor traffic and assist both law
enforcement on the road, and motorists. NDOT acquired a building previously occupied by NHP,
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and now one of the construction crews operates from that building. The Southem Nevada
Visitors Center, in Searchlight, has also opened since the 2001 study. This facility has been a
challenge becausc the designers used an open air type concept, not realizing how often
temperatures in that area fall below freezing, and pipes burst. Additionally, this facility has had
greater volumes of traffic than originally anticipated, causing the need for additional funds for
Janitorial services and amendments to contracts and agreements. This position handles these
types of responsibilities regularly.

There has been an increase in funding for NDOT and all agencies within Clark County generated
by the Fuel Revenue Index (FRI) money approved in 2016 election. this results in more projects
and added coordination with other agencies until its expiration in 2026,

There has been an increase in federal programs, such as the implementation of safety projects,
ADA improvements, and ITS projects. This is to bring District I up to all the applicable federal
rules and safety codes, in addition to home land security requirements which were not in
existence during the 2001 study.

There has been an increase in the dollar value for which this position is authorized to sign. In the
2001 study, the position was authorized to sign up to $500 per purchase, and the amount in 2017
is $1,000, which is the second highest level in the District, behind the District Engineer's
approval level. The increase in Purchase Voucher authority is similar. In 2001, this position had
the authority to sign Purchase Vouchers up to $5,000, and the amount authorized in 2008 is
£10,000, again the second highest level in the District.

This position has the authority to approve timesheets in the absence of the Deputy Director or
District Engineer. This position has the increased responsibility of acting as timekeeper in
NEATS, ensuring the 400+ timesheets for District I are submitted timely. NDOT is a positive
reporting agency, which is more complex than exception reporting agencies in the codes used to
report time.

Increase in Personal Contacts

District I staff actively participate in TIM, the Traffic Incident Management coalition, which
started in 2011. This coalition consists of representatives from first responder agencies such as
NHP, Metro, local law enforcement including North Las Vegas and Henderson, outlying areas
such as Nye County Sheriff, Mesquite PD, Clark County Fire, AMR and Medic Wesl (ambulance
services), Clark County Coroner, Freeway Service Patrol (a private contractor based on winning
RFP). Other agencies include hazmat cleanup, such as H20 and Double Barrel, and the
specialized hazmat response teams in Henderson and Clark County Fire. The purpose of this
coalition is to provide a unified common structure between agencies that operate on the highway.
This is a joint operational policy to manage responses to incidents that oecur on roads and
highways, based on prompting from the USDOT and FHWA. Southemn Nevada has been a leader
in this effort, nationwide. This position participates and represents NDOT along with the Safety
and Training personnel.

This position has also increased personal contacts by participating in joint exercises for the
Emergency Operating Committee.

This position was instrumental in participating in the 50 year contract for Hoover Power, and
encountered many new contacts from state and local agencies.



This position is regularly in contact with other state and local agencies in connection with the rest
areas located in their area, and the maintenance and upkeep necded to keep them at a desired
service level.

This position also assists NDOT staff and contractors when there are interim maintenance
agreements that need to be created, administered, amended, and closed.

There has been an increase in dealing with attorneys and investigations regarding personnel
issues, where in the 2001 study, the interaction with attorneys was mainly limited to the review
of contracts. The contract reviews still occur, however the interactions regarding personnel issues
are the majority of the contact.

Increased Supervisory and Managerial Responsibility

Since the 2001 study, additional programs have been added to NDOT and to District I,
specifically. These additional programs include Las Vegas Road Operations (a 24 hour program),
and the Storm Water program, Additionally, this pasition has picked up the District I Safety and
Training program and oversight of stockroom purchasing which increases the supervisory and
managerial tasks this position must perform or ensure are performed by lower level supervisors.

This position is responsible for the operating expenses for District I being paid properly. The
number of utility accounts has doubled from approximately 250 accounts to more than 500 that
need to be paid monthly. This position is responsible for making sure accounts that are added are
legitimate and ensuring accounts where the property was relinquished are no longer being paid by
NDOT. There has been an increase in the type and number of contracts to for cleaning,
maintenance, security, interlocal agreements between agencies, transfer of properties to other
agencies and maintenance responsibilities, lease of buildings, temporary structures, moving
trailers and lab. This position is required to keep up with all the payments, advertisements,
expirations, awards of the ever growing needs of District I.

In the 2001 study, this position was in more of an advisory capacity in personnel issues. As of
May 2017, this position now is in the position of authority to make decisions regarding discipline
and actively participates in NPD-32 investigations.

An Administrative Assistant IV position was created to help oversee the accounting and
personnel functions performed in the Administrative section of District I. An NPD-19 is in
process to create a Program Officer | position to help with new programs designed for additional
oversight of the Stockrooms, Equipment Shops, and Security program. Neither of these positions
existed at the time of the 2001 study, so they are in increase in supervisory duties and program
areas and responsibilities.

Benchmark Description Comparisons

The denial letter dated March 8, 2018 ends by discussing the Benchmark Description for an
Administrative Officer III within the Department of Safety, Emergency Management Division,
and lists several other examples of ASOIH positions and their descriptions. The position listed
for Taxation is now an ASOIV, however, [ do not know when that position changed. The DMV



has two ASOIII positions in the agency. I am not certain if the position description is for just one
of those positions, or if both ASOIil positions perform the same duties.

The information summarized below is in part from the denial letter and from the Governor's
Executive Budget Book, online. Not all the information was provided in the denial letter, so |
gathered what | could from online resources.

Budget | Dollar Amts | # of Employees Staff Supervised
Accls Expenses
NDOT DI ASO 8 345 M 485 for District I (1825 total) | 8
DPS- ASOIII 8 $175 M 1486 total 2 {ASOIl)
DCNR - ASOIII 652 total 2
DMV-2 ASOIll | 13 $40 M 1178 total 6
Taxation-ASOIV $39M 380 total 6
P&P ASOII $29 M 599 total 4
PUC - ASOII $I15M 96 total 9

This table does not take in to account the size and complexity of the agency, nor the diversity of
classes used by the agency. NDOT is a large agency spread across the entire state of Nevada. The
depariment is responsible for the planning, construction, operation and maintenance of the 5,400
miles of highway and over 1,000 bridges which make up the state highway system. The
department is divided into three districts, with a district engineer and assistant engineers in each.
The districts are responsible for supervising all state transportation activities within their local
areas. NDOT's headquarters building is located in Carson City, with the three main district
offices located in Las Vegas, Reno and Elko. Major maintenance stations are in Ely, Tonopah
and Winnemucca. NDOT is overseen by a seven-member Board of Directors and directed by
Senior Staff. There are approximately 48 major business units, or divisions, and there are
approximately 204 different job titles filled by the 1825 employees.

District [ is responsible for southern Nevada state roads, highways and bridges, with headquarters
in Las Vegas, a major maintenance station and the Traffic Management Center in the southern
part of Las Vegas, and a major maintenance station in Tonopah. There are approximately 485
permanent positions in District [ and approximately 74 different job titles. District I has 35
Maintenance crews, 8 Construction crews, 3 Equipment shops with Stockrooms, 13 Rest Areas, a
Road Operations center, and employees from Extemal Civil Rights, Right of Way, Materials,
Project Management, Planning, Environmental, Traffic Counters, Independent Assurance,
Construction Administration, Information Technology, and Public Information. At the time of
the 2001 study, there were approximately 349 full time equivalent positions. Since the 2001
study, the major additions are the Traffic Management Center, the Road Operations center, the
maintenance station at Sunset and Decatur which houses an additional Equipment Shap and
Stockroom, the major visitor’s center in Searchlight, additional maintenance crews, and
additional positions. The increase in staff, physical locations, and types of positions has increased
the level of complexity and number of budget accounts this position must account for in both
fiscal matters and personnel issues.




In conclusion, while I agree that fooking at any one of the factors I mentioned in the original
NPD-19 request is not a substantial change, in and of itself, overall, the combined change in
responsibilities for this position and the Benchmark Description comparisons warrants an
increase from the Administrative Services Officer 1] level to the Administrative Officer I11 level.
Thank you for your time and consideration in this matter.

Sincerely,
f'_/ ?m/f'm' fﬁ;r'yf'/

Pauline Beigel, Administrative Services Officer I1
Department of Transportation, District |

Cc:  Peter Long, Administrator
Division of Human Resource Management
long@sdmin.nv.pov

Mary Martini, District Engineer
Department of Transportation, District I

mmartini@@dot.nv gov

Allison Wall, Personnel Officer III
Department of Transportation

awall@dot.nv.gov

Cassie Moir, Deputy Administrator
Division of Human Resource Management
cmoir@admin.ny.eov




NEVADA DEPARTMENT OF TRANSPORTATION

Listing of Budget / Spending Organizations (Numerical Order)
ortin Budget |Spendin
gglilaup g ngi Cé_ 9 |org Name
DST1 BOB1 A0B1 TRAFFIC MANAGEMENT CENTER
DST1 B091 co91 COMMUNICATIONS LAS VEGAS
DST1 B0Y5 C095 COMMUNICATIONS TONOPAH
DST1 B101 c101 LAS VEGAS DISTRICT ADMIN
DST1 B104 C104 TONOPAH DISTRICT ADMIN
DST1 8196 C196 BETTERMENTS LAS VEGAS
DST1 B197 c197 BETTERMENTS TONOPAH
DST1 B198 C102 LAS VEGAS FACILITIES CREW
cli2 LV LIGHTING REPAIR
c113 LV HIGHWAY LIGHTING
C118 LAS VEGAS YARD STORM WATER INSP CREW
c121 LV YARD STOCKPILE CONTROL
c122 ALAMO MAINT CREW
C124 GLENDALE MAINT CREW
C126 MOUNTAIN SPRING MAINT CREW
C127 SEARCHLIGHT MAINT CREW
o lC129 CHARLESTON MAINT CREW
& |c13o SOUTH L V YARD AND STOCKPILE CONTROL
Y |ci4a0 L V SIGN CREW
g C141 L V STRIPING CREW
o |c14z L V STRIPING CREW
9 Ic14s L V LANDSCAPE CREW
S |c1s0 L V MAINTENANCE GREW
l‘z-‘ c151 L V MAINTENANCE CREW
§ C152 L V MAINTENANCE CREW
c153 L V MAINTENANCE CREW
C154 L V MAINTENANGE CREW
C155 LV BRIDGE MAINT CREW
C157 LV NIGHT MAINT CREW
C158 LV STORM WATER MANAGEMENT
c159 LAS VEGAS SWEEPING CREW
C160 LAS VEGAS MAINTENANCE CREW
c178 PANACA MAINT CREW
Y:\Budgef
District 1 Org List - Numerical Order.xlsx 1o0f2

41512018



c179 LAS VEGAS STORM WATER MAINT CREW
DST1 B199  |c105 TONOPAH SERVICE CREW
C120 TONOPAH YARD STOCKPILE CNTRL
C123 BEATTY MAINT CREW
g c143 TONOPAH STRIPING CREW
S [ct1a7 TONOPAH LANDSCAPE CREW
G [cie9 TONOPAH SW MAINTENANCE CREW
o |cto TONOPAH MAINT CREW
g |cir TONOPAH MAINT CREW
2 oz BIG SMOKEY MAINT CREW
E C173 BLUE JAY MAINT CREW
g |cits GOLDFIELD MAINT CREW
C176 MINA MAINT CREW
C177 MONTGOMERY PASS MAINT CREW
DST1 B700  |C700 SOUTH LV DIST STOCKROOM P&S
DST1 B701  |c701 LV DIST STOCKROOM P&S
DST1 B705  |c705 TONOPAH DIST STOCKRM P&S
DST1 B710  [c710 SOUTH LV DIST STOCKROOM
DST1 B711  {C711 LAS VEGAS DIST STOCKROOM
DST1 B715  [C715 TONOPAH DIST STOCKROOM
DST B720  [C720 SOUTH LV DIST REPAIR SHOP
DST B721  |c721 LAS VEGAS DIST REPAIR SHOP
DSTH B725  |C725 TONOPAH DIST REPAIR SHOP
Cca02 CONSTRUCTION CREW LV
c803 CONSTRUCTION CREW LV
Co06 CONSTRUCTION CREW LV
Cot4 CONSTRUCTION CREW LV
Co15 CONSTRUCTION CREW LV
C916 [CONSTRUCTION CREW LV
Cce22 CONSTRUCTION CREW LV
C926 CONSTRUCTION CREW LV
Co31 DISTRICT TESTING CREW LV
Y:\Budgsl\
District 1 Org List - Numencal Order.xlsx 2012
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NEVADA GEPARTHINT OF TRANIPOR IATION A04 : District Budget Category

Date: 05-Apr-2018

Budget Account: 4660-TRAPTN
ADM

District: DST1-DISTRICT 1

Report ID: NBDM50A
Department: 0000-DEPARTMENT OF
TRANSPORTATION

Budget Catagory: ALL

Budget Category: 01-PERSONNEL SERVIGES

Budget Information 2001
Budget Authorlzed Amount $11,476,550.00
Expended Amount $11,837,810.01
Encumbrance Amount $.00(
Yotal Obllgations $11,837,810.03
|Unexpended Amount -$361,260.03
|uncommitted Amount -$361,260,03
Stralght-line Projection $11,837,810.03
Projectad as a % of Budget 103.15%
Budget Category: 02-QUT OF STATE TRAVEL

Budget Information 2001
Budg:t_n—umnrlzed Amount %$.00
Expended Amount $.00
Encumbrance Amount $.00
Total Obligations $.00]
Unexgended Amount $.00
Uncommitted Amount %$.00
Straight-line Projection $.00
Projected as a % of Budget 00%
Budget Category: 03-IN STATE TRAVEL

Budget Information 2001
Budget Autharized Amount $53,100,00
Expendad Amount $30,505.69
Encumbrance Amount $.00
Total Obllgatiunl $30,505.69
Unexpended Amount $22,594.31
Uncommitted Amount $22,594.31
Stralght-line Projection $30,505.69
|Projactad as a % of Budget 57.45%
Budget Category: 04-OPERATING

Budget Information 2001
Budget Authorized Amount $8,903,287.00
Expended Amount $8,804,093.63

http://oraappsrv:8888/fdotdw/nbdm web.nbdmS0A ?pfy=2001&pba=4660&0do=0000&pds... 4/5/2018
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|Encumbrance Amount $.00
Tatal Obll_gatlnns $8,684,093.63
|Unaxpended Amount %$19,153.37
Juncommitted Amount $19,193,37
Stralght-line Projection $08,884,093.63
Projected os a % of Budget 99.78%
Budget Category: 05-EQUIPMENT
Budget Information 2001
|Bud!:t Authorized Amount $141,855,50
|Expanded Amaunt $127,878,36
|Encumbrance Amount $.00|
Total Obligatons $127,878.36
Unaxponded Amount $13,977.14
|Uncommitted Amount $13,977.14
Stralght-line Projection $127,678.365|
{Profected as a % of Budgat 90.15%
[Budget Category: 06-BLDGS/IMPRY
[Budget Information 2001
Budget Authorized Amount $3,353,505.00
Expendad Amount $827,737.15
|Encumbrance Amount $.00
Total Obligations $827,737.15
Unexpended Amount $2,525,767.85
Uncommitted Amount $2,525,767.85
Straight-line Projection $827,737.15
Projected as a % of Budget 24,68%
Budget Category: 09-0/S INSP & TRNG TRAVEL
Budget Information 2001
P_u_d_gct Authosized Amount $629.45
Expended Ambunt $629.45
Encumbrance Amount $.00
Total Obligations $629,45
[Unexpended Amount $.00
|uncommitted Amount $.00]
Slralg_h_t-llne Projection $629.45
[Projected as a % of Budget 160.00%
[Budget Category: 10-HONOR CAMP PAYMENT
Budget Information 2001
Budget Authorized Amount $180,000.00F
Expanded Amount $185,222.66
[Encumbrance Amount $.004
Total Obligations $185,222.66]
Unexpended Amount -$5,222.66
[uncommitted Amount -$5,222.66
] mht-llna Projection $185,222.66
JProjected as a % of Budget 102.90%

hllp:lloraappsrv:BB8Bll'doldwfnbdm_wcb.nbdeOA?pfy=200l&pba=4660&pdp=0000&pds... 4/5/2018
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Budg_et Category: ALL BUDGET CATEGORIES

Budget Information 2001
Tote! Budget Authorized Amount $24,108,926.95
Tatal Expended Amount $21,893,876.97
TYotal Encumbrance Amount %.00
Tatal Obligations $21,693,876.97
Total Unaxpended Amount 4$2,215,049.98
Total Uncommitted Amount $2,215,049,98
Straight-line Projection $21,893,876.97
Projected as a % of Budget ¢0.B1%

htlp:lloraappsrv:BB88ifdotdwlnbdm_web.nbdmSOA?pfy=200l&nba=4660&ndp=0000&nds... 4/5/2018
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NEVADA DEPARTMENT G TRAN IFORTATION A04 : District BUdget Categorv
Date: 05-Apr-2018 Report ID: NBDM50A
Budget Account: 3660-TRNSP Department: 0000-DEPARTMENT OF
ADM TRANSPORTATION

District: DST1-DISTRICT 1

Budget Category: 01-PERSONNEL SERVICES
Budget Information 2018
Budget Authorized Amount $20,626,571.00
Expended Ampunt $14,956,299,.88
Encumbrance Amount %$.00
Total Obligations $14,956,299.88
Unexpended Amount $5,870,271.12
Uncommitted Amount $5,870,271.12
Straight-line Projection $17,947,559.86
[Projected as a % of Budget 86.18%
Budgtet Catego g DJLO;I_ELQLS[AIE_LBA;y_EL
Budget Information 2018
Budgat Authorized Amount $286,00
Expended Amount $286.00]
Encumbrance Amaunt $.00
Total Ohll!gtlonn $286.00
Unaxpended Amount %.00
Uncommitted Amount $.00
Stralght-line Projection £343.20
Profected 85 a 5% of Bud!et 120.00%
Budget Category: 03-IN STATE TRAVEL
Budget Information 2018
Budget Authorized Amount $69,600.00
Expended Amount $49,388.26
Encumbrance Amount $6,331.46
Total Obligations $55,719.72
Unexpended Amount $20,211.74
Uncommitted Amount $13,880,28
Stralght-line Projection $66,863.66
Prore-cted a8 a8 % of Budget 96.07%
Budget Category: 04-OPERATING
Budget Information 2018
[Budget Authorired Amount $11,545,111.00
Expended Amount $7,005,959.81

hutp://oraappsrv:8888/fdotdw/nbdm_web.nbdm50A7pfy=201 B&pba=4660&pdp=0000&pds... 4/5/2018
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Encumbrance Amaount $549,859,34
Total Qbligations $7,555,819.15
|Unexpended Amount $4,539,151.19
Uncommitted Amount $3,989,291.85
_s_mm-llne Projection $9.066,9682.98
Projected as & % of Budget 768.54%
Budget Category: 05-EQUIPMENT
Budget Information 2018
Budget Authorized Amount $101,747.00§
Expended Amount $148,975,30]
|encumbranea Amount $18,350.70]
Total Gbligatians $167,336.00
Unexpended Amount -$47,228.30
fUncommitted Amount -$65,589.00
Stralght-line Projaction $200,803.20|
|Projectad as a % of Budget 197,36%]
Budget Category: 06-BLDGS/IMPRYV
Budget Information 2018
Budget Authorized Amount $8,733,333,00
Expsndod Amount $3,453,973.48
Encumbrance Amount £.00
Total Obligations $3,453,973.48
Unexpandad Amount $5,279,359.52
Uncommitted Amount 55,279,359.52
Straight-Hna Projection %$4,144,768.18
Projected as a % of Budget 47.46%|
Budget Category: 10-HONOR CAMP PAYMENT
Budget Infarmation 2018
jBudget Authorlzed Amount $373,000.00
Expended Amount $185,721.12
JEncumbrance Amount $.00)
Total Obligations $185,721.12
Unexpended Amount $187,278.B8
Uncommitted Amount $187,278,88
Stralght-line Projection $222,865.34
Projected as a % of Budget 59.75%
Budget Category: 36-TRAFFIC MANAGEMENT CENTER
Budget Information 2018
Bud!lt Authorized Amount $665,567.00
Expended Amorunt $385,205.10
Encumbrance Amount $.00
Total Obligations $385,205.10
Unexpended Amount $284,361.90
luncommitted Amaunt $284,361.90
|Straight-line Projaction $462,246.12
|Projected as a % of Budget 69.04%

htlp:lloraappsrv:B888/fdoldwmbdm_web.nbdeOA?pfy=20I8&pba#660&pdp=0000&pds... 4/5/2018
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Budget Category: ALL BUDGET CATEGORIES I
jBudget Information 2018
Tota) Budget Authorized Amount $42,318,215.00
Total Expended Amount $26,185,808.95
Total Encumbrance Amount $574.551,50
Total ohlltlons $26,760,360.45
Total Unexpended Amount $16,133,406,05
Tota! Uncommitted Amount $15,558,854.55
Straight-line Projection $32,112,432,54
Projected aa a % of Bud!et 75.88%

hitp:/loraappsrv:8888/fdotdw/nbdm_web.nbdm50A?pfy=20188pba=4660&pdp=0000&pds... 4/5/2018



Brian Sandoval
Governor

STATE OF NEVADA
DEPARTMENT OF ADMINISTRATION

Division of Human Resource Management
209 E. Musser Street, Sulte 101 | Carson City, Nevada 89701
Phone: (775) 684-0150 | httn://e.nv.pov | Fax: (775) 684-0122

CERTIFIED MAIL: 7013 3020 0002 2105 4231

March 9, 2018

Pauline Beigel

Nevada Department of Transportation
123 East Washington Avenue

Las Vegas, NV 89101

pbeigel@dot.nv.gov

Dear Ms. Beigel:

I have received your letter of appeal regarding the results of the classification study
recently conducted on your position by the Department of Administration, Division of
Human Resource Management. My responsibility in the classification appeal process is
to objectively review the classification determination for validity and accepted
classification principles and to assess the use of appropriate methodology. 1 must
consider the points in the original determination for which you disagree and the rationale
for this disagreement. My review of this appeal took into consideration all the
information gathered during the classification study including the current NPD-19 upon
which the determination was made; information gathered during the initial audit;
additional information gathered by my office; review of the class specification; and a
review of the appeal documents submitted.

I will address your concems as I understand them.

* In your appeal letter you indicated that the additional responsibility of overseeing
the Traffic Management Center (TMC) budget account, with more autonomy and
without oversight, constitutes significant change and therefore should not be
considered a lower-level duty as written in the denial letter.

While the level of responsibility and autonomy for the TMC budget has increased,
this change in and of itself does not warrant reclassification to the Administrative
Services Officer IIf level. The initial classification of Administrative Services

Patrick Cates
Director

Peter Lonp
Administrator



(

Officer 1 for the TMC Manager, which was subsequently cancelled, included
responsibility for fiscal management of the TMC budget to include creating,
coordinating and implementing long and short term budget strategies, forecasting
future expenses and costs, tracking expenditures, tracking receipt of revenues
from building occupants, etc.; facilitating physical procurement of all equipment
and matcrials necessary for building operations; establish and administer service
contracts, review and authorize payment, identify and manage non-payments
and/or inconsistencies, enforce contracts to ensure scope of work is covered
correctly and in a timely manner, coordinate and correct discrepancies;
coordinate, review and approve any major expenditures or improvements, act as
the project manager for improvements to include project plan development,
project plan execution and integrated change control; establish inventory and
track all permanent building assets; synchronize building insurance
documentation; organize the development of a joint Facility Manual, Security
Manual and other Standard Operational Procedures; develop policies and
procedures specific to maintenance and operations of the complex; general
oversight of the facility mainlenance and general upkeep of the building;
supervise maintenance of the phone switch, ensure operations of digital phones
and data lines, run monthly reporis and analyze and distribute billing
responsibilities, track billing and payments; supervise and coordinate building
security, decide security access, organize background checks, coordinate card
issue, track employees and contractors after access is granted.

Other than increasing the level of autonomy and oversight of the TMC budget, the
duties previously cstablished at an Administrative Services Officer | level have
not significantly changed. Also, it does not appear that the complexity of the
budget itself, which is cumently, per the Governor's FY18-19 recommended
budget for the TMC, approximately $714,567, has significantly increased. As
such, the addition of duties and responsibilities allocated 1o a lower level in the
class series te a higher-level position would not constitute significant change
resulting in the preponderance of duties being at a higher level; therefore, duties
allocated to an Administrative Services Officer | and/or 11 level would not in and
of themselves justify reclassification to an Administrative Services Officer 11l
level. It should also be noted, that your position currently has autonomy and
oversight over your assigned district budget, of approximately $40 million, and
adding duties of a similar nature and complexity would not meet the definition of
significant change as outlined in your determination letter.

You also state that while you agree that, as a whole, managing personnel issues,
evaluating issues and presenting corrective alternatives, solutions and
recommendations has not changed, you believe there has been a significant
increase in responsibility since your position now has authority to approve
personnel actions up to the level of Written Reprimands for District 1 personnel
issues, as well as make recommendations when either an NPD-32 (Notice of
Employee Rights During an Intemnal Investigation) or NPD-41 (Specificity of
Charges) is warranted.

While this duty may be new to you, it is not new to the position itself. When this
position was reclassified, effective 8-21-2000, it was given responsibility to assist

2
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management with personnel situations to include disciplinary actions; as such,
providing recommendations related to disciplinary actions would not constitute
significant change as defined in your determination letter, nor would approving
personnel actions up to the level of a Written Reprimand. As such, these
responsibilities would not justify aliocation to an Administrative Services Officer
1L

You further state that the addition of responsibility for the Department of
Transportation Drug and Alcohol Program as well as investigations of accidents
involving employees or NDOT vehicles and work-related injuries, constitutes
significant change due to its high consequence of error.

Per NAC 284.498, all supervisory and managerial employees must undergo
training related to alcohol and drug testing, in addition, it is the responsibility of
each supervisor to take immediate action whenever the supervisor observes or is
made aware of a situation where an employee is suspected of being under the
influence of alcohol or a controlled substance and objective facts support a drug
screening test. It is the responsibility of every supervisor and manager to know
and understand the State requirements as well as their agency requirements
respective to alcohol and drug testing. As such, performing this duty is considered
non-grade determining and would not be utilized for justification for
reclassification to a higher level,

With regard to the administration of alcohol and drug testing for individuals whao
have a Commercial Driver License (CDL), these rules and regulations are strictly
mandated by the Federal Motor Carrier Safety Administration which requires
drug and alcohol tests to include pre-employment, post-accident, random,
reasonable suspicion, retum-to-duty and follow-up. Again it is the responsibility
of every supervisor or manager who supervises individuals that are required to
have a CDL, to know and understand the State, federal and agency rules and
regulations relative to alcohol and drug testing for CDL drivers, As such,
performing this duty is considered non-grade determining and would not be
utilized for justification for reclassification to a higher level.

With regard to responsibility for accident investigations, your position is
responsible for the implementation of, and compliance with, set policies and
procedures related to accident response and work-related injuries. You ensure that
all proper documentation is completed and forwarded to other parties for final
dispensation. Again, this duty can be assigned to any supervisor or manager and
therefore is considered non-grade determining and would not be utilized for
justification for reclassification to a higher level.

You then state that while you agree that this position has and continues to prepare
District I's annual formal training plan, along with allocating funding, the
addition of the Safety and Training program to your position is a significant
change. You continue to state that managing the Safety and Training program is
not merely supervising the Training Officer I but involves determining how to
appropriately apply federal and State rules, depending on the situation. The Safety
and Training program is designed to help employees prevent accidenis and
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injuries, in addition to learning what to do when an accident occurs. Lastly, you
indicate that as your position approves purchases you must understand what is, or
is not, an acceptable safety item available for purchase and how changes to safety
items affect the budget.

The development of any formal training plan should include who should be
trained, what they should be trained on, when they should be trained, where they
should be trained, why they should be trained and how the training should occur.
Identifying required training as mandated by OSHA, other federal agencies and
State rules, regulations and requirements as well as agency specific requirements
should be part of any formalized training plan. These duties and responsibilities
have also been transferred between several positions within your district to
include the Administrator ! Professional Engineer and Administrator Il
Professional Engineer. While these duties may have evolved, the overall function
still does not add a level of complexity that is beyond the Administrative Services
Officer 11.

In your appeal letter you also detailed the class concepts for the Administrative Services
Officer 1II versus the concepts for the Administrative Services Officer 1. The
Administrative Services Officer Il has complex and diverse programs offered at
numerous locations throughout the State, whereas the Administrative Services Officer 11
is responsible for programs which are moderate in number, complexity and diversity.
And while the Administrative Services Officer III is distinguished from the
Administrative Services Officer II level by greater autonomy in decision-making,
consequence of error and the number and complexity of programs which the department
or division administers, this, however, is not the sole factor in determining the allocation
of positions. The series concept states, “Positions are analyzed and evaluated on the
basis of seven established classification factors that include: the nature of work
performed; the knowledge, skills and abilities required; stpervisory/managerial
responsibility; independent/supervision received; scope of responsibility/consequence of
error; authority to take action/decision making and personal contacts. In addition,
positions are compared to Benclmark Descriptions and to one another in relation to
the size, number and type of acconunts managed; the size and complexity of the agency;
the type and number of funding sources; the size and level of staff and the diversity of
classes used by the agency. " (emphasis added)

The Benchmark Description for an Administrative Services Officer III within the
Department of Public Safety, Emergency Management Division, states the position is
under the direclion of the Division’s Deputy Chief, is responsible for all fiscal and
budgetary duties of the Division’s eight budget accounts and federal funding resources in
excess of $175 million. The incumbent reviews, approves and provides oversight of
budget preparation and management to include preparing oral and written justification for
the budget proposals to executive and legislative branches of government. The incumbent
develops and implements policies, procedures and intema! controls for sub-grant
management, sub-grant audits, internal agency audits, external agency audits, and federal
grant reconciliation/oversight for State and federal reporting purposes, and provides
agency coordination of federal grant requirements relative to all federal grant programs
managed by the agency. The incumbent supervises onc Administrative Sesvices Officer |
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(grade 37), one Accountant Technician III (grade 34), one Administrative Assistant I
(grade 25) and one Administrative Assistant I (grade 23).

Other examples of Administrative Services Officer I positions within State service are
as follows:

Depariment of Conservation and Natural Resources, Division of Environmental
Protection: responsible for fiscal management, budgeting and accounting for the
Clean Water State Revolving Fund, the Brownsfield Revolving Fund, and the
Drinking Water Revolving Fund to include over $200 million in federal grants,
$130 million in general obligation and leveraged bonds, $270 million in loans and
contracts and $5.5 million in administrative funds; preparation of complex work
programs and financial statements; administration and fiscal management of
grants, contracts, bonds and administrative revenues and expenditures; analyze
financial statemenis and data, forecast revenues and expenses; preparation,
implementation and control of the biennjal budget and coordination of federal and
State audit responses; provide expert testimony to the Executive and Legislative
branches of State government and to the U.S. Environmental Protection Agency;
analyze work flow, set priorities and develop policies and procedures; establish
and monitor program goals; menitor intemal fiscal data systems; create,
implement, monitor and evaluate fiscal internal controls; manage daily operations;
supervise one Management Analyst 111 (grade 37) and one Management Analyst 1
(grade 33).

Department of Motor Vehicles: responsible for development, implementation and
planning of major and multiple program budgets to include more than $40 million
in legislatively approved expenses and the collection of more than $800 million in
revenue in more than 13 budgets to include Gas Tax collection, Government
Services Taxes, General Funds, Highway Funds, Fees, Fines and Interest; advise
on the implementation of new programs, unanticipated budget issues and
deviations from legislative intent; review and approve fiscal notes during
legislative session; establish and maintain Departmental fiscal policy, prepare a
comprehensive facilities plan addressing the Department’s needs over the next 20
years; oversee the implementation of a bad check procedure that addresses the
need to remove aging receivables from the Department’s fiscal books; oversee the
implementation of the credit card program; oversee the preparation of the
Department’s biennial budget; oversee the management of the Fiscal Services
Section; aversee the management of the Facilities Section; oversee the collection
of revenue; directly supervise an Administrative Services Officer il (grade 39),
two Budget Analyst H (grade 36), one Management Analyst II (grade 35) one
Telecommunications Coordinator ] (grade 35), one Program Assistant IIf (grade
27) and a Stores Manager (grade 33).

Department of Taxation: responsible for the Accounting/Processing/
Cancellations Section to include overseeing the deposit of all revenues collected
by the Department (approximately $2.5 billion per fiscal year received by
approximately 125,000 accounts); posting of all tax retumns and documents;
proper coding of taxpayer business accounts ensuring compliance with fee and
bonding requirements; refunding cash bonds, Time Certificates of Deposit and
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refunds of overpayments; responsible for the Tax Distributions and Statistics
Section to include quality control of fiscal activities; supervise the performance
and maintenance, posting and reconciliation process of the sales, use, business
and excise taxed collected; ensure the timely and accurate distribution of all taxes
to the State General Fund, other State agencies and local government entities;
oversee the preparation of all statistical data reported on revenue collections and
distributions, the Annual Report and revenue verifications and projections as
requested by the Budget Office, LCB, Fiscal and Economic Forum, etc.; supervise
the development, coordination, preparation, justification and administration of the
biennial budget; supervise development and monitoring of division/program level
budgets and cost allocations; monitor fiscal transactions and expenditures; budget
projections; purchasing; and oversee the preparation of monthly operating
statements; ensure all internal controls arc documnented, reviewed and changed as
required; responsible for all Personnel Administration; supervise the function of
the Senior Property Tax refund program to include budgetary oversight,
complaint review, fraud investigation, claimant projections and budget
preparation. This position directly supervises a Management Analyst 1l (grade
35), Administrative Services Officer I (grade 37), Program Officer I (grade 35),
Tax Administrator I (grade 35), Personnel Analyst I1 (grade 34) and an Auditor I1I
(grade 36).

Your position, in contrast, compares more favorably to other Administrative Services
Officer 11 positions as follows:

* Division of Parole & Probation: formulate, develop and monitor the biennial
budget (approximate $58 million FY18-19, and 599 FTE); prepare, review and
distribute financial reports; develop, implement and refine policies, procedures,
fiscal processes and internal controls for the Division related to accounts payable,
purchasing, payroll, revenue collection, contract coordination, forfeitures, fixed
asset inventory, motor pool administration, etc.; oversee the development and
enhancement of automated systems used to maintain records and generate reports;
develop and meonitor the process for the collection of restitution and supervision
fees; plan, organize and oversee the agency/program accounting functions; direct
supervision of a Budget Analyst [] (grade 36), an Accounting Assistant [1] (grade
27), an Accounting Assistant [l (grade 25) and an Accounting Assistant [ (grade
23).

* Public Utilities Commission: formulate, develop and monitor a comprehensive
budget; coordinate, develop and monitor purchases, contracts and leases; research,
compile information and make determination regarding puschases, expenditures,
contracts and leases; prepare, review and evaluate financial records; signature
authority to authorize transactions such as voucher payables, billing claims,
purchase requisitions, journal vouchers, work programs, etc.; develop revenue and
expenditure forecasts (mill assessments per NRS 704.033 and NRS 704.035 and
railroad assessment per NRS 704.308); plan, coordinate and supervise facilities
management and construction, building and grounds maintenance and
communication equipment needs statewide (office relocations, office design and
specifications, renovations and construction supervision, etc.); plan, organize and
administer a comprehensive personnel services program (employee relations,
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recruitment and selection, classification coordination, position control, conflict
resolution, disciplinary actions, grievances/complaints, training, etc.); loss control
coordination and office support services; develop, implement and revise policies
and procedures related to the operation of the Commission (intermnal control
procedures and reporting processes, operations manual, retention schedule, fiscal
and personnel management policies and procedures); develop and implement
goals and objectives, review and evaluate outcomes and results, assess program
effectiveness, and propose enhancements to improve efficiency and effectiveness
(reorganization, Commission strategic plan, performance measurements, etc.);
directly supervise an Accauntant II (grade 36), Accounting Clerk III (grade 25), a
Management Assistant Ill (grade 27), a Management Assistant II (grade 25) and a
Management Assistant [ (grade 23).

In conclusion, after a thorough review of all duties performed, analysis of all relevant
documentation and comparisons to other positions within State service, | find that the
original classification determination was based on sound evidence and evaluated
according to prescribed classification procedures. It is my decision that your position,
while experiencing some change, has not undergone significant change as detailed in
your determination letter and that Administrative Services Officer I, 7.217, grade 39 is
the correct classification for the position.

We appreciate your years of service to the State of Nevada and the contributions you
have made to your District, and I regret that my reply could not have been more
favorable.

Per NAC 284.152, you may appeal this decision to the Personnel Commission within 30
days after receipt of this letter by notifying the Division of Human Resource
Management in writing at 209 East Musser Street, Suite 101, Carson City, NV 89701,
Regulations also require that your appeal should be sent to me and contain the rationale
for your disagreement with this determination.

Sincerely,

Peter Long

Peter Long, Administrator
Division of Human Resource Management

cc: Mary Martini, Administrator 11, P.E.
District I, Department of Transportation

mmartini@dot.nv.gov

Allison Wall, Personnel Officer III
Department of Transportation

awall@dot.nv.gov

Cassie Moir, Deputy Administrator
Division of Human Resousce Management

cmoirf@admin.nv.pov



STATE OF NEVADA
DEPARTMENT OF TRANSPORTATION
123 E Washington Ave
Las Vegas, Nevada 89101

BRIAN SANDOVAL RUDY MALFABON, P.E., Diraclor
Govemor

January 25, 2018

Peter Long

Division of Human Resource Management

Blasdel Building

209 East Musser Street, Suite 101

Carson City, Nevada 89701-4204
longdadmin.ov.poyv

Dear Mr. Long,

Thank you for taking the time to consider this appeal of the denial of my request to reclassify my
position from an Administrative Services Officer (ASO) Il, 7.217, grade 39 to an ASO Ill, 7.216, grade 41.

The Class Concepts for the positions are:

Administrative Services Officer Nl: Under administrative direction, incumbents manage some or all of
the functions described in the series concept. Incumbents report to a department director or the
administrator of a large division which has complex and diverse programs offered at numerous locations
in the State. They have a high degree of authority to make and implement independent decisions not
requiring the supervisor's approval. Incumbents have a broad scope of responsibilities, and the
consequence of an error in decisions is high. The Administrative Services Officer Ill is distinguished from
the Administrative Services Officer Il level by greater autonomy in decision-making, consequence of
error, and the number and complexity of programs which the department or division administers.

Administrative Services Officer (1: Under general direction, incumbents manage some or all of the
functions described in the series concept. incumbents in this class report to a department director or
assistant director, a division administrator or assistant administrator, or the director of a facility.
Incumbents are responsible for programs which are moderate in number, complexity and diversity. The
degree of authority to make decisions is more limited than is evidenced at the Administrative Services
Officer Hl level. The Administrative Services Officer Hl class is distinguished from Administrative Services
Officer | by greater complexity of wark, and broader scope of responsibility.

This position reports to the District Engineer for NDOT’s District I, which is the largest of the three
districts in the state. District | is responsible for southern Nevada, with headquarters in Las Vegas, a
major maintenance station in Tonopah, and multiple locations throughout southern Nevada. There are
approximately 485 permanent positicns in District I. District | has 35 Maintenance crews, 8 Construction
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crews, 3 Equipment shops with Stockrooms, 13 Rest Areas, and employees from External Civil Rights,
Right of Way, Materials, Project Management, Planning, Environmental, Traffic Counters, Independent
Assurance, Construction Administration, Information Technology, and Public Information. This position
is responsible for budgets averaging $40 to 545 million per fiscal year.

The scope of responsibilities for this position have increased from 2001 when the upgrade from ASOI to
ASOM occurred. Significant changes since the 2001 study include an increase in the number of
employees from 349 to 485, an increase in spending and purchasing authority, the addition of the
Traffic Management Center (TMC), a new maintenance station {the South Yard), changes to security at
the Quail Park Hangar due to the September 11 tragedy, the creation of the Las Vegas Roads program,
the creation of the Storm Water program, taking responsibility for the District's Safety and Training
Program, reviewing stockroom purchases for anomalies, addition of new crews and personnel, making
decisions regarding levels of discipline, representing District | for Emergency Management exercises,
administrator for District I's SharePoint page, and representing NDOT in the negotiation for Hoover
Dam power,

The TMC is a facility owned and operated by NDOT that houses the Freeway and Arterial System of
Transportation (FAST), which is one of the first truly integrated Intelligent Transportation System (IT5)
organizations in the country. The Regional Transportation Commission of Southern Nevada {RTC) is the
official administrator of FAST. The Nevada Department of Transportation (NDOT) and the RTC are full-
fledged funding partners, contributing to the operations and management of FAST. Nevada Highway
Patrol’s Southern Command and Las Vegas Roads are also located in this building. This building is
considered a high sacurity building, with limited access to the public for certain functions and successful
background checks are required for personnel or contractors working in the building. Requests for
access to the fuel pumps are analyzed by this position. These requests come from various state
agencies, as well as NDOT employees.

The budget for this building was previously overseen by the TMC Committee, but is now developed,
analyzed and approved exclusively by this position. The types of decisions made autonomously include
budget items, specialized safety items such as evidence lockers, how to house canines, how to create
maore office space, and how best to replace carpeting. Many of the facility requests come from the
Facilities Manager, and this position works with that individual to determine the best options.

The newest District | maintenance station (South Yard) is collocated with the TMC on a parcel of land
near Decatur and 215. The security regarding entrance and exit to this maintenance station is
heightened because of its proximity to the TMC, and the use of shared exits and entrances. Therefore,
requests to access this building are analyzed by this position to determine adequate business need.
Some employees need just access to the gates, while others need access to the building, as well.

Previously, this position met with the District Engineer several times per week to get approval for many
of the decisions made. Now, this position has a significantly higher degree of authority to make and
implement independent decisions in areas such as security, budgeting, personnel, and managing



contracts. There are many decisions this position makes independently, and these are a few examples.
When the Washington location experienced a day-long power outage, this position was tasked with
determining what employees were at the location, decide if they were essential personnel, determine
whether their job could be performed, and send the nan-essential personnel home. This position
determines which positions should have access to which facilities, and was instrumental in a $30,000 re-
key for the main yard that is still in progress. This position completes annual budget requests with little
to no review and makes day-to-day spending decisions autanomously. Personnel decisions for all
District | personnel are now made by this position, up to and including Written Reprimands, effective
May 2017. This position informs the contracted security personnel which employees are banned from
the property, or now allowed on to the property. This position represented NDOT in negotiations with
the Colorado River Commission to get Hoover Dam power, and oversees the fulfillment of the 50-year
contract. Based on the Class Concepts, this position better fits the ASOI concept than the ASOII
description.

The following are the points with which | disagree and the reasons for the disagreement:
Duty 1: Manage District Budget and TMC Budget.

While | agree that this duty has been performed since the position was classified as an ASOll and is not
considered new, | disagree that there is no significant change in the duty. When the 2006 request to the
reclassify the Supervisor | Associate Engineer to an ASOIIl was submitted, the authority to make the
budget decisions belonged to the TMC Commiittee. In April 2017, the authority to make the budget
decisions changed so this position has complete autonomy over the budget. While the suggested reclass
to an ASOl may have been appropriate based on the suggested job duties at the time, the duties and
authority are no longer the same. The additional responsibility of overseeing an additional budget and
without oversight is a significant change, and not the same as the 2006 study, therefore it shouldn't be
considered a lower-level duty as written in the denizal.

Duty 2: Manage personnel issues; evaluate issues and present corrective alternatives, solutions and
recommendations.

While 1 agree that as a whole this duty is not new to this position, there have been significant changes
that should be considered. This position now has the authority to approve personnel actions up to the
level of Written Reprimands for District | personnel issues. This authority was granted in May 2017. This
is a significant increase in responsibility. This position makes recommendations when either NPD-32 or
NPD-41s are warranted and coordinates District | discipline so people with similar issues are treated
similarly. This is a different duty than what was previously performed as pre-disciplinary hearing officer,
which is still performed as needed for actions not decided by this position. While | agree that this
position is not wholly responsible for aspects of human resources for District |, | disagree that this
increase in responsibility is not significant.



Duty 2: Assist managers in determining what steps are needed to comply with federal regulations in
safety {OSHA) and Department of Transportation (DOT} Alcohol and Drug Program,

I disagree that this duty is not new to the position. This position took over managing the Safety and
Training program in early 2017. The Safety and Training program in District I is tasked with responding to
accidents involving employees or NDOT vehicles, and documenting and investigating the incidents.
Work-related injuries are also investigated. There are different steps to take depending on whether the
employee has a Commercial Driver License or a regular license, whether the incident is an accident or
injury, if there was property damage, if this is not the first time an employee had an accident, and other
factors. NRS 284.065 provides an appointing authority may request a drug test. As the manager, | am
frequently called to make the decision regarding drug testing if there is question as to its necessity and
how the federal and state rules apply. This is a new duty for this position, and requires exercising
judgment with a high degree of consequence. Aninappropriate decision may mean unnecessary time
and expense were expended on a drug test that was not required, or the possibility of a missed positive
result if a drug test is not done. Therefore, i believe this new duty is significant due to its high
consequence of error.

Duty 3: ..oversee and supervise Safety and Training programs in District {;...

While | agree that this position has and continues to prepare District I’s annual formal training plan, and
allocates funding, the addition of the Safety and Training program to this position is a significant change.
Managing the Safety and Training program is a new duty. This is not merely supervising the Training
Officer I, 7.519, grade 34 position. The other two positions that are part of this section are the Safety
Representative, Loss Control, 11.544, grade 32, and Equipment Operation Instructor, 9.201, grade 31. As
stated above in Duty 2, part of managing the Safety and Training program involves determining how to
appropriately apply federal and state rules, depending on the situation. The Safety and Training program
is designed to help employees prevent accidents and injuries, in addition to learning what to do when an
accident or injury occurs. Safety and Training (S&T) conducts safety inspections of maintenance stations,
yards, work zones, and equipment. S&T trains how to safely deal with hazardous materials, equipment,
public safety, and driving. S&T promotes safe working practices covered by state and federal safety and
health laws and regulations. S&T maintains inspection records regarding safety inspections to insure
compliance with O5HA, NDEP, NDOT Environmental, State Fire Marshal and other agency policies. S&T
participates in multi-agency coalition and training programs ta promote Public Safety.

Far this position to manage this program, there needs to be familiarity with what different requirements
and options are available or mandated, what types of training work best for the types of pasitions that
work in NDOT, and determine if there are gaps in training offered. For example, one of our employees
was injured on the job, and the hospital kept him for observation. There is an OSHA rule that requires
we notify OSHA within 24 hours of when the hospital admits the employee. This OSHA rufe was
implemented in 2015. A change was made to the U.S. Department of Transportation (DOT) drug testing
program and now requires testing for four semi-synthetic opioids {i.e., hydracodone, oxycodone,
hydromorphone, oxymorphone) effective January 1, 2018. This position needs to know critical rules and



changes such as these to ensure S&T are properly doing their jobs and to accurately answer questions
from employees and supervisors,

This position approves purchases, and, for example, needs to understand what is acceptable personal
protective equipment in the event homeless cleanup happens or the crew sprays weeds, or what type
vest meets the Class 2 or Class 3 requirements as certified by the American National Standards Institute
(ANS!). This position also needs to take in to consideration how changes to safety items affect the
budget. | see the addition of the Safety and Training program as a significant change.

The following chart shows the increase in the budgeted amount, number of employees, signature
authorization amount per purchase, payment voucher amount per invoice, and programs added since
the last study of this position was done in 2001:

Budget Employees | Signature Payment Programs
Authorization | Voucher
per purchase | Authority
per invoice
ASOII $23,000,000 | 349 $500 $5,000 Purchasing,
2001 Contracts/Leases,
Study Personnel, IS, B&G,
Vehicles
now-- $42,000,000 | 485 $1,000 $10,000 Above, plus TMC,
2017 new facllities, new
crews, Safety &
Increase: | $19,000,000 | 136 $500 $5,000 Training, EMC,

EOC, LV Roads,
Stormwater, NEATS
timekeeper

In conclusion, | believe the combination of the addition of new duties, new programs, and increase in
level of authority to make decisions constitutes a significant change in duties, and the request to
reclassify the position from an Administrative Services Officer (ASO) M, 7.217, grade 39 to an ASO i1,
7.216, grade 41 should be granted.

Sincerely,

f] 3«.-:/;‘:"- L(f)’r 1':/!7’

Pauline Beigel

Administrative Services Officer, NDOT

cc Mary Martini, P.E., NDOT, mmartini@dot.nv.gov
Allison Wall, Personnel Officer Ill, NDOT, awall@dot.nv.gov
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Brian Sandoval

Patrick Cates

Governor Direcior
Peter Long
Adminlstrator
STATE OF NEVADA
DEPARTMENT OF ADMINISTRATION
Division of Human Resource Management
209 E. Musser Street, Reom 101 | Carson City, Nevada 89701
Phone: (775) 684-0150 | www.hr.av.gov | Fax: (775) 684-0122
October 25, 2017
Pauline Beigel

pbeigel@dot.nv.gov

Nevada Department of Transportation
123 East Washington Avenue
Las Vegas, NV 89101

Dear Ms. Beigel,

The Division of Human Resource Management has carefully reviewed your request to reclassify
your position from an Administrative Services Officer (ASO) II, 7.217, grade 39 to an ASO III,
7.216, grade 41. The process of evaluating your position included an in-depth analysis of
documents such as the NPD-19 submitted; the original NPD-19 establishing the position at the
ASO II; appropriate class specifications; information received during the October 10, 2017 desk
audit, communication with your supervisor Administrator II Professional Engineer Mary
Martini; and other pertinent historical data,

Per regulation, a position may be reclassified when significant change in the duties and
responsibilities being performed has occurred. NAC 284,126 (b) defines significant change as “a
change in duties and responsibilities assigned to a position in a class that:

1) Is outside of the scope of the class as described by the class specification;

2) Is not part of the scope of responsibility of the position; and

3) Results in the preponderance of duties and responsibilities being allocated to a different
class.”

In short, significant change means that the duties assigned to a position have changed to such a
degree that the current class concept no longer fairly describes the preponderance of
responsibilities. In applying the definition, change that is the result of natural growth or an
increase in workload, common to most positions in State service, is not considered to fall within
the meaning of significant change, nor is the addition of duties that are similar in nature or
complexity to current or previously performed responsibilities. The use of new technologies
end/or methods to carry out the same or similar duties also would not constitute significant
change.
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Duty statements outlined in the class concepts of a specification are not an exhaustive list of
assignments tasked to positions within a particular class. Most classes include a mixture of
higher and lower-level duties and of stronger, average and weaker positions. The key to
determining if duties are appropriately classified is whether or not they are related to the series
and class concept, and whether or not the predominant duties are of comparable difficulty and
complexity to duties considered characteristic of the class.

In comparing your current duties and responsibilities to historical documentation, it is
determined that significant change has not occurred and that ASO 1i, 7.217, grade 39, remains
the correct classification for the position. Please note, that while duties may be new to you, they
may not be new to the position itself, regardless of the work performance and expectations of
prior incumbents. The duties being performed, with approximate percentages of time allocated,
are as follows:

Duty i: (25%) (Identified as a new duty on the submitted NPD-19)

Manage District Budget and TMC Budget. Perform analysis required to formulate the
budget. Responsible for assuring that all rules, regulations, policies and procedures for
budget submissions are followed. Analyze funding needs and actual or potential problem
areas, trends, deficiencies, areas of imbalance, etc. Use methods such as cost analysis, trend
analysis, life-cycle analysis, buy vs lease, and similar methods and Justify requests. Respond
to questions posed by LCB. Monitor spending to ensure proper expenditures and spending
remains within budgeted amounts,

With regards to the District Budget; during your audit, you indicated that the method of
developing the budget has changed from a traditional based budgeting process to a zero-
based budgeting process and that all other aspects of financial management had not changed.
As stated above, the methods to carry out the same or similar duties would not constitute
significant change. Job duties listed in the class specifications are meant to be descriptive
rather than restrictive; as such, the method to formulate, develop and monitor comprehensive
agency and/or program budgets is not detailed. Since the method for developing the biennial
budget can change from Governor to Governor, from biennium to biennium or from agency
to agency; the budget approach utilized is not the actual duty, regardless of whether it is
priority and performance based (utilized by the Governor’s Finance Office), program based,
line-item, zero-based or traditional based budgeting. The duty as detailed in the class
specification is to formulate, develop and meonitor comprehensive agency and/or program
budgets. Since this duty has been performed since the position was classified at the ASO II,
it is not considered new and therefore would not constitute significant change as described
above.

With regards to the TMC budget; during your audit, you indicated that this duty was to be
allocated to an ASO I position, which was approved for reclassification in 2005, and was to
be responsible for all fiscal items, maintenance, repair and improvement of the facility. The
incumbent was unable to qualify for the reclassification and therefore the duties were split
between the TMC Comumittee, the District Engineer and the Facilities Manager. You further
indicated that you coordinate with the facilities manager for repair contracts and changes or
improvements to the facility within the budget limits; however, you are responsible for all
budget decisions.
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In 2006, an NPD-19 was received to reclassify a Supervisor I Associate Engineer to an ASO
II to be responsible for fiscal, operational, administrative and information technology
management of the TMC. Upon completion of the NPD-19 study, the initial approval was
for an ASO 1, 7.218, grade 37; however, the agency appealed the determination and provided
restructured duties and responsibilities which resulted in the position being recommended for
reclassification to the Facility Supervisor IIl, 9.606, grade 35 level. In the interim, the
position, along with the incumbent, was moved to another crew and the NPD-19 was
ultimately determined to be No Change. Since the duties and responsibilities were initially
approved at the ASO I level and subsequently allocated to a Facilities Supervisor III, they
would be considered lower-level duties and, while new to the position, would not warrant
reclassification to an ASO 1.

Duty 2: (25%) (Identified as a new duty on the submitted NPD-19)

Manage personnel issues; evaluate issues and present corrective alternatives, solutions and
recommendations.  Act as pre-disciplinary hearing officer or direct preparation of
documents to present in disciplinary situations. Assist managers in determining what sieps
are needed to comply with federal regulations in safety (OSHA) and Department of
Transportation (DOT) Alcohol and Drug Program. Provide advice and guidance to
managers and supervisors about statutes, regulations and policies and procedures related to
personnel issues. Serve as management representation on the Employee-Management
Committee.

As a whole, this duty is not new to the position and was utilized to justify reclassification of
the position from an ASO I to an ASO II in 2001; as such, this would not constitute
significant change as described above.

The only new duty identified is that of the EMC management representative (alternate);
however, this function can be performed by any management position in State service and
therefore would be considered non-grade determining. This is evidenced by the EMC Chair
being classified as a Management Analyst IV, the EMC Co-Vice Chairs classified at the IT
Manager IT and Social Services Manager IV and the two other alterates being classified at
the ASO III and the Associate Warden.

Also, it should be noted that your position is not wholly responsible for the human resource
function as you assist your agency’s human resource unit (overseen by a Personnel Officer
IIf) in the performance of those duties. In contrast, the ASO II for the Public Utilities
Commission functions as the “Personnel Officer” that oversees Human Resources and all
agency personnel functions and is therefore wholly responsible for all aspects of human
resources for the Public Utilities Commission.

Duty 3: (25%) (Identified as a new duty on the submitted NPD-19)

Manage administrative support functions for District I; oversee and supervise Safety and
Training program in District I; coordinate and organize office and business activities and
flow of communications to ensure activities are performed effectively and efficiently.
Activities include accounts payable, accounts receivable, training requests, timesheets,
personnel paperwork, inventory, customer service, purchasing and room scheduling; work
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with Emergency Management to create realistic scenarios Jor exercises, participate in
exercises, provide written feedback for reporting purposes and act as point person for
personnel and funding issues during real emergencies.

While supervision of the Training Officer I, 7.519, grade 34, is new to the position; this duty,
in and of itself, does not warrant reclassification to a higher-level. The preparation of the
district’s annval formal training plan, as well as, determining in-state training fund
allocations was utilized to justify reclassification of the position from an ASO I to an ASO 11
in 2001, While the expectations, methods, terminology, workload and/or number of
training’s offered may have increased this does not constitute significant change as described
above and would not warrant reclassification to a higher-level.

With regards to the coordination and organization of office and business activities, this is not
new to the position and was used in the justification to reclassify the position in 2001; as
such, this duty does not meet the definition of significant change and therefore would not
justify allocation to a higher-level.

While new to the position, working with Emergency Management to create realistic
scenarios for exercises, participating in exercises and providing written feedback can be
allocated to any position within State service, would be considered non-grade determining
and would not warrant reallocation to a higher-fevel. Coordinating personnel and funding
issues during real emergencies could also be assigned to various positions within State
service, and again would not, in and of itself, warrant reallocation to a higher-level. For
example, these duties are similar to other positions within State service; however, their
responsibilities are more detailed. For example, an ASO I position with the Department of
Public Safety is required to be FEMA certified in Emergency Operation Center Operations
and Incident Command Systems and will be the “Logistics/Fiscal Manager” when the
Emergency Operations Center is activated. Anather example is a Program Officer I, 7.649,
grade 33, with the Department of Public Safety, Emergency Management unit, who is
responsible for coordinating and researching programs that would enhance operations;
preparing and conducting presentations; coordinating and evaluating training; administering
the plan to activate the Joint Information Center (JIC); planning for logistics and operations
to include coordinating staff, arranging for media and serving as the liaison to the State
Emergency Operations Center on behalf of the JIC; maintain current media lists, staff lists
and coordinate communications accordingly; draft and implement the plan for the
Emergency Support Function; coordinate with agencies having jurisdiction for pertinent
information related to emergency situations and drafting public service announcements in
time of emergencies.

Duty 4: (15%)

Oversee contracts and agreements, including mandatory Master Service Agreement
contracts. Prepare bid specifications and requests for proposals, evaluate and recommend
vendors for selection, monitor and oversee contract performance and closeout contracts.
Review performance to ensure compliance with terms, and identify issues 1o change in next
contract. Participate in the vendor selection process for Master Service Agreements RFPs.

This duty is not new to the position, is not identified as being new to the positon on the NPD-
19, and has been assigned to this position since at least 2001. As such, this duty does not
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meet the definition of significant change and would not warrant reclassification to a higher-
level.

Duty 5: (10%) (Identified as a new duty on the submitted NPD-19)

Coordinate with facility manager and buildings and grounds manager. Oversee security in
the Washington yard and implement new security measures for new key system, Oversee
issuance/collection of building keys, cell phones and security badges. Determine changes to
office spaces and coordinate services needed 1o complete the changes.

You indicated, during your audit, that you are now overseeing electronic access cards
(security badges), the re-keying of the facility and the development of internal controls for
same, coordinating the Uniformed Security Services vendor, and increasing security
measures for the yard which has increased the scope and complexity of duties compared to
the original ASO II duties. These duties; however, are not new to the position and were
utilized in justifying the reclassification of this position from an ASO I to the ASO II. For
example, the position was to be responsible for physical security at the District One Complex
to include directing contracted security services, determining specifications for contracted
security services, monitoring contract compliance; overseeing the district facilities master
key system, developing and maintaining intemal policies and procedures, preparing
operational procedures and recommendations regarding internal controls and direct
correclive measures whenever safety issues may be involved. The advent of new technology
(electronic key access) and/or the addition of duties similar in nature and complexity (cell
phones) do not constitute significant change.

Determining changes to office space and coordinating services needed to complete those
changes can be assigned to a variety of different positions throughout State service. For
example, a Program Officer 1 with the Division of Welfare and Supportive Services is
responsible for facilities at all Southem Nevada Welfare locations to include the coordination
of office relocations, office remodels and expansions, and staff relocations. Also, space
allocation is specifically detailed in the Management Analyst series. As such; this duty,
while new, would not justify reclassification to a higher-level.

During the desk audit, several references were made regarding the prior incumbent not
performing the duties as indicated and that they are indeed new to the position. The duties and
responsibilities assigned to a position are not reflective of an incumbent, but the position itself.
When the position was reclassified from an ASO I to an ASO I, it was expected that the
incumbent would perform those duties that justified the reclassification; if that was not the case,
the position should have been reclassified back to its original classification of ASO L. In making
our determination of significant change, we compare current duties and responsibilities of the
position to previously assigned duties of the position itseif, not the incumbent who holds/held the
position.

After a thorough review of all duties performed and analysis of all relevant documentation, it is
determined that significant change in duties and responsibilities being performed has not
occurred and that the nature and complexity of work performed and preponderance of duties are
consistent with the Administrative Services Officer 11, 7.217, grade 39,



This classification decision is not a reflection on your abilities or accomplishments, nor should it
be seen as minimizing your contributions. It is apparent that you are providing a valuable
service to you agency; however, we are required to make decisions based on objective
classification principles and regulations. The classification system is position-oriented and is not
designed to recognize superior performance of incumbents. If you have any questions
concerning this matter, please contact me at (702) 486-2919. !

If you and/or your agency disagrees with this determination, you may file a writien appeal with
Division of Human Resource Management Administrator Peter Long within 30 days after the
date of receipt of writien notice of this determination. Complete details of the appeal process
may be found within Nevada Administrative Code (NAC) 284.152. Correspondence to Peter
Long should be sent to his attention at:

Division of Human Resource Management
Blasdel Building

209 East Musser Street, Suite 101

Carson City, Nevada 89701-4204

plong@admin.nv.gov

Sincerely,

Heathern 4. Dapice

Heather A. Dapice, Supervisory Personnel Analyst
Department of Administration
Division of Human Resource Management

cc: Mary Martini, Administrator II Professional Engineer
Nevada Department of Transportation

mmariini@dot.nv.gov

Allison Wall, Personnel Officer III
Nevada Department of Transportation
I NV.pov
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1. Whatis prompting this request? If this is an existing position, state the significant changes (as defined
in NAC 284.126) in duties and responsibilitics which have been made in the position since it was
established or last reviewed by Human Resource Management, If this is a new position, have there
been additional responsibilities placed on the organization? If yes, please explain. Attach
documentation relative to legislation, board/commission proceedings, new organizational goals, etc.,
if applicable.
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The overall duties and functions of this position have increased in responsibility and decision making. Additional
program areas have been added to this position’s span of control, and the leve! of eutonomy has increased for many
of the existing duties. The additional program areas, and areas where responsibility has significantly increased:
Emergency Operations- ndditional program area

Traffic Managerment Center- additional program area

Safety & Training Program- additional program area

Personnel- increased responsibility under less direction and oversight

Security- new responsibilities

Budget- increased responsibilities and level of authority

L

1. Emergency Operations is & new program area for which this position is now responsible. This position acts as a
point person with the intenal Emergency Operations staff as well as other state and local agencies for the planning
and logistics of exercises. This position coordinates the documentation for funding for both the State and Federal
agencies when real emergencies or events occur, such as the floods of 2014. This position also makes
administrative personnel and staffing decisions during emergencies, such s the power outage of 2016. Thereisa
high degree of consequence af error in these decisions and a great deal of autonomy.

2. The Traffic Management Center (TMC) is a facility owned by NDOT that houses the Nevada Highway Patro!
Southern Command (NHP) and the Freeway and Arterial System Traffic Management (FAST), administered by
the RTC. In 2005, an NPD-19 was done and created an Administrative Services Officer I11 to act as the T™C
Manager, which was to be responsible for all fiscal items, maintenance, repair and improvement of the facility,
operations, and act as a liaison. The incumbent, at the time, was unable to qualify for the position, so the job duties
were split up among the TMC Committee, the District Engineer, and the Facilities Manager. As an ASO II, this
position has the fiscal responsibility of creating the TMC budget, tracking expenditures, establishing and
ndministering service contracls, ensuring operating expenses are properly paid and accounted for, coordinating
review and approval of major expenditures or improvements, and inventory of building assets. The TMC
Committee used to provide oversight on these items, but now this position has full autonomy.

Atthe April 17,2017 TMC Committee meeting, the TMC Committee decided to decrease meeting frequency from
quarterly to annually, therefore this position now has autonomy in decision-making and increased consequence of
error. The duties previously done by the TMC Committee and District Engineer are now performed by this position.
This pesition continues to work with the Facilities Manager to coordinate repair contracts, end changes or
improvements to the building within the budget limits. Essentially, this position makes all the budget decisions
independently for the TMC, and the TMC Committee reviews fiscal items after completion.

3. This position recently took over and manages, supervises, and directs the Safety and Training program in District
1, an additional program area for the ASO II. The Safety and Training program has new and additional duties,
which expanded the duties and responsibilities of managing these positions in District I. These new duties have
vastly increased the complexity and nature of work of these positions. This is due to new State and Federal laws,
changing departmental policies, Workers Compensation & Safety laws, and the increased use of technology, which
have required the incumbents to expand their knowledge, skills, and abilities to accomplish the goals of the
Department. Over the past several years, the Safety and Training program has grown from a simple training
program to a forma! professional-level training program.

4. Personnel issues- this position as an ASO Il acts as a pre-disciplinary hearing officer in the progressive
disciplinary process. This position was recently assigned to review discipline prior to sending to HR for review.
The purpose is to advise managers and keep discipline consistent for the 400 plus employees that work in the
various areas of District I, such as Maintenance, Construction, Administration, and Engineering. A high degree of
authority has been granted to this position to maintain consistent discipline practices. This is an increase in the
scope of duties compared to the original ASO If duties. This position continues to act as a pre-disciplinary hearing
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officer for some NDOT employees and other agencies on an as-needed basis. As an appointed Management

Representative on the Employee-Management Committee, participate in handling other agency grievances that
have reached Stage 4.

5. This position coordinates regularly with the Uniformed Security Services veador to ensure the safety of the
Washington yard. This position took over the distribution and management of the security and keys for the Las
Vegas area along with a project to re-key of the Washington yard, Thisis in conjunction with an increase in security
measures for the yard, such as keeping the main gates in locked position. Previously, the yard gates were in an
open position during daytime hours. The guards call this position to verify entry of unknown persons, or to report
suspicious activities. This has increased the scope and complexity of duties compared to the original ASO Il duties.

6. Budpet and purchasing: This position started reviewing stock room purchases in the Las Vepas stockrooms
following an avdit which indicated anomalies. Oversight ensures better purchase accountability from employees.
Due to increased fiscal constraints, reduced resources, and increase in inquiries from LCB, NDOT started
requesting more detailed budget justifications, and answers for LCB questions. This position is responsible for the
14 different budget organizations in the District | budget, in addition to the TMC budget, and provides appropriate
justifications and responses to questions. The number of budget organizetion increased from when the position was
first classed as an ASO I1. The 14 budget organizations have sub-calegories, as many as approximately 60 sub-
categories in the larger budget organizations. The tolal dollar amount for a fiscal year averages behween $40 and
$45 million dollars. This position now has an increased level of authority over the TMC budget compared to the
original ASO 1l duties. Additional personnel, rest areas, storage structures, and physical office locations have been
added since this position was classed as an ASO I1.

2. What position(s), if any, previously performed these new or additional duties? List class title and
position control number of position(s). (A separate NPD-19 may be required for these positions.)

6.221 ADMINR 2, PROF. ENGINEER  101-003

6.223 ADMINR 1, PROF. ENGINEER  101-002

9.603 FACILITY MANAGER 102-005

3. Briefly describe the mnjor purpose of this job.
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The major purpose of this job is to function as a state regional business menager for District I which includes
various locations in Clark and Nye counties, including 18 maintenance stations and sites, 8 construction trailers,
13 welcome centers/rest areas, 13 employee houses, and additional structures, such as buildings to store de-icing
materials. There are approximately 480 permanent positions in District I, and an additional 70 seasonal and
temporary positions. Major duties include: manage and supervise work in office support services, contracts and
leases, personnel, and safety and training. Act as point person for Emergency Operations. Coordinate work with
buildings and ground maintenance, and facilities management. Act as the pre-disciplinary hearing officer per NAC
284.656 which requires complex analysis of NPD-41s and applicable NRS, NAC, Transportation Policies and
Procedures, FHWA, and USDOT federal laws relating to CDL holders, and subsequent recommendations
regarding proposed discipline. Alternatively, this position reviews proposed discipline on NPD-41s and makes
recommendations prior to the NPD-41 issuance to ensure discipline is handled similarly throughout District 1 for
the 400 plus employees. New positions have been added due to new programs and roadways, such as Stormwater
and I-11, therefore new organization codes have been added for this position to administer. Formulale, develop,
and monilor comprehensive District program budgets, and prepare written Justification for budget proposals.
Initiate fund transfers end augmentation requests. Manage administrative support functions, and develop methods
to increase efficiency and effectiveness. Assist managers in determining what steps are needed to comply with
federal regulations in safety (OSHA) and Department of Transportation (DOT) Alcohol and Drug program. Ensure
operating procedure manuals are developed and updated. Act as District Linison for contracts and agreements,
Maintain District SharePoint site. Effectively represent the department to other departments and agencies, and
before public bodies.

4.  Atiach a copy of the agency organizational chart to this form. Please circle this position.

5. List the duties performed in this job, Assign a number to each duty and estimate the percentage of
time spent on each duty (percentages should add to 100%). If it is not possible to estimate the
percentage of time spent in cach arca daily, estimate the time on a weekly, monthly, or annual basis.
If this is an existing position, please put an asterisk (*) next to each duty that is new.

DUTY# DUTY FREQUENCY

*1 Manage District Budget and TMC Budget. Perform analysis required to 25%
formulate the budget. Responsible for assuring that all rules, regulations,
policies, and procedures for budget submissions are followed, Analyze funding
needs and actual or potential problems areas, trends, deficiencies, areas of
imbalance, etc. Use methods such as cost analysis, trend analysis, life cycle
analysis, buy vs lease and similor methods and justify requests. Respond to
questions posed by LCB. Monitor spending to ensure proper expenditures and
spending remains within budgeted amounts.

*2 Manage personnel issues; evaluate issues and present corrective alternatives, 25%
solutions, and recommendations. Act as pre-disciplinary hearing officer, or
direct preparation of documents to present in disciplinary situations. Assist
managers in determining what steps are needed to comply with federal
regulations in safety (OSHA) and Department of Transportation (DOT) Alcohol
and Drug program. Provide advice and guidance to managers and supervisors
about statutes, regulations, and policies and pracedures related to personnel
issues. Serve as management representation on the Employee-Management
Committee per NRS 284.068
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*3 Manage Administrative support functions for District I; oversee and supervise 25%
Safety and Training program in District I; coordinate and organize office and
business activities and flow of communications to ensure activities are
performed effectively and efficiently. Activities include accounts payables,
accounts receivables, training requests, timesheets, personnel paperwork,
inventory, cuslomer service, purchasing, and room scheduling, Work with
Emergency Management to create realistic scenarios for exercises, participate in
exercises, provide written feedback for reporting purposes. Act as point person
for personnel and funding issues during rea) emergencies.

4 Oversee contracls and agreements, including mandatory Master Service 15%
Agreemenls contracts, Prepare bid specifications and requests for proposals,
evaluate and recommend vendors for selection, monitor and oversee contract
performance, and closeout contracts. Review performance ta ensure compliance
with terms, and identify issues o change in next contract. Participate in the
vendor selection process for Master Service Agreements RFPs,

*5 Coordinate wark with facility manager and buildings and grounds manager. 10%
Oversee security in the Washington yard and implement new security measures
for new key system. Oversee issuance/coliection of building keys, cell phones,
and security badges. Detemmine changes to office spaces and coordinate
services needed to complete the changes.

6. What duties are performed that require the incumbent to make choices, determinations, or
judgments? Please give examples.
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1. Budget—when close to end of fiscal year, choose what to purchase or forgo until following fiscal year,
and how to spend remaining funds. When extraordinary expenses or purchases need to be made,
coordinate getting funding by evaluating District I budget accounts, or through other District Budget
overages for District items, or, in the case of overall shortage, requesting funds via IFC, Request
additional budget zutharity for known items that are repetitive, and provide appropriate justification.
Forecast budgets for current and future fiscal years, and determine sppropriate future biennial budget
requests,

2. Personnel issues—determine if disciplinary actions suggested are appropriate, and similar to how other
similarly situated employees were treated. Decide which level of discipline is best suited for the issue,

3. Determine when to require additional information for payment of vendors, determine if funding
available to make payments, choose what funds to make payments from, and determine workflow for
staff employees to better serve District I needs. During emergencies, determine if appropriate to send
staff home, or request staff stay over and incur overtime. During emergencies, determine what needs to
be purchased, and what is the best method to get items and services needed.

4. Adjust bid proposals, request for proposals, and scape of service based on prior performance, noted
issues, and contract manager input. Estimate anticipated cost of services requested, to include in budgel
requests, and determine how to pay for extraordinary items,

3. Determine enhanced methods of security, to include the besi way to track issuance of new keys, retum
of keys from exiting or promoted employees, and how to handle lost keys and phones.

6. Intemal controls— 1 established and review Separation of Duties for handling of cash, checks, deposits,
purchases on 51s, receipt of items, access to the safe; require research for payment vouchers; record
utility accounts in Access database and confirm accounts are NDOT's responsibility; review purchase
vouchers for activity, object, orpanization and accurate dollar amounts, as well as appropriate method
of payment and authorization; inventory of supplies and certnin items less than $5000; initiate requests
for bills via emails to cut down on late fees due to short turn around times, and instituted procedures to
gel those bills processed fuster; maintaining lists of requisition numbers; audit major organizations such
as TMC for accuracy of payments; monitor agreements and audit payments at end of agreement via
Teporling toals.

7a.  List the class titles and position control numbers of all employees that are supervised by this
position.

7.519 Training Officer 1 101-012

11.544 Safety Rep, Loss Control 101-019

9.201 Equipment Operation Instructor 101-02]
2210 Administrative Assistant IV 101-014
2.211 Administrative Assistant III 101-027
2.212 Administrative Assistant II 101-031
2.213 Administrative Assistant [ 101-015

2.303 Accounting Assistant I1 101-013

7b.  Describe the extent of supervisory responsibility exercised over these employees.
(Check appropriate boxes.)

(X Final selection Work assignment Performance appraisal Discipline
Training Work review (3 Other (specify):

8. List any licenses, certificates, degrees, or credentials that are required by law for this job.
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9. List equipment which is used that requires specialized training.
C-Cure Badge Machine

10a. List the name, title, and position contrel number of the position's supervisor.
Mary A. Martini, Administrator [, 101-003

10b. Describe the type and extent of supervision received.

General direction: Brond and diverse set of assignments. Work requires knowledge of generally accepted
methodology in professional and administrative fields. Projects are frequently unigue; performed only once or
they may take months to complete. Employee is expected to plan and organize waork, establish priorities, and
accomplish long range goals. Guidelines are in the form of statutes, committee objectives, and policies and
procedures. Work requires interpretation and application of those statutes, objective, or policies and procedures
where the interpretation is unprecedented and no clear guidelines exist.

11.  What statutes, laws, rules, procedures, or guidelines are used in performing assignments?

NRS 239

NRS 277

NRS 284, NAC 284

NRS 333, NAC 333

NRS 408

NRS 616B

State Administrative Manual, Chapters 200, 300, 400, 600, 700, 1300, 1500
49 CFR Part 40, CDL Drug and Alcohol Testing

NDOT Prohibitions and Penalties

NFD-19{Rev 1112)
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12.  What people are contacted in carrying out the duties of this position? Explain the purpese of each

contact.
Hydropower Program Manager, Colorado River Commission, determine if NDOT is elj gible for hydropower,
then enter in to extended contract for hydropawer, payment issues and questions
Training Officer, DPS — Emergency Management, participate in various emergency management exercises,
provide feedback, written reports.
Supervisor, Southern Nevade Region Division of Emergency Management and Homeland Security, coordinate
and participate in various emergency management exercises, help decide what injects worked best for NDOT.
Supervisor 3, Associate Engineer, Maintenance and Asset Management, coordinate and participate in various
emergency management exercises, help decide what injects worked best for District |
Administrative Services Officer, NDOT, determine if other NDOT budgets will have excess monies, coordinate
so when District ] has excess, other Districts can utilize, budget requests
FAST Director, TMC Committee Member, present budget items for review and answer questions
Law Enforcement Officers, NHP, TMC Committee Member, present budget items for review
District Engineer, NDOT, assignments and tasks
Assistant District Engineers, discuss appropriate disciplinary procedures, input on budget
Resident Engineers, discuss appropriate disciplinary procedures, budget, service contract issues or needs
Maintenance Managers, discuss appropriate disciplinary procedures, budget, service contract issues or needs
Deputy Atterney General, discuss appropriate disciplinary procedures and documentation
Personnel Officer 111, discuss appropriate disciplinary procedures and documentation
Facilities Menager, discuss changes/fixes to buildings, layouts, security issues, budget requests
Vendors, bidders for purchasing items, or bids for services
Account Manager for Uniformed Security officers, to ensure post orders are up-to-date
State Purchasing Contract Managers, suggest changes to upcoming RFPs, serve as reviewer for RFPs
NDOT Personnel Officers, discipline

13.  Describe any unusual physical demands or working conditions required in this job, i.c., requires
frequent lifting or moving of office furniture, frequent exposure to hazardous materisls, etc.
Occasional exposure to hazardous materials when dealing with storage issues.

14.  Provide any additional information about the job which you consider to be important to the
classification, but which has not been previously mentioned.

This position responds to Public Records requests, in addition to requests from other governmental agencies,
Districts, and private entities regarding technical, operational, administrative and organizational aspects of
District I This position represents the Department on committees and task forces for development, scheduling,
implementation and monitoring of programs and projects that impact the District, the Department, and other
entities. This requires coordination between state, local, municipal, and other public or private entities. This
position reviews proposed local, state, and federal legislation for impact on the District and Department’s
activities. This position consults with department employees and develops recommendations and proposed
changes to current policy based on legislative changes.

This position conducts, directs, or participates in studies of new and existing programs and special projects to
determine feasibility, resolve problems and increase efficiency, including organizational, technical and fiscal
research and analysis; consults with department staff and staff of other departments and agencies; develops
recommendations; and implements and monitors changes.

NPDAS {Rev 1112)
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What is prompting this est? If this is an existing position,te the significant changes in
duties and responsibitities which have been made in the position since it was established or last
reviewed by State Personnel. If this is a new position, have there been additional responsibilities
placed on the organization? If yes, please explain. Attach documentation relative to legislation,
board/commission proceedings, new organizational goals, etc., if applicable,

This request is submitted to have upgraded an Administrative Services Officer I position to an
Administrative Services Officer Il based on significant changes in duties and responsibilities since the
position was established and filled by the incumbent in 1995,

In response to the growth seen throughout the area of responsibility for District Ope, Nevada
Department of Transportation, Nevada's southern region, Clark County and Las Vegas metropolitan
areas in particular, Nevada State Legislature approved a number of new crews and positions for District
One. This same growth along with other on going programs contributed greatly to substantial increases
in the District's Administrative Services Officer's duties and responsibilities of a recurring nature.

The working knowledge, skills, range of functional areas and respoosibilities which must be
accomplished by the incumbent are consistent with the Class Concept of an Administrative Services
Officer II. Duties performed in the past at this position while broad in application and responsibilities
were more reactive with greater attention given to coordination and monitoring of services. Whereass, in
response to growth, data/text systems use and other sophisticated demands, the incumbent is involved in
greater decision making, data analysis, planning, organizing and directing an increasing number of
programs. Also, a greater role is assumed in District fiscal management processes.

What position(s), if any, previously performed these new or additional duties? List class title and
position control number of position(s). (A separate NPD-19 may be required for these positions.)

101 002, Administrator I, Registered Professional Engineer
101 004, Administrator I, Registered Professional Engineer

Briefly describe the major purpose of this job.

This position functions as the District's business manager and administrative services facilitator, who
ensures the Divisions Heads in Construction, Maintenance and Traffic Engineering and thejr employees
attain and maintain adequacies in budgeting, fiscal management, and general resource management
activities including various personne! matters in support of assigned ransportation responsibilities. In
exercising a broad degree of authority and working largely independent, the incumbent originates and
prepares final reports for the District related to Department wide policies and procedures. The
incumbent prepares and execules requests for proposals, coniracting agresments, and various program
plans. This position is directly involvement in contract compliance as it relates to District's service
agreements in facility management, janitorial services, landscaping maintenance, and various aspects of
physical security at the District One Complex. This position is the District's point of contact during the
absences of the District Engineer and both Assistant District Engineers. The incumbent serves as
signature authority for purchases with a unit price of $500.00 or less.

Attach a copy of the agency organizational chart to this form. Please circle this position.



5.  Listthe duties perfonnedis job. Assign a number to each

and estimate the percentage

of time spent on each duly (percentages should add to 100%). If it is not possible to estimate
the percentage of time spent in each area daily, estimate the time on a weekly, monthly or
ennual basis. If this is an existing position, please put an asterisk next to each duty that is new.

DUTY NO.

DUTY

FREQUENCY

1

*Prepares and monitors District Budget, writes justifications for budget
requests.  Reviews computer printouts to determine funding use and
requirements on contracts, utilities, telephone records, supplies, etc.

*A. Determines funding augmentation and fund transfers, prepares and signs
memorandum requesting Department action. Ensures mission requirements
arc maintained. Implements newly approved budgets. Chairs a financial
management group the last six months of each fiscal year, analyzes and
resolves operating and fiscal management. problems; makes decisions for
responsive funding current fiscal year and to effectively transition into the next
budget cycle. Determines in-state training fund allocations for Las Vepas and
Tonopah.

*B. Oversees request for proposal initiatives, public bidding processes,
originates agreements and directs contract compliance involvement associated
with all District services contracts, Reviews contracts to ensure budgetary and
procedural compliance. Monitor contracts for expiration dates, spending
status and determines when formal amendments are needed.

*C. Directs contracted security services at District One Complex. Singularly
interfaces with other State agencies and their employees in the use of the
District Fueling Facility during non-operational hours of NDOT. Determines
specifications for contracted security services, monitors contract compliance,
and oversees District's facilities master key system.

*D. Supervises contracted janitorial services for District to include service
quality reviews, the assessments of liquidated damages and when warranted
initiates contract termination actions.

40%

*Provides oversight on accounting functions, personnel and special
studies/projects, such as assessor leased properties for use as overflow work
sites.

*A. Assists with personnel sitations, which may include, Payroll, retirement,
orientation, filling vacant positions, ierminations, grievances, disciplinary
actions, etc. Selects and arranges workshops and personnel briefing sessions
to keep District employees informed, such as PERS, matters related to
Promotion and Testing, etc. Prepares District’s Annual Formal Training Plan.

*B. Develops, writes, implements and monitors accounting systems for all
invoices, vouchers payable, billing claims, purchase orders and appropriate
business transactions for the District.

*C. Serves as NAC 284.656 Pre-Disciplinary Hearing Officer, less those
involving District Administrative Staff,

25%




*Defines and directbzhe administrative services fo supp'&:} the District 20%
Headquarters, Construction, Maintenance, and Traffic Safety Divisions.
Develops and maintains internal policies and procedures.

*A. Supervises Office Manager and assist in prioritizing the duties of four
support positions, reviews subordinates work products and provides verbal
feedback 1o ensure achievement of mission objectives. Counsel and coach
subordinates.  Prepares and serves as Contract Manager of Temporary
Manpower Agreement; identifies positions and determines the employment
period of the lemporary services employee used in the District Administrative
services area.

*B. Oversees working groups, prepares operational procedures and
recommendations for the District Engineer, pertaining to Internal controls,
improved employce/management relations and working conditions, elc.
Directs corrective measures whenever a public safety issue may be involved.

*Maintains through frequent involvement, a proactive Jiaison between the 15%
District and decision-makers and action takers at Department Headquarters,
Carson City to formulate and develop policy and procedures applicable to the
District.

*A. Coordinates the activities of the District in Department policy directives.
Reviews draft directives and provides direct assistance to District Engineer in
the final composition of directive reports. Originates District's procedural
directives and answers inquiries related to District administrative operations
and public service obligations.

*B. Develops and implements District's Five Year Computer Hardware and
Annual Distribution Plan on allocated equipment. Maintains informational
channels with Department and Division Heads at District and Data Processing
and Telecommunications Division at Department Headquarters.

What duties are performed that require the incumbent to make cholices, determinations or
judgments? Please give examples.

The incumbent makes independent choices and determinations concerning the completeness of the
District's annual budgets related to computer hardware, operational expenses and the purchase of new
equipment. Incumbent interprels general guidelines then determines how to apply them. Written
budget narratives have proven totally supportive of the funds requested and conformed to criteria
applicable to each budget category. Makes funding augmentations and fund transfer requests, ensures
continuity of operations. The incumbent makes independent choices concerning the scope of services
written in District services contracts for various services and after contracts are awards, singularly
defines and put into writing liquidated damage assessments for less than satisfactory performance. In
personnel management makes assignment adjusiments based on availability, priority of work and
employees' strengths and weaknesses. Determines when to contract recurring services.




7a.

7b,

10a.

10b.

1.

*List the class titles ansiﬁon control numbers of all oyees that work under the

supervision of this position.
101 026 Management Assistant IV

Describe the extent of supervisory responsibllity exercised over these employees. (Check
appropriate boxes.)

Final selection Work assignment Performance appraisal Discipline
Training Kl Work review O Other (Specify)

List any licenses, certificales, degrees, or credentials that are required by law for this job.

Nevada Drivers License

List equipment which is used that requires specialized training.

Computer; software applications: Microsoft Word, Excel; WordPerfect 7.0;

List the name, tille and position control number of the position's supervisor.

Eugene Weight, P.E.

District Engineer

Administrator II, Registered Professional Engineer
T101 003

Describe the type and extent of supervision recsived.

This position is under the general direction of the administrator of Department of Transportation's
Southern Regional District Headquarters. The incumbent's responsibilities are broad in scope and
complexity, Decisions influence the District's mission in support of the overall transportation mission
in Nevada. The commitment of contract services, safeguarding assigned resources, obligating funds
are areas of responsibility included in work performed by this position. The incumbent is responsible
for coordinating matters related to contracts, personnel, financial and data processing activities with
appropriate Division Heads.

What statutes, laws, rules, procedures or guidelines are used in performing assignments?

Nevada Revised Statutes-various, Consultant Agreement Procedures, NDOT Standard Plans and
Specifications, Contract Procedures Manual, Rules for State Personnel Administrative, State
Administrative Manual, Handbook for Personnel Administrative, Transportation Policies and
Procedures Manual, Accounting Coding Manual, Transportation Guide to Prohibitions and Penalties,
and Early Return to Work Procedures.



12.

13.

14.

:'What people are conta In carrying out the duties of this Qon? Explain the purpose of

each contact.
The following people may be contacted during the prosecution of the job.

Attorney General Staff - Litigation matters; legal sufficient review on proposed service agreements
Contractors & Consultant - Direct work in progress, request for proposals, service adequacy

assessments
Other Government Agencies - Coordinates Inter-local and Inter-cooperative agresments and other
services performed with District

District Clerical, Construction, Maintenance, Facility Management, Permits, Stockroom--purchases
and Traffic - Coordinates services and support requirements

Department Contract Services - Coordinates signature approval service agreements, formal
amendments, and public bidding processes

Department Director's Office, Data Processing & Telecommunications, Human Resources,
Purchasing & Stores, and Accounting - Finalize support processes on District requirements

Describe any unusual physical demands or working conditions required In this job, i.e.,
requires frequent lifting or moving of office fumiture, frequent exposure to hazardous
materials, etc.

Incumbent is required to move document files, contracts and planning documents and publications in
binders, weight may be adjusted for accommodation.

Provide any additional information about the job which you consider to be important to the
classification, but which have not been previously mentioned.

Incumbent is a staff member of the District Headquarters, during the absence of the District
leadership, the holder of three position holders; incumbent serves as the organization's spokes person.
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What is prompting thls['. c{]uest? If this is an existing poslﬁoln, stale the significant changes IA
duties and responsibilities which have been made In the position since it was established or last
reviewed by State Personnel. If this is a new position, have there been additional rasponsibilities

placed on the organization? If yes, please explain, Attach documentation relative to legislation,
board/commisslon proceedings, new organizational goals, etc., If applicable. )

This position was last reviewed by State Personnel on October 4, 1999 (see Attachment
NPD-19). At the time of that reclassification, the position was located at the Nevada Stat
Museum and responsible for only fiscal management of that single agency. As part of an
extenslve divisional reorganization, this position has since moved to the Division
Administrator's Office, which enabled centralization of all fiscal, administrative, payrolf,
contracts, and personnel duties for the entire divigion within the Division Administrator's
Office. On July 1, 2001, this position was moved into B/A 2941 - Division Administrator's
Office and the PCN# was changed to PCN #0013. Over the past five years, ten months, all
oversight responsibility has been given to this position for the entire division, which
includes BIA 1350, 2870, 2940, 2041, 2942, 2043, 2944, 4216, 5033, 5034, 5035, 5036, 5037,
5038 and 5039. This position is also in charge of the three private investment accounts.
All administrative reports, financial documents, personnal documents, contract
documents, and payroll documents are processed through the division office and final
approval is applied by this position. -

What position(s), if any, praeviously performed these new or additional duties? List class title and
position control number of position(s). (A separate NPD-19 may be required for these positions.)
None, this Is the first Chief Fiscal Officer position created for the Division of Museumé
and History. :

&
A

Briefly describe the major purpose of this job. L

!
This position serves as the Chief Fiscal/Administrative/Personne) Officer for the Division,
of Museums and History, which includes the Division Administrator's Office and severi
musesums located throughout the state. This position has responsibility for working with
various museum direclors, museum fiscal staff, and program managers and provides
financial management oversight and assistance. This position has direct supervision
over all budgets on behalf of the Division Administrator, which includes seven general,
fund budgets, seven dedicated trust fund budgets, one Museums and History trust fund,
and three private investment accounts administered by the Board of Museums and
History. This position also provides for appropriate level of agency representation with
other state, federal, and rion-governmental agencies with decislon-making authority.

Fiscal duties include detalled cost analysis, budget expenditure projections, purchasing;-
contract negotiation and administration, and establishing and monitoring Internal
controls and procedures. This position Is also responsible for formulating, developing,
and monitoring comprehensive agency and program budgets. Research and compifation:
of proposed purchases, expenditures, and contracts is provided by this position.

Additionally, this position prepares and presents written justifications for budgell’-
proposals and compares expenditures against spending authority and develops revenus’
and expenditure forecasts by analyzing historica! fiscal data, trends, and assesses

2



program needs. Flnai approval of all clalms, payments, [and reimbursements of dlvislon
costs is placed on this position.

The fact that division activities are funded with a mix of state, tourism, federal, and private
funding, along with admission fees and train ride fees make consistent and ongolng
fiscal analysis extremely important.

Administrative duties include assisting the Division Administrator with policy and
administrative declsion-making in response to changes within the division, overseeing
requirements contained within the various federal, state, and private funding grants, staff
supervision, development of NPD-19's and position development, interviewing and hlrlng,
development of procedures, management of information systems, and interaction with’

other state and federal agencies including the divisions within the Department of CultGral
Affairs, BLM, Attomey General's staff, and various other state, city, county, and federal
managers and representatives.

This position receives and determines validity of complaints regarding specific fiscal
programs and/or staff, makes objective determination of problems, works with technical
staff to alleviate problems, taking into consideration public relations, the division mlsslon
as well as lega! and technical requirements.

Attach a copy of the agency organizational chart to this form. Please circle this position.
Please see AttachmentB.

List the duties performed In this job. Assign a number to each duty and estimate the percentage

of time spent on each duty (percentages should add to 100%). If it Is not possible to estimate;

the percentage of time spent In each area dally, estimate the time on a weekly, monthly or

annual basis. If this Is an exIsting position, please put an asterisk next to each duty that is new. -
!.

DUTY NO. DUTY FREQUENCY

1 Administration 25%
A. Assisls the Administrator in ensuring compliance with Departmental
7;3’ policy, procedures, plans and directions; inltiates and evaluates research
projecls and regulationfiegisialive review and interpretation.

B. Provides administrative advice and support regarding critical
management and adminislrative Issues Including planning of
programmatic initiatives, Divisional operations and conformity, work flow
analysis, performance indicators and financial oplions,

C. Serves as the Division's personnel officer responsible for coordinaling
personnel services Issues, including employee retalions, classification
coordination’s, posilion control, evaluation, training, payroll, MSis and
meeting reporting requirements.

D. Develop draft CIPs for submission to Public Works; coordinate and
negotiates divisional needs wilth Buildings & Grounds, private landlords,
motlor pool, elc, as necessary.

2 Fiscal Oversight 25% )
A. Administration of Divislon's fiscal process system. Ovessight
7% responsibility for accounling and extemal financial reporting funclions
including preparation of annual financial reporling requirements,

3
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responsible for Divislon-wide compliance with State Administrative Code
policies and practices, training and technical assistance to all Museum
accounting staff.

B. Serves as the Division's fiscal officer responsible for approval of all
vouchers, Journal vouchers, bill clalms, work programs, budget changes,
including employee payroll approval for the division, speclal time
adjustment sheets and meeting reporting requirements,

C. Responsible for -accountabllity of Division's funds, including raview
and interpretation of-regulations with regard lo use of funds; prepares
draft federal and state fiscal reports on behalf of Administrator.

D. Rasponsible for development and oversight of Division's internal
control policles. Oversight responsibility for any correclive action
required.

E. Formulates necessary working plans to Implement and monitor
federally approved grants/contracts. Reviews and assures compliance
with state and intemal control poficies.

F. Responsible for planning and prioritizing in conformance with the
Division's philosophies, analyze inlemal service to Improve effectiveness
and efficlency of overall agency operations,

Budget Administration

A. Serves as Divislon point of contact to the Department for audit and
financlal issues. Prepares draft Divisional response to informational
inquires,

B. Coordinales preparation of the Division's draft blennial budget for
submission lo Director’s office. Assembles budget for the Office of the
Administrator for submission.,

C. Assists Division staff with budget preparation, provides guidance and
technical agsistance. Revlews and recommends Divisional approval,
recommends necessary modifications to Divisional and program budgels
as necessary, Advises Administrator of polential problem areas, areas
of significant increase in expendilures and/or restrictions on use of
funds.

D. Prapares and assists Direclor's Office In preparation of fiscal notes for
proposed leglslation.

E. Prepares, reviews, and approves budget revisions and justification for
the Division. Assists Director's Office as requested with presentations to
Interim Finance Commities of State Legislature.

F. Assisis Adminisirator and Director’s Office with documentation and
preparation of presentations to legislative money committess and other
legislative commiltees/interim committees as assigned by the
Adminisirator or Direclor’s Office.

20%

Staff Supervision

A. Develops and mainlains current Work Performance Standards for all
siaff.

B. Prepares Employee Development Reports.

C. Direcls the dally activity and training of assigned staff.

D. Particlpales in all mandatory supervisory training and updales
supervisory skills on an ongoing basls.

E. Delegales/assigns workioad and monitars workflow.
F. Assures that employees are kept Informed of agency and stale

15%

4



policies. _"'
G. Continually monitors employee performance.

H. Promotes teamwork and employse morale.

I. Leams and maintains working knowledge of personnel rules, SAM,

and agency policy.
J. Keeps direct supervisor informed of staff activities and problems.

for legal ramifications.

W A. Coordinates information syslem needs and varous survey and

Notifies Department Personnel Officer of any problems having potential J

5 Data iﬁanagemanf 10%

informational request responses; works with Depariment Technology
Staff to develop Divisional fechnology plan.

B. Identify problem areas; coordinate with intemal, extemal agencles to h
resolve the issues; fonmulate basic data elements required to support

Divisional aclivilles; coordinate development with Department
Technology Staff for program needs.

6 Special Assignments 5% —]

Responsible for special assignments as dalegated by the Administrator
or Director’s Ofice,

7a.

b,

What duties are performed that require the incumbent to make choices, determinations or1-
judgmenis? Please glve examples.

4

)
This position exercises a great deal of autonomy in determining work loadt

assignments, dally direction over staff and division budgets, approval authority for all
division purchases, and reimbursements to vendors and contractors. Authority to]
obligate division funds and to reimburse for all types of services, contract negotiation;;
requests for proposals, and contract development require this position to implement;
independent decision-making authority. Due to the broad scope of responsibilities;
placed upon this position, the consequence of error is high. 1

Syt ]

List the class titles and position control numbers of all employees that work under lhei

supervision of this position. i

13
Administrative Assistant il PCN #0012 i
Accounting Assistant |l PCN #0014

Describe the extent of supervisory responsibility exercised over these employees. (Check:
appropriate boxes,)

{1 Final selection Work assignment ] Performance appraisal {J Discipline .
B4 Training Bd Work review [ ] Other (Specify)

= Ay S ¥

List any licenses, certificales, degrees, or credentials that are required by law for this job.

BT

Certified Contract Monitor, Certifiad Personnel Representative, Certified Payroll
Representative, Certified with NEBS.



10a.

10b.

1.

12.

13.

( 1
List equipment which is used that requires specialized tralning. !

Incumbent must be proficlent in word processing programs and spraadshea'!
development. :

List the name, title and position controf number of the position's supervisor.
Wallace Steffan, Division Administrator, PCN #0001
Describe the type and extént of supervision recelved.

Minimal, incumbent expected to work independently, position requires authority to
make independent declsions within established procedures and regulatory parameters.

o

What statutes, laws, rules, procedures or guidelines are used in performing assignments?

NRS 381 and 241, State Administrative Manual, Rules for Personne} Administration,
Payroll Procedures Manual, Americans with Disabilities Act, American Association of
Museums Code of Ethics, Carson City Ordinances. :

What people are contacted in carying out the duties of this position? Explain the purpose of
each contact. o

Contacts are required on a regular basis with federal, state, city, and private

representatives to carry out the dutles as listed in duties above. ,

Federal; BLM and DOE grant staff,

State: Deputy Attorney Generals, Division Administrators, Department Director,
Department ASO, Department Personnel Officer, Department Public
Information Officer, Board of Museums and History Members, Other
Division management and staff within Department, Budget Office Staff,
LGB Flscal Staff and Auditors, Office of the Controller's Staff, Treasurer's,
Office Staff, State Purchasing Staff, and Department of Conservation Staff. ’

City: Varlous Officials including the Carson City Redevelopment.

Private: Varlous Vendors and Private Auditor.

Describe any unusual physical demands or working conditions required in this job, I.e.;
requires frequent liting or moving of office fumniture, frequent exposure to hazardous
materials, etc.

Unlike other state agencies, the Chief Fiscal Officer of the Division of Museums and:
History, oversees the Dedicated Private Trust Fund budgets administered by the Board
of Museums and History which requires annual budget preparation, review and:
approval versus the biennial process of State Budgets.
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L. What is prompting this request? If this is an existing position state the significant changes in
duties and responsibilities which have been made in the position since it was established or last
reviewed by State personnel. If this is a new position bave there been additional responsibilities
placed on the organization? If yes, please explain. Attach documentation relative to legislation,
board/commission proceedings, new organization goals, etc., if applicable.

This request is prompted by a gradual accumulation of duties.

The degree of autonomy in decision making — and therefor the consequence of error — has increased
dramatically in the last several years. Due to the national defense demands placed upon the Adjutant General as
a result of the reposturing of the National Guard within the Depertment of Defense, the Adjutant General is
consistently out of state, requiring the Administrative Services Officer II to function under only the most general
direction. Authority to act independently in establishing and enforcing policy, administering fiscal affairs and
maneging the state work force has been necessarily delegated to this pasition.

Since this position was last evaluated in 1991, the number, size and complexity of programs administered
by the agency have grown, with the addition of state security detachments at both the Air Base and the Army
Aviation Support Facility, the addition of the ChalleNGe Program for at-risk youth, the addition of the Electronic
Security Systems Operation and Maintenance program, and the expansion of the Army environmental and Air
real property sections.

The responsibilities for coordination with military personnel have also expanded. This position sits as a
voting member on the Facilities Board and chairs the Facilities Maintenance Committee and the State
Supervisors’ Committee. For operational and/or administrative issues, the Administrative Services Officer II
must regularly coordinate with: the Air National Guard Executive Officer, the Support Group Commander, the
Bese Civil Engineer, the Base Fire Chief and the Base Security Chief, and the Army National Guard Chief of
Staff, the Construction & Facilities Management Officer and the Plans Operations & Military Support Officer.

2, What position(s), if any, previously performed these new or additional duties? List class title and
position control number of position(s). (4 separate NPD-19 may be required for these positions.)

The Adjutant General B/A 3650 PCN 0001
3. Briefly describe the major purpose of this job,

The major purpose of this job is to administer the state operations for the Office of the Military. This
includes: the operation and management of accounting and budgeting functions; developing, coordinating and
justifying the agency’s Executive Budget Request; represents the agency with the Department of Administration
and the Nevada State Legislature (including the Legistative Counsel Bureau and the Interim Finance Committee);
administers the maintenance of all Nevada National Guard ficilities (approximately sixty buildings in fifteen
locations, statewide); administers the personnel and payroll functions for 74.5 state employees; establishes
policies and procedures and implements an effective system of internal control; operates and manages the
purchasing, inventory and fixed asset accounting functions; initiates, reviews, coordinates and administers
contracts for minor construction, maintenance and janitorial, groundskeeping, administrative and professional
services; and the design and implementation of corrective recommendations resulting from state or federal audit.

3



{
4. Attach a copy of the agency organizational chart to this form. Please circle this position.

See attached

5, List the duties performed in this job, Assign a number to each duty and estimate the percentage
of time spent on each duty (percentage should add to 100%). Ifit is not possible to estimate the
percentage of time spent in-each area daily, estimate the time on a weekly, monthly or annual .
basis. If this is an existing position, please put an asterisk next to each duty that is new.

DUTY NO. DUTY FREQUENCY

1, STRATEGIC AND TACTICAL PLANNING. Coordinates with various 20%
military officials to develop short- and long-range gosls and objectives for the
state work force; develops and monitors performance measures; develops the
agency’s Executive Budget Request; consults with military program managers
to help develop federa! budget requests; in consultation with the Adjutant
General and executive military staff, writes the agency’s Strategic Plan.

2 FISCAL OPERATIONS AND MANAGEMENT. Responsible for all aspects ~ 20%
of state accounting. Establishes policies, procedures and internal controls to ensure
strict accountability for all state and federal funds; monitors expenditures and
authorizes expenditures from selected categories; reviews state expenditure
reporis and monthly internal management reports to ensure compliance with
budgeted authority and state and federal regulations; reviews and approves
federal vouchers for the collection and allocation of federal funds; develops,
authorizes, justifies and presents Work Program Requests to augment/revise
authorized budgets; approves Journa! Vouchers, equipment purchases, travel
claims, hardware and software purchases, contracts and other agreements; POC
for the Budget Division end LCB-fiscal.

3 PERSONNEL AND PAYROLL. Administers the agency’s personnel and 20%
payroll functions; develops and authorizes requests to hire as cxceptions to the
hiring freeze; appoints successful applicants for vacant positions; develops and
authorizes requests for special salary adjustments and other extraordinary payroil
actions; reviews Time Sheets and approves batches; euthorizes all disciplinary
actions; reviews and approves employee appraisels and developmental plans;
approves innovative and non-standard shift plans; authorizes all paid overtime,
teave without pay, administrative leave and shift schedules on holidays; consults
with and periodically advises military supervisors regarding state personnel rules
and procedures; meets regularly with state employees to discuss personnel, payroli
and other matters; chairs the State Supervisors’ Committee which assisis in the
development/revision of agency policies, procedures and practices regarding state
employees and supervision.



COORDINATION/COLLABORATION. Responsible for coordinating state 10%
plans and operations with those of the military. Regularly consults with the Army
Construction & Facilities Management Officer and the Air Support Group

Commander to coordinate priorities and activities. Works with the various

military financial offices to coordinate budgeting and expenditures. Consults

with the United States Property & Fiscal Officer to resolve disputes. Serves on

and/or chairs various inter-disciplinary committees end task groups to develop

unified plans and approaches.

MAINTENANCE AND REPAIR OF FACILITIES. Administers the state 10%
maintenance program - through the Facilities Supervisor IV — to meintain safe,

attractive and functiona! facilities for the use of the Nevade National Guard. Chairs

the Facilities Maintenance Committee; reviews work order reports and production;
approves construction contracts; collaborates with the State Public Works Board

on Cepital Improvement Projects; allocates repair and maintenance funds; monitors,

reviews and approves (in accordance with delegated signature authority) expenditures;
consults with the Army Chief of Staff and the Air Executive Officer on maintenance

issues,

OTHER DUTIES AND RESPONSIBILITIES. Performs a wide array of 20%
operational and administrative state functions in support of the Nevada Nationa!
Guard. As directed, represents the Adjutant General at various conferences and
meetings; acts as the appointing authority in personnel matters; approves as the
agency hesd various state administrative documents; responsible for the annual
inventory of fixed assets; manages and operates purchasing, contracting, training
and travel functions; accounts for end approves expenditures from the Adjutant
General’s Construction Fund (B/A 3652) and the National Guard Benefits Account
(B/A 3653), ennually reconciles federal and state funding; consults with and
advises section supervisors on mansgement and administrative topics and themes,
interprets state rules and regulations for military command staff.

Ta.

What duties are performed that require the incumbent to make choices, determinations or
judgments? Please give examples.

Generally, all of the above.

List the class titles and position control numbers of all employees that work under the supervision
of this position,

Facilities Supervisor IV 0022 -
Accountant Technician I 0034
Management Assistant ITI 0044



|
and for state administrative purposes only (operational supervision provided by military personnet):

Property Inventory Manager 0031
Architectural Drafler IV~ 0030
Program Officer | 0270
Environmental Scientist Il 0048

Asst Fire Chief/ Air Nat’l Guard 0226 /
Asst Fire Chieff Air Nat'l Guard 0227
Security Officer Supervisor 0283
Communications Systems Spec 0312

7b,  Describe the extent of supervisory responsibility exercised over these employees. (Check appropriate

bares )
X Final selection X Work assignment X Performance appraisal
X  Training X Work Review X Discipline  Other (specify)

8. List any licenses, certificates, degrees, or credentials that are required by law for this job.

9, List equipment which is used that requires specialized training.
Various office equipment including a network computer, facsimile, copier and calculator.

10a.  Lis¢ the name, title and position control number of the position's supervisor.
i 1 4

Drennan A. Clark, MGEN NVANG The Adjutant General 0001
10b. Describe the type and extent of supervision received.

General Direction: this position has a high degree of authority to make independent decisions and to
implement those decisions without the supervisor’s approval; performance is evaluated on broad outcomes.
11.  What statutes, laws, rules, procedures or guidelines are used in performing assignments?

The Master Cooperative Agreement by and between the National Guard Bureau and the State of Nevada
and implementing regulations (AGR/5-1) thereto

State Administrative Manual

State Personnel Rules (NAC 284)



Nevada Revised Statutes, esp. Chapter 412

various agency- and military-specific rules, regulations, policies and guidelines

12.  What peaple are contacted in carrying out the duties of this position? Explain the purpose of each
contact.

MGEN Drennan A. Clark general direction

Col Louis Cabrera collaboration
Col Dennis George

Col Lawrence Cerfoglio

LtC Kathy Patterson

L1C Asron Kenneston

LtC Terrence Sullivan

Perry Comeaux fiscal and administrative
Don Hataway

Diane Jungwirth

Jim Rodriguez

Maud Naroll

Jeanne Greene personnel and payroll
Mary Ellen Komac

13.  Describe any unususl physical demands or working conditions required in this job, ie., requires
frequent lilting or moving of office furniture, frequent lifting or moving of office furniture,
frequent exposure to hazardous materials, etc.

14.  Provide any additional information about the job which you consider to be important to the
classification, but which have not been previously mentioned.

Under the Adjutant General, the Office of the Military is comprised of three distinct yet inter-related
organizations and functions which, in another state department, would probably be designated as divisions: the
Army National Guard, the Air National Guard and the State Administration Office. Each “division” is headed by
an administrative chief of staff: Colonel Dennis George is the Army Chief of Staff, Colonel Larry Cerfoglio is the
Air Guard Executive Officer; this position serves es the “Chief of StafP’ for all state operations,
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John McCuin, Position Quelenire Q

1.

3.

What is prompting this request? The level of responsibilities coupled with a greater
autonomy in decision making, and consequences of errors have increased
significantly during the past two years. In addition to being responsible for the
accounting, budgeting and fiscal management of Prison Industries’ operations
statewide, the incumbent also oversees purchasing and inventory management as
well as data processing and communications equipment. Responsibilities have
increased in the area of contracts and [eases. The incumbent previously did not deal
with private-sector partners until a contract was signed. Currently the incumbent may /
make initial contact with a prospective partner and communicate throughout the
contract negotietion phese. Recently, facilities management and overseeing
construction for buildings to support new Prison Industry programs have been
assigned to the incumbent. Fiscal oversight of a new NDOP program, Project
REACH, which is funded through a grant and administrated through an independent
contractor, has recently been assigned to the incumbent. In addition, a similar
program, Community Work, which is internally managed and must be self-sufficient,
has been assigned to the incumbent.

What positions, if any, previously performed these new or additional duties?

a. Previously the Assistant Director for Industrial Programs exclusively negotiaied
with private-sector businesses to become partners with Prison Industries.
Currently, the incumbent may work collaboratively with a private-secior
business throughout the contract negotiation process. The incumbent has
negotiation authority up to the signing of the contrat.

b. Biennial budget requests were previously drafted and sent to the Fiscal Division
of the Nevada Department of Prison for finalization. Currently the incumbent
directs the preparation and finalization of all three Prison Industry budget
accounts representing manufacturing, agriculture and private-sector alliances
statewide,

¢. The Prison Industries Capital Improvement fund (Budget Account 3728) is a
restricted fund for the purpose of funding buildings and equipment to support
new industries. The fund was initiated in 1994 and up to this point in time no
expenditures had been made, As the fund now has sufficient cash to support its
objective, this position is tusked with the facilities management and construction
administration of that program.

d. As the Assislant Director for Industrial Programs has taken on broader
responsibilities, many of his Prison Industries’ management functions along
with the decision-muking authority to carry them out have been delegated to this
position,

e. Prison Industries recently contracted with the American Correctional
Association for accreditation. To achieve and maintain this accreditation,
additional udministrative, fiscal and accounting responsibilities were assumed
by this position.

f. Project REACH and the Community Work programs have just been initiated.

Briefly describe the major purpose of this job. Under administrative direction, the
incumbent oversees all expenditures including personne!, travel, operating, training
and equipmenl of Prison Industries’ (PJ) Central Administration, the Community
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John McCuin, Position Questgpnnirc O

4.

sl

Work Program, and all manufacturing and agriculture operations of the division. _\
Additionally, the incumbent oversees the cost accounting as well as the operating
procedures of the manufacturing and agriculture operations Lo ensure that the selling
price of products produced generate the revenues needed to produce the products as
well as cover all other operating costs of the division. The incumbent prepares
quarterly financial statements and testifies before the Prison Industries Advisory
Board on their contents. He reviews and monitors each manufacturing shop's
operating statements and plans for future operations. The incumbent prepares the
biennial budget request for the PI, Prison Dairy and PI Capital Improvements (PICI)
budget accounts representing manufacturing, service and agriculture operations
statewide as well as any work programs necded to augment them. The incumbent
directs, plans, und controls the accounting section of PI that provide centralized
customer billings and vendor payruent services for PI operations in all eight medium
and maximum security prisons in the State as well as the dairy and other minimum
security facilities. The incumbent makes determinations and priorities regarding the
use of the PICI fund.

Organizational Chart. See Attachment A.
List of duties:
Duty DUTY %
1. Directs and coordinates the fiscal control and administrative accounting
system of Prison Industries 30
a.  Provides annual reconciliation of fixed assets by due date for both Controller and
the Department of Administration.

b Ensures payables are processed within five working days of receipt.

c.. Ensures all receivables are posted within two days of receipt.

d.  Assures the addition of interest charges on all accounts over 30 days old and in
excess of $50.00.

e.  Assures all deposits are made within the time limits specified by policy.

f.  Sends monthly statements to those customers with accounts receivable balances
over 30 days old.

8. Provides a mechanism for collection of all reccivables over 60 days old. Such
receivables will be collected within 30 days of action or referred to the Controller
for collection.

h.  Prepures gencral journal entries from bi-weekly free staff payroll registers to
properly aliocate payroll costs to the applicable Prison Industry cost center.

1. Prepares general journal entries from monthly cost center reports to adjust raw
material and operating supply inventories to actual amounts.

j. Culculetes and prepures general journal entries from monihly cost center reporis
to capitalize raw materials, direct labor and overhead to work-in-process and
finished goods inventories. 3

k. Prepares general journal entrics from monthly cost center reports to reclassify s
indirect inmaute labor costs from direct Jabor,

I Prepares general journal entries from monthly cost center reports to record
transfers of mieterials between cost centers.

Page 2 of 11



John McCuir, Position Ques!Qmire

Duty #

3.

m:

fl.

Q.

h!

Q

DUTY %

* Prepares general journal entries from monthly cost center reports to record

warranty costs incurred during the month.

- Develops written procedures thet separate duties in accordance with generally

accepted accounting procedures.
Develops written procedures for the impicmentation of the requirements of the
State Administrative Manual,

- Develops written procedures for the control of access to the financial system.

Provides the Assistant Director a report summarizing the total outstanding :
accounts receivables each Friday.

Provides the Assistant Director 8 weekly report summarizing the total

outstanding accounts payable.

Provides the Assistant Director a weekly accounts receivable report.

Provides annual reconciliation with Controller's Budget Status Reports within 60

days of receipt of the year-end Budget Status Report.

Reconciles the Controller’s weekly Budget Status Report with cash received

(accounts receivable) and cash paid out (accounts payable and free staff payroll
register) within 10 days of receipt of Budget Status Report.

Provides Controller with year-end balance sheet information by due date set by

the Controfler. i
Analyzes financial information. 10
Provides a consolidated balance sheet within 90 days of the close of the fiscal

year.

Provides a consolidated income statement within 90 days of the close of the

fiscal year,

Provides a statement of cash flows within 90 days of the close of the fiscal year.
Provides an annual report analyzing the financial activity for inclusion in a
division-wide report within 90 days of the close of the fiscal year,

Provides ennual operating statements of each Prison Industry Program within 90

days of the close of the fiscal year,

Provides the Assistant Director with quarterly comparative financial and

operating statements within 60 days of the close of each quarter.

Provides the Assistant Director with quarterly and annual comparative financial

ratio analysis of key financial revenue and expenditure activities of each Prison

Industry program within 60 days of the close of each quarter and 90 days of the

close of the fiscal year.

Prepares fooinotes to the year-end [inancial siatements in accordance with

generally accepted accounting procedures.

Provides the Assistant Director with quarterly recommendations regarding

individuat operations based on financial performances within five working days

of completion of operating statement,

Prepares and monitors annual budget 12
Obtains budget requests from all cost centers 45 days before the first submission

is due,

Reviews requests with the Assistant Director for budget priorities within five

working duys of receipt of budgel request.

Puge 3ol 1]



John McCuin, Position QuesuQalre O

Duty
»
3
4.
4
5.
6.
*

#
e

DUTY
Completes budget submission within established timetables.

d.« Provides the Assistant Director with supporting documentation to defend budget

elr
f.-
g~

h.»

o oe

requests in all hearings.

Participates at hearings, as required.

Provides each cost center with an annval opcrating budget.

Provides the Assistant Director with quarterly reviews of expenditures versus
budget anthority by cost centers.

Provides each cost center with a copy of the weekly Controller’s Budget Status
Report for their expenditure reconciliation.

Prepares work programs to augment the current budget.

Monilors expenditures from each budget account category to ensure expenditures
do not exceed authority.

~ Performs a trend analysis and gathers expected future expenditure information

for cost centers indicating need for more budget authority.

- - Prepares work programs, with supporting documentation, and submits to the

Department of Administration for immediate implementation or to meet the next
Interim Financial Committee meeting for approval.

Testifies at Interim Financial Committee meetings, as required.

Directs and coordinates annual inventory physical counts.

... Pravides written annual inventory procedures to each cost center at least 45 days

before the close of the fiscal year.

Provides inventory cards and ather physical count requirements at least 15 days
before the close of the fiscal year.

Pravides the Assistant Director with annual review of Prison Industries’
procedure regarding inventories to assure they are current and meet ongoing
control and reconciliation requirements by end of the third quarter of fiscal year.
Provides training to all central office staff doing on-site supervision.

Provides written instructions to each staff person.

Assigns count locations to each Central office stuff person to assure complete
coverage,

Supervises the on-site year-end physical inventory count of between two to four
manufacturing locations,

Collects and evaluates the test counts, ending inventory results and final
valuation of all cost centers. Investigales any material differences betweea the
perpetual and physicel count methods of tracking inventories.

Interprets and monitors compliance with Statutes, State Administrative
Manual, Departmental Policies and Prison Industries Procedures in the
areas of fiscal control and administrative accounting.

, Provides current relevant copies of all available information.

Provides a semi-annual report to the Assistant Director on compliance.

Provides the Assistent Director with a follow-up report on any non-compliance
issues every 30 days thereafter until compliunce is achieved.

Provides the NDOP with missing overtime codes from staff timesheets for
inclusion in their quarterly steff overtime reponts within established timeframes.
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John McCuin, Position Quest@mire D

Duty # ’ DUTY %
7. Provides suppert and technical assistance to field staff in the area of fiscal
control and administrative accounting.
4., Provides an annual review of Prison Industries’ procedures ¢o the Assistant

Disector with recommendations for changes necessary by March 1, of each year.
+ Provides the Assistant Director with a checklist to verify compliance with

procedures updated annually as needed with the review due by March 1.

c.,. Provides on-site training to bring locations into compliance within 45 days of
notice on non-compliance.

8, Coordinates both internal and external audits,

* 2 r Requests bids from private Certified Public Accounting firms to audit financial
statements every three years.
* b. Provides all assistance required of auditors to complete their audit. Such as

ensuring workspace is provided, escorting auditors within instilutions, etc.
¢. Provides auditors with all data necessary to complete their audit within their
designated timetables.
d. Provides the Assistant Director with dreft responses to all audit findings within 5
working days of receipt of findings.
¢. Provides the assistant Director with quarterly status reports unti! all accepted
audit recommendations are implemented.
f.  Drafts procedures to allow for ai least annual auditing of all financial reporting
requirements by cost centers,
g Provides annual report to the Assistant Director by November 1, of each year
delineating all variances from financial reporting requirements.
* 0, Administers TJ Wholesale Partnership
Ensures workspace and equipment is available to meet production requirements.
= b.  Prepares payroll registers for all production locations not supervised by a Prison
Indusiry Supervisor (Warm Springs Correctional Center 15-30 inmates; HDSP
40-80 inmates; & Jean Conservation Camp 25-50 inmates),

*
d

& c. Ensures processing of payroll register by siaff is completed and mailed 10 NDOP
Inmate Services within | day after completion of the payroll register.
= d. Coordinates and solves problems between institutions and TJ Wholesale.
10. Prepares and/or monitors contracts.
= 8.  Prepares contracts for approval by the Board of Examiners..

b. Monitors open-ended material contracts negotiated by State Purchasing with
vendors on behalf of Prison Industry manufacturing shops.
= ¢.  Performs as contract monitor for ali Prison Indusiry contracts,
11. Approval authority for all Prison Industry purchase requests for materials,
equipment, or services costing greater than $250.00,

a.  Grants or denies purchase requests ranging from $250 1o $5,000 from Prison
Industry supervisors bused on cost center’s needs, priorities and remaining
budget authority.

b. Detenmines whether to deny, seek direct purchase nuthority from State
Purchasing er have State Purchasing purchase materinls or equipment on behalf
of the requesting cost center for purchase requests greater than $5,000 based on
the timetables of the cost cenler's needs, priorities and budget authority.
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Duty # DUTY

% # ¥ #

* % % ¥ ¥ X R *

12.

13,

14.

15,

16.

17.

18.

Investigates complaints regarding inmate pay issues.

a, Receives complaints concerning inmates not receiving pay in a timely manner
from Prison Industry supervisors as well as private-sector companies operating
under contract with Prison Industries.

b.. Investigates complaint and determines its validity.

c.-. Determines current status of pay processing on legitimate complaints and
provides guidance to prevent similer problems.

d.» Provides the complaining supervisor the results of the investigation.

€., Investigates and answers inmate inquiries about all pay jssues made by inmates
employed in a Prison Industry program.

Monitors compliance with the U.S, Department of Justice’s Prison Industry
Enhancement program.

a.*" Plans and performs audits or reviews of centified program compliance.

b.' Oversees procedures implemented by certified shops for compliance with Federal
guidelines.

c.c, Provides the Assistant Dircclor with a written report of findings within 10 days
of completion of the audit or review,

d.,. Accompanies personnel designated by the Department of Justice during their
review of Prison Industries' compliance with the Prison Industry Enhancement
Program requirements. Answers questions or obtains documents to support such
compliance.

e.  Audits programs in other states as requested by the Correctional Industries
Association

f.  Attends national training seminars and leads discussion groups.

Supervises data processing functions,

a. Identifies data processing needs.

b.  Acquires software.

¢. Acquires hardware.

Acts as the Assistant Director, Prison Industries, in his absence,

a.  Approves bi-weekly Timesheets of all Prison Industry staff reporting o the
Assistant Director and the NDOP Southem Administrative Office staff,

b.  Directs or approves in-state travel requirements of Prison Industry staff,

c. Disciplines Prison Industry's personne) if needed.

d. Takes appropriste action on any matters pertaining to Prison Industries.

Fiscal Management Compliance Monitor for Accreditation with the
American Correctional Association’s Standards for Correctional Industries.

a.  Ensures the fiscal management standards are in-place,

b. Writes or rewrites operational procedures to correct deficiencies.

c.  Prepares a filing system to tract compliance issues.

Building & Grounds Management

8. Acquires buildings for manufucturing needs

b.§ Prepares contracts for disassembly, moving and assembling buildings as needed.

c.  Approves purchase orders for building improvements and upkeep.

Supervises Community Work Program
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Duty # | DUTY
* 47 a  Supervises Program Director
* 2 b, Provides fiscal support (calculates inmate/employer assessments to cover costs).

6. Whar duties are performed that require the incumbent 10 make choices,
determinations or judgments?

a. In preparing financial slatements, the incumbent must determine:

(1) The valuation of the ending inventories balances of each cost center.

(2) A fair estimate of uncollectable amounts recorded in accounts receivable.

(3) An estimated amount to accrue for revenues or expenses when the amount
is unknown at the time the financial statements are prepared (i.e. Interest
or license plate fees recejvable or expenses paid by NDOP).

b. In posting entries into the automated accounting system, the incumbent must
determine:

(1) The allocation of free-staff payroll into the appropriate cost center's
account.

(2) What expenditures should be treated as “prepaid expense” and properly
allocates those expenditures between the balance sheet and income
statement during the proper reporting periods.

(3) The adjustments nceded to balance ending inventories to actual amounts
and what expense accounts (materials, direct labor, and overheads) to
increase or decrease for the differences.

c. After analyzing cost acconnting data, the incumbent must determine:

(1) The proper overhead and selling, general and administrate rates each shop
should charge to recapture their particular indirect manufacturing costs.

(2) Whether any product pricing adjustments need to be made in order for the
shop to operate profitebly,

(3) Whether there is a likelihood of errors or irregularities made by any of the
cost centers.

d. When customers compluin about late charges being added to their account, the
incumbent must make judgments as to whether:

(1) Delays in posting the customer’s payment were caused by Prison
Industries’ staff and, if so, directing the elimination of the finance
charges.

(2) The customer was, in fact, late making his paymenl and, if so, directing
that the finance charges stand.

(3) The payment terms with that customer excluded finance charges and, if
50, directing the elimination of the finance charges.

e. In approving purchase orders for raw materials from Prison Industries’
manufacturing shop supervisors, choices between vendors are sometimes made
weighing time of delivery over cost to meet customer deadlines.

f. When major equipment breakdowns occur, choices are made as to whether to
repair the equipment or purchase new equipment weighing factors such as:

(1) The cost of the repair versus the cost of new equipment.

(2) The delay imposed on the shop to have the equipment repaired
considering the open order backlog the shop is experiencing at that time.

Page 7of 11
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(3) Whether a like piece of equipment can be rented or borrowed from
another shop while the inoperable equipment is being repaired.
(4) Past breakdown experiences of that particular equipment item,
g. When events occur that interrupt normal office procedures (i.e. a major report is
requested with insufficient time to meet the deadline, a staff member is on
extended absence, etc.) the incombent must make choices in prioritizing
immediate tasks to be accomplished and/or determine reassigning subordinates’
job assignments.
h. Choosing between having finished goods shipped via common carrier or by

Prison Industries’ in-house shipping department is occasionally made weighing
factors such as:

(1) Cost
(2) Customer needs
(3) Product assembly requirements

7a.  List the class tirles and position control numbers of all employees that work under

the supervision of this position:
a. Direct

(1) Accountant Technician I, Code 7.141, Grade 32, PCN 3)8
(2) Accountant Technician I, Code 7.143, Grade 30, PCN 344

(3) Community Work Program Director (Proposed position), Grade 36
b. Indirect

(1) Accounting Specialist (Proposed), Grade 27
¢. Functional -

(1) PI Supervisors (6)

(2) Prison Dairy Manager

(3) Private-Sector Partners (6)

7b.  Describe the extent of supervisory responsibility exercised over these employees.

a. Direcl: Makes final-hiring selections, work assignments, and performance

appraisals. Trains employees and reviews work. Disciplines employees if
needed.

Indirect: Makes £inal-hiring selections, provides training, reviews work
nssignments, and performs supervisory review of Employee Appraisal and
Development Form.

c. Functional:
(1) PI Supervisors: Approves purchase requests. Directs cost accounting

procedures. Provides input to the Assistant Director on fiscal performance

for employee’s annual appraisal. Directly supervises in the absence of the
Assistant Director.

Puge 8 of I}



John McCuin, Position Quesug?nnire O

i0a.

10b.

12.

(2) Private-Sector Partners

(2) Manpower Models: Directs inmate payroll procedures. Approves
operating supplies and equipment purchases. Resolves production
problems, inmale pay issues and other complaints from inmates,
staff, employers or institutions.

(b) Employer Models: Resolves inmate pay issues and other complaints
from inmates, staff, employers or institutions.

List any licenses, certificates, degrees, or credentials that are required by law for
this job.

Those determined within the Department of Personnel’s Class Specificetions.
List equipment which is used that requires specialized training.

a. Computer

b. PC s linked to a file server.

¢. The sofiware primarily used js:
(1) CYMA PASII (Professional Accounting Series)
(2) Excel (Spreadsheet)
(4) Word (Word Processor)

d. Ten-Key calculator, copier and printers

List the name, title and position control number of the position’s supervisor:
Howard S. Skolnik, Assistant Director of Prison Industries, position number 300,
Describe the type und extent of supervision received,

Manages all functions under administrative directions, Directives for special or
unusval assignments are in terms of the outcome requesied. The course of action
used to achieve the desired outcome is at the discretion of the incumbent,

What statutes, laws, rules, procedures or guidelines are used in performing
assignments?

a. State Administrative Manual (SAM)

b. NDOP Administrative Regulations (AR)

¢. NDOP Policies

d. Prison Industries’ Administrative and Operational procedures

¢. Federul Depariment of Justice's Prison Industry Enhancement Program
guidelines.

f. Federal tax laws (i.e. Status es employee or independent contractor,
filing of Forms 1098, Misceliuncous Income.

What peaple are contacted in carrying out the duties of this position?

8. Prison [ndustry Cost Center Supervisors:
(1) Receives and approves/disapproves purchase order requests,
(2) Resolves operational problems.
(3) Requests inforrnation regarding the prepuration of the
budget/work progrums.
(4) Requests information regarding cost accounting issues.

Page 9 of b}
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(5) Provides training concerning cost accounting and other Prison

Industry’s Operational Proceduras.
b. Budget Division:

(1) Issues concemning budget preparation.

(2) Answers questions concerning work programs submitted for
approval.

(3) Answers questions conceming Prison Industries’ requests for
equipment substitutions.

c. Legislative Council Bureau;

(1) Issues concerning budget preparation.

(2) Answers questions concerning work programs submitted for
approval,

d. Prison Industries’ Advisory Board members:

(1) Testifies during meetings on matters conceming information
included in financial statements prepared since the last
meeting.

(2) Answers questions and/or provides information to be included
in the next Advisory Board meeting’s agenda,

(3) Answers questions and/or provides information requested that
were raised in the previous Advisory Board meeting.

¢. Controller's Office:

(1) Resolves issues conceming rejected voucher payables or cash
deposits.

(2) Provides and explains data concerning Prison Industries' year-
end balance sheet holdings.

(3) Reconciles cash carry forwards from one fiscal year to the next.

(4) Provides any other information requested by the Controller’s
Office such as capitalization of equipment purchases not
processed through State Purchesing.

f. State Treasurer's Office:

(1) Answers inquiries concerning cash deposits.

(2) Coordinates between Treasurer’s Office and Prison Industry
staff members conceming travel advances.

(3) Resolves issues concerning guarterly interest due on cash
deposits held in B/As 3719, 3727 and 3728

g. Prison Industries’ customers:

(1) Resolves customer complaints.

(2) Asks pertinent questions to determine whether or not to grant
credit terms to customer for anticipated purchases.

h. Prison Industries' private-sector business partners:

(1) Resolves inmates pay problems.

(3) Coordinates need for additional inmates or work space.

(4) Other issues between Prison Industries and the business partner

such as, increases/decreases in rental space, safety and/or
security.
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13.

14,

i. Prison Industry Marketing Coordinators:

(1) Resolves operational problems between Marketing
Coordinators, cost center supervisors and/or customers.

(2) Request information regarding the preparation of the budget/
work programs.

Jj- NDOP Inmate Services concerning inmate payroll.

k. NDOP Institution Wardens, Associate Wardens and Administrative
Service Officers concerning Prison Industry program issues relative to
their institution,

L. Prison Industries’ Inmate Clerks - provides training concerning cost
accounting issues.

m. Other Persons/Agencies as required or requested, such as:

(1) The IRS conceming inmate status as employee or independent
contractor,

(2) Potential private sector business partners concerning general
issues involved with running a business using inmate labor,

(3) Other State's Prison Indusiry staff conceming such things as
accounting issues, products made, vendors used, etc,

(4) SIS conceming inmates injured on the job.

(3) Risk Management concerning insurance matiers.

(6) Attommey Generals Office concerning uncollectable accounts,
contract preparation or compliance issues, and general
questions or answers.

Describe any unusual physical demands or working conditions in this Jjob:

Frequent visits to and within prison institutions at various locations Statewide.
This requires the incumbent to not only travel overnight frequently, but also work
closely with offenders.

Provide any additional information about the job which you consider to be
important 1o the classification, but which have not been previously mentioned.

The responsibilities of this position have grown significantly during the past two
years. The incumbent continues lo provide more directives for functions outside
of the fiscal and accounting areas, For example, the incumbent negotiated with a
private-sector company to lease 30,000 square feet of space and employ up to 125
inmates at the Lovelock Correctionul Center. The contract was signed resulting in
bringing in $54,000 per year in rental fees to Prison Industries and reducing
incarceration costs to the tax payers by room end board assessments against those
inmales’ wages employed in the program. Over $100,000 was saved by
successfully bidding on an excess building versus ordering one from the factory.
Seven buildings were acquired by the incumbent from the Nevada Test Site for
use as manufacturing, huzardous material storage and warehousing. Purchasing
new buildings would have taken years 1o accomplish due o budgetary constraints.

Pape 1l ol 1]
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1. What is prompting this request? If this is an existing position state the significant
changes in duties and responsibilities which have been made in the position since it was
established or last reviewed by State Personnel. If this is a new position have there been
additional responsibilities placed on the organization? If yes, please explain. Attach
documentation relative to legislation, board/commission proceedings, new organizational
goals, etc., if applicable.

The assigned duties of the rural Administrative Service Officer IT at Lovelock
Correctional Center are unlike thase of the same position at other major
institutions. Due to Lovelock Correctional Center being located a minimum of
150 miles from the neerest major institution; Lovelock Correctional Center must
rely on all staff to multi-task, For example, the Administrative Service Office at
Lovelock Comrectional Center must be aware of most aspects of the day to day
operations of the institution as he may be tasked with being Acting Assistant
Warden of Operations, if by chance the Associate Warden of Operations is on
sick leave, vacation or attending training off site. Occasionally, when the
Associate Warden of Operations and the Associate Warden of Programs are away,
the Warden may delegate his position for a short period of time to the
Administrative Service Officer until his retum. Being in a rural institution, the
ASO 1 is required to sit, at times, as & Hearing Officer, for disciplinary action or
sit on a hiring panel for the hiring of Correctional Officers or the promotion of
Correctional Officer to a higher ranked position.

It should be noted that since the assignment of Humboldt and Carlin Camps in
2001, the responsibilities of the ASO I at Lovelock Correctional Center has also
increased. Camp supervisory responsibilities also entail that the ASO I must
drive several times a year to the camps for on-site meetings with suppont staff,
review maintenance, culinary, warehouse, inventories and budgel procedures, as
well as inspect the camp for cleanliness and improprieties.

Following is an outline depicting what prompts this request and significant
change in duties and responsibilities since my hire in 1995.

L. Re-Evaluation of Position
a. The ASO H position at Lovelock Correctional Center has not been
reviewed since 1991,

I ipnificant Change in Duli onsibiliti
a. Delegated by the Warden to act as Warden, AWO or AWP in their
absence.

b. Sit on interview panels for new employees outside of the scope of
administrative service and make recommendations for hire, i.c.,
custody and programs.

c. Sit as Hearing Officer for pre-disciplinary hearings and make
recommendations for disciplinary action in al] areas of employment,
i.e., administrative services, operations, programs.



Act in the Warden’s behalf by inspecting conservation camps at
Humboldt and Carlin and make recommendations to the Warden and
Camp Lievteneants.

Supervise, mentor and make decisions on budget expenditure,
maintenance and food delivery to Humboldt and Cerlin Camps which
were not my duties prior to 2002,

Author, justify and defend bi-annual budget to Central Office and
Director for Humboldt Conservation Camp and Carlin Conservation
Camp which were not included in my assisgned duties prior to 2001,
When Lovelock Correctional Center was established in 1991, assigned
duties for the ASO II were for an inmate population of 500 and a bi-
annual budget of $14,000,000. In 2005, Lovelock Correctional
Center’s inmate population is averaging between [,500 and 1,600, Bj-
annual budget is over $36,000,000.

What position(s), if any, previously performed these new or additional duties? List class
title and position control number of position(s). (A separate NPD-19 may be required for

these positions.)

Position
Warden
AWO
AWP

Class Title Position Control Number
12.501 G001
12.506 0002
12,553 0004

Camp Warden positions no longer exist.

Briefly describe the major purpose of this job.

The first and foremost duties of the Administrator is to insure the safety of the
community, staff and inmates, to meintain a clear and positive environment, to
facilitate a positive inmate attitude and behavior, to accomplish this purpose in a
cosl effective manner and assure that all expenditures of the budget meet the
criteria and laws set forth by NDOC policies and the laws of the State of Nevada.

Attach a copy of the agency organizational chart to this form. Please circle this position.

Please see Attachment #1 - Lovelock Correctional Center Organizational Chart



5.

List the duties performed in this job. Assign a number to each duty and estimate the

percentage of time spent on each duty (percentages should add to 100%). If it is not possible to
estimate the percentage of time spent in each area daily, estimate the time on a weekly, monthly
or annual basis. If this is an existing position, please put an asterisk next to each duty that is

new.

1

lDUTY NO. - DUTY
Acting Warden:

FREQUENCY

n:
¢ Third in command to act in the Warden's behalf when ke is absent
from the Institution.
" Act in the Warden's behalf when visiting the Camps assigned to
the Institution.
®  Ensure that the Institution operates within the guidelines of
Administrative Regulations and Institutional Procedures in a
manner prescribed by law.
Prepare deily morning report for the ADO
Maintain communication with Central Office regarding eritical
instances at the [nstitution,

10%

8 Chalr meeting in the Warden's behalf.
mﬁammble for management of all fiscal

activities at institution and assigned facilities, which include, but is not
limited to Lovelock Correctionat Center, Carlin Conservation Camp and
Humboldt Conservation Camip,
H
®  Direct development of L.C.C."s, H.C.C.'s and C.C.C."s biennia!
budget for submittal to the Warden, Director and Legislature.
*  Monitor and track expenditures throughout the fiscel year and
make projections of expenditures and year end balances.
« Recommend work program adjustments (o ensure encumbrances
remain within allocated levels.
Inmate Payroll:
®  Supervise the development of L.C.C."s, internal inmate payroll
sysiem [o include submitial of pay level, hours worked, where
worked and monitor posting 10 inmale’s accounts.

*  Dircct and supervise inmate’s eccounting et L.C.C., H.C.C. and
C.C.C... Monitor and track all accounis involving inmate funds
which include payroll, restitution, postage, copy work, stores
purchases, hobby craft, inmate/employee services and inmate
savings.

Tegvel:

»  Direct and supervise development of wavel requests and claim
forms. Moniitor and track L.C.C.'s travel expenditures and claims
to ensure compliance with all applicable rules, regulations and
lows.

One-Shot or Special Budgets:

s Direct development of this type budget, Monitor and track all
expenditures through this account to ensure complisnce with al)
upplicable laws, rules und regulntions,

35%




ADMINI
Administer and direet departments at instlttion and assigned facilities,
which include but are not limited to:

*  Administer sccounting office functions and staff, Direct
development of work process procedures and policies for internal
fiscal occounting.

*  Administer and direct Lovelock Correctional Center's employee
payroll system to inciude timekesping system and mainlenance of

records,
*  Direct supervision of 3 staff members,
Fouod Services:

*  Manege food purchases generated by the Food Mansger lo ensure
funds are vailable and orders meet requirements of laws, rules

and regulations.
*  Inspect the culinary for cleanliness, inventory and quality of food
on a repularly basis,
»  Supervise 4 free siaff employees and 104 inmate workers
I H

*  Manage general mainienance meterial purchases requested by the
maintenance supervisor to ensure funds arce avaifable and orders
meet requirements of all laws, rules and regulations.

®  Inspect maintenance work order for completion and quality of
work. Ensure that the Maintenance work areas are clesn and safe.

*  Manage and supervise inmates in the area of P/1 and
Administration yard Inbor, Supervise the mainienance and
painting of Administration, Visiting and Training arcas.

»  Supervision of 14 staff employees and 8 inmatc workers,

Inmat ]

= Administer inmate store functions and staff to include inventory
appsaisal, stock pricing, inventory accountability, merchandise
distribution and ordering, warchousing and inmate fund
monitoring.

& Supervise 2 free staff employees.

dry:

=  Direct function of the laundry through coardination of purchasing,
receiving and delivery activities.

¢ Inspect laundry for inventory and quality control.

Ensure all areas are clean and safe.
®  Supervision of 1 free stoff employee and 15 inmale workers.
War g

*  Direct functions of the warchouse through coordination of
purchasing, receiving and delivering activities. Direct
development of work process procedures and policies for internal
fiscal accounting.

®  [Inspect warchouse for inventory and quality control. Ensure that
all areas are clean and safe.

®  Supervisc staff of 5 and 5 inmate workers,

25%




6.

7a.

b,

What duties are performed that require the incumbent to make choices, determinations or
judgments? Please give examples.

L Acting Warden. Assistant Warden of Programs or Assistant Warden of
Qperatigns
When acting in these positions, one must demonsirale knowledge, skill
and confidence to administer the institution or conservation camps.

I it as Pre-Bisciplin fficer
Have knowledge and demonstrate skill to determine what disciplinary
action should be taken, if any.

M.  Fiscal Management
Have knowledge to develop a bi-annual budget the Lovelock Correctional

Center, Humboldt Conservation Camp and Carlin Conservation Camp,
Supervise payroll by ensuring that time sheets are filled out correctly as
well as administering accounting practice for Lovelock Correctional
Center.

IV.  Purchasing
Ensure purchase order numbers are assigned to store requisitions before

purchases are made and review all store requisitions for compliance with
budgeting guidelines.

List the class titles and position cantrol numbers of all employees that work under the
supervision of this position.

As Acting Warden, all 265 employees at Lovelock Correctional would be under
my supervision. The number of employees under my direct supervision varies
dependcnt upon which departmental responsibilities are being assumed at thet
time, i.c., administrative, operations, and/or programs departments

Please see Attachment #2 L AARNEW E\ VGl Svg. 3
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Describe the extent of supervisory responsibility exercised over lhese pl oye ‘t‘-);e

appropriaie items.) T(.\)n A}
(igksj Ao
___Final Selection X _Work Assignment _X_Performance Apprmsal
X _Training X Work Review X Discipline —_Other (Specify)

List any licenses, certificates, degrees, or credentials that are required by law for this job.

Bachelor degree or equivalent combination of education and experience on a year to
year basis.



*  Respansible for and supervises the functional manager for
accounting, food service, laundry and warchouse. Indirectly
responsible for manager's suppont staff,

®  Completes Work Performance Evaluations and Work Performance

Standards on all functional managers. Reviews all other personnel

evaluations rendered on staff members within the Business

Manager's scope of responsibiity.

5%

P

= Purchases will be made daily as required for budget accounts
3759, 3741 and 3652, calepories 04, 05, (7, 20, 29, 50 and 75.
DOC-520 form will be used in the purchasing process to provide
necessary control on Depariment financial commitments and
clarify hiecarchy for initiation and epproval of deparimental
purchasing. All documentation relating to purchoses will be
maintained in the office of the ASO.

* If approved, the Stores Requisition is sent to Central Procurement
for processing. If disapproved, the Stores Requisition will be
returned (o its initiator.

*  Upon receipt of the purchase order from Central Procurement,
supervise the distribution of these purchase orders 10 initiator for
placing the order.

* Emergency purchases moy be defined as  conditions occurring
which if not addressed could result in the loss of life or limb or
security of the institution. In such insiances a Stores Requisition

could be walked lhmugg the approval process.

10%

YEHICLE FLEET MANAGER
Admtmstcr the vehicle flect at LC C

*  Coordinate assignment/use and preventative muintenance of all
vehicles at L.C.C. via Institutional Procedure on Vehicle Fleet
Management, which is revicwed and updated yearly.

®  Develop usage reports defining mileage, usage, operators, and
mainienance performed on vehicles monthly.

*  Responsible for ensuring all accidents involving State vehicles are
documented on RSK-001 forms by person responsible for damage
and submitted with estimates in a timely manner to the Property &
Contracts Coordinator in Central Office.

s Once approval is received from Centra! Office, a Stores
Requisition is generated for o $100 check 1o meet the deductible.
Co-payment for insurance check is paid directly o vendor,

5%

SUPPLY ISSUANCE;

*  Responsible for business office staff and warehouse support staff
regarding the implementation/distribution of supplies to various
locations within the facility.

*  Ensure proper procedures are followed as to ordering and
processing Stores Requisitions for office supplies, agency uniform
issuc and personal hygiene issuance from warehouse. Monthly
reports generated lo show use/ebuse of supplies by different areas
within the institution.

5%

PUBLIC RELATIONS:
®  Manage and supervise inmates on public relations and recruitment
publications,

5%




9. List equipment which is used that requires specialized training.

Computer, ten key, fax, typewriter

10a.  List the name, title and position control number of the position’s supervisor.

Lenard Vare', Warden, Lovelock Correctional Center, Position #0001
Lori Bagwell, Chief of Fiscal, Pasition #0315

10b.  Describe the type and extent of supervision received.

Final authority.

11. What statutes, laws, rules, procedures or guidelines are used in performing assignments?

State of Nevada Revised Statutes

State of Nevada Administration Code

Department of Corrections Administration Regulations
State of Nevada Personnel Manual

Lovelock Correctional Center Institutional Procedures

12.  What people are contacted in carrying out the duties of this position? Explain the purpose of
each contact.

To maintain up to date communication and rapport, close contact is required with the
following:

Warden, AWO, AWP, Lieutenants and Sergeants

Department Supervisors and staff

Vendors

Fiscal Budget Analyst

13,  Describe any unusual physical demands or working conditions required in this job, i.e.,
requires frequent lifting or moving of office fumiture, frequent exposure to hazardous
materials, etc.

None



14, Provide any additional information about the job which you consider to be important to the
classification, but which have not been previously mentioned,

In each institution, there are Post Charts. Each Post Chart is divided into employee
classifications. In that Chart under Management, there are four (4) positions; 1.
Warden, 2. Associate Warden of Operations, 3. Associate Warden of Programs
and 4. Administrative Service Officer. Eech of these administrative positions has
been reclassified without or before additional duties, except the ASO II position.

The ASO position at Lovelock Correctional Center hes had significant changes in
duties and responsibilities which require decision making, planning, organizing,
coordinating and supervising workers in two or more areas,

As of now, the Administrative Service Officer II position at Lovelock Correctional
Center is a Grade 39, The Correctional Lieutenant will be a Grade 39, being
compensaled the same as the Administrative Service Officer 0. The CCS IiI
position, now a Grade 38, will move to a Grade 40, which is still higher than the
ASO 11 in the administrative field.

It should be noted that in 1995 all administrative positions under the Warden were
the same Grade due to the similar responsibilities at the institution,
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1. What is prompting this request? If this is an cxisting position, state the significant changes (as
defined in NAC 284.126) in duties und responsibilitics which have been made in the position since it
was cstablished or last reviewed by Human Resource Management. [If this is a new position, have'
there been additional responsibilities placed on the organization? If ycs, please explain. Attach
documentation relative to legislation, board/commission proceedings, new erganizational goals, ete.,
if applicable.

The position of Management Analyst || (MAII) is currently vacant and was previously an Administrative Services
Officer | (ASQI). It was changed to MAIl in July 2011.

In 2013, the position of Manager of Tiscal Services’Human Resources (Manager) was crealed using a vacant
unclassified position. This management position currently supervises an Administrative Analyst (Personnel
Oflicer), a MAI, a Personnel Analyst, and an Accounting Assistant 3. The salary of the Manager is $69,557
(unclassified position title code U3903).

The relatively small size of the apency means that most employees take on more responsibilities to pet the job
done, this position is no cxception. Nearly every fiscal and human resource related funclion in this agency flows
through this office. Therefore, we are requesting the guthority to eliminate or transfer the unclassified Manaper
position o another division within the agency, and 1o make the much needed upgrade of this position, MAIN, back
to the Administrative Services Officer series. This will align this position with other positions in the State;
including Department of Public Safety. the General Services Division, and the Museum’s and History's fiscal stall
maintaining continuity and parity.

2midlion b udge{ pr ex ; 858 milhn i revenge (rc g /ss‘essrnm-( Untversal a,ﬂaa,{

C e ass‘cssm s, acce e Sarch arges, (ASpech
nGS- 2

2. What position(s), il any, prcwously perl‘ormc thl:s;.[1 néw or additional dutics? List class title and
position control number of position(s). (A separate NPD-19 may be required for these positions.)

(Belore 2013) Management Analyst H (7.625), pay grade 35. Position 0108
(Currently) Pub/Edw/Stat Analys Ofer (EA) U3902. Position 0009

3. Bricfly describe the major purpose of this job.

The position is responsible for the supervision, coordination and oversight of the accounting, budpeting, and fiscal
mangagement functions of the agency: human resource management, and ensuring goals and objeclives nre mel.
This position works directly and frequently with the Govemnor's Finance Office, Purchasing, Controller's Office.
Internal Audits, Treasurer’s Office and serves as the agencies sole Contract Manager. Additionally. this position
meels and works with other PUCN managers to coordinale fiscal and personnel needs as well as coordinates
various other prajects.

This posilion requires a broader scope ol responsibility and preater complexity of work than an ASO 1 as there is
only gencral dircction provided to this posilion by the Deputy Director of the agency. which is why we arc
requesling an upgrade 10 ASOII.

Agency info: Though the PUCN is a relatively smll agency, with 96 FTE, we regulate over 500 gas, electric,
telecommunications, water and sewer utilities in Nevada ond have an operating budget of approximately $24
million over the biennium. The utilities we regulate and the decisions that are made in this apency effect the daily
lives of atl Nevadans.

4. Attach a copy of the agency organizational chart to this form. Please circle this position.

NPD-19 (Rev L1 12)
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5. List the dutics performed in this job. Assign a number to cach duty and estimate the percentage of
time spent on each duty (percentages should add to 100%). If it is not possible to estimate the
percentage of time spent in each area daily, estimate the time on a weckly, monthly, or annual basis,
If this is an cxisting position, please put an asterisk (*) next to cach duty that is new.

DUTY# DUTY FREQUENCY

] Plan, develop, and maintain two budget accounts (BA 3920 and 3921) while 50%
complying with budgeling rules, regulations and statutory requirements, 1o include
entry into NEBS. Work with program and division managers to develop the budget.
Review budget proposals for completeness and accuracy. Develop enhancement
requests and written justifications. Participate in the strategic planning process to
include performance measures and benchmarking. Manage revenue/expenditure
tracking and moniltor revenues and expenditures agains! budgetary authority, prepare
financial statements and reports of revenue and expenditures to include fiscal year-
cnd projections for Deputy Director and Excculive Director: analyze fiscal dota 1o
identify trends, changes in fund balances, and‘or correct coding/posting by using
internally generated budgel tracking syslems and databases: and external accounting
syslems {i.e. Advantage, DAWN) 1o rcconcile/balance accounts. Make
recommendations (o Depuly Direclor and Exccutive Director and prepare work
progeams.

Preparc and mainlain records, nolifications, and reports of collection activities on
uncollected debt.

38

Responsible for leadership, coordination and oversight of the Fiscal 20%
Services/Human Resources division. Ensures quality work product and fisca)
integrity across the agency. Analyze and resolve fiscal operating and moanagement
problems. Monitors, updates, and creates internal policy and procedures pertaining
to Fiscal Services/Human Resources.

Oversees human resource functions to include position classification, recruitment
strategies, training and development. and incentive programs.

3 Prepare contract documents and amendments for submittal to the Board of 20%
Examiners. Ensure contract is in compliance with all insurance requirements and
with Secretary of State's business license requirement. Maintain Contracl Manager
certification as required by Stale Purchasing.

Manage, monitor, reconcile and compile dats and prepare expense reports for
three (3) federal grants: one federal grant for the PUCN's Gas Pipeline Salety
Program and two federal grants for the PUCN's Gas Pipeline Safety Damage
Prevention in accordance with state and federal grant award instructions. Prepare
Single Audit Reporting Forms at fiscaf year-end.

NP1 (Res 013




( '@

4 Serve as acting Deputy Director in the Deputy Director’s absence; testify before 5%
PUCN, Board of Examiners, and Legislature: assist in the review and preparation
of fiscal notes during the Legislative Session; participate in budget meetings with
the Governor's Finance Office. Depariment of Administration, and Legislative
Counsel Bureau; serve as the liaison with external auditors.

5 Set the assessment rate for the annual rail lonnage inspection fees and the annual 5%
"mill" assessment based of various faclors (i.e.. expendilures, rale payer impact,
reserves). Monitor cotlections for the annual sail 1onnage inspection fees and
universal energy charge assessment, The mill assessment is used to fund the
budget and if not sel al an appropriate rate, (he impact would be vast,

6. What duties are performed that require the incumbent to make choices, determinations, or
judgments? Please give examples.

1) Work indcpendently performing technically complex assignments critical to the financial health of the
PUCN;

2} Prepare ond administer budgets; accurately prepare revenue projections and expenditures; monitor revenues
and expenditures to determine accuracy of budget and analyze trends: analyze and assess proprams. policies
and operational needs and make appropriate adjustments and recommendations te upper management;

3} Prepare clear and concise administrative and financial reports;

4) Prepare, analyze and interpret complex financial and accounting reports:

5) Inerpret and apply rules, regulations. policies and procedures relatjve to the Commission;

6) Collect, compile, compute. analyze, and inlcrprel data for use in preparing financial and statistical reports
and composing business correspondence;

7) Plan, implement and monitor methods necessary to achieve specific goals and objectives;

8) Prioritize nssignments, delegate and multi-task 1o accomplish PUCN goals within the prescribed schedules;

9) Oversee. direct. and coordinate the work of lower level stafT:

10) Use discretion shering confidential or sensitive information and (iles;

[ 1) Effectively segregale the issues;

12) Exercise sound decision making skills in determining the proper course ol action in fulfilling the PUCN’s
responsibility for the programs it administers;

13) Assist stafT and the public with research, records requests and other inquiries;

14) Apply sound judgement to the numerous issues that come up cach day in order to troubleshot and resolve
problems;

15) Perticipate and toke the iniliative for innovate and long range planning as needed for proprams and
responsibilities under his/her direction.

This position is also expected to know the state’s financial and accounting systems and assure the PUCN's

compliance with the state’s statutes: laws, sules, procedures and guidelines as well as federat grant procedures
and guidelines.

NI {lev M
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7a.  List the class titles und position control numbers of all employces that are supervised by this
position.

One (1) Professional - Unclassificd Position:
Pub Edw/Stat Analys Ofcr (U3902). position control number 0354 -

One (1) Personnel Analyst (7.527), position control number 0015 ~~

One (1) Accounting Assistant 3 (2.301), position control number 01 10 -

Th.  Deseribe the extent of supervisory responsibility exercised over these employces.
(Check appropriate boxes.) -

Final selection Work assignment (X] Performance appraisal [ Discipline
Training Work review L] Other (specify):

8. List any Jicenscs, certificates, degrees, or credentials that are required by law for this job,

Bachelor’s degree from an accredited college or university in business administration. accounting. finance or
related field. :

9. List cquipment which is uscd that requires speeialized training.

Personal computer

Various sofiware applications (i.e. Access. Excel, Word)

Electronic Files and Records Management System

Docket Tracker

Data Bascs for: Utilities. Travel/Training, Receipts/Deposils

CyberSource (online clecironic payments system)

Southwest Airlines Business Travel (SWABIZ)

State systems, including: Ncvada Exccutive Budpet System (NEBS), Nevada Employee Action and
Timekeeping Syslem (NEATS), Advantage Financial, Division ol Humen Resource Management -HRDW.
Contract Entry and Tracking System (CETS)

Data Warehouse of Nevada (DAWN)

Works

10a. List the name, title, and position control number of the position's supervisor.
Breanne Potter, Commission Secretary/Deputy Director (U4520), position controf number 105

10b. Describe the type and extent of supervision reecived,

RID- 1% (Kes 111
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This position requires a broader scope of responsibility and greater complexity of work than an ASO | as there is
only general direction provided ta this position by the Deputy Direclor of the agency, which is why we ore
requesting an upgrade to ASOIIL.

The incumbent must be able 10 maintain confidentiality and work independently within the puidelines which are
a compilation of agency policy, administrative directives, and in accordance with NRS and NAC requirements,

The incumbent must exercise sound decision making skills in detcrmining the proper course of nction in
fulfilling the Commission’s responsibility for the programs it administers.

The incumbent has the latitude 1o determine the priority of the assignments and organize tasks to accomplish
Commission goals within the prescribed schedules. Work is periodically reviewed by Deputy Dircetor to ensure
conformince to applicable regulations and general acceplability.

1l.  What statutes, luws, rules, procedures, or guidelines are used in performing nssignments?

Chapters 703 and 704 of the NRS and NAC set forth the enabling legislation and framework for the
Commission’s regulntory dulies. Assignments arc also performed consistent with the State Administrative
Manual (SAM), various financial and accounting system procedures, State Controller procedures, Federal grant
procedures. Apency Procedures Manual, NRS 426.295, 455.170, 702.160 and corresponding provisions of the
Chapters 755, 702, and 707 of the NAC. As a state agency, the Commission is also subject to the Administrative
Procedure Act and the Nevada Open Meeling Law requirements as delineated in Chapters 233B and 241 of the
NRS, respectively, and performs its regulatory and “quasi-judicial” functions in accordance with these statutes.
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12.  What people are contacted in carrying out the duties of this position? Explain the purposc of cach
contact.

The incumbent interacts with the Chairman. Commissioners, Utilities Hearings Officer, Exccutive Direcior,
Deputy Direclor, The Office of General Counscl, and various stalT (i.c. policy advisors. economists, engincers.
linancial analysts), the Govemor's Finonce Office, the Legislature, federal and siate agencies, ulilities.
independent contractors, venders, peneral public and others.

The purposc of these contacts is to plan, organize and coordinale activities; provide and abiain information:
resolve problems; rescarch and inlerpret documentation related to assigned functions to determine applicable
precedents. regulations and/or adminislrative guidelines; and represent the interests of the PUCN.

13.  Describe any unusual physical demunds or working conditions required in this job, i.c., requires
frequent lifting or moving of office furniture, frequent exposure to hazardous materials, cte.

Work is performed in a slandard office setling.

14.  Provide any additional information about the job which you consider to be important to the
classification, but which has not been previously mentioned.

NP ey I I



¢ Responsible for leadership. coordination and oversight of the Fiscal Services/Human Resources division.
Plans. devclops. and maintains the Commission’s biennial budget under the guidance and direction of
the Deputy Director/Commission Sceretary and Exccutive Director, while complying with budgeting
rules, regulations and statutory requirements.

e Works with program and division managers to develop the budget (revenue and cxpenditures). reviews
budget proposals for compleleness and accuracy.

e Anmalyzes proposed budget and finds aliernalives il the proposed results are unsatisfactory and presents 1o

the Executive Director and Deputy Director/Commission Secretary.

Set assessment rate for annual rail tonnage inspection lees and the annual “mill” assessment.

Menitors colleciions for the annual rail tonnage inspection fees and universal energy charge assessment,

Prepares and maintain records, notifications. and reports of collection activities on uncollecied debt.

Develops enhancement requests and written justifications.

Participates in the sirategic planning process to include performunce measures and benchmarking,

Monitors revenues and expenditures against the budget and prepares monthly reports for the Executive

Dircclor end Deputy Direcior/Commission Secretary.

Oversees internal revenues and expenditures to easure it is within budgetary authority.

o Estimates future financial necds to include travel, training and other financial projections by analyzing
historical {iscal daia and trends.

o Develops work programs to appropriately align budgetary authority.

» Develops, menilors and manages federal grants, state contracts and procurement processes.

Adminislers draws, tracking and reporting revenue and expenditures for federal grants in accordance,

with slate and federal grant award instructions.

Works with agency slafT lo develop legislative fiscal notes.

Ensures quality work product and fiscal inlegrity across the agency,

Analyzes and resolves [iscal operating and fiscal management problems.

Monitors. updates. and creales internal policy and procedures pertaining (o fiscal services.

Attends, prepares and presents testimony (o legislative commitiees on behalf ol the Commission.

Makes presentations to various slale, local and federal agencies.

* May be expected to perform udditional job-related dutics and to have or develop additional specific job-
relaled knowledge and skills.

o Oversee the human resources program for the spency to include: recruitments; new hires and personnel
changes; employce relations; job description/classification coordination; evalualion/job performance;
payroll; requirements and changes regarding employce benefits; monitoring and tracking employee
training requirements: and processing personnel related paperwork.
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STATE OF NEVADA - POSITION QUESTIONNAIRE (NPD-19)

] New Positlon
[J vacant Position
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X
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I. What is prompting this request? If this is an existing position, state the significant changes (ns
defined in NAC 284,126) in duties and responsibilities which have been made in the position since it
was established or Inst reviewed by the Department of Personnel. If this is a new position, have there
been additional responsibilities placed on the organization? If yes, please expluin.  Attach ;:*
documentation relative to legislation, board/commission proceedings, new organizational geals, ete.,
if applicable.

.
o

This position was last reviewed in 2008, the following changes have been made since that date:

[

In December 2008, an existing Conservation Staff Specialist position, PCN#0{67, was reclassified to a Management Analyst (] !
position, grade 33, This position was moved into the accounting unit ond placed under the direct supervision of this ASO I positian,
Thie management analyst 1] position was reclnssified (o become the cantract monitor and manager for the agency and oversees the
conlsacl process for all contracts and leases for the agency. This includes managing the large concession contracts such as :
Shakespeare at Sand Harbor, Spooner Cross Country Skifbike renizl concession, restourant ot Sand Harbor concession, Super i
Summer Theater at Spring Mountain Ranch concession, as well as several grazing leases and many revenue contracis statewide. The
management and cversight of coniracts and leases has increased the fiscal complexity and placed a higher level of responsibility on
the ASO [l incumbeni. The ASO Il is now a eertified contracts monitor for the agency and essists the MAI in completing coniracls | §
and leases, managing the concession and grazing leases, completing the RFP process for new leases and concessions os well as -
provides training for the position and assists the MAII in answering questions from the field on contract completian.

!
i
i
;
f

In the 2011 Legislative session, SB 442 was approved ond established effective July I, 2011, This is 8 new budget account for
the ngency for opening and operating gifl shops ot difTerent park locations.SB442 created the Fund for State Park

Interpretative and Educational Programs and Operation of Concessiens; outhorizing the Administrator of thie Division of State
Parks of 1he Siaie Depaniment of Conservation and Natural Resources to estoblish certain concessions withinstate parhs. This
new fund will be used to operate and maintain gift shops sales outlets at the parks and will fund interpretive and educationd
programs throughout the agency once the funding level is adequate to fund these programs.This is n self sustaining budget
account that doesn't revert at the end of the fiscal year and mustgenerate sufficient revenue to fund the stores, including salary
costs of employees and provide enough profit for the interpretive and educatimal programs. This new budget accounyprogram
is currently being impiemented, withtwo gift shops open at Valiey of Fire State Park in Overton, Nevada and Spring Mountain
Ranch in Blue Diamond, Nevada The budget currently is smalltbut expanding ond the financial reports are being developed. An
oversight committee has been created to monitor the Nevads State Park Sales Outlets (NSPSO) and the

ASQ 11 is on the comminee along with the Deputy Administratorand the two Region Managers, ANl of the fiscal monogement

has been placed on the ASO 1 which includes learning how 1o maintain cn enterprise fund and create the necessacy fiscol reports
10 show profit/loss for the gift shop program.

What position(s), if any, previously performed these new or ndditional duties? List cluss title and
position control number of position{s). (A separate NPD-19 may be required for these positions.)

The contract management was previousty supervised by the administrator, PCN#000(. The sales outlet budget account is new lo the -
agency.

3.  Bricfly describe the major purpose of this job.
Functions as the sole business manager for the Division of State Packs, the incumbent oversees ll agency
nccounting functions including budgeling, personnel ‘payroll, federal grant reponting/aversight,
contractsleases ond fntemal consrols for the ogency. The position also acts as a problem solver and the
financial and business consullant to not only the division administrator, but also all park univregion managers. The incumbent
also must work collaboratively with other stale resources agencies, as well as local and federal jurisdiction personnel.

4, Attuch a copy of the agency organizational chart to this form. Please circle this position.
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List the duties performed in this job. Assign a number to cach duty and estimate the percentage of

time spent on cach duty (percentages should add te 100%). If it is not possible to estimate the
percentage of time spent in cach arca daily, estimate the time on a weekly, monthly, or annual basis.
If this is an existing position, plcase put an asterisk (*} next to each duty that is new.

DUTY#

DUTY

FREQUENCY

I

Budpget Request:

Taking a lead role with the Administrator, Deputy Adminsitratorand the Chief of Planning nnd
Development in formulating and developing all aspects of the budget request for B/A 4162,

This includes researching and compiling information on expenditures and rexenues for budgeting
purpases. Prepare wrilten explanations, spreadsheets and justifications for the budget. Answer
questions from the Siale Budget OfTice, LBC, Governos's OfTice andthe Director’s OfTice in
regard 10 the ogency's budget development. Provide fiscal guidance to the Administrator and the
Deputy on budgeting issues.

Anend budget hearings with LCB and the State Budget Office to explain and defend the budget
request,

Analyze the budget requests from the regions anddetesmine the appropriate budget decision unit.
Analyze historical data 10 provide revenue end expenditure forecasts and assess program needs for
the executive budget. Input budgets intothe Nevada Executive Budpet Sysiem (NEBS), Ensurce
the budget is securate, complete and correct before Minadzing,

15%

1

Budget Manugement:

Plan, organize and oversee al agency accounting functions. This includes providing the Regional
Managees their annual budgets. There are 2 regions, 24 porks and 2 sections in the Division
Office, the Adminisirative section ond the Plonning and Development section Set up all budget
information for the above through the [FS system. Provide oversight in all aspects ol these budgets
and all of the other B budget accounts for the agency. Currently7 of the budgert accounts total
approximalely §35,000,000 and the Q) budget account has a current budget of £23,000,000. Four
of these budger accounts include funding for Capital Canstruction,that require foilowing specific
rules and regulations, Many projects include multiple, complex funding sources with a mix of
difTerent budget accounts and federal matching requirements. The incumbent oversees the fiscal
functions of these construction budpets. Analyze monathly budget recops prepared by fiscal siaff for
al) budpet accounts. Resolve any problems that oceur and advise the Adminisirator. Work closely
with the Accountant Technician | and Chief of Planning ond Development to ensure the
construction project contrucis are paid timely and accurately. Complete work programsfor B'A
4162 ond B'A 4170 and review and approve all work programs compleled by the Accountant
Technician 1. Submit work programs direcily to the Budget Office for approval.

L]

New budget accounts include the gift shop budget account 4165with a current balance of
$343,000 and expanding. In addition, budget nccount 4604 was established by the legiskature
through the sale of property in scuthem nevads. The slatute was writlen sothat the interest on
514,846,000 rather than the principal can be used toward park maintenance projects. Both of these
new budget accounts require fiscal oversightin addition to the other budget accounts the agency
maintains.
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3 Policics/Procedures/Iniernal Controls: 5%
Fotmulate and develop ngency internal control policies and procedures. Provide apency assistence
1o ensure the internat controls ore lollowed by the agency. Meet with Internal Control auditorsand
provide assistance during an audit. Answer audit questions and provide audit sesponsucorrective
oction with timeline given. Revise intemal conlrols when necessary due te changes made in Fiscal
praclices/procedures. Assist with the agency's internolaudis and self assessment questionnaire,
Write the repert on intemal conirols as required biennially.

Formulale, implement, revise and monitor fiscal policies and procedures for the agency. This
includes revising and maintaining the agency'smanual pertaining to the user fees collected in the
porks. Also, review, revise and wrile new agency policies as necessary to ensure laws, rules ond
reguiations are followed. Ovessee maintenance of records retention pentaining to
fiscal/personnel/payroll recards.

4 Federul Grants: ;e
Oversee and coordinate with other siate and federal agencies to ensure alfthe fiscal functions of
grant requirements are met in order to maintain grant funding levels and not jeopardize the
availabllity of funds. Since federal and other grants are reimbursable itis difficult to manage
avaoilable cosh on hand. 1t is imperative that expenditures and requests forreimbursements are
dane promptly 1o manage avaoilable cash on bond and pay vendorsin a timely manner. The
incumbent oversees the federal grant billing (o ensure cash monsgement is followed. This includes
oversight of the fiscal management of federal progroms administered by Parks Recreational Trails
progrem and L& WCF program which typically grow in funding annually = new grants are
Congressionally approved each year. Prepare Single Audit reporting forms for all federal granis
annually to ensure compliance with the Single Audit Acl as required by the State.

o

Contracts: 15%
) As the agency’s lead financial ofTicer, review and approve all contracts including consuhiont and
construction contracts and Special Use Permits. Ensure funding avaitability prior to approvingail
contracts. Oversee fiscal nspect of all contracts for the ngency 1o assure funds are spent as
appropriated. Provide puidance to stai concerning contract development, processing and
approval. Answer questions {rom the Budget Office regarding contracis. Assist Concession
Manager in reviewing finsncial statements received from lessee 1o assure contract requirements are
met. Advise Adminisirator, Deputy Adminisirater of problems or concerns.

L}

Ovaersee the management of all contracts/leasesiconcessions and revenue contracts completed for
the agency. Provide assistance and training to the MAI, contracts mannger. Assist with agency

N

RFP contract process.

0 Perlformance Indicntors: 3%
Develop monthly annua! statistical information projections for Performance Endicators by
analyzing the previous year's actuals reported and compiling the dota for projections. Oversee the
collection of data needed to compile the indicators quarterly, which includes monthly visitation
reparts, FTE by park, User Fees collecied. Complete indicators quarierly 1o be sent to the ngency’s
budget analyst at the Budget Office and the fiscal analyst at LCB. Evaluale indicators ond advise
Administrator if problems occur. This information is used in budget development and determining
apency's performance.

7 Fiscal Year End Closing:

Oversee all aspects of fiscal yeor closing. Monitorall budget accounts and categories to ensure
overspending doesn't occur. Qversee preparation of all balance forward work programs. Advise
Adminisisator of any problems or concerns during (iscal closing.

8
e
=
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Personnel/Payrol) Management:

Respensible for the oversight of personnel and payroll functions for 93 permanent personnet nnd
138 seasonul positions (o ensure all employee®s papenwork is completed correctly and paychecks
are occurate. The agency is a 24 hour, 7 day per week agency resulting in increased timesheet
complexily. Most Cenical Payroll coding is used including shifi differential and call back pay. All
seasona] employces are positive reporters as opposed o the standard exception reporter. The
incumbent must ensure all intemal controls are follaved conceming personnel and payroll,
Answer questions from staff regarding personaei/payroll. Provide guidance to Personnel Analyst
1, Administrator, Deputy Administmator, Chiel of P&D, Regional Managers and Feld office
employees. Approve persennel and poyroll documents completed by the Personnel Analyst I.
Revise internal forms and procedures as needed. Review ond revise internal policies as needed in
concurrence with Perseanel Analyst I, Deputy Administrator and Administrator. Prepare financinl
report for balancing salaries to the pay registers and the [FS sysiem. Analyze these financial
reports 1o ensure funding is adequate for payroll.

10%

Park User Fee Mansgement:

Oversee nccounting functions for all user fees collected, currently at 33,600,000 annually. The
amount of user lee revenue that the ngency is Legislotively required 1o collect has increased by
over $1,000,000 since 2010 due 1o budger cuts in general fund revenue, [t is critical that the user
fes revenue collection be accurate and monitored closely to provide adequate notification to the
Administrator if the revenue will [all short lor the year so that operating budgets can be cul to
cover the shortfall.

Review monthly User Fee Reconciliation completed by Accountant Technician | before itis
forwarded 1o the Budget Office, LCB Fiscal onalyst, the Bireclor's Office as well os the Regional
Managers, Administrator, Deputly Administrator and Chiel.

Assure debt collection is included in the Accounts Receivable repon and submiuted 1o the
Controller’s Office qunrerly.

10

Supervision:

Responsible for the direct supervision of the Personnel Analyst |, the Management Analyst 11°, the
Accountant Technician | in the Division Office and indirect supervision of the Account Assistant [1
ond Accounting Assistant [11 in the Division Office. Shared supervision of the Accounting
Assistant 1lIs in the Nerthern and Southem regions and oversce the work completed by the
Accounting Assistant 11s in the Northern and Southern regions. Supervision includes assisiance in
planning, organizinf and managing proprams as assigned, Develop and implement goals and
objectives for these positions, establish procedures, keep work flow organized and 1imely. Review
compleled reports and financial siatemnents from staff. Provide puidance as needed. Assign specia)
assignmenis when \he need arises while meintaining existing work Mow,

Make final selection of stalT during recruitment and provide training as needed, Develop work
performance siandards for stafT and evaluate performance based on these standards,

12%
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6. What daties are performed that require the incumbent to make choices, determinations, or
judgments? Pleasc give examples. '

). Manage fiscal accounts to ensure adequate funding will be available 1o complete the fiscal year. IF funding levels fall
shor, must research ond expkain 1o the Adminlstrator as well as recommend solutions including allematives to complete
the fiscal year.

[

Set staffing priorities for special projects; such as when the Budget Office or LCB needs research done in order 10 answer
# question. Assign the task, help adjust work flow and oversee completion of the nssignment.

3. Reseorch and interprel laws, regulations ond other directives, defend those interpretations 10 Division, Deparunent, .
Budger Office and LBC as necessory and required.

4. Determine il a liscol occurrence merits the writing or revising of a pollcy for the agency.

5. Complete and oversee work programs needed 1o transfer funds or autharily o svoid overspending as necessary and :
required. Review and approval of all work programs completed for the agency.

6. Manage the [nternal Controls system ond determine if they are being followed by the agency. Recommend solutions 1o
the Administralor as prablems occur.

7. Oversee purchasing program sibtewide nnd determine il o questionable purchase made was appropriate and allowable -
under SAM, Intemnl Controls or policy, comect if necessary. [f not an allowable purchase, present solutions to the
Deputy Administrator or Regional Manager. Recommend changes in purchasing procedures to field as required.

8. Make [inal selection on new fiscal personnel stafT in Division office.

9. Establish prioritics, monitor progress and staff work loads and redirect as necessary.

10. Determine il equipment purchase requesisare within Legislatively approved budget nnd funds available,

1. Determine best course of action 10 resolve personnel problems within supervised stafT, Listening 0 employees and
assisting with a resolution 10 the problem.

12. Assist the Personnel Analyst with providing guidance to employces to resolve their problems and issues.
13. Make other procedural or sccounting sysiem changes as necessary, oversee implementation.
|
I4, Assist Management Analyst Il in reviewing end interpreting contracls‘concessions 1o understand deadlines ond
requirements of the cantracts/leases to prevent audit exceptions and avoid possible breech of contract.

7. List the class titles and pesition control numbers of all employecs that arc supervised by this

position.
Personnel Anatyst 1, PCH 0032 Accounting Assistant 11, PC 0075- (indirect)
Accountant Technician [, PCH 0155 Accounting Assistont Ill, PC 0004-Narthemn Region-50%s

Accouniing Assistant Il, PC# 0163(indirect) Accounting Assistant 1[, PC 0005-(indirect)
Accounting Assistant 111, PC 0039(indirect)  Accounting Assistant 11, PC 0065-Southern Reglon-50%s
Management Analyst 11, PCN#0067 Seasonal Student Position, PCN# 0202
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7b.  Describe the extent of supervisory respensibility exercised over these employecs.
(Check appropriate boxes.)

(X} Final selection Work assignment Performance appraisal Discipline
Training B4 Work review Other (specify):

8. List nny licenses, certificates, degrees, or credentials that are required by Jaw for this job.
NONE

9. List equipment which is uscd that requires specialized training.
Personnl computer and related sofiware such ps Word, Excel, Siate accounting and budgeting programs such as Advantage,
NEBS, NEATS, Stote Contract database (CETS)
10 hey adding machine

10n. List the name, title, and position control number of the position's supervisor.
David K Momow, Administrator, PCNAGO0I

10b. Describe the type and extent of sugervision reccived.
Under administrative direction, with a high degree of nuthority 1o make and implement independent declsions not requiring
supervisor’s opproval.

1.  What statutes, laws, rules, procedures, or guidelines are used in performing nssignments?

Nevada Revised Statules

Nevada Administrative Codes

Staie Adminisirative Manual (SAM)

GAAP

Imemal Conirols Procedures

Siale Parks Fee Manual

State Parks Policy Monual & safety manual

Federal Grant guidclines

State Purchasing Contracts Monitor Manual

NPD-1% (Rev 111D)



12.

What people are contacted in carrying out the duties of this position? Explain the purpose of cach

contact.
Agencv Administrator, Beputy Adminjstcator and Chief- Discuss budpeting & purchasing issues and problems, coordinate

fiscal meetings to discuss agency’s budgets, discuss internal control policies and procedures, discuss personnel and pay rall
matters and discuss coniract, concession and lease issues.

Buduet Analvst- Budgel OfTicg- Answer questions concerning budgel request, discuss budget problems or concerns,

discuss the need for work programs, answer questions concerning contracts, provide clarifcation or addilional information on
contracts. Provide explanations and answer to budget questions. Discuss ilems requested 1o go to the Board of Examiners.

Board of Examiners- Provide 1estimony when requested by the Board of Examiners.

Fiscal Analysi-LCB- Answer questions concerning budget request, visitation report, various types of contracts. Provide
clarification os needed.

Legislature- Provide 1estimony when requested by the Administrator.

Deputy Director & Director of DCNR- Discussions concerning agency’s budget completion and submittal snd 1he agency
buduet issues. Discussions concerning personnel issues,

ASO 1§-Direcior's Office- Discuss Tahoe EIP progrom and procedures and Q1 program and pracedures, discuss budgeting
issues and problems.

Federal Highway Administration- Meelings necessary to coordinate federal documentation for Parks 1o sdminister the
federal RecTrails grant program in compliance with federal regulations,

Natignal Park Service- Discuss Land & Water Conservation Fund grant program, coordinale federal documeniation to ensure
compliance with federal cequirements for the program,

Controtler's QTice- Discuss accounting problems or concerns with Accountant essigned to the agency or fo st vp new
accounling categories or gl's, Single Audit Act reporting and Year end closing forms,

State Purchasing- Discuss orders placed through State Purchasing such as fund avaifability, shipping dates and addresses,
ilems ordered and guotes received. Discuss coniract {ssues or questions on RFP process.

Autorney Generpl Qffice- Discuss contracy, lease or concession issues. Request advice on contract issues.
Treasurer's Office- Concerns over deposits, proper depositing of credit card funds
Suate Personnel/Pavrol] - Answer questions regarding payroll or ESMT's to personnel recards.

Stnte Lands - Discuss license plate grants received, procedures for the Tohoe EIP team, grazing leases

Reuionol Managers/Park Supervisors-_Discuss accounting issues and problems in order to come 10 a resolution. Provide
oversight and guidance on budget issues ard problems. Discuss issues with personnel paperwork or contracts, leases and

concessions,

NP'D1% (Rev §112)



13.  Deseribe any unusual physical demands or working conditions required in this job, i.c., requires
frequent lifting or moving of office furniture, frequent exposure to hazardous materials, cte.

This posilion ofien works under siress 10 meel deadlines for budgets, work programs, BOE contract deadlines and fiscal
closing dates set by other state agencies and also internnl deadlines. This causes additional siress among the stafT in the
fiscal/personnel/payrall unit,

I4. Provide any additional information about the job which you censider to be important te the
classification, but which has not been previously mentioned.
This position requires the ability 10 organize, plan, implement and oversee multiple areas of responsibility which requires the
ability 1o prioritize assigoments to complete tasks in a timely manner when outside inluences ofien change or increase
priorities. This position works with o diverse group of employees in different prolessional und technical classifications 10
assist them in management of fiscal duties or in d:aling wilh personnel issues statewide.

NP1 (Rev 111D
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What is prompting this request? If this is an existing posmon, siate the significant changes in duties and !
responsibilities which have been made in the position since it was established or last reviewed by State
Personnel. If this is 8 new position, have there been additional responsibilities placed on the organization?:
If yes, pleese explain. Attach documentation relative to legislation, board/commission proceedings, new
organizational goals, etc., if applicable.

Significant changes in the complexity of duties and responsibliittes have been made in the position
since it was last reviewed. The position is under the direction of the Administrator/Deputy
Administrator and is responsible for the fiscal and budgetary duties of budget account 3253 which is;
over $3,000,000.00 and has the additional administrative responsibility over private funds which were
more than $9,000,000.00 in gross recelpts for fiscal year 2007. The Business Enterprises of Nevada
Program (BEN) provides business opportunilies throughout Nevada for the blind and visually impaired
under the federally administered Randolph Sheppard Act. This posilion oversees thirty (30) Nevada
businesses with various degrees of complexity, each unique from another. Each business has

LR N [Tt ¥ Y
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individual coding and tracking mechanisms within the state’s accounting system. Each business™:

essentially carries its own budget. The incumbent now administers budget planning and development
and prepares weekly, monthly, quarterly and yearly financial and service reporting. This position

oversees the collection of fees and loan repayments, purchasing, construction, project planning, *

development and Implementation, program accounts payable, program payroll management, program
and BEN site auditing, program and BEN site inventories, contract negotiation, permit processing, and
insurance maintenance on all BEN sites. The Incumbent now acls as a financial and business consultant
to the BEN Operators. This position assists in product pricing and customer service, merchandising and
product placement, program branding and personnel/vendor issues. The incumbent must possess

training skills and knowledge of the food service industry. The incumbent must possess basic knowledge -

of construction and business build-out. Duties not only require significant understanding of federal
regulation pertaining to Randolph Sheppard but now require significant knowledge of federal contracting
with the Depariment of Defense and the Department of Interior (8LM, National Forest Service) as well as
the Department of Energy and GSA. Duties requlre significant knowledge of complex state and local
regulations, local business codes and health regulations with a high degree of consequence of emor.
There Is very close communication with a chosen depuly altomey genera! for legal interpretation and
opinion. Essentlally the incumbent assists in the service provision of 30 private businesses throughout
the stale as well as administers the slate program within federal parameters. This position not only
monitors the BEN Operators and Trainees but also one Administrative Assistant lll, two Administrative
Assistants I, one Business Enterprises Officer Il and one Business Enterprises Officer | (BEO 1). Tha
Program has requested that one of the AAll positions be upgraded {o a BEO |,

What position(s), if any, previously performed these new or additional duties? Lisl class title and position
control number of position(s). (A separate NPD-19 may be required for these positions.) ;
Administrator, Rehabllitation (budget 3268) position 0001Dsputy Administrator, BSBVI, Rehabilitation
(budget 3268) position 0002,

Briefly describe the major purpose of this job.

(NRS 426560, 426.670) The purposes of NAC 426.010 to 426.500, inclusive, are to establish
standards and procedures for the administration of a comprehensive program which will provide to
blind persons in this State opportunities to operate vending facilitiss as business enterprises and to
provide to blind persons and other persons who are disabled opportunities for employment at vending
facilities (NRS_426.560, 426.670) The Bureau intends, whenever feasible, to establish new vending
facllities and to expand, remade! or refumish existing facilities,

Attach a copy of the agency organizational chart to this form. Please circle this position. :
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List the duties performed in this job. Assign a number to each duty and estimate the percentage of time
spent on each duty (percentages should add to 100%). If it is not possible to estimate the percentage of
time spent in each area daily, estimate the time on a weekly, monthly or annual basis. If this is an existing
position, please put an asterisk next to each duty that is new,

Position is probably most similar to the ASO Il benchmark position at the Department of Health and Human

Services, Mental Health and Developmental Services Division, Rural Clinics. Incumbent worked for
MHDS/Rural Clinlcs in the past and is familiar with this ASQ il] position.

Although duties 1 through 5 are not necessarily antirely new, the degres of complexity has increased.

DUTY NO.

puty

FREQUENCY

1I

Oversee the management, fiscal and physical requirements of thirty privately

30%

owned businesses with various degrees of complexities, each business is 1
unique from another. Initiate new BEN operator trainees and provide
opportunity to become licensed operalors. Plan and participate in open
meetings with the Nevada Committee of Blind Vendors.

2.

Administer budget, participate in budget planning and development and 30%
prepare weskly, monthly, quarterly and yearly financial and service reporting.
Oversee the collection of fees and loan repayments, program accounts
receivable and payable, program payroll management, program and BEN site
auditing both internal and extemnal, program and BEN site invenliories and
insurance maintenance on all BEN sites.

3.

Locate potential BEN sites. Initiate and conduct contract negoliation, permit 20%
processing project planning, development and implementation, major
equipment purchasing, building construction.

4* Research federal regulation pertaining {o Randolph Sheppard, significant 10%
research and knowledge of federal contracting process with the Department of
Defense and the Deparimant of Interior (BLM, National Forest Service) as well
as the Department of Energy and GSA. Duties requira significant research and
knowledge of complex state and local regulations, local business codes and
health regulations with a high degree of consequence of efror.

g Collaborate with the Atlomey General's office on the initiation of remedies to 10%
program legai matters. Parlicipate in formal and informal hearings. Initlate
disciplinary action against BEN operators, if necessary.

i

j
What duties are performed that require the incumbent to make choices, determinations or judgments?l

Please give examples.

Sile_Viabllity/Waivers: Incumbent performs a complete site analysis and evaluates new and sxistin
real property locations for financial viability, safety, future service, growth potential and so forth. Then!
she determines If the location should stand as an independent site or serve as an auxiliary to an
existing site. Through intense monitoring of a site's business status, the incumbent must also
determine If a site should be closed. The consequences are far reaching. The Incumbent must plan
the development and bulld-out of a new bullding and business. She reviews the architectural plans and
permits, makes construction choices, provides for equipment placement, preduct merchandising and
customer servica. Closure of a site requires the termination of a myriad of contract decisions on how
to dispose of equipment, supplies, product, and the location of another site for the existing operator.

Operator Selection: If the incumbent determines that the site is viable, she must then choose a
qualified Operator. Sometimes this requires a bidding process in which certain criteria must be met
The incumbent might also dacide not to put a facility to bid and will appoint an Operator. The

-4-
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incumbent must know the skills and qualifications of the individual Operators and predict the demands
and complexities of the comresponding site location. She must be able to defend her choices and
decisions in possible legal challenges.

Contract Negotiation: The incumbent not only requires a significant understanding and interpretive skillé
regarding federal regulation pertaining to Randolph Sheppard but also a significant knowledge of federal
contracting with such entities as the Department of Defense and the Deparimen! of Interior (BLM,
Natlonal Forest Service) as well as the Department of Energy and GSA. Dutles require slgnm;:ant
knowledge of complex state and local regulations, local business codes and health code regulations,
Knowing what the Program IS capable of providing and knowing the requirements of the customer is
imperative. Decislons must be defendable and must hold up to scrutiny. Negotiation usually involves
some type of occupancy of raal estate with property and public safety liability Issues to agree upon
There is a high degree of consequence of emor.

BEN Qperator and Employee Disciplinary Action: NRS and NAC are speclfic as to the responsibliities

of State Licensing Agent (DETR) and the Operator. However, the consegquence for infraction is usuallj
non-specific. BEN Operalors are individual business owners and not state employees, Therefore,
discipline must be appropriate to statute, ragulation and program policy while remaininlg mindful that
Operators are independent business people and not employees nor independenl conlractors who ard
contracted with the State. Incumbent also makes sensilive personnsl declsions that can result in a
high degree of consequence of error.

Loan/Subsidy Requests: After researching an Operator's request for a loan or subsidy, the incumbent
formulstes her decision before presentation to the Administrator. Although gulded by regulation and
policy, individual circumstances for each location and Operator ofien present unique situations that
must be evaaluated on their own merit. Her decislons have direct finacial impact on the Operator, their
private business and the BEN Program. ¢

Budget Forecasting: Incumbent must be familiar with NEBS, base budget and the justification of
enhancements. Although budgeted through the General Fund, budget 3253 is fee based. Incumbent
must also analyze and make forecast budgets for approximately thirty (30) highly individualized private
businesses. Therefore past performance must be tempered with current and fulure ecomony concems
and expectations.

New Site Build Quts and Remodels: Decisions must be made for architects, plan and permit design,
traffic flow, equipment placement, materials use, communication and ulility lines and access pointsy

ADA and public safety, interior design, waste management, EPA concerns and all other constuctiorj
costs, There can be a high degree of consequence of ermor.

Major Equipment Purchases: Incumbent must research and then decide on Operators requests for
major purchases. Commercial equipment must be chosen for cost effectiveness, safety, durabllity and
dependability. Warranties and performance slandards are also involved in the decision making
process also, ease of maintenance and repair. Incumbent has the final decision on major equipment
purchases. \

Leqgal Actions: Although represented by the office of the State Attorney General, decisions as to casé
direction must be outlined by the Incumbenl. The decision process not only requires significant
understanding of federal reguifation pertaining to Randolph Sheppard but requires significant knowledge'
of federal contracting with the Department of Defense and the Department of Interior (BLM, National
Forest Service)} as well as the Depariment of Energy and GSA. Incumbent must acquire significant
knowledge of complex state and local regulations, local business codes and health regulations with a high
degree of consequence of error.

<



7a.

70,

10a.

10b.

11.

12

List the class titles and position control numbers of all employees that work under the supervision of llus
position.

One Administrative Assistant IN-0015, twao Administralive Assistants H-0015/0103, one Business
Enterprises Officer 11-0003 and one Business Enterprises Officer 1-0102. | have requested that one of the
AAll positions be upgraded to a BEO [. This position also monitors approximately twenty BEN Operators
and Tralnees. J
Describe the extent of supervisory responsibility exercised over these employees. :
Check appropriate boxes:

Final selection Work assignment (X Performance appraisal B Discipline
Training Work review ] Other (Specify)

List any licenses, certificales, degrees, or credentials that are required by law for this job.
I am not aware of any thal ars required by law.

e

List equipment which is used that requires specialized training.
Commercial Kitchen Equipment,

List the name, title and position control number of the position's supervisor. :
Deborah Braun, Administrator/Deputy Administrator, BSBVI, Rehabilitation (budget 3268) position 0002.

Describe the type and extent of supervision received. :
Incumbent receives minimal supervision with the day-to-day administration of the BEN Program. Theré
is a close parinership in personnel matlers, Operator disciplinary proceedings and legal issues!
Incumbent meets regularly with AdmlnlstratorlDaputy Administrator. i

What statutes, laws, rules, procedures or guidelines are used in performing assignmenis?
o federal Randolph Sheppard Act, Chapter 6A of Tilie 20 of the U. S. Code part 395

Nevada Revised Statutes: NRS Chapter 426-Persons With Disabilities

Nevada Administrative Code: Chapter 426-Persons With Disabilities

State Administrative Manual

Department of Employment Training and Rehabilitation Policy Manual

Businass Enterprises of Nevada Policies and Procedures

Nevada Committee of Blind Vendors By-Laws

Nevada Open Meeling Law

State and Local Health Codes

Slate and Local Building Codes

ADA and Public Safety Regulations

State and Local Tax and Business Codes

Uniform Commercial Code (UCC)

What people are contacted in carrying out the duties of this position? Explain the purpose of each
contact.

Nevada Committee of Blind Vendors (NCBV):

¥
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Position serves as the main liaison between the State Licensing Agency (SLA) and lhis committes.
Regular quarterly open meetings are held and speclal meetings are held as needed. NCBV input is
requested on most BEN malters, -

Deputy Attorney Genera) (DAG):
There Is almost dally contact with a designated deputy to discuss pending or potential legal actions and
{ssues,

Federal Agencies:

e Department of Defense (DOD): Contract negoliations and/or litigation.

o Department of Enargy (DOE): Contract negoliation and/or contractual matters.

s Department of the Interior (DOI), Bureau of Land Management (BLM), Bureau of Reclamation,
{BOR) and National Forrest Service (NFS): Contract negoliation and/or contraclual matters

e US Department of Educalion: Randolph Sheppard interpretation, NAC regulations, Arbitration
Matters and Federal Reporting.

Stale of Nevada:
» Legislators: Randolph Sheppard and BEN issues usually as they pertain to food services within a

spacific project.

Board of Examiners: Approval for contracls and approval to dismiss non-collectible debt.
Budgst Office: Various budgetary concems.

Agency Direciors; Establish vending space and service.

Purchasing: Inveniory issues.

Molor Pool: Agency/ BEN vehicles concerns.

LCB Auditors: Program Audits.

Vocational Rehabilitation Counselors: Potential BEN Operators.

Municipal;
= Washoe, Clark and Rural Counties): Contract negotiation and/or contractual matters. .

» Reno, Sparks, Carson City, Las Vegas, Henderson): Coniract negotiation and/ar contractual
matters.
« Regional Transportation Commissions): Contract negotiation and/or contractual matters. §

CFOs Corporations and Companies: Contract negotiation and/or contractual matters. :

Other States: State Business Enterprises Program Officers to discuss items of mutual program
interests.

Advocacy Groups: National Federal of the Blind and Blind Vendors Associalions ta discuss federal
legislation and other items of inlerest to blind operators.

Private Atlomneys: Incumbent is contacted by attorneys representing individual ciients. (ncumbent has
inleraction with private attomeys that are contracted through the Attorney General's office on Randolph
Sheppard and DOD contract matters.

Investigative Agencles: Incumbent authorizes background and credit investigations on prospective
BEN Operator Trainees. :

Financial Auditing Firms: State Law requires indspendent financial audits on Operators whose yearly
gross receipts equal $150,000 or more. Incumbent may outside auditing of a BEN business whenever
she deems it is warranted.

Private Vendors, Contractors: Contract negotiation and/or contractual matters.
.-



13.

14,

[

Food Service Suppliers: Contract negotiation and/ar contractual matters.

Business Consultants: Contract negotiation and/or contractual matiers.

Accounting and Bookkeeping: Questions and concemns on individual profit and loss statements.
Payroll Firms: Questions and concerns on Individual profit and loss statements.

Perishable Commodities: Locate vendors on behalf of BEN Operators.

Architect and Design: Contract negotiation and/or contractual matters.

Construction Trades pecple, Plumbers, Electricians, Builders, Painters and so forth: Contract
negotiation and/or contractual matters.

* Maintenance Firms: Maintain Commercial Kilchen equipment, HVAC and plumbing systems.

» Vending Equipment and Companies: Contract nagotiation and/or contractual matters.

Describe any unusual physical demands or working conditions required in this job, i.e., requires frequent
lifting or moving of office furniture, frequent exposure to hazardous materials, elc. '
Although there is physical travel, some exposure to causlic cleaning materia! and food-borme bacteria,
and some moving/assembling of furniture and equipment, most of the demands are mental rather than
physical.

Provide any additional information about the job which you consider important to the classification, but
which have not been previously mentioned.

This position administers a program that is a true hybrid and is unique to the state system of
governmenl. It is a melding of state law and private industry. The Business Enterprises of Nevada
(BEN) Operators have filed several litigious actions against the State of Nevada throughout the years.
Although other state agencies may regulate certain aspecls of private business, no other stale
program is legaily mandaled to regulate a group of private businesses to the extent required of the
BEN Program.
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What is prompting this C uest? If this is an existing posmcCsiate the significant changes in
dulies and responsibliities which have been made in the position since it was established or last
reviewed by State Personnel. If this Is a new position, have there been additional responsibilities
placed on the organization? If yes, please explain. Attach documentation relative to legislation,
board/commission proceedings, new organizational goals, etc., if applicable.
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What position(s), if any, previously performed these new or additional duties? List class title and
position control number of position(s). (A separate NPD-19 may be required for these positions.)
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Attach a copy of the agency organizalional chart to this form. Please circle this position.

Please see attached organizational chart.



List the duties perfonneo this job. Assign a number to eacl'(\ty and estimate the percentage
of time spent on each duty (percentages should add to 100%). If it is not possible to estimate
the percentage of time spent in each area daily, estimate the time on a weekly, monthly or
annual basis. If this is an existing position, please put an asterisk next to each duty that is new.

7a.

7b.

What duties are performed that require the incumbent to make cholces, determinations or
Judgments? Please give examples,
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List the class titles and position control numbers of all employees that work under the
supervision of this position.

Describe the extent of suparvisory responsibility exercised over these employees. (Check
appropriate boxes.)

X Final selection X Work assignment X Performance appraisal X Discipline
X Training X Work review [ Other (Specify)

List any licenses, certificates, degrees, or credentials that are required by law for this job.
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10a. List the names, title and position contro! number of the position's supervisor.
Kamala Carmazzi, Deputy Chief Emergency Management, 0001

10b. Describe the type and extent of supervision received.

1.

12.  What people are contacted in camying out the duties of this position? Explain the purpose of
each contact.




13.

14,

Describe any unusualOysical demands or working ccm(N ans required in this job, ie.,
requires frequent lifting or moving of office fumiture, frequent exposure to hazardous
materials, etc.
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Provide any additional information about the job which you consider to be important to the
classffication, but which have not been previously mentioned.
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L. Whatis prompting this request? IF this Is on existing position, state the slgnificant changes (as defincd
in NAC 2B4.126) In duties and responsibilities which have been made in the position since §t was
established or last reviewed by the Department of Personnel, If this is a new position, have there been
additional responsibilitics placed on the organization? If yes, please cxplain. Aftach documentation
relstive to legisiation, board/commission proceedings, new organlzational goals, cte., if applicable,

*Significant change® means a change in the dulles and rasponsibiities assigned (o a postion In a class thal:

(1) Is oulside of the scope of the class as described by tha class speclfication;

{2) s nol par of the scope of responsiblity of the pasilion; and

{3) Resulls In the preponderance of-duties and responsibilitias being allocaled lo a different class

Sce attached

2. What position(s), if any, previously performed these new or additional duties? List class title and
position control number of position(s). (A scparatc NPD-19 may be required for these positions.)
None

3. Bricfly describe the major purpose of this job.

NPD-19 [Rev 11112)



Under gencral administralive direction, this position serves as the independent business mannger and provides
oversight on the performence of ninc diversc functional orens: Contract Services, Agreement Services,
Dala/Business Processing, Buildings and Grounds Maintenance, Facilities Management, Over Dimensional
Vehicle Permits, Records Manogement, Reprographics and Mail Services. Primary responsibilities include fiscal
and budget administralion, controct administralion, low-bid and qualificalions-based procurement, legal
compliance, program management and division edministration. They are directly responsible for the procurement
of aver $300 million in highway construction contractors and $150 million in professiona) services per yeer, The
incumbent ensures the development of edministrative, operlional, and fnancial records and reports;, policy
cvaluation, oversight, coordination and planning functions; and cnsures the operalion of funclional arcas and
complction of special projects is successful.

The incumbent must manage all sections to ensure they meet specific goals and objectives while nligning with the
Department's overall mission. ‘This requires liaising with the Dircclor’s Office, Transporiation Board, Nevada
Leyislature and other state agencics to keep apprised of regulutory changes and how they impact each section. The
incumbent must maintain u broad knowledge base of ull section areas, has a high level of suthorily and autonomy
to make and implement decisions, and must be able to represent the depostment in discussions on unique and
camplex lows, regulations and requirements releted to each scction.

This position is responsible for monitoring four budget accounts tolaling $10.2 million to operale nine different
program arcas. The incumbent has direct responsibility to plan, arganize, and manage all nine program areas, and
musl conslanlly review and evaluste program operalions and resulis. Outcomes arc compared to program gools,
and the incumbent must develop and [ully implemen! enhancements (o improve efficiency and effecliveness.
Solutions involving political sensitivity or very high financial costs receive the approval of the Direclor's office,
but the majority of regular busincss opcrations are managed complotely within the outhority of he incumbent.

4. Attach acopy of the agency organizationzl chart to this form. Pleasc clrcle this position.

5. List the duties performed In this job, Assign a number to each duty and cstimate the percentage of
time spent on cach duty (percentages should add to 100%). If it is not possible to estimate the
percentage of time spent in each area daily, estimate the time on 8 wecldy, monthly, or annual basls.
If this is an existing position, please put an asterisk (*) next to each duty that is new.

DUTY# DUTY FREQUENCY

) Direcl, supervise and oversee the operations and activitics of the following 20%
complcx business seclions: Conlract Scrvices; Agreement Services;
Data/Business Processing; Buildings and Grounds Maintenance; Facilities
Manegement; Over Dimensional Vehicle Permits; Records Management;
Reprograghics and Mail Scrvices, Prepare or reviow performance evnluations,
meet regularly to revicw and update section goals and abjectives, recruit and
retain high quelity employees, assist managers with their professional
developmenl, ensure adequale resources are aveilable.

RPD19 (Rev, V1IRD)



Plan, organize, and manage ninc different program ereas. Review and evalugtc
progrum operations and results, Compare outcomes lo program goals, Devclap
enhancements lo improve efficiency and effeclivencss, Evaluate altemalive
courses of action and autonomously implement the most desirable solution in
(he majority of cases, Refer politically sensitive or high-cost alicrnalives 1o the
Dircctor'y Office, then implement the choscn solution. Provide the highest level
of support, input, and recommendations Lo the Direclor’s Office on complex
legal and regulalory issues with all sections. Work collaboratively with the
Transportalion Board, Legislature, Federal Highway Adminisiration and ather
regulotory bodics. Meke formal presentations regarding activitics of
Administrative Services, Analyze complex issues considering ull slakeholders,
rigks, and consequences, and make decisians as to the course of action thai bes|
scrves the inleresis of the department.

25%

e

Liaise with stakeholders, legislators, industry representatives, business owners
and other interested parlies. Attend ACG, ACEC, Nevada Trucking
Assaciation, Ncvada Records Committec and other regular liaison, working
group, subcommittee or commillee meetings as necessary to accomplish the
goals and objeclives of Administrative Services. Anglyze, negotiate solutions
to, and resolve problems where compeling interests and conflicting opinions
cxisl. Remain apprised of the letest developments in the contracting, consultipg,
trucking, ant records management business areas. Provide truining,
consuliation, end experd opinion on malters periaining to program arcas,

20%

Evaluate all proposal, bidding, truck permitting, and contractual issues, applying
regulalory and procedural requirements, understanding when the depertment has
discretion to make decisions and when regulations dictate a course of action,
Create and evnluate oliernative courses of action and meke recommendsijons to
the Director o5 10 the course of action thal best serves the interests of the
department. Handle bid and Request for Proposal protests and testify in court as
necessary to defend (he decisions of the department

10%

Provide management, program oversight, and compliance administration with o
vast array of fedecal, state, and Transporiation laws, regulations, policies and
procedures affecting all scctions. Drafl, monitor and analyze poicntial changes
lo laws and regulations. Work with stakeholders, legislators, government
officials and NDOT Direclors to understand impacis of legislative and
regulative changes on all Administrative Services sections and the Deparimenl.
Prepare fiscal notes and testify or participate in public meetings as necessary.

10%

Administer 4 budget accounts iolaling $10.2 million to operate nine different
program arcas. Manage all section budgets, monilor spending, and approve
payment vouchers, Perform long-range asset management planning, anlicipating
future business needs. Submit tlimely and relevant budpel requests 1o
adequalely meet financial needs of the division. Manage resources adequately to
remain within budget and meet the goals and objectives of the Division.

5%

HFD-19 {Rev, [1117)




7 Perform complex special projects as assigned, requiring exiensive coordination 0%
with other Divisions, regulatory agencics, the Dircclors Office, internal staff,
and consullunts, as well as redesigning complex processes and evaluating
software syslems for upgrades or improvements

6.  What dutles are performed that require the incumbent to make choices, determinations, or
Judgments? Please glvo examples.

Al dulics require the incumbent (o make sophislicated choices, determinations and judgments, Except for
administrative duties such as approving timesheels, 100% of the time the incumbent must make decisions by
gothering input from stakeholders and subjecl matler experts, crafling workeble solutions, cvaluating each
solution on its merits and drawbacks, then cither moving forward with the best decision or putting forth specific
recommendalions to the Director’s Office. The position requires constent making of choices and determining
solutions based upon the incumbent’s judgment.

For cxample, handling n bid protest requires analysis of all relevant information, developing eltcrnative
resolutions, making choices about how each allemative will impact stakeholders and causc or mitigate risk, and
applying judgmenl to meke delerminations about {he best course of action,

Similarly when linising with the trucking industry, contraclors, elected officials, or Transporislion Board
members the incumbent must make choices about which information to provide that is relevant and timely,
make determinalions ebout which issues warrant further investigation, and apply judgment in explaining
processes, procedures and decisions in the way that best serves the interests of the depariment yet is transparent
and open o these groups.

7a.  List the class titles and position control numbers of sll employees that are supervised by this
position,

HPD-A9 (Rev §U1D)



39 Adminisirative Services Officer II
38 Busincss Process Analyst 11T

37 Facility Manaper

35 Manugemenl Analyst 1 x2

35 Program Officer I11

34 Business Process Analyst |

34 HVAC Specialist I

33 Program Officer If x4

32 Elecirician {1

31 Meintcnance Repair Specialist 11
31 Program Officer | x8

31 Reprographics Supervisor

30 Maintenance Repair Specialist {
29 Administrative Assistant 1V

28 Maintenance Repair Worker 1V
27 Administrative Assistant [I{ x2
27 Reprographics Technician 11 x2
25 Administrative Assistant I1 x3
25 Reprographics Technician 1

25 Maintenance Repair Worker [1
23 Administralive Assistant |

23 Microfilm Operalar (1

22 Grounds Maintenance Worker J1 x2
21 Mail Services Clerk |

21 Custodian |

7b.  Describe the extent of supervisory responsibility exercised over these employees.
{Check appropriate boxes.)

Final sclection [X] Work assignment Performance nppruisal Discipline
B4 Training (X] Work review ] Other (specify):

8.  List any licenses, certificates, degrees, or credentials that are required by law for this job.
Nonc other than minimum qualifications required by the class specifications

9.  List equipment which is used that requires specialized training,

NPD-19 {Rev. 1112}



This position requires o detniled understending of o mullitude of computer software programs, including
cPats — propriclary Eleclronic Procurement and Tracking System

cBidding - customized off-the-shelf electronic bidding software

Application Extender — cusiomized off-the-shelf reconds stornge ond retrieval soRware

eDiscovery — customized off-the-shelf electronic legat discovery software

ODVP ~ proprictary onlinc over-dimensional permilt application sofiware

B2GNow - contract compliance soRwaro

LCP Tracker ~ prevailing woge reporting soflware

This position also requires cxtensive knowledge of Federal regulations related 1o External Civil Rights, low-
bid procurcment, and quality-besed scrvices procurements. Specialized trainings arc provided by the Federal
Highway Administration in key program arens, and this know!ledge is essential to NDOT's adherence to Federal
regulations.

10a. List the name, title, and position control number of the position's supervisor,
Robert Nellis, Assistent Direclor — Administsation, PC#2004

10b. Describe the type and extent of supervision recelved.
This position receives no day-to-dey supervision. Robert Nellis provides general dircetion and passes on any

specific requests from the Transportation Board ar Director's Office. [t is the incumbent's responsibility to
manage the operations of all ten sections for which they ere responsible,

11.  What statutes, laws, rules, procedures, or guidelines are used In performing assignments?

HFPOD-19 (Rev, 111:)



1. Federal:
= United States Cade of Federal Regulntions Title 23 - Highways
172.5: Mcthods of Procurcment
633: Required Contract Provisions
635; Construction and Maintenance Subpart A — Contract Procedures
636: Design-Build Conlracting
658; Truck Size and Weight, Route Designalions-Length, Width and Weight Limilations
¢ Uniled Stales Code of Federal Regulations Title 49 ~Transportation
49 CFR Part 26 - Disedvantaged Busincss Enlerprises
300-399: Federal Motor Carrier Safety Division, Department of Transporiation
7: Public Availability of Information (FOLA)
Davis-Bacon Act ef 1931 - prevailing wages
The Brooks Act ~ quality-based service procurement
Title VI of the Civil Rights Act of 1964
Equa! Employment Opportunity Act of 1972
The American Recovery and Reinvesiment Act of 2009 (ARRA) Maintenance of Effort
Tille X1I: Depertment of Transporiation
Section 1201: Preparation of maintenance of cffort certifications and report of ploaned and actual
spending

2. State;

NRS & NAC 239 Public Records

NRS 333 & NAC 333 Purchasing Stato

NRS 338 Public Works - preveiling wages, subcontractor reposling, contraclor bidding

NRS 408.323 to NRS 408.367 Highways and Transportation Facililies

NRS 484D.G00-484D.860, Tralfic Luws/Equipment, Inspections and Size, Weight and Lond of
Vehicles; NAC 484.460-484.580, Traffic Laws/Vchicles of Excess Sizc and Weight.

NRS 624 Conlractors

* NRS 625.530 Professional Engineers - Restrictions upon Public Works

3, rder & Criminal/Civil Sanctions:
» Complience with subpoena duces lecum (records subpoenas)

NPD-1%{Rcv, 11N}



lz'

What people are contacted in corrying out the dutics of this position? Explain the purpose of cach
cantnet.

The incumbent has regular contacl with a wide variely of peaple, many at executive Jevels of gavernment anil
private industry, including:

13.

Transportation Boord (comprised of the Govemor, Licuicnant Govemor, Controller, and 4 other
members appointed by the Governor) — preparing monthly reports of agreements and confracts,
providing lestimony at Transporiation Board meetings, providing one-on-one updates on items such as
NDOT consullant procurement processes, contractor prequalification, or the Disadvantaged Busincss
Enterprise program.

Associnled General Contraclors of America, Northem and Southem Nevada Chapters - perform o
linison function between the ACEC and NDOT on issues related to NDOT'’s procurement of licensed
contraciors. Provide updates on NDQOT activitics, provido training on systems, policies and procedures,
discuss legislative changes and their impacts, work colleboratively on regulatory changes, and consult
on the impacts oFNDOT processes on the contracling industry in Nevada.

American Council of Engineering Companies — perform a lizison function between the ACEC and
NDOT on issucs related to NDOT's procurement of engincering consultants, Provide updaics on NDOT
activities, provide Iraining on systems, policies and procedures, discuss Jegislalive changes and their
impacts, work collsboratively on regulatory changes, and consult on the impacts of NDOT processes
on the engincering industry in Nevada,

Federal Highway Administration ~ maintain regular contact to ensure mutual understunding of NDOT
processes end compliznce with Federal regulations in order to preserve funding. Receive training and
pass that information on to NDOT staff. Consult on non-standard situations.

Nevuda Labor Commissioner — consult regarding the application of prevailing wage law, correct rutes,
invesligation of wage clelms, and updaics to regulations.

Nevada Legislalure - participsle on subcommittees to provide input and fecdback regarding pending or
suggesied legislative changes.

Lawyers, judges and cour officials when testifying in court.

Other NDOT agencies including State Public Works, State Purchasing, and Public Safety lo coordinale
activities, understand processes and apply them consistently, discuss legislative changes, and make
neeessary program updales (o be in compliance with laws and regulstions.

NDOT Dircclor’s Office — to make rccommendations of specific courses of action related to
procurement, complience, and other high-linbility or politically sensitlive areas of Administrative
Services.

NDOT Division Heads — to coardinate activities affecting Adminisirative Services goels and abjectives
such es coordinating with Design on the liming of procurement of critical projecis,

Bid Review and Analysis Team — consult regarding issues with low-bid procurements, bid analysis,
issues of responsiveness with bidders, and recommendations (o award or reject conlracts,
Administrative Services Division staff — to provide business manegement and oversight of division
functions.

Various Sofiware Vendors ~ {o cammunicate system requirements, facilitate sofware implementation
and testing, and conduc! cad-uscr Iraining on both the software and NDOT processes and procedures
rclated to the software,

Describe any unusua) physleal demands or working conditions required in this Jjob, i.e., requires
frequent lifting or moving of office furniture, frequent exposure to hazardous materlals, etc.

NPD-19 (Rev. 11112



None

4.  Provide any additlonal information about the job which You coosider to be important to the
classification, but which has not been previously mentioned.

The ASO 11l duties heve clearly increased beyond the scope of the current classification. This position is
cssential to provide high-level management and technical expertise to all 9 scclions, and acl as business liaison
to a large number of elected officials, agency administrators, lobbying groups, and profcssional associations,
The level of independent sutonomy and judgment is extremely high, end the incumbent must make daily
choices and recommendations involving sophisticated interrelationships between regulations and the best
inlercsts of tho Depariment and the State. The dulics are more appropriately clessified as an ASO IV,

NPD-19 (Rcy, 1A



NPD-19 - NDOT PC# 070001

Question |

The duties assigned to the Administralive Services Officer 11 (ASO 1M) have cxtended beyond
those of an ASO 1] to the point where the prepondemnce of dulies are iow at the Jevel ofan ASQ
1V. Over the past two yeass lhis position has received increasing responsibilily and aulonomy in
decision-making over mulliple sections, has been required o analyze, participalc in, and make
required updates for changing legislation in multiple arcas, and hes increasing responsibility to
teslify, educale, and linise with Transportation Board memhbers and other elected officials. In
addition, this position is assigned complex, high-level, sophislicated special projecls, such as
managing the Contract Compliance scclion, and cresting and managing a procurements
management scction,

The Administsative Services Division is a lasge, diverse division with 42 cmployees at vasying
levels from professional to technical to administmtive. There are 9 different sections within the
division that arc cach complex and require a decp understanding not only of business management
practices, but also each section’s operational details and complex reglatory requirements,

This position is responsible for the edministration, management, program oversight, and ensuring
compliance with a vast asruy of federal, state, and Transportation luws, regulations, policies and
procedures. There is a high degree of authority 1o make and implement independent decisions,
applying judgment and inlerpretation of statutes, without the approval of the Direclor's Office. The
conscquence of cror can be extremely high: millions of dollars of Federal funding can be
Jjeopardized by foiling to adhere (o Federal regulations, and this position direcily manages the
Contract Services and Agreement Services sections that procure over $450 mitlion of secvices
ulilizing Federal funds cvery fiscal ycar.

In 2014 NDOT buill 8 new 18,500 sf building at the Carson City Headquarters campus, adding
additional responsibilities to the Buildings and Grounds scction which is overseen by this pasition.
The additional building requires increased maintenance and janitoriel oversight responsibilitics.
The Buildings and Grounds seclion mansges approximately $70,000 per fiscal yeer in major
improvement projects. With aver 600 employees in the Cerson City area and sectional/divisional
office spece needs consiantly changing, Buildings and Grounds has recently partnered with the
Aschitecture division to be more heavily involved in major remodel work. This was necessary in
order to kecp up with demand, and represents en additional scope of responsibilities from these of
u year ago,

The Records Management scetion used 1o be staffed primerily with adminisirative assistants, nd
the work consisted meinly of basic filing of paper documents. As NDOT has transitioncd fram
paper to electronic record-keeping the work has become more sophisticated, requiring mare
program-level staff. Rather than sorting and filing, siaff are responsible for correctly identifying
and indexing documents, clectronically tracking cetention for each document, maintaining adequale
security/access levels to clectronic documents, and working with the software vendor 1o make
enhancements tu the relrieval system, Addilionally NDOT ecquired electronic records discovery
software in 2014 to assist with the location of source records for subpoenas, court cases, hearings,
and ather litigation-relaled cvents, The management of the Records section has transformed from



mannging simple filing aclivities to managing an electronic records storage and relrieval soRlware
system and an clectronic discavery system for legal purposcs.

The Administralive Services Division hes been given increasing responsibililes refated to
reporting to the Transportation Board and Construction Working Group, liaising with the
Transporiation Board members and educaling them on NDOT Administrative Scrvices
business management, responding to changes in Federn! pracurement faws and working with
the Federal Highway Adminisiration, and [inising with the Nevada Trucking Associalion,
Assaciated General Contractors (Northern and Southemn Nevada), the American Council of
Enginccring Companices, legislators and consultants on all nine business arcas wilhin
Administrative Services.

The Transportalion Board used to mee! quarterly unlil 2012 when it began to meet monthly.
Reporting and teslifying requirements have increased for the Division as the Board requests
increasingly complex information and conlinually makes changces to reporting requirements.
The Transportalion Board adopled & reporting malrix in September 2013. The ASO (1 has
ultimale responsibility for reporting on Contracis, Agreements, and Sctilements cvery month,
providing relevant reports, documentation, and background information as well as conducting
briefings of Board members. Thesc liaising ectivitics represent 2 significant increasc in
responsibilitics.

The Construction Working Group has become much more aclive, seeking to understand
NDOT business especially os it relates to the functions of the Adminisimtive Services
Division. The ASO 111 must keep the working group spprised of business aclivilies, provide
lestimony on pmcurement methods and contracting processes, and oblain information for
reporting purposes that is nol ensily collected or readily available. Thisisa significant
increase in responsibilities.

Tho 2015 Legislature approved 59 new positions dedicated 1o Stonmwaler activities, The ASO i
is responsible for cnsuring all Administrative Scevices sections comply with the Environmental
Prolection Agency's consent decree. The consent decree requires extensive procurement of
services, issuance of low-bid contracts, and retention of essentinl records lo prove compliance to
the EPA. The Contract Services end Agreement Services seclions overseen by this position must
ensure adequate, timely and cfficient procurement of Stormwaler-related scrvices, There are also
extensive recard-keeping requirements, adding fo the dulies required in relation to Records
Management. The EPA consent decree is & Federal requirement and represents another expansion
of dutics,

Recent complex legislative changes have placed addilional dutics on this position. The update lo
23 CFR Part 172 related (o procuremenl of consullant and design-related services was updated in
May 2015 and requires more stringent requirements be followed in procurement, the incorporation
of specific language and requirements in RFPs, and incorporation of Disadvantaged Business
Enterprise goals on professional services. Recent changes to Federal Indefinite Delivery, Indefinite
Quentity procurement procedures required lengthy, complex, ongoing liaising with FHWA
cxcculives and coordinating a major cevision to the consultant procurement procedures, An updatc
1o FHWA 1273 - Required Federal Contract Provisions is anticipated this year, requiring exlensive



ceordinalion and updates to processes for procuring low-bid highway conlraclors, os well as
changes lo contract compliance activitics. These changes nlso require linising with the Local Public
Agencics lo updalc their processes and activitics toa,

The ASO 11l is assigned specia! projects in relnted business areas, or given manogement
responsibilities oulside the scape of their regular responsibifitics. These special projects are
complex and require exiensive coordination with other Divisions, regulntory agencics, the Directors
Office, intemal slaff, and consultants, ag well os redesigning complex processes and evaluating
software systems for upgrades or improvements. For example, this posilion became responsible
for tho day to day management of the Contract Compliance scction localed in Carson City Nevada
in October 2014 and received gencral administrative direction from the Deputy Dircctor - Southern
Nevada regarding the section’s ectivities, Coatract Complinnce is a critical section with NDOT
that monilors compliance of approximately 40 prime contractors and hundreds of subcontraclors
on construction projects sround the state. The ASO HI was responsible for the manspement of the
Contract Compliance scction from Oclober 2014 until March 2016, Contract Complience is
required to comply with a multitude of Federal and Siale reporiing and regulslory compliance
requirements, including:

44 CFR Parl 26 — Disadvantaged Business Enterprises

Davis-Bacon Act of 1931 - prevailing wages

NRS 338 - prevailing wages, subcontracior reporiing, contractor bidding

NRS 408 - Transporiation

Title VI of the Civil Rights Act of 1964

Equal Emplayment Opportunity Act of 1972

Nevada Adminisirtive Code

Statc Administrative Menual

Necvada Labor Commissioner Prevailing Wage Rates

Slate Conltractar’s Board licensing

The programs adminisiered by Contract Compliance are highly complex, require an intimate
knowledge of regulations, contain specific deadlines for reporing, and have regulations that
frequently change requiring relaled processes and procedures to be updated in order to maintain
complience. For example lhe section investigates claims from employees against emplayers
regarding nonpayment of prevailing wages. Prevalling wage rates are constantly changing and
must be specified at the comrect rates for each contmct/project. Claims must be fully investigated
and can lead 1o heerings and testifying in court for ections brought by either the employer or the
employee. There are iwe complex software systems that track Disadvantaped Business Enterprise
(DBE) complience and Weekly Cerlified Payroll Reports, and both systems required the ASO I
to perform extensive reconfiguration, data integrity evaluation, date correction, and staff and cnd-
user training.

Compliance employees must train NDOT District staff in Reno, Eiko, Las Vegas, and many other
urees of the stale in order lo mainisin consistency in meeting Federal and State requirements.
Failure to comply with these requirements can result in loss of Federal funding, imposition of
sanclions, and assessment of penalty fines poteatially in the millions of dollars.



While the ASO Il is no longer directly mannging the Compliance scclion, they still act as a business
lisison on Compliance duties and will continuc to be involved with Federal auditing, reporting and
complience aclivities of that scction.

In FY 2017 this position will be responsible for creating and managing o procuremenls management
seclion (o perform complex planning, financial, and project management functions for professional
services agreements. ‘This will require extensive coordination with other Division Heads, the
Director’s Office, NDOT Human Resources, Financia) Management, Project Accoualing, and
Audit, Completely new policies and procedures will need lo be developed and implemented, stalT
ideantified and trained, performance monitored, and adjustments made to the program (o ensure
maximum cficicncy and effectivencss.

Special projects require a high degree of skill, strong manegement abjlities, and the abilily 1o
effectively continue full operation of other Administrative Services Divisions while working on
such special projeets, This represenls o significant increase in duties, but results in great averall
benefit to the Depariment by making impravemens and achieving efficiencies.

With the addilional high-level, politically sensitive contact with Transporiation Baard mcmbers
clected officials, and legislators, the degree of independent judgment, decision-making, and
responsibility, and the extremely high risk of ervor, the duties assigned to the ASO 111 have extended
to the point where the preponderance of dutics arc now at the level of an ASO 1V,



CLASSIFICATION STUDY CORRESPONDENCE/CONTACT AND INFORMATION LOG

PR srove /Y7747
RATE N QATHEREDV'C OMMENTS INTIALS
LES ?‘?‘:Tz:wmfcm \,_Plexe ass g
(e 190_To
Pnal yst _\:ﬁm&hﬁ%tﬂs - ey |
10]s3f1tel Roe pises) -
(619 lep! "l g of ¥Ok
L‘}?oLLkL&iM @_wmdm_amm ]
B aud it daiondd dbadulad e @@g&;ﬁ{t
10024 20004 e empanalile NPD-As 4 KTt
e W_Mw _ - kret
a8 MMFJAM_D‘ML#Myu —— v
137 |Ruevwredl _siiperisiasnta nospemae. . | R
13/ ;WMMWL a0 hand y
o Oy o OnouRD qssAmJ..'rL:.U:t&.Lq o2 g i_..-_
@mum_a“umn SRS . 8 . S
IE L ﬁw \.A&A_m% Q.Qm_ﬁ-_é:f.m_\g&m “Bolwear .
S Kt
_\Q.\-_?.:_._Ls_:,\_\.t..w’:v_d et e e bt Vo ok A __
e ﬂh'wﬁﬁw &_T_Lm_up\-u{ MNP
- __ED.\.M \Lﬂg&_
VT ’) _MC\D\J\(‘L TH
120 Reeaoed :5% et
1Rlan Mmm:\_&mua-_mﬁ@%ﬁm 1
%ﬁlmmmm@,d_.%_ -
w #&;DW AT dl\m“ 2 Qn-&!&m
A MO \ 520 0 tﬁ%..ﬁo___ i e
\m e A A .
oA I Y 6 1 [
o e « Aukon ong_ -

u@»ﬂ"v%%ﬁ:

|2 /1Le %%vaa worbrdicews %”md‘a\ K~



STATE OF NEVADA - POSITION QUESTIONNAIRE (INPD-19)

GEPARTHENT: Employment, Training and Rehabllitation OETR)

DIVISION: Administration

"GEOGRAPHIC LOCATION
F

CONFENSATION, CLASIFICATION
AECRUTHENT DVISION
oN; Care CARSON CITY, NEVADA

AGENCY 1DF {3 digits): 08 Fudr:ux
8

AGENCY ORGJBUDGETH (4 dighaj: 3272 POSITION CONTROLY: 0042
" CURRENT CLASS TITLE CLASB GRADE: D

vagent oriied : Ad \ivs Services Officer CODE; 7.217
REQUEBTED GLABaTm.E: ‘Adminkstrative Sorvicsa Cificer Il CLASS GRADE: 41

cODE; 7.218
EMPLOYEE FHONES EMAIL: d-bovwmen@nvdelr.ong
Debble Bowman 7780840062 e

BUPERVIBOR PHOMNER: EMARL: m-costa@nydelnong

T

HUMAN RESOURCES [ Bmp
DETR CARSON CITY

RECEYED

JUN 12 201

A~ STHALION
Msce ol 40 AECTOR

SUDGET DMIS:ON Kometure:

datestsnip

L

=

St/

ID-AS Qaev, 1N1Y)

- ——— | ——




1.

®

What is prompting this request? If this is an existing position, state the signifieant changes (as
defined in NAC 284.126) in duties and responsibilities which have becn made in the position since it
was established or last reviewed by Human Resource Management. I this is a new position, have
there been additional responsibilities placed on the organization? If yes, please explain. Attach
documentation relative to legislation, board/commission proceedings, new organizational goals, elc.,
if applicable. This pusition gained overall supervisory responsibility for all depariment sccounting,
contracting and equipment inventory and ordering. The scope of these tasks involves a department with just
over a thousand positions and over fifteen locations throughout Neveda. Approximately 200K accounting
transactions was completed in SFY13 involving over forty grants or sub-grants and eleven executive budget
accounis, This position gained supervisory responsibility over three other positions (Management Analyst
11, Supply Technician Il and Supply Technician I for this task.

In addition to the above duties, this position is also responsible for a reconciliation of grants with contracts
and ultimately to the individual budget sccounts and activities in accordance with the new Porities and
Performance Based Budgeting (PPBB). There are approximately forty federal grapts over multiple years
involving approximately two hundred contrects with other funding sousces included. Total DETR biennial
budget is approximately $356M. Nothing of this magnitude has been attempted at DETR to this extent.

S ———

(- The additional responsibility also involved transfer of an additional Management Anaiyst II and Program

Officer to this position's span of control.)

What position(s), if any, previously performed these pew or additional dutles? List class title and
position conirol number of position(s). (A separate NPD-19 may be required for these positions.)
No previous position previously performed these duties,

HPD-19 (Rev. ILND)
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Briefly describe the majoc purpose of this job.

This position is responsible for the purchasing, equipment tracking, coptracting and grant management of all
Employment Security Division (ESD) budget accounts: Employment Security Division (B/A 47/0), and
ESD Special Fund (B/A 4771); all DETR Admin Services Division budget accounts; Nevada Equal Rights

Commission (NERC) (B/A 2580), DETR Admin Services (B/A 3272), Restarch & Analysis (R&A) (B/A.

3273), Information Development 2nd Processing (IDF) (B/A 3274), and one NERC gift account (B/A 2581)
and all fve Rehobilitation Division bidget accounts: Vocational Rehabilitation (B/A 3265), Services 10 the
Blind ( B/A 3254), Rehabilitation Administration (B/A 3268), Bureau of Disability Adjudicstion (B/A
3269), Blind Business Enterprise of Nevada (B/A 3253), Blind Gift Fund (B/A 3291) and Rehebilitation
Gift Fund (B/A 3291).

This position also oversces budget development, wmmwggn and Adrain
budget eccounts mentioned in The above parmgrsph. Being Tesponsible for efl accounting involves payment

H|_:t favoices; cost allocation of expenditures not clearly attributable to any one budget account, drawing and

admiinistering revenues. These pudget accounts involve supporting ighteen locations throughout the state
and ebout 919 budgeted FTE positions plus up to 160 intermittent positions using multiple funding sources
totaling spproximately $178M per state fiscal year in addition to an Unemployment Insurance Trust Fund of
nearly $200 million which serves epproximetely 34,000 Uremployment Insurance cleimants, neasly 15,000
perticipants in verious workforce development programs and about 700 individuals filing discrimination
Ccases every year. .

This position supervises ons Admin Services Officer [ who supervises seven staffi one Management
Analyst 11, Accountent Tech II, Program Officer L, Supply Technicie Il and I, and two Accouating
Assistant TIs, The position also supervises one Management Analyst Il -'who supervises seven staff. one
Menagement Analyst II, two Accountant Tech IIs, one Accountant Tech I, two Accounting Assistant [Is,
and one Accounting Assistant Ils. :

Aftach a copy of the agency organizational chart to this form. Please circle this position.

Sea attached.

List the duties performed in this job. Assign a number fo each duty and estimate the percentage of
time spent on each duty (percentages should add to 100%). If it is not possible to estimate the
percentage of time spent in ench area daily, estimate the time on a weeldy, monthly, or annusl basis.

“If this i3 an existing position, please put an asterisl (%) next to each duty that is new.

; e e N Rt R
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Assist with the development and preparation of the Department’s biennial budget 25%
for assigned accounts — Under the direction of the CFO and using data provided
by the Director, Division Administrators and State Budget Office regarding
available resources, workload and volume of services needed to fulfill the
statutory purpose of the unit, prepare biennial budgets consistent with the
requirements of the Department of Administration Budget & Planning Division.
Budget preparation and apalysis must be accurate and mett the required deadlines.

HPD-19 (Rev. 1U12)
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In conjunction with the Budget end Fiscal Analysis Unit, supervise the preparation
of program budgets, spending plans, and projections for monthly financial and
Budget Status Reports, ’

«  Attend monthly budget meetings for assigned accounis with responsible
Administrators and their staff, Advise Administrators on status of cusrent fiscal
year and foture budget suthosity.

Advise the Deputy Chief Finenciel Officer of any areas of concemn and:

'recommended sppropriate work program requests and corrective action.

25%

Supervision

1. Mzanage the Accounting and Reporting sections for DETR Admin (including
ihe Procurement, Stockroom, contracting unit and inventory Unit), and the
Employment Security Division including the Benefit desk, and provide leadership
1o the staff, There are the new procurement/grants menagement and contract
manager positions. Since thess are new positions (or positions reassigned to these
new tasks) nobody has supervised them before.*

2. Train, sapervise and evaluate the performance of management staff, and
menage the training, supervision and evaluation of technical and clerical staff.

3. Advise the CFO, Director, Division Administrators and Bureau Chiefs in

25%

arcas of fiscal management and financial reporting 8s appropriaie,

Supervision of Financial Management's responsibility for developing, processing,
administering, and monitoring ell of DETR’s contrects while complying with
Stats requirements and DETR business needs and ensuring the contrected entitics
are treated frirly. Maintain contract logs and track remaining contract balances.
Meet with program staff to ideatify contracting needs and develop a course of
actioa to satisfy them. Ensure staff assists with preparing the Statement of Work
(SOW) and solicitation requirements as needed. FM contracting staff will also
“sut the contract together” and obtain the necessary signatures. FM staff will
gerve as the contract mangger when necessary and ensure fiscal administration of
the contracts is executed.) The integrated spproach linked to grants and centralized
in Financial Management concerning contract development, tracking, and
balances in collaboration with program staff is m:w."'ﬂtl

10%

Supervise the reconciliation of granis with contracts and ultimately to the
individusl budget accounts and octivities in accordance with the new Priorities
and Performance Based Budgeting (PPBB). There are approximately forty federal
grants over multiple years involving several hundred contracts with many funding
sources included. Inventory and document key date for all grants and make
available 1o ell interested parties. The PPBB itself is new. Currently, thers is no
legislatively approved PPBB or even performance meesurements in place. It
should also be mentioned the traditional lins budget is still in effect so this task is
not merely trading one budget methodology for another. The linking or
assooiation of grants to the funded contracts ig also pew for DETR. Completion
of task requires developing new procedures, training staff and re-orienting

15%

workload to a degres not previously done before.*

HPD-19 (Rav. 11112)
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7b.

What duties are performed that require the incombent to make choices, determinations, ot
judgments? Please give examples.

The number of different budget accounts and their size requires the incumbent to meke decisions
regerding employee work flow and workload, procedures, grant draws, checks and the gathering of
information for use in budget development and reporting. For example, the steps in processing 8
requisition have to be detailed with quality control measures considered and ensuring the appropriaie
budget account, funding source or grant is charged. The results have to be seconciled to internal and
exterpal reporting. As problems arise, funding levels change or are interrupted and audit findings occur
revisions in the workflow have to be made. Consequently, these decisions are continuously made in a
dynamic environment.

The incumbent has to build working relationships with division administrators, program chiefs, federal
officials and senior staff from other siate agenties. Consequently, there are daily decisions ebout what
issues to pursue, how to present DETR’s point of view and when to acknowledge the other party is
correct and then relato the results of these intesactions to FM & ‘and management. Assessing the
personalities and wants of the staff involved is challenging and one sojution does not work in all cases.

On their own initiative and also at the direction of senior management the incumbent must be able to
prioritize multiple tasks and completely stop work on one assignment and begin work on something else
at a moment’s notice. Accomplishing this tasl requires assessing duties and assignments to determine

deadlines, consequences and time needed to complete them end then considering all of these criteria in
assigning work to staff and/or performing it herself.

List the class titles and position control pumbers of all employees that are supervised by this

position.
Administrative Services Officer 1 (PCN 0120) Management Analyst I (PCN 0061)

mp2 01

Deseribe the extent of supervisory responsibility exercised over these employees.’
(Check appropriate boxes.) .

X Final selection X Work assignment X Performance appraisal X Discipline
X Training X Work review [} Other (specify):

sl

9.

10a.

List any licenses, certificates, degrees, or crcdentinls that are required by Iaw for this job.
None

List equipment which.is used that reguires specialized training.
None

List the name, title, and position control number of the position's supervisor.

Mark Costa, Administrative Services Officer IV, PCN 0004

HPD9 (Rev. LIND)



10b. Describe the type and extent of supervision received.

11.

Work product items, including federal, sate and internal reports end biennial budget submisstons, ere
reviewed and suggestions for improvements are made, Since the supervisor, PCN 0004, has overall
responsibility of the Financial Management Unit, this position keeps the supervisor apprised of progress,
problems, issues and opportunities affecting workflow and information products in the incumbent’s
assigned areas, The supervisor and this position will also review, discuss and develop courses of action
periaining to personnel development, and improving fiscal operations.

What statutes, laws, rules, procedures, or guidelines are used in performing assignments?
There are many regulations, laws and stetues which affect this position. Here are some of them.
Workforce Solutions ~ AB449 of the 2011 Legislature '

Employment Services - Wagner Peyser Act of 1933

Rehabilitation Division — Social Security Actof 1935

Federal/State Partnership — NRS 612

Worldorce Development — Federal Workdorce Investment Act of 1998

DETR Admin Services — NRS 232.910

Nevada Equal Rights Commission — NRS 613.405, NRS, 651.110 end NRS 1 18.110

Neveda State Administrative Manual

Nevada State Controller’s Office Accounting Policies and Procedures

Nevada State Budget Office Directives

HPD-19 (Rav. LAY}
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12.

13,

14,

‘What people are contacted in carrying out the dutics of this position? Explain the purpose of each
contact. The following people are contacted for the purposes fiscal management, accounting, busdgeting,
purchasing, contracting and grant administration.

Employment Security Division Administratos and two deputy administrators (Unemployment Insurance
and Workforce Development) .

Nevada Bqual Rights Commission Administrator

Information and Data Processing Administrator

Research & Analysis Division Administrator

Administrative Services Administrator (Assistant to the Director)

‘The following pecple are contacted for resolution of problems and inquiries.
Budget Analyst IV @ Budget Office

Professional Level Staff @ State Purchasing

Accountants @ State Controller’s Office

This position elso works extensively with federal program specialists from the Department of Labor
regarding the Resource Justification Mode{ (R1M) and grant fiscal reporting.

Describe any unusual physical demands or working conditions required in this job, ie., requires
frequent lifting or moving of office furniture, frequent exposure to hazardous materials, stc.
None.

Provide any additional information about the job which you consider to be important to the
classification, but which has not been previously mentioned.

This job requires to a lerge degree & combination of technical skill, supervisory expertise and diplomacy.
The technical skill is needed for myrisd of daily tasks involving accounting, purchasing, contracting, and
budgeting and information technology awareness to guide staff and ensure DETR fiscal operations are
uninterrupted, The staff engaged in various duties among different budget accounts and division requires
skilled and experienced supervision. Finally, {he incumbent must engage in diplomacy on & daily basis to
work with the large number of management and staff outside of FM to accomplish the DETR's mission.

The position is faced with & great deal of pressure from the following entities:
1. Federal Department of Labor: Grant regulations are complicated end require frequent adjustment. In
one case g particular grant had twenty modifications in one grant year. This position ensures revenue and
jtures comply with regulations and are reporied accurately every quarter. The Resource
Justification Model (RYM) is 8 massive data collection system that collects Unemployment Insurance
administrative expenditures used by this agency to operate the program. RIM data is ultimately used by
the Department of Labor to determine the amount of the Unemployment Insurance grant. This position is
responsible for completing the RTM and defending the calculations with their results from federal and
DETR officlals.
2. Employmeat Security and Administrative Division Menagement: This position responds to inquiries
and concemns from management regarding purchasing, budgeting, grants, and contracting issues.
Tustifications for unpopuler actions have to be provided in response to vociferous objections, Building &
strong working selationship with management is critical to the smooth operation of DETR despite the
sometimes trying circumstances.

HED-19 (Rev 1312
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What is prompting this request? if this is an existing position, state the significant changes in
duties and responsibilities which have been made in the Position since it was established of last
reviewed by State Personnel. if this is a new position, have there been additional responsibilities
placed on the organization? if yes, please explain. Attach documentation relative to legislation,
board/commission proceedings, new organizational goals, etc., if applicable,

The Nevada Division of Environmental Protection has consolidated and reorganized its' Clean Water
State Revolving Fund, Drinking Water State Revolving Fund, Brownsfield Revolving Fund, and AB198
jprogram into & new bureau entitled the Office of Financial Assistance, The reorganization allows for
greater operational efficiency, administrative coherence, and program flexibility. ‘The ASO IN functions
as the business manager in the Office of Financial Assistance for the Clean Water State Revolving Fund
and the Brownsfield Revolving Fund with direct responsibility for complex fiscal management,
budgeting, and accounting for over $200 million in federal grants, $130 million in general obligation and
leveraged bonds, $270 million in loans and contracts, and $5.5 million in administrative funds.

What position(s), if any, previously performed these new or additional duties? List class title and
pasition control number of position(s). (A separate NPD-19 may be required for these Positions.)

None.
Briefly describe the major purpose of this job.

The ASO I serves as the business manager for the Office of Financia) Assistance for the Clean Water
State Revolving Fund and Brownsfeld Revolving Fund for the Division of Environmental Protection,
The complexity and magnitude of fiscal and administrative responsibilities managed by the ASO DI
including budgeting, fiscal management, and accounting for federal grants, general obligation and
leveraged bonds, loans and contracis to municipalities, and administrative revenues and expenditures.
The ASO I is expected to manage and ensure resources are available and the programys maintain
liquidity and stability consistent with federal and state laws, rules, and regulations.

Attach a copy of the agency organizational chart to this form. Please circle this positior.

Copy attached.



O O

List the duties performed In this job. Assign a number to each duty and estimate the Percentage
of ime spent on each duty (percentages should add to 100%). If it is not possible to estimate
the percentage of time spent in each area daily, estimate the time an a weekly, monthly or
annual basis. If this is an existing position, please put an asterisk next to each duty that is new.

[ourv vo. ouTY FREQUENCY |

Administration and management of the financial resources and 25%
expenses for the Clean Water State Revolving Fund and the
Brownsfield Revolving Fund, to include preparation of complex work
programs and financial statements, proposing related legislation,
revising regulations. Review of complex and multifaceted projects for
adherence to federal and State requirements.

1

Administration and fiscal management of grants, contracts, bonds, and 259,
administrative revenues and expenditures. Analyze financial statements
end data, and forecast revenues and €xpenscs to ensure program
liquidity and stability. Identify problems, and develop and implement
solutions to problems.

Preparation, implementation, and control of the bieonia) budget, and 259,
coordination of federal and state audit responses, Provide expert
testimony as required to the Executive and Legislative branches of
state government and to the U.S. Environmental Protection Apgency.
Long-range budpet planning and analyzing and recommending
appropriate action on budgetary issues.

4 Amalyze work flow, set priorities, and develop policies apd 259,
procedures. Establish and monitor program goals comsistent with state
and federal law and Department and Division goals. Monitor internal
fiscal data systems to determine the accuracy of and to track contracts
and loans, expenses, revenues. Responsible  for creating,
implementing, monitoring and evaluating fiscal internal controls in
accordance with federal and state requirements. Manage daily
operations and technical activities.

6.

= =}

WVhat duties are performed that require the incumbent to make choices, determinations or
judgments? Please give examples.

Every duty listed requires the ability to:

» Make interpretations of federal and state law, regulations and other directives; defend those
interpretations;

* Establish priorities, monitor progress and workloads and, as necessary, redirect efforts of
individeal employees;
Coordinate efforts of individual employees to achieve the objectives and goals of the OFA;
Project future program parameiers and direction based on changes in State and fecderal laws;
determine needed procedural changes; set goals and time schedules to ensure compliance;

e Make procedural or accounting system changes as necessary, oversee implementatiors ;
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¢ Project and analyze federal and state revenue and expenditure trends, determine corrective
actions and initiate necessary budgetary or program chanpes;

® Make determinations on the mission, goals, and accomplishments; establish schedules and
oversee implementation;

» Evaluate and judge the success or failure of fiscal Systems, goals, or the mission; redirect or
change goals to result in achievement;

* Make determinations on matters of financial and operational policy.

List the class titles and position control numbers of all employees that work under the
supervision of this position.

Management Analyst ITI, PC #0506;
Management Analyst I, PC #0509

Describe the extent of supervisory responsibility exercised aver these employees. (Check
appropriate boxes.)

(2 Final selection® [ Work assignment & Performance appraisal Discipline
X Training Work review

* Requires Administrator's concurrence
List any licenses, certificates, degrees, or credentials that are required by law for this job.

Position requires a Bachelor's degree from an accredited college or university in business
administratior, accounting, finance or a related field.

List equipment which is used that requires specialized training.

This position relies heavily on a personal computer and must have working knowledge of various
software applications including, but not limited to, Microsoft Excel, Microsoft Word, and Access.
The position must have working familiarity with the State Financial Data Warehouse (DA WN), the
Nevada Executive Budget System (NEBS), IFS-HR Advantage, NEATS, Electronic Mail, and the
Internet. The position also uses a 10-key caleulator, telephone system, facsimile, and a copy machine
ona daily basis.

List the name, title and position conirol number of the position's supervisor.

Dave Emme, Chief, Environmental Programs, PC #0360
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10b. Describe the type and exent of supervision received,

11.

The position has a high degree of authority to make and implement decisions based on independent
determination and judgment.

What statutes, laws, rules, procedures or guidelines are used in performing assignments?

INRS 353
INRS 372
INRS 281, 284, elc.
NRS 333
NRS 444
INRS 444A
INRS 445A
INRS 445B
NRS 459
NRS 519A
NRS 590

Regulations/NAC:

Mutiple
40 CFR 31

40CFR 35
A-128
A-87
A-102
A-110

A-122
A-123
A-133

Federal Manuals;

State Financial Administration
Sales and Use Taxes

General and Personne] related statutes
Purchasing

Solid Waste

Recycling

Water Programs

Air Pollution

Brownfields

Mining Reclamation
Petrolenm

Rules for State Personne! Administration

State Administrative Manual

Divisions NAC

Uniform Administrative Requirements for Grants and Cooperative A greements
to State and Local Governments

State and Local Assistance

OMB Circular, Audits of State and Local Governmenis

Cost Priaciples for State and Local Governments

Grants and Cooperative Agreements with State and Local Governments

Uniform Administrative Requirement for Grant and Cooperative A greemeats
with Institutions of Higher Education, Hospitals, and other INon-Profit
Organizations

Cost Principles for Non-Profit Organizations

Internal Control Systems

Audit Requirements for State and Local Governments

EPA Automated Clearinghouse (ASAP) Payment System, Recipients Manual
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12.  What people are contacted in carrying out the duties of this position? Explain the purpose of
each contact.

* U.S. Environmental Protection Agency - Answer questions; pravide clarification and expert
testimony; provide additional information; defend actions or decisjons taken by the OFA,
Department of Administration - Same

Legislative Counsel Bureau - Same

State Controller - Same

Federal and State Auditors - Same

Division Staff - Same, as well as providing direction and guidance

OFA Staff - Same, as well as setting priorities, providing direction and guidance, discussing
goals, problems and other issues.

13.  Describe any unusual physical demands or working conditions required in this job, ie.,
requires frequent lifting or moving of office fumiture, frequent exposure to hazardous
mmaterials, etc.

MNone

14.  Provide any additional information about the job which you consider to be important to the
classification, but which have not been previously mentioned.

MNooe
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CLASSIFICATION STUDY GORRESPONDENCE/CONTACT AND 'INFOENIA! ION LOG

Study # 416-2-06

i DATE INFORMATION GATHEREDICOMMENTS—::_ INTIALS||
4/28/2006 Date Study Recelved "
575l gt § Pune.  Graams —
5p0 | Ml LN me & et Guu - “
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O New Paosition

STATE GC)NEVADA - POSITION QUESE:?NNAIRE

97 ’ L} D Existing Position
AGENCY ID NO. .510...cne.m.... ~-DEPARTMENT...Depanment of Motor Vehicles.... ... IVISION.... Adminisirative Services Division
PFOSITION CONTROL NO. ..CC4011. . EMPLOYEE NAME....Vacant oo e .
CURRENT CLASS TITLE.......Administrative Officer 11 ... " CLASS CODE.......7.27.......GRADE....39,...
(If existing position)}
REQUESTED CLASS TITLE... Administrative OMECr Hl..oooccoooevs ceccemeericererecse svss vsssicaissrncdCLASS CODET. 26 GRADE....41...,
GEOGRAPHIC LOCATION OF POSITION...Carson City DMV Officc ... s cevva, EMPLOYEE PHONE NO.....775-684.45[5.........

APPOINTING AUTHRORITY/EMPLOYEE CERTIFICATION

CERTIFICATION: 1 ceniify that | have read the information on page 1, and the statements provided in this NPD-19 are conreet and complete,

Chagped responsibiljlics weaewillflfs clTecied on 'J —.’.!n.o’. .....................

N Soma, A AR ( .. (y o P Signntuse of Appointing Awharity or
rmated Rep. Dale i

FOR COMPLETION BY BUDGET DIVISION ONLY
(Required for new pesliions and when NAC 284.116, subsection J applles.)

O Approved Efective Date (If change is approved by SInie PErsonnel)..... s serscssosenson O Disopproved

Date

FOR COMPLETION BY DEPARTMENT OF INFORMATION TECHNOLOGY
{Required when NRS 284.172 applies)

DEC 5 - 200' O Approved O Disapproved
a uerT. Or FERSOMMVEL
NEVAUR SO CITY, NEVADR .
Signoture

FOR COMPLETION BY STATE PERSONNEL AND BUDGET DIVISION
Agency 1D Ay

Pasition Effective D:} e.'..} ~Expire Date. Type.
Actlon

Part-time {Pereent) o emcmcssrmsrsenes j ( ﬁ

Class Code A Tt 0 - Grade

Class Optlon

Division Code TFC/Legislatlve Approval Requircd28N0 O Yes e
Date Recelved

INSTRUCTIONS TO APPOINTING AUTHORITY

Study Na ) q‘a e o OR_
Amalyst..... ST JNUVPUIN 3 - T .
ooy Jlefoal et = (2~

et

£\, Use the NPD-3 procedure.
O Submit Personnel Action form ond refer 10 NAC 284.... .,
subsection..........

Incumbent meets MQ's: O Yes O No

B3 Other

NPD-19 (Rev. 3-99)



NPD-19

1. What is prompting this request? If this is an existing position, state the significant
changes in duties and responsibilities which have been made in the position since it was
established or last reviewed by State Personnel. If this is a new pasition, have there been
additional responsibilities placed on the organization? If yes, please explain. Attach
documentation relative to legislation, board/commission proceedings, new
organizational goals, etc., if applicable.

This request is prompted by the growth of duties and responsibilities assigned to the
position. The position has wide and varied responsibilitics as an Administrative Services
Officer that fully and adequately justify the level of Class Specification being requested.
The Department is a new one that was created from the old Department of Motor
Vehicles & Public Safety “DMV & PS." The Administrative Services Division “ASD"
of the Department of Molor Vehicles “DMV" is a new Division created by combining
portions of the Division of Management Services and Programs from the old Motor
Vehicles Branch of DMV & PS with relevant partions of the old ASD from DMV & PS.
The new Department presently has more than 1000 authorized positions, 13 budgets, six
Divisions plus the Director’s Office and numerous Programs. The Facilities Management
responsibilities for the Division are quite extensive.

This position is an existing position within the Administrative Services Division and is
responsible for the development, implementation and planning of major and multiple
program budgets. The Department has more than $40,000,000 in legislatively approved
expenses and starting January 1, 2002 will be collecting more than $800,000,000 in
revenue in more than 13 budgets, The budgets are derived from complex and varied
sources including some General Funds, Highway Funds, Fees and Fines and Interest. The
funds are received through direct appropriation, authorization and through other less
visible means. The position is required to research and compile information on ail
aspects of these budgets. No other position in the Department has more complex and
diverse fiscal responsibility.

The position oversees the fiscal services section of the Administrative Services Division.
This section is responsible for the budget management of the entire Department, for all of
the accounts payables and receivables for the Depariment, for all bad checks, for the
collection of all revenue for the Department, for the purchasing and warchousing of
everything needed by a 1000 employee Department, for the distribution and collection of
mail, for the review and approval of numerous leases and inter-local agreements and for
the facilities management of 23 separate facilities statewide.

Npd-19 for ASO-Hl.wpd
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2. What position(s), if any, previously performed these new or additional duties?

The current position, Administrative Services Officer I, PCN 4011, performed some of
these duties. Others were performed by the Deputy Chief of ASD (an ASO-II) in the old
Departwent of Molor Vehicles & Public Safety.

3. Briefly describe the major purpose of this job.

The major purpose of this job is to manage the operations of the Administrative Services
Division. This entails the management of diverse and complex programs throughout the
state. The Administrative Services Division has numerous programs under the authority
of this position. Some examples of programs include the Payment by Credit Card
program, the Bad Check program and the Facilities leasing program. Each ofthe
Department’s Divisions have numerous programs thal require fiscal aversight by this
position. An example would be the new Gas Tax Collection Program being moved from
the Department of Taxation lo DMV effective January 1, 2002. This program is
responsible for collecting more than $300,000,000 in revenue for the State of Nevada, A
second example would be the collection of the Gavernment Services Taxes on behalf of
local entities in the amount of more than $200,000,000. The duties of oversight and
review are the responsibility ol this position. The Department has facilities and programs
in most communities in the slate. Each of these is impacled by the decisions made by this
position. The consequence of an error is extremely significant. An example from last
year was the lack of proper review and management of a revenue source that resulted in
$9,000,000 of General Fund monies being delayed in distribution. This had statewide
consequences. The posilion has a high degree of authority lo develop and implement
programs wilh litile or no oversight. An example will be the establishment of
Departmental fiscal policy related to the implementation of the state IFS as one of the
first actions taken by this position when it is recruited and placed.

4. Attach copy of the agency organizational chart to this form. Please circle this position.
Organizational Chart atlached.

5. List the duties performed in this job. Assign a number to each duty and estimate the
percentage of time spent on each duty (percentages should add to 100%). If it is not
possible to estimate the percentage of time spent in each area daily, estimate the time on
a weekly, monthly or annual basis. If this is an existing position, please put an asterisk

next to each duty that is new.

A Advise the Department’s divisions on the implementation of new programs,
unanticipated budget issues and deviations from Legislative intent. - 10%

Npd-19 for ASO-IL.wpd
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B. Review and approval of the Department’s and Division's fiscal notes during
legislative sessions ~ 10% (33% during legislative sessions)

C. * Establish and maintain Departmental fiscal policy - 10%

D. * Special Projects (One time aclivities) - 10%

L Assist the Compliance Enforcement Division with the transfer of the
collection of $300,000,000 in gas tax from the Department of Taxation to
the Department of Motor Vehicles and Public Safety.

1I. Prepare a comprehensive facilities plan addressing the Depariment’s needs
over the next twenty years.

M.  Oversee the implementalion of a bad check procedure that addresses the
need to remove aging receivables from the Department's fiscal books.

IV.  Oversee the finish of the implementation of the credit card program begun
in the last bieanium.

E. Develop a time line and Department wide procedures for the nex1 biennial budget.
Use the tlime line and the procedures developed to oversee the preparation of the
Department’s biennial budget. The budgets will be prepared by the individual
Divisions bul will be reviewed and scrutinized by the Budget Section of the
Administrative Services Division in the same manner as the Budget Division of
the Department of Administration and the Fiscal Analysis Division of the
Legistative Council Bureau. - 20%

F. * Oversee the management of the Fiscal Services Section of the Administrative
Services Division. - 15%

G. * Oversee the management of the Facilities Management of the Department. —
10%

H. * Oversee the collection of revenue by the Department. - 15%

6. What duties are performed that require the incumbent to make choices, determinations or
Judgemenis? Please give exaniples.

The fiscal duties are replete with examples. A small sample would be:

L The review of the Department’s Legislative fiscal notes.

Npd-19 for ASO-I.wpd
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. The establishment of Departmental fiscal policy including the
implementation of the Policies and Procedures for IS,

M.  The personnel management of the Administrative Services Division’s
employees.

IV.  The development of fiscal revenue projections for use by the State’s
school districts, NDOT and local and state government.

There are numerous others outside of the fiscal arena. Some examples would be:

a. The development of a comprehensive facilities plan for the Department’s
future needs over the next 20 years.

b. The development of closing procedures for the end of the fiscal year for
the Department.

(@)  List the class titles and position control mumber of all employees that work under the
supervision of this position.

DIRECT SUPERVISION (See Organization Chart)

Class Title BCN

ASO-U 0027

Budget Analyst I (2) CC4022,CC4023
Management Analyst [I 0004
Telecommunications Coordinator [ 0060

Program Assistant III CCo030

Stores Manager 0037

Nb) Describe the extent of supervisory responsibility exercised over these employees.

For those employees under direct supervision, the following supervisory
responsibilities are exercised:

Final Selection - Yes Performance Appraisal - Yes
Work Assignment - Yes Training - Yes
Work Review - Yes Discipline — Yes
8. List any licenses, certificates, degrees, or credentials that are reguired by law for this
Job.
Nane

Npd-19 for ASO-0L.wpd
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0. List equipment which is used that requires specialized training.
None

10(a) List the name, title and position control number of the position’s supervisor.
Dennis R. Colling, Chief of Administration, PCN — 0001

10(b) Describe the type and extent of supervision received.

The level of supervision is general administrative direction. The position reports to the
Administrator of a Jarge and complex Administrative Services Division. The autonomy
is extensive. The consequence of an error is significant for the Department, the various
Divisions within the Department and outside agencies such as school districts, NDOT and
local and state government. Work is reviewed only for end product completion.

11,  What statutes, laws, rules, procedures or guidelines are used in performing assignmenis?

NRS, NAC, Depariment Policies and Procedures, GAAP, State Budget Policy and
Procedures, State Personnel Rules and Regulations, State Treasurer’s Office Rules and
regulations, State Controller’s Office Rules and Regulations

12.  What people are contacted in carrying out the dutics of this position? Explain the
purpose of eacl contact.

DMY Division Administrators - to provide guidance and instruction for budgel
development and implementation, to ensure budgetary integrily is maintained, (o
authorize expenditures from the Administrator’s budget, to establish the fiscal policy for
the Department and each Division. As an example, the Department will submit a
Departmental Budget for the next biennium. This documnent will be the responsibility of
this position.

State Budget Director - to ensure that the Department and each Division properly
implement their respective biennial budget within the State parameters established. As an
example, the State Budpget Office requires that all budgets have fund maps. This position
will be responsible to ensure that this task is accomplished.

Legislative Council Bureau — all fiscal aclivities for the Depariment and the Divisions of

interest to the Legislative Council Bureau are required to be approved for content and
accuracy by this position. As an example, the Department and its various Divisions

Npd-19 for ASO-MM.wpd



developed approximately 50 fiscal noles in response to legislation that was introduced
during the last legislative session. This posilion will be responsible for the content and
accuracy of each of these fiscal notes.

Legislators — to provide fiscal information on Departmental issues and programs. This
information is provided without review.

Departmental and Divisional Fiscal Analysts — to provide instruction and duty
information for all Division Fiscal Analysts. Details the work performance level for
Fiscal Analysts within the Department. As an example, each Division is required to
provide a monthly budget status report for every budget account. This position
determines lhe acceptability of each of these reports,

Administrative Services Division Employees — to oversee the management of the day to
day operations of the Administrative Services Division.

Director and Deputy Director of the Department of Molor Vehicles — to ensure that the
Director and Deputy Director of the Department is fully cognizant of the fiscal status of
the Department and its various Divisions.

13.  Describe any unusual physical demands or working conditions required in this job.
None

14.  Provide any additional information about the job which you consider to be important to
the classification, but which have not been previously mentioned.

This position has a greal level of responsibility within the Department of Motor Vehic)es.
[ believe that the position has not been subject to a review since the position was created
as a part of the reorganization of the Motor Vehicles Branch of DMV & PS and certainly
not since the creation of the Depariment of Motor Vehicles, The Director and Deputy
Director of the Department will be able to add significant input to the validity of this
request.

Npd-19 for ASO-I.wpd
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STATE OF:(.JEVADA - POSITION QUESTIE INAIRE

000
NOV 082 o || New Position
: D Existi

“Wbiﬁ%ﬂ%h Existing Position
AR Do, 2381 DEPARTMENT Taxation . ... DIVISION Administralive Services
POSITION CONTROL NO. 1080 ... ... EMPLOYEENAME M. LynneMnack .. _
CURRENT CLASS TITLE Administative Services Officer il . CLASSCODE 7.216, GRADE 41 ..
(Yexisslig punicion)
REQUESTED CLASS TITLE Administrative Servicas Officer. IV CLASSCODE 7.213. .. GRADE 44
GEOGRAPHIC LOCATION OF POSITION Carson City ... EMPLOYEEPHONENO. 687-6671.. .

T T —

APPOINTING AUTHORITY/EMPLOYEE CERTIFICATION

CERTIFICATION: | certify that | have read the infarmation on page 1, and the statements provided in this NPD-19 gre correct and

compldie. Ch ‘ﬁﬁ ponsibilities were/will be effected on 12/1699 -

i VLG WAL~ D-2lezomn My Kideks — jolasleo

Sigmature of Appakaling Authorily o Designaled Represeniative Datc " Signature of Employee ’ "
\ FOR COMPLETION BY BUDGET DIVISION ONLY

(Required for zew positions sl whon NAC 284,126, subscetion 3 opplics.)
[[] Approved Effective Date (ir change is spproved by State Peztonnet)

FOR COMPLETION BY DEPARTMENT OF INFORMATION SERVICES
{Required when NRS 284172 applies

[0 Approved [ Disspproved

......................

Signoure . e

T e T W O e e
FOR COMPLETION BY STATE PERSONNEL AND BUDGET DIVISION

Agency 1D e
Position ... EffectiveDate | . ExpireDate | . ... Type e
Aclion e
Part-lime (Pereent) . h
Class Code .. ... e  NO. LA ’L/},Qu ...................... Grde .. ...
ClassOption _,__.........ccocouue..e.
DivisionCode IFC/Legislative Approvel Required? (N [ Yes
Die Reveived
n on =i T
INSTRUCTIONS TO APPOINTING AUTHORITY
[] Use the NPD-3 procedure.
StudyMNo ... SO0~ Q-0 oo
[ Submit Personnel Action form and refer o NAC
... subsection analyst _ Fgueld 7. pae _//7770/
Incumbent meets MQ's: [] Yes [JNo . )
! apwovee. /il .Date 4247291
[) Other Maww —
—— e

NPD-19 (Kev 393} '£
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What is prompting this request? If thl(,__ Jan existing position state the signilicant chnngq:iutics and responsibilities which have
been made in the position since it was established or Jast reviewed by State Personnel. [Fthis is a new position, have there been
edditional responsibilities placed on the organization? IF yes, please explain. Attach documentstion relative to legislation,
board/commission proceedings, new organizational goals, elc., if applicable.

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

found in severnl siates that all accounting, funclions including the responsibility. for recording and accountability for ravenues
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callected by the apency were under the Administrative Services Division. As.a result of our review the Department's Adm inistrative

Services Division underwent an orpanizational restructure: that now, includes the Accounting, Processing and Cancellations sections
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What position(s), il any, previously performed these new or additional duties? List class title and position control number of
position(s). (4 separate NPD-19 may be required for these positions)

Tax Division Manager - PCA03D0

.............................. amas¥ seai PEsssEssAgInIranananan LTI

Briefly describe the major puspose of this job.
The Administrative Services Officer acts as the chief administeative and financial officer for the Depariment.
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Altach a copy of the agency organizational chart to this form. Please circle this position.
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5.  List the duties performed in this job. Assign a number 1o each duty and estimate the percentage of time spent on each duty
(percentages should add to 100%). Ifit is not possible to estimate the percentage of time spent in each area daily, estimate the time on

a weekly, monthly or annual basis. 1f this is an existing position, please pul an asterisk next to each duty that is new.

Duty
Number

Duty

Frequency

The Administrative Services/Fiscal Division is comprised of (he following sections and areas of

responsibility, performed or supervised by the Administrative Services Officer 111

*l

Accounting/Processing/Cancellations Section ~ responsibility for these szctions include overseeing

45%

the depositing of all revenues collected by the Department (approx. $2.5 billion per fiscal yeas

received by approx, 125,000 accounts); posting of ail tax returns and documents; ensuring proper

recording within the ACES muoinframe system and the Controller’s IFS system; proper coding of

laxpayer business accounts, ensuring compliance with fee and bonding requirements; canceling

accounts, epsuring compliance with all debt and delinquency requirements; refunding cash bonds,

Time Certificales of Deposit and refunds of overpayment; processing adjustments involving the

accuracy of dola within the mainframe system on laxpayer accounts; coordinating the monthly and

quarterly roll deadlines of sales, use, business and excise taxes for finnl reconciliation and

distribution of taxes.

Tax Distributions and Statistics Section — quality control of fiscal activities; supervise the

10%

performance and maintenance, posting and reconciliation process of the sales, use, business and

excise taxes collected by the Dzpartment; ensure the timely and accurate distribution of all taxes to

the State General Fund, other Stale agencies and local govemnment entities. Oversee the preparation

of all statistical datn reporied on revenue collections and distributions for the Department; Annual

Report; revenue verifications and prajections as requested by the Budger office, LCB Fiscel and

Economic Farum and provide analysis , written responses and testimony on the same; prepare fiscal

notes and BDR's and provide review of fiscal accuracy of those prepared by other stafT.

11.

Budget Section — supervise the development, coordinetion, preparation, justification ond

administration of the Department’s bienninl budget; supervise development and moniloring of

division or program level budgets and cost allocations; monitor fiscal transactions and expenditure

levels; purchasing needs; budget projections; oversee preparation of monthly operating statements




Duty
Number

Duty

Frequency

reported to management. Includes facilities management and mailroom services for the entire sgency.

v,

Intemal Audit — in conjunction with the Executive Director, oversee the performance of the Auditor

%

{11 to ensure all intemnl controls for the accounting systems within the Department are documented,

periodically reviewed and reasonnble changes and recommendations are implemented; review

Legislative Audit responses; ensure requirements end deadlines of NR5218 are met.

Personnel Section — seview the processing of personnel and payroll documents; development of job

10%

specifications; general management of the personnel function to ensure fair and consistent hiring

praclices and adherance to the Rules for State Personnel Administration; payrol) projections, salary

savings projections,etc.

Vi,

Senior Citizens Property Tax Rebate Program - supervise the function of the senior property 1ax

5%

refund program; budgelary oversile; review ineligible stotus complaints; fraud coses; claimant

projections; budget preparation.

-5-
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What duties are performed that require the incumbent to make choices, delerminations orj;Jc.lgmenls? Please pive examples.

................
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1 Tax Administrator I, PCH 0306; Parsonnel Analyst 1), PC# 0533; Auditor 111, PCH#DI06.

...... Teesscn lemnda smneee LT T T T T e

.

Describe the extent of supervisory responsibility exercised over these employees. (Check appropriofe boxes,)

Final selection Work Performance 5 Performonce appraisol [ Other,

Training B Work review B4 Discipline

List any licenses, certificates, degrees, or credentials that are required by law for this job.

........ FETPTPe nimemnsas sews ama A
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List the name, title and position control number of the position's supervisor.

tq 1- 57T Y

.........................
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abilities and has the sutharity for implementation without supervisor.approval.

..........................

What statutes, laws, rules, procedures or guidelines are used in performing nssignments?

Administration, Deparmment of Taxatjon Policy and Procedures Manual.

meesesassa Iesssssn R RS e oneewEiEE

Whaot people are conlacted in camying out the duties of this position? Explain the purpase of each contacl,
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Describe any unusual physical demands or working conditions required in this job, i.e., requires frequent lifting or moving of office
fumiture, frequent exposure to hazardous materials, elc.
NA v b prions e i : omeemscnseras samsemmsmmscei

Provide any additiona} information about the job which you consider to be important to the classification, but which have not been
previously mentioned.
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Initials
October 25, 2000
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STATE OF NEVADA
Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE
ADMINISTRATIVE SERVICES OFFICER IV 44 A 7.218
ADMINISTRATIVE SERVICES OFFICER III 41 A 7.216
ADMINISTRATIVE SERVICES OFFICER I1 39 B 7.217
ADMINISTRATIVE SERVICES OFFICER 1 37 B 7.218
SERIES CONCEPT

Administrative Services Officers function as business managers for a depariment, large division or major
program area, with responsibility for accounting, budgeting and fiscal management. Additional responsibilities
are varied and include planning, organizing, coordinating and supervising work in two or more business
functions such as purchasing and warchouse operations; contracts and leases; human resources; Information
Technology; buildings and grounds maintenance; facilities management and construction; food and laundry
services; investments; vehicle utilization and maintenance; and/or communication equipment and office suppon
services.

Formulate, develop and monitor comprehensive agency and/or program budgets; research and compile
information regarding proposed purchases, expenditures and contracts; prepare and present oral and written
Justifications for budget proposals; compare expenditures against spending authority; approve transactions;
develop revenue and expenditure forecasts by analyzing historical fiscal data and trends and assessing program
needs.

Plan, organize and oversee agency/program accounting functions; develop, implement and revise policies and
procedures related to the collection and disbursement of funds; establish and monitor intemal control
procedures and reporting processes; oversee the development and enhancement of automated systems used to
maintain records and generate reports; prepare, review and distribute financial reports to management and
external agencies; assist internal and extemal auditors by providing requested informatian,

Work collaboratively with representatives of other State agencies, federal and local jurisdictions, regulatory
agencies, vendors, contractors and others in the community to coordinate activities, provide and obtain
information, resolve problems, and represent the interests of management,

Analyze and resolve operating and fiscal management problems; prepare, review and evaluate a variety of
materials including financial reports, budget status reports, contracts, leases and other documents in order to
identify problems and trends, develop solutions, and advise management on alternative courses of aclion;
research and interpret documentation related to assigned functions to determine applicable precedents,
regulations and/or administrative guidelines.

Oversee activities related to budgel, fiscal management and other assigned areas of responsibility to ensure
compliance with applicable laws, regulations, policies, administrative guidelines and standards.

Oversee the preparation and maintenance of comprehensive records related 10 budget, accounting, fiscal
management and other areas of responsibility, develop retention schedules and policies in accordance with legal
requirements and State regulations,

Identify, plan, and coordinate capital improvement projects; develop project specifications; evaluate bids:
present and defend project proposals and status reports; and monitor construction and repair activities.



ADMINISTRATIVE SERVICES OFFICER IV 44 A 7.215
ADMINISTRATIVE SERVICES OFFICER III 4] A 7.216
ADMINISTRATIVE SERVICES OFFICER I1 39 B 7.217
ADMINISTRATIVE SERVICES OFFICER I 37 B 7.218
Page 2 of 6

SERIES CONCEPT (cont'd)

Plan, organize and manage programs and activities in assigned areas of responsibility; develop and implement
goals and objectives; review and evaluate outcomes and results; assess program effectiveness and propose
enhancements to improve efficiency and effectiveness; develop innovative solutions to operational problems;
train, supervise and evaluate the performance of other personnel as assigned.

Perform related duties as assigned.

***************#**#**********i#*********#**#*##***#*****#*t#*##****tt##*##**************%t

ALLOCATION OF POSITIONS

Positions are analyzed and evaluated on the basis of seven established classification factors that include: the
nature of work performed; the knowledge, skills and abilities required; supervisory/managerial responsibility;
independent/supervision reccived; scope of responsibilily/consequence of ‘error; authority to take
action/decision-making; and personal contacts. In addition, positions are compared to Benchmark Descriptions
and to one another in relation to the size, number and type of accounts managed; the size and complexity of the
agency; the type and number of funding sources; the size and level of staff and the diversity of classes used by
the agency.

#*********##*****#**##***t#****#*************************t***#***#*#**************#***#***

CLASS CONCEPTS

Administrative Services Officer IV: Under general administrative direction, incumbents serve as the director
of administrative or support services for a large and complex department such as Corvections, Transportation or
Health & Human Services. Incumbents report directly to the department director or administrator of a large
division, which has many complex and diverse programs, multiple budget accounts and staff in multiple
locations throughout the State. Incumbents have a high degree of authority to make and implement independent
decisions without the supervisor's approval. The consequence of error is significant since incumbents provide
the highest level of administrative advice and support in critical areas of budget, fiscal management and
business operations. Positions allocated to this level may be expecied to direct, supervise and oversee the
activities of lower level Administrative Services Officers in addition to professional, technical and support staff.

Administrative Services Officer IIl: Under administrative direction, incumbents manege some or all of the
functions described in the series concept. Incumbents report to a department director or the administrator of a
large division which has complex and diverse programs offered at numerous locations in the State, They have a
high degree of authority to make and implement independent decisions not requiring the supervisor's approval,
Incumbents have a broad scope of responsibilities, and the consequence of an error in decisions is high. The
Administrative Services Officer I1I is distinguished from the Administrative Services Officer II level by greater
autonomy in decision-making, consequence of ervor, and the number and complexity of programs which the
department or division administers,

Administrative Services Officer II: Under general direction, incumbents manage some or all of the functions
described in the series concept. Incumbents in this class report to a department director or assistant director, a
division administrator or assistant administrator, or the director of a facility. Incumbents are responsible for
programs which are moderate in number, complexity and diversity. The degree of authority to make decisions is
more limited than is evidenced at the Administrative Services Officer I1{ level. The Administrative Services
Officer II class is distinguished from Administrative Services OFficer 1 by greater complexity of work, and
broader scope of responsibility.



ADMINISTRATIVE SERVICES OFFICER IV 44 A 7.215
ADMINISTRATIVE SERVICES OFFICER 111 41 A 7.216
ADMINISTRATIVE SERVICES OFFICER I 39 B 7.217
ADMINISTRATIVE SERVICES OFFICER 1 37 B 7.218
Page 3 of 6

CLASS CONCEPTS (cont’d)

Administrative Services Officer I: Under general supervision, incumbents manage some or all of the
functions described in the series concept. In a large department, division or major program area incumbenis
typically report to a higher level Administrative Services Officer and are responsible for smaller scale budgets
or programs for the agency. Or in a small agency, incumbents manage most of the functions described in the
series concept and typically report to a department director or deputy director.
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MINIMUM QUALIFICATIONS
SPECIAL REQUIREMENT:

* Pursuant lo 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.

ADMINISTRATIVE SERVICES OFFICER IV

EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in business
administration, accounting, finance or a related field and seven years of professional experience in
formulating, developing and analyzing agency budgets; fiscal management; and management of multiple
business operations, two years of which were equivalent to an Administrative Services Officer 111 in Nevada
State service; OR an equivalent combination of education and experience as described above, (See Special
Reguirement)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):

Working knowledge of: department funding sources and fiscal policies and procedures; specialized
auditing principles and practices applicable to governmental programs and activities; organizational
planning, budgeting, povernmental accounling, fiscal forecasting, contracting, purchasing, inventory
control, data processing and other business management areas. Ability te: ncgotiate solutions to problems
where compeling interesls and conflicting opinions exist; direct operations and activities related to the
agency's budget, fiscal control and business operations; make independent decisions requiring advanced
knowledge of fiscal management and budgeting; provide the highest level of technical advisement to
management in critical program areas; supervise and evaluate the performance of lower level
Administrative Services Officers and other professional staff: develop and implement long-range plans and
develop innovalive solutions to complex problems; plan, organize and coordinate multiple programs and
activities. Skill in: planning, organizing and managing broad and complex programs; and all knowledge,
skills and abilities required at the lower levels.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
Detailed knowledge of; State government and agency functions; departmental policies, administrative
guidelines and epplicable laws and regulations; legislative processes related 1o the department's budget
development, organizational structure, expenditure of funds and business operations. Ability to: exercise
managerial control in determining organizational structure, budget development and control, staffing, and
expenditure of funds.

ADMINISTRATIVE SERVICES OFFICER 11

EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in business
administration, accounting, finance or related field and five years of professional experience including two
years of responsibility for two or more major business operations such as grants administration, contract and



ADMINISTRATIVE SERVICES OFFICER 1V 44 A 7.215
ADMINISTRATIVE SERVICES OFFICER II1 41 A 7.216
ADMINISTRATIVE SERVICES OFFICER II 39 B 7.217
ADMINISTRATIVE SERVICES OFFICER 1 37 B 7.218
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MINIMUM QUALIFICATIONS (cont'd)
ADMINISTRATIVE SERVICES OFFICER IH (cont’d)

EDUCATION AND EXPERIENCE (cont’d)
lease administration, purchasing and warehouse operations, human resources, Information Technology, or
facilities maintenance and construction; and three years of experience formulating, developing and
analyzing agency budgets; and fiscal management, one year of which was equivalent to an Administrative
Services Officer I in Nevada State service; 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):

General knowledge of: organization and functions of State agencies; State administrative rules, statutes
and guidelines. Working knowledge of: the agency mission, programs, operations, policies and objectives.
Ability to: present reports, defend the agency budgel, and provide information and justifications to the
legislature as requested; research and analyze data impacting an agency's major business functions; establish
short- and long-range goals consistent with the mission and business needs of the agency; apply principles
of financial management to large and diversified budgets and programs; develop corrective action plans
consistent with applicable agency policies, legal requirements and legislative directives. Skill in: planning,
developing and monitoring diverse programs and business operations; developing clear objectives consistent
with departmental and State goals; principles and techniques used in planning, organizing, developing and
administering comprehensive programs which are subject 1o unprecedented circumstances; govermnment
administrative processes including budgeting, internal control procedures, policy development, planning,
problem solving, and management analysis; 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 required for Administrative Services
Officer IV)

ADMINISTRATIVE SERVICES OFFICER II

EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in business
administration, accounting, finance or related field and four years of professional experience including two
years of responsibility for major business operations/functions such as grants administration, contract and
lease administration, purchasing and warehouse operations, human resources, Information Technology or
facilities maintenance and construction; and two years of experience formulating, developing and analyzing
program or agency budgets; and fiscal management; one year of which was equivalent to an Administrative
Services Officer | in Nevada State service; 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: organizational structure and programs administered by the agency; laws, rules and
guidelines specific to assigned areas of responsibility; State budgeting principles and practices; accounting
principles and practices; contract preparation and management; principles of sound business management;
supervisory and training techniques. Ability to: plan, organize and oversee the work of professional,
technical and support staff; train, supervise and evaluate the performance of employees working in a wide
range of functional areas; identify and prioritize program needs and organize work activities accordingly;
advise and direct management regarding fiscal issues; plan, develop and maintain budgetary and financial
reports related to business operations, revenues and expenditures, and contract reviews; develop and
implement comprehensive budgets for an agency or major program. Skill in: organizational planning,



ADMINISTRATIVE SERVICES OFFICER IV 44 A 7.215
ADMINISTRATIVE SERVICES OFFICER II1 41 A 7.216
ADMINISTRATIVE SERVICES OFFICER II 39 B 7.217
ADMINISTRATIVE SERVICES OFFICER 1 37 B 7.218

Page 5of 6

MINIMUM QUALIFICATIONS (cont'd)

ADMINISTRATIVE SERVICES OFFICER I

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (cont'd)

budgeting, fiscal forecasting, contracting and purchasing; 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 required Jor Administrative Services
Officer 111.)

ADMINISTRATIVE SERVICES OFFICER 1

EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in business
administration, accounting, finance or related field and three years of professional experience including two
years of responsibility for major business operations/functions such as grants administration, contract and
lease administration, purchasing and warehouse operations, human resources, Information Technology or
facilities maintenance and construction; and one year of experience formulating, developing and analyzing
program ar agency budgets and/or conducting statistical/economic data collection, analysts and research
involving the application of advanced statistical, mathematical and economic principles and research
modeling; OR one year of experience as a Budget Analyst II or Economist 1T in Nevada State service
performing duties as described above; OR two years of experience as a Management Analyst 1 in Nevada
State service performing duties as described above; OR an equivalent combination of education and
experience as described above. (See Special Notes and Requirement)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):

Geners! knowledge of: budgeting principles and practices; accounting principles and practices.  Ability
to: read and interpret financial documents such as statements, budgets, contracts and reporis related to
business processes; read, interpret and apply rules, regulations and statutes 1o delermine and ensure
compliance and provide dircction 1o management and staff; write clear and concise policies, procedures,
reports and justifications using correct English grammar, vocabulary, spelling and punctuation;
communicalte orally to instruct, advise or persuade management, staff and others regarding budpget requests,
policy interpretation, fiscal status and business operations; train, supervise and evaluate the performance of
assigned personnel; establish and maintain cooperative and effective working relationships with
management, staff, vendors, auditors and the public; research, organize and analyze data related to budget,
fiscal management and business operations; operale a personal computer including spreadsheet, database
and word processing software; identify and resolve operating and fiscal management problems; analyze data
and formulate logical conclusions and recommendations; exchange ideas, information and opinions with
others to define problems, concerns and objectives related to budget, finance, administration and internal
controls. Skill in: mathematical calculations and computer applications sufficient to develop complex
financial and statistical models, prepare financial reports, make fiscal projections and analyze fiscal data.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
(These are identical to the Entry Level Knowledge, Skills and Abilities required Jor Administrative Services
Officer 11)

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 series.
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STATE OF NEVADA
Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE
ADMINISTRATIVE SERVICES OFFICER IV 44 A 7.215
ADMINISTRATIVE SERVICES OFFICER III 41 A 7.216
ADMINISTRATIVE SERVICES OFFICER II 39 B 7.217
ADMINISTRATIVE SERVICES OFFICER 1 37 B 7.218
BENCHMARK DESCRIPTIONS

Positions are analyzed and evaluated on the basis of seven eslablished classification factors that include: the
nature of work performed; the knowledge, skills and abilities required; supervisory/managerial responsibility;
independent/supervision received; scope of responsibility/consequence of error; authority to take action
action/decision-making; and personal contacts. In addition, positions are compared to Benchmark Descniptions
and to one another in relation to the size, number and type of accounts managed; the size and complexity of the
agency; the type and number of funding sources; the size and level of staff and the diversity of classes used by
the agency.

The following benchmark descriptions are representative examples of positions classified at various levels in
several user agencies, but they are not intended to be all-inclusive. Allocation of new or existing positions not
described below must be determined by a review of the nature and complexity of work performed; the
knowledge, skills and  abilities  required;  independence/supervision  received: scope  of
responsibility/consequence of eror; authority to take action/decision-making; and personal contacls necessary
to complete work,

ADMINISTRATIVE SERVICES OFFICER IV

Department of Corrections, Fiscal/dccounting Division: Under the direction of the Deputy Director of

Support Services, the incumbent serves as the Chief of Fiscal Services for the Department of Corrections.
Primary areas of responsibility include fiscal and budget administration, contract administration, purchasing
and procurement, legal compliance, program management and division administration. The incumbent
ensures the development of administrative, operational, financial, budget records and reports; policy
evaluation, oversight, coordination and planning functions, which include the Executive Budget and private
funds budpets, and ensuring mandated projects are successful, The incumbent provides representation to
other State, legislative, federal and non-governmental agencies regarding the fiscal issues of the department.
Fiscal duties include detailed cost analysis, budget expenditure projections, purchasing, contract negotiation
and administration, and establishment of internal controls and procedures. The incumbent is responsible for
a budget in excess of $296 million and directly supervises one Administrative Services Officer III, one
Accountant I, eight Administrative Services Officer II's, and one Administrative Assistant I1.

Department of Health & Human Services, Health Division: Under the direction of the Division's Deputy

Administrator, the incumbent is responsible for the management of the fiscal and support services of the
Health Division. The incumbent provides oversight on the performance of a wide range of functional areas
to include purchasing, contracts, budgeting, fiscal management, accounting, business operations, internal
controls, biennial budget development, and manages the preparation of annual federal grant application
packages, writing work programs and budget revisions. The incumbent also provides oversight and
operation of the Division's information technology section to ensure the Division has the necessary
information technology resources to operate at both the administrative and programmatic levels; ensures
information technology strategies and planning are performed in conjunction with the State's Department of




ADMINISTRATIVE SERVICES OFFICER IV 44 A 7.215
ADMINISTRATIVE SERVICES OFFICER III 41 A 7.216
ADMINISTRATIVE SERVICES OFFICER 11 39 B 7.217
ADMINISTRATIVE SERVICES OFFICER ] 37 B 7.218
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BENCHMARK DESCRIPTIONS (cont’d)

ADMINISTRATIVE SERVICES OFFICER 1V (cont'd)

Department of Health & Human Services, Health Division (cont’d)

Information Technology puidelines and federal requirements. The incumbent directly supervises one
Administrative Services Officer II, one Information Systems Manager 111, one Management Analyst 111, and
one Auditor l1.

ADMINISTRATIVE SERVICES OFFICER !I

Department of Public Safety Emergency Management Division: Under the direction of the Division’s
Deputy Chief, the incumbent is responsible for all fiscal and budgetary duties of the division’s eight budget
accounts and federal funding resources in excess of $175 million. The incumbent reviews, approves and
provides oversight of budget preparation and management to include preparing oral and written Jjustification
for the budget proposals to executive and legislative branches of government. The incumbent develops and
implements policies, procedures and internal controls for sub-grant management, sub-grant audits, internal
agency audits, external agency audits, and federal grant reconciliation/oversight for State and federal
reporting purposes; and provides agency coordination of federal grant requirements relative 1o all federal
grant programs managed by the agency. The incumbent supervises one Administrative Services Officer I,
one Accountant Technician III, one Administrative Assistant Il and one Administrative Assistant 1.

Department of Health & Human Services, Mental Health & Developmental Services Division: Under the
direction of the Deputy Direclor, the incumbent is responsible for the fiscal and budgetary duties of budget
account 3648, Rural Clinics Community Outpatient Services which provides mental health services
throughout the rural areas of the State in the areas of outpatient therapy, case management, medication
clinics, psychosocial rehabilitation and supportive housing. The incumbent administers budget planning,
development and preparation, monthly financial and service reporting, billing and collection for services
provided, purchasing, accounts payable, payroll management, auditing, trust accounts, inventories, contract
negotiation, preparation and monitoring for contracts ranging from psychiatrists to office space or janitorial
services. The incumbent is also fiscally responsible for making funding decisions based on the grant
awards, prepares monthly, quarterly and annual reports as well as aids with the financial aspect of grant
applications; and acts as a financial and business consultant to the agency administrator and clinic directors.
Duties require significant knowledge of State and federal financial laws and regulations with a high degree
of consequence of error and complexity. The incumbent directly supervises two Management Analyst I
positions and one Management Analyst III position.

ADMINISTRATIVE SERVICES OFFICER II

Department of Public Safety, Records & Technology Division: Under the direction of the Chief of the

Division of Records & Technology, the incumbent is responsible for providing management and fiscal
oversight for the Division and its related four budget accounts. The incumbent administers the development
and maintenance of the policies and procedures, fiscal and budgetary administration and data oversight for
the department. Fiscal duties include detailed cost analysis, budget expenditure projections, purchasing,
contract negotiation and administration and the establishment of intemal control procedures; and policy and
administrative decision making in response to changing regulatory requirements. The incumbent makes
independent determinations and recommendations on administrative, fiscal, and budget matters. The
incumbent serves as the fiscal liaison between the Division's administrations, Department of Public Safety
Administration and the State Budget Division. The incumbent supervises one Management Analyst L, one
Accountant Technician II, one Accounting Technician I, two Accounting Assistant [I's, and one
Administrative Assistant II.
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BENCHMARK DESCRIPTIONS (cont'd)

ADMINISTRATIVE SERVICES OFFICER I

Department of Health & Human Services, Health Division:
Manager, the incumbent is responsible for the overall accounting,
programs for the Public Health Preparedness Program Bureau.

prepares and monitors comprehensive program biennial budgets
programs, contract agreements, overal! accuracy of coding and utilizat
tracks and reports for three federal grants and provides oversight of sub
monitoring. The incumbent approves all expenditures and ensures co
guidelines; delermines appropriateness of budget items; tracks ex
authority; rescarches proposed purchases, expenditures,
purchasing is utilized; monitors interna! control docume

Under

o & - 3

1.215
7.216
7.217
7.218

the direction of the Health Program
budgeting and fiscal management of
The incumbent formulates, develops,
and all associated documents, work
ion of program funds; develops,
-grant agreement preparation and
mpliance with State and federal
penditures against existing State spending
and contracts to ensure the appropriate method of
nts to ensure documents are complete, current, and

in compliance with all applicable regulations and requirements. The incumbent also acts as fiscal liaison for
the programs by working collaboratively with local and State agencies, federal representatives, vendors and
contractors. The incumbent supervises one Grants & Projects Analyst 1, one Management Analyst I and one

Accounting Assistant III.

These benchmark descriptions are used for classification, recruitment and examination purposes. It is not to be

considered a substitute for work performance standards for positions assigned to this series.

7.215 7.216

ESTABLISHED: 12/14/07PC 12/14/07PC

1217

12/14/07PC

1.218

12/14/07PC



Pautine Beigel, Administrative Services Officer Il, 7.217
Nevada Depariment of Transportation, District |, Administration
Personnel Commission Meeting -- September 7, 2018

Appellant
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Exhibit 1



Signature Payment Voucher
Authorization per  Authority per
Budget Employees purchase invoice Programs
Purchasing, Contracts/Leases,
ASOIl 2001 Study $23,000,000 349 $500 $5,000 Personnel, IS, B&G, Vehicles
Above, plus TMC, new facilities, new
crews, Safety & Training, CDL Third

now--2017 $42,000,000 485 $1,000 $10,000 Party, EMC, EOC, LV Roads,
increase: $18,000,000 136 $500 $5,000 Stormwater, NEATS timekeeper
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Budget Reports - District 1

Nevada 8/15/2018
DOT:

Budget Org | Budget Org Name Budget Auth Amount | Obligated Amount | Uncommitted Amount | Encumbrance Amount

BO9M COMMUNICATIONS LAS VEGAS $127,719.50 $142,098 27 -$15,278.77 $0.00
BOYS COMMUNICATIONS TONOPAH $91,645.00 $64,903 95 $26,741.05 $0.00
B101 LAS VEGAS DISTRICT ADMIN $5,250,080.45 $2,783,488 84 $2,466,591 61 $0.00
8104 TONOPAH DISTRICT ADMIN $438,120.00 $419,152 31 $18,967.69 $0.00
B196 BETTERMENTS LAS VEGAS $673,149.40 $521,096 82 $152,052 58 $0.00
B197 BETTERMENTS TONOPAH $1,414,425.00 $1,409,704 88 $4,720.12 $0.00
B198 MAINTENANCE LAS VEGAS $10,406,355.38 $10,782,325 80 -$375,970.42 $0.00
B199 MAINTENANCE TONOPAH $2,498,249.00 $2,447,846.13 $50,402.87 $0.00
B701 LV DISTRICT STOCKROOM P&S $0.00 $113,185.28 -$113,185 28 $0.00
B705 TONOPAH DIST STOCKRM P&S $0.00 $70,104.22 -$70,104 22 $0.00
B711 LAS VEGAS DISTRICT STOCKRM $167,379.5¢ $211,526.09 -$44,146 50 $0.00
B715 TONOPAH DISTRICT STOCKROOM $89,752.00 $96,741.46 -$6,989.46 $0.60
B721 LAS VEGAS DIST REPAIR SHOP $2,243,785.63 $2,118,828.71 $124,956.92 $0.00
B725 TONOPAH DIST REPAIR SHOP $708,266.00 $711.974.21 -$3,708 21 $0.00
Grand Total $24,108,926.95 $21,893,876.97 $2,215,049.08 $0.00

Fiscal Year is equal io 2001

and Budget Org is equal to B061 , B091 , B085, B101, 8104, B196 , B197, B1968 , 8199, B700 , B701, B705,B710, B711,B715, B720,
B721,B725

and Budget Calegory is equal to 01,02, 03, 04,05, 06,09, 10, 36

Page 1
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Nﬁv g % a
Budget Org | Budget Org Name
B0G1 TRAFFIC MANAGEMENT CENTER
BO91 COMMUNICATIONS LAS VEGAS
B09S COMMUNICATIONS TONOPAH
B101 LAS VEGAS DISTRICT ADMIN
B104 TONOPAH DISTRICT ADMIN
B196 BETTERMENTS LAS VEGAS
B197 BETTERMENTS TONOPAH
B198 MAINTENANCE LAS VEGAS
B199 MAINTENANCE TONQPAH
B700 SOQUTH LV DIST STOCKROOM P&S
B701 LV DISTRICT STOCKROOM P&S
B705 TONOPAH DIST STOCKRM P&S
B710 SQUTH LV DIST STOCKROOM
B711 LAS VEGAS DISTRICT STOCKRM
B715 TONOPAH DISTRICT STOCKROOM
B720 SOUTH LV DIST REPAIR SHOP
B721 LAS VEGAS DIST REPAIR SHOP
B725 TONOPAH DIST REPAIR SHOP
Grand Total

Fiscal Year is equal to 2018

Budget Reports - District 1

Budget Auth Amount | Obligated Amount | Uncommitted Amount
$825,707.00 §647,259.84 $178,447.16
$215,182.00 $224,801.56 -$9,619.56
$102,293.00 $105,282 44 -$2,989.44

$12,913,180.00 $11,3288,620.37 $1,524,559.63
$624,698.00 $654,074.76 -$29,376.76
$1.717,914.00 $1,533,913.21 $184,000.79
$1,777,404.00 $1,792,297 .10 -$14,893 10
$15,213,070.00 $15,741,776.56 -$528,706.56
$3,754,348.00 $3,723,835.97 $30,512.03
$0.00 $1,524.03 -$1,524.03

$0.00 -$21,773.51 $21,773.51

$0.00 -$17,772.83 $17.77283
$133,900.00 $91,369.80 $42,530.20
$178,710.00 $191,401.56 -$12,691 56
$112,766.00 $112,998 37 -$232 37
$984,770.00 $774,041.19 $210,728 81
$2,858,134.00 $2,793,396.70 $64,737.30
$1,045,012.00 $937,882 44 $107,129.56
$42,457,088.00 $40,674,929.56 $1,782,158.44

8/15/2018

Encumbrance Amount
$0.00
$297.00
$0.00
$188.41
$0.00
$0.00
$0.00
$59,874.62
$10,999.82
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$481.00
$0.00
$71,840.85

and Budget Org is equal to B061 , B081, B0®5 , 8101, B104 , B196, B197 , B198, B199, B700, B701, 8705, B710, B711, B715, B720,

B721, 8725

and Budget Category is equal 1o 01,02, 03, 04,05, 06,09, 10, 36

Page 1
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Budget Categories and Organizations

District | Budget Categories = 8

(Personnel Services, Out of State Travel, In State Travel, Operating, Equipment,
Buildings/Improvements, Honor Camp Payments, Traffic Management Center)

District | Budget Organizations = 18

(B061, B091, BO95, B101, B104, B196, B197, B198, B199, B700, B701, B705,
B710, B711, B715, B720, B721, B725)

Added since 2001 study: B061, B700, B710, B720 (TMC, Stockroom, Equipment Shop)

District | Spending Organizations = 66

{Spending Organizations are located throughout Clark County and Nye County
including multiple Las Vegas locations, Tonopah, Alamo, Glendale, Mountain Springs,
Searchlight, Mt. Charleston, Panaca, Beatty, Big Smokey, Blue Jay, Goldfield, Mina, and
Montgomery Pass. There are 3 separate Equipment Repair Shops and 3 Stockrooms. The
Construction Crews have trailers that are moved to jobsites.)

Approximate Number of Employees with Spending Authority in District | =85

(Director, Assistant Directors, District Engineer, Assistant District Engineers,
Stockroom staff, Resident Engineers, Assistant Resident Engineers, Maintenance Managers,
Supervisors 2 and 1, Equipment Repair Shop staff, Communications staff)

Utility Accounts approximate count = 600

Electricity =~ 450
Water =~ 125
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NEVADA DEPARTMENT OF TRANSPORTATION

Listing of Budget / Spending Organizations (Numerical Order)

Reportin Budget |[Spendin
Rofl)up ° Orgi; Orr)g ° S
DST1 B061 A061 TRAFFIC MANAGEMENT CENTER
DST1 B091 C091 COMMUNICATIONS LAS VEGAS
DST1 B095 C095 COMMUNICATIONS TONOPAH
PST1 B101 C101 LAS VEGAS DISTRICT ADMIN
DST1 B104 C104 TONOPAH DISTRICT ADMIN
DST1 B196 C196 BETTERMENTS LAS VEGAS
DST1 B197 c197 BETTERMENTS TONOPAH
DST1 B198 C102 LAS VEGAS FACILITIES CREW
C112 LV LIGHTING REPAIR
C113 LV HIGHWAY LIGHTING
C118 LAS VEGAS YARD STORM WATER INSP CREW
C121 LV YARD STOCKPILE CONTROL
C122 ALAMO MAINT CREW
C124 GLENDALE MAINT CREW
C126 MOUNTAIN SPRING MAINT CREW
c127 SEARCHLIGHT MAINT CREW
" c129 CHARLESTON MAINT CREW
(<D C130 SOUTH L V YARD AND STOCKPILE CONTROL
W c140 L V SIGN CREW
g Ci1 L V STRIPING CREW
" C142 L V STRIPING CREW
(2) C145 L VLANDSCAPE CREW
§ C150 . V MAINTENANCE CREW
£ [c1st L V MAINTENANCE CREW
g C152 L V MAINTENANCE CREW
C153 L V MAINTENANCE CREW
C154 L V MAINTENANCE CREW
C155 LV BRIDGE MAINT CREW
C157 LV NIGHT MAINT CREW
C158 LV STORM WATER MANAGEMENT
C159 LAS VEGAS SWEEPING CREW
C160 LAS VEGAS MAINTENANCE CREW
C178 PANACA MAINT CREW
Y:\Personnel\
District | Org List - Numerical Order.xlsx 1of2

8/15/2018



C179 LAS VEGAS STORM WATER MAINT CREW
DST1 B199 C105 TONOPAH SERVICE CREW
Ci20 TONOPAH YARD STOCKPILE CNTRL
c123 BEATTY MAINT CREW
E C143 TONOPAH STRIPING CREW
g C147 TONOPAH LANDSCAPE CREW
E C169 TONOPAH SW MAINTENANCE CREW
i C170 TONOPAH MAINT CREW
(2) C171 TONOPAH MAINT CREW
% C172 BIG SMOKEY MAINT CREW
e C173 BLUE JAY MAINT CREW
g C175 GOLDFIELD MAINT CREW
C176 MINA MAINT CREW
C177 MONTGOMERY PASS MAINT CREW
DST1 B700 C700 SOUTH LV DIST STOCKROOM P&S
DST1 B701 C701 LV DIST STOCKROOM P&S
DST1 B705 C705 TONOPAH DIST STOCKRM P&S
DST1 B710 C710 SOUTH LV DIST STOCKROOM
DST1 B711 C711 LAS VEGAS DIST STOCKROOM
DSTH1 B715 C715 TONOPAH DIST STOCKROOM
DST1 B720 C720 SOUTH LV DIST REPAIR SHOP
DST1 B721 Cc721 LAS VEGAS DIST REPAIR SHOP
DST1 B725 C725 TONOPAH DIST REPAIR SHOP
Cco02 CONSTRUCTION CREW LV
C903 CONSTRUCTION CREW LV
C906 CONSTRUCTION CREW LV
Co14 CONSTRUCTION CREW LV
C915 CONSTRUCTION CREW LV
C916 CONSTRUCTION CREW LV
€922 CONSTRUCTION CREW LV
C9o26 CONSTRUCTION CREW LV
€929 CONSTRUCTION CREW STATEWIDE
Ca931 DISTRICT TESTING CREW LV

Y:\Personnel\
District | Org List - Numerical Crder.xlsx

20f2

8/15/2018
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Agency Owned Property and Contents Schedule District |
Date: 11/10/16 11:10 AM
Budget Period: 2017-2019 Biennium (FY18-19)

BA

4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660

Address

111-MOUNTAIN SPRINGS GARAGE NDOT (null, Mountain Springs)
1582-GOLDFIELD MAINENANCE STATION NDOT (null, Goldfield)
1583-GOLDFIELD FUEL DEPOT NDOT {4th St & South St, Goldfield)
1584-BEATTY MAINTENANCE STATION NDOT {US-95, Beatty)

1608-TONOPAH MAINTENANCE STATION NDOT (null, Tonopah)
1610-TONOPAH CREW OFFICE BLDG NDOT (null, Tonopah)

1611-TONOPAH VEHICLE STORAGE WEST NDOT (null, Tonopah)
1612-TONOPAH FUEL DEPOT NDOQT (805 Erie Main St, Tonopah)
1613-TONOPAH MATERIAL STORAGE BUILDING NDOT (null, Tonopah)
1614-TONOPAH SAND STORAGE NDOT (null, Tonopah)

1615-MINA MAINTENANCE STATION NDOT (null, Mina)

1616-MiNA FUEL DEPOT NDOT (US95 MN mi 15.7, Mina)

1637-MONTGOMERY PASS MAINTENANCE STATION NDOT {Hwy 6, Montgomery Pass)
1638-MONTGOMERY PASS VEHICLE STORAGE NDOT (Hwy 6, Montgomery Pass)
1639-MONTGOMERY PASS FUEL DEPOT NDOT (US Hwy 6 ES mp 8.37, Montgomery Pass)
1640-MONTGOMERY PASS HOUSE 1 NDOT {Hwy 6, Montgomery Pass)
1641-MONTGOMERY PASS DOUBLE GARAGE NDOT (Hwy 6, Mantgomery Pass)
1719-AMARGOSA COMFORT STATION 1 NDOT {US95 & SR373, Amargosa Valley)
1720-AMARGOSA COMFORT STATION 2 NDOT {null, Amargosa Valley)
1721-AMARGOSA PUMP HOUSE NDOT (null, Amargosa Valley)

1724-BOULDER CITY WELCOME CENTER NDOT (null, Boulder City)
1725-BOULDER CITY COMFORT STATION NDOT (null, Boulder City)
1726-BOULDER CITY BIG RAMADA NDOT (null, Boulder City)

1727-BOULDER CITY SMALL RAMADA NDOT {null, Boulder City)
1730-MESQUITE WELCOME CENTER NDOT {null, Mesquite)

1731-MILLER'S POINT COMFORT STATION NDOT (null, Miller's Point)
1732-MILLER'S POINT PUMP HCUSE NDOT {null, Miller's Point)

1742-PREFAB BUILDING {null, Montezuma Mtn)

1745-PREFAB BUILDING (null, Sobre Peak)

1746-PREFAB BUILDING (null, Warm Springs)

1751-ALAMO MAINTENANCE STATION NDOT (null, Alamo)

1752-ALAMO FUEL DEPOT NDOT (U593 1 mi N. Alamo, Alamo)

1753-BIG SMOKEY FUEL DEPOT NDOT (SR 376, Big Smokey)

1754-BIG SMOKEY MAINTENANCE STATION NDOT {null, Big Smokey)}

1755-BIG SMOKEY HOUSE 1 NDOT (null, Big Smokey)

1756-BIG SMOKEY HOUSE 2 NDOT (null, Big Smokey)

1757-BIG SMOKEY HOUSE 3 NDOT {null, Big Smokey)

1758-BIG SMOKEY PUMP HOUSE NDOT (null, Big Smokey)

1759-BLUE JAY MAINTENANCE STATION NDOT (null, Blue Jay)

1760-BLUE JAY FUEL DEPOT NDOT (US 6, Blue Jay)

1761-BLUE JAY HOUSE 1 NDOT (null, Blue Jay)

1762-BLUE JAY HOUSE 2 NDOT (null, Blue Jay)

1763-BLUE JAY HOUSE 3 NDOT {null, Blue Jay)

1764-BLUE JAY HOUSE 4 NDOT (null, Blue Jay)

1765-BLUE JAY GARAGE 1 NDOT (null, Blue Jay)

1766-BLUE JAY GARAGE 2 NDOT {null, Blue Jay)

Sq. Ft.
500
6,220
144
4,940
11,765
2,913
10,225
150
1,344
2,080
2,352
140
2,704
1,813
150
956
400
240
240
240
1,764
560
888
504
1,767
350
120
120
150
96
7,222
215
225
5,658
1,056
1,056
1,056
80
2,548
180
1,040
1,040
1,200
1,200
504
504

Yrl val

58,640
729,481.60
16,888.32
579,363.20
1,379,799.20
341,636.64
1,199,188
17,592
157,624.32
243,942.40
275,842.56
16,419.20
317,125.12
212,628.64
17,592
112,119.68
46,912
28,147.20
28,147.20
28,147.20
206,881.92
65,676.80
104,144.64
59,109.12
207,233.76
41,048
14,073.60
14,073.60
17,592
11,258.88
846,996.16
25,215.20
26,388
663,570.24
123,847.68
123,847.68
123,847.68
9,382.40
298,829.44
21,110.40
121,971.20
121,971.20
140,736
140,736
59,109.12
59,109.12



4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660

1772-INDIAN SPRINGS MAINTENANCE STATION NDOT {null, Indian Springs)
1773-INDIAN SPRINGS STORAGE BUILDING NDOT (null, Indian Springs)
1774-INDIAN SPRINGS SHED NDOT {null, Indian Springs)

1775-LAS VEGAS TRAINING BLDG - BLDG B NDOT {null, Las Vegas)

1776-LAS VEGAS RIGHT OF WAY OFFICE - BLDG € NDQT (null, Las Vegas}

1778-LAS VEGAS HISTORICAL MAIN SHOP-STORAGE BLDG F NDOT {null, Las Vegas)
1783-LAS VEGAS LAB TRAILER #2 NDOT {null, Las Vegas)

1784-LAS VEGAS COMPUTER/OLD FAST BUILDING NDOT {8th St & Linden, Las Vegas)
1785-LAS VEGAS MAINT STATION REPAIR SHOP - BLDG E NDQT (null, Las Vegas)
1786-LAS VEGAS LAB TRAILER #1 NDOT (null, Las Vegas)

1787-LAS VEGAS FUEL DEPOT - BLDG J NDOT (123 E Washington Ave, Las Vegas)
1788-LAS VEGAS VEHICLE & MAT STORAGE NDOT (null, Las Vegas)

1789-LAS VEGAS VEHICLE STORAGE NDOT (null, Las Vegas)

1790-LAS VEGAS TIRE STORAGE NDOT {null, Las Vegas)

1791-LAS VEGAS CREW BUILDING - BLDG K & L NDOT (nuil, Las Vegas)

1792-MINA STORAGE NDOT (null, Mina)

1793-MINA STEEL STORAGE NDOT {null, Mina)

1797-MINA PUMP HOUSE NDOT (null, Mina)

1800-MAINTENANCE STATION NDOT (null, Mountain Springs)

1801-MOUNTAIN SPRINGS PUMP HOUSE SHED NDOT {null, Mountain Springs)
1802-MOUNTAIN SPRINGS HOUSE 1 NDOT (null, Mountain Springs)
1803-MOUNTAIN SPRINGS HOUSE 2 NDOT (null, Mountain Springs)

1804-MOUNT CHARLESTON HOUSE 2 NDOT {null, Mount Charleston)
1805-MOUNT CHARLESTON HOUSE 1 NDOT {null, Mount Charleston)
1806-MOUNT CHARLESTON MAINTENANCE STATION NDOT {nuil, Mount Charleston)

1807-MOUNT CHARLESTON FUEL DEPOT NDOT (SR157 CL MP 5.10, Mount Charleston)

1808-PANACA MAINTENANCE STATION NDOT (null, Panaca)
1809-SEARCHLIGHT MAINTENANCE STATION NDOT (null, Searchlight)
1810-SEARCHLIGHT VEHICLE STORAGE NDOT (null, Searchlight)
1811-SEARCHLIGHT HOUSE 1 NDOT (null, Searchlight)

1812-TONOPAH VEHICLE STORAGE EAST NDOT (null, Tonopah)
1813-TONOPAH ADMIN OFFICE NDOT (null, Tonopah)
1887-MONTGOMERY PASS SAND/SALT STORAGE NDOT (null, Montgomery Pass)
1888-MONTGOMERY PASS HOUSE 2 NDOT {null, Montgomery Pass)
1889-MONTGOMERY PASS PUMP HOUSE NDOT (null, Montgomery Pass)
1890-MONTGOMERY PASS HOUSE 3 NDOT {null, Mantgomery Pass)
1891-MONTGOMERY PASS SINGLE GARAGE NDOT (null, Montgomery Pass)
1894-LAS VEGAS ADMIN OFFICE - BLDG A NDOT (null, Las Vegas)
2585-ALAMO METAL STORAGE BLDG NDOT (null, Alamo)

2591-BLUE JAY MAINT STATION NDOT (null, Blue Jay)

2593-CURRENT CREEK FUEL DEPOT NDOT (US6 NY mp 124, Current Creek)
2594-CURRENT CREEK MAINT STATION NDOT {null, Current Creek)
2595-CURRENT CREEK STORAGE SHED NDOT {null, Current Creek)
2608-GLENDALE FUEL ISLAND NDOT (115 & Hwy159 Exit 93, Glendale)
2609-GLENDALE MAINT STATION NDOT (null, Glendale)

2611-GLENDALE TRAILER QOFFICE - HWY PATROL NDOT (null, Glendale)
2612-GLENDALE CREW TRAILER OFFICE NDOT (null, Glendale)

2615-LAS VEGAS COMPUTER ROOM - BLDG N NDOT (null, Las Vegas)
2616-LAS VEGAS MATERIAL/TESTING LAB - BLDG D NDOT (null, Las Vegas)
2617-LAS VEGAS LAB TRAILER #3 NDOT {null, Las Vegas)

2618-LAS VEGAS TRAILER NDOT {null, Las Vegas)

3,600
96

96
3,284
3,262
4,294
1,000
3,500
44,700
600
1,800
4,000
5,000
576
12,000
900
576
100
3,480
100
976
976
1,368
1,368
4,300
238
6,660
1,140
1,890
1,250
10,225
3,480
400
956
100
956
200
11,262
1,200
4,722
150
1,750
150
360
11,124
1,680
720
240
12,475
1,440
720

422,208
11,258.88
11,258.88
385,147.52
382,567.36
503,600.32
117,280
410,480
5,242,416
70,368
211,104
469,120
586,400
67,553.28
1,407,360
105,552
67,553.28
11,728
408,134.40
11,728
114,465.28
114,465.28
160,439.04
160,439.04
504,304
27,912.64
781,084.80
133,699.20
221,659.20
146,600
1,199,188
408,134.40
46,912
112,119.68
11,728
112,119.68
23,456
1,320,807.36
140,736
553,796.16
17,592
205,240
17,592
42,220.80
1,304,622.72
197,030.40
84,441.60
28,147.20
1,463,068
168,883.20

84,441.60



4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660
4660

2619-LAS VEGAS CONSTRUCTION CREW TRAILER NDOT (null, Las Vegas)

2620-LAS VEGAS CONSTRUCTION CREW TRAILER NDOT (null, Las Vegas)

2621-LAS VEGAS MAINT CREW TRAILER NDOT (null, Las Vegas)

2622-LAS VEGAS MAINT CREW TRAILER NDOT (null, Las Vegas)

2623-LAS VEGAS IPC MODULAR - BLDG G NDOT (null, Las Vegas)

2624-LAS VEGAS MODULAR OFFICE - BLDG H NDOT (null, Las Vegas)

2625-LAS VEGAS CONSTRUCTION CREW TRAILER NDOT (8th Street, Las Vegas)
2626-LAS VEGAS CONSTRUCTION CREW TRAILER NDOT (8th Street, Las Vegas)
2627-LAS VEGAS CONSTRUCTION CREW TRAILER NDOT (Industrial Street, Las Vegas)
2628-LAS VEGAS CONSTRUCTION CREW TRAILER NDOT {Industrial Street, Las Vegas)
2629-LAS VEGAS LV AIRCRAFT HANGER - QUAIL NDOT {155 £ Reno Ave Ste D3, Las Vegas)
2630-LAS VEGAS FUEL DEPOT NDOT (4615 W Sunset Road, Las Vegas)

2631-LAS VEGAS FAST/TMC COMPLEX NDOT (4615 W Sunset Road, Las Vegas)
2632-LAS VEGAS FAST HWY PATROL NDOT (4615 W Sunset Road, Las Vegas)
2633-LAS VEGAS MAINT STATION - SQUTH LV NDOT (null, Las Vegas)

2634-LAS VEGAS PAINT STORAGE NDOT (South LV MS, Las Vegas)

2636-MINA METAL STORAGE BLDG NDOT (null, Mina)

2637-MONTGOMERY PASS RESIDENCE - MOBILE NDOT (null, Montgomery Pass)
2638-MOUNT CHARLESTON STORAGE BLDG NDOT (null, Mount Charleston)
2676-GLENDALE HOUSE/OFFICE NDOT (180 & SR168 in Moapa, Glendale)

3163-5R 376 ROUND MT SAND STORAGE NDOT (SR 376 Round Mt NV, null)
3164-GOLDFIELD SAND STORAGE NDOT (4th 5t & South Ave, Goldfield)

3165-LAS VEGAS GUARD SHACK BLDG M NDOT (123 E Washington Ave, Las Vegas)
3167-TONOPAH COLD STORAGE NDOT (US 95 & US 6, Tonopah)

3168-LAS VEGAS CONSTRUCTION CREW TRAILER E NDOT (6610 Ullom Dr, Las Vegas)
3171-LAS VEGAS ELECTRICAL AC SHOP NDOT {Linden Ave & N 8th St, Las Vegas)
3173-LAS VEGAS LAB TRAILER NDOT (W Desert Inn Rd & Industrial Rd, Las Vegas)
3176-LAS VEGAS OFFICE TRAILER BLDG IS NDOT (123 E Washington Ave, Las Vegas)
3177-LAS VEGAS OFFICE TRAILER ¢t NDOT (123 E Washington Ave, Las Vegas)
3178-LAS VEGAS OFFICE TRAILER Q1 NDOT {123 E Washington Ave, Las Vegas)
3179-LAS VEGAS OFFICE TRAILER BLDG Q2 NDOT (123 E Washington Ave, Las Vegas)
3180-LAS VEGAS OFFICE TRAILER BLDG Q3 NDOT (123 E Washington Ave, Las Vegas)
3181-LAS VEGAS PROJECT OFFICE NDOT (Linden Ave & N 8th St, Las Vegas)
3182-NYE PUMP HOUSE NDOT (SR 318 - Sunnyside, Nye)

3185-NYE - BIG SMOKEY REST AREA NDOT {SR376 Round Mt - Big Smokey, Nye)
3186-TONOPAH REST AREA NDOT {US6 - Salsbury Wash, Tonopah)

3187-LUNING REST AREA NDOT {US95, Luning)

3200-KYLE CANYON SAND STORAGE NDOT (2755 Kyle Canyon Rd-Mt Charleston, Kyle Can
3203-LAS VEGAS SAND STORAGE NDOT (9360 Williams Ranch Rd-Mt Springs, Las Vegas)
3206-TONOPAH SAND STORAGE NDOT (US 95 & US 6, Tonopah)

3207-LAS VEGAS STREET LIGHT BLDG NDOT (6610 Ullom Dr, Las Vegas)

3208-LAS VEGAS TEST LAB NDOT {6610 Uliom Dr, Las Vegas)

3209-LAS VEGAS TRAILER CREW OFFICE BLDG N NDOT (123 E Washington Ave, Las Vegas)
3213-SEARCHLIGHT WELCOME CENTER NDOT (Rest Area - SR 164, Searchlight)
3215-LAS VEGAS CONSTRUCTION CREW TRAILER C NDQT {6610 Ullom Dr, Las Vegas)
3216-LAS VEGAS CONSTRUCTION CREW TRAILER G NDOT (6610 Ullom Dr, Las Vegas)

1,440
1,440
192
720
2,160
1,440
1,440
1,440
1,440
1,440
4,100
2,100
56,185
10,485
26,265
2,400
1,200
1,178
1,200
1,200
4,500
5,000
15
2,280
720
1,856
440
1,440
1,440
1,560
1,560
1,560
1,440
400
130
130
260
6,500
4,500
4,500
1,856
480
1,440
2,939
1,440
1,560

168,883.20
168,883.20
22,517.76
84,441.60
253,324.80
168,883.20
168,883.20
168,883.20
168,883.20
168,883.20
480,848
246,288
6,589,376.80
1,229,680.80
3,080,359.20
281,472
140,736
138,155.84
140,736
140,736
527,760
586,400
1,759.20
267,398.40
84,441.60
217,671.68
51,603.20
168,883.20
168,883.20
182,956.80
182,956.80
182,956.80
168,883.20
46,912
15,246.40
15,246.40
30,492.80
762,320
527,760
527,760
217,671.68
56,254.40
168,883.20
344,685.92
168,883.20
182,956.80
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District | Administrative Services Org Chart

District Engineer, 06.221 -
Grade 47

Admin Svecs Officer I,
07.217 - Grade 39

l

Admin Asst IV, 02.210 -
Grade 29

Training Officer Il, 07.524 -
Grade 36

VACANT, Program
Officer |, 07.649 -
Grade 31

I

Admin Asst 1Il, 02,211 -
Grade 27

Safety Rep, 11.544 - Grade
32

Acct Asst I, 02.303 -
Grade 25

Training Officer |, 07.519 -
Grade 34

Admin Asst Il , 02.2312 -
Grade 25

VACANT, Equipment
Operations Instructor,
09.201 - Grade 31

Admin Asst |, 02.213 -
Grade 23

| Denotes NPD-19 to upgrade filled position

Denotes NPD-19 to upgrade vacant or create new position




Personnel Commission Meeting
September 7, 2018

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#: 20-18
Effective: 06/18/18

CURRENT APPROVED
CODE | TITLE GRADE | EEO-4 | CODE TITLE GRADE | EEO-4
Energy Programs Energy Programs
7.758 Manager 41 B 7.758 Manager 41 B

BASIS FOR RECOMMENDATION

The Governor’s Office of Energy and the Recruitment Unit of the Division of Human Resource
Management requested a review of the Minimum Qualifications for the Energy Programs
Manager class specification.

In consultation with Subject Matter Experts (SME) from the Governor’s Office of Energy and
Analysts within the Division of Human Resource Management, it is recommended that the
Education and Experience section of the Minimum Qualifications be amended to clarify
experience required and to allow for internal State equivalencies. It is also recommended that
minor revisions be made to the series concept and the Entry Level Knowledge, Skills and
Abilities to account for the recommended amendments.

These changes will allow for greater flexibility in the recruitment process and a more robust pool
of applicants, both externally and internally.

Throughout the review, management staff within the Department 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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POSTING#: 21-18
Effective: 06/22/18

CURRENT APPROVED
CODE | TITLE GRADE | EEO-4 | CODE | TITLE GRADE | EEO-4
12.455 | Rehabilitation Manager Il 39 A 12.455 | Rehabilitation Manager Il 39 A
12.409 | Rehabilitation Manager | 38 A 12.409 | Rehabilitation Manager | 38 A

BASIS FOR RECOMMENDATION

At the request of the Nevada Department of Employment, Training and Rehabilitation (DETR),
the Division of Human Resource Management (DHRM) has conducted a review of the
Rehabilitation Manager series. Personnel Analysts within the Division of Human Resource
Management worked with subject matter experts from DETR and, as a result of this review, it is
recommended that changes to the class concepts and minimum qualifications of both levels in
the series be revised.

The proposed changes are intended to accomplish the following: broaden the scope of
individuals who may apply and qualify at both levels in the series, producing a more robust
hiring pool of applicants; afford the Rehabilitation Division more flexibility in being able to hire
at both levels in both the Bureau of Disability Adjudication and the Bureau of Vocational
Rehabilitation; create a more identifiable career pathway in order to better motivate and retain
staff; and, lastly, to reflect changes in federal law (the Workforce Innovation and Opportunity
Act which contains amendments to the Rehabilitation Act) with the removal from the minimum
requirements for the Rehabilitation Manager I1 of “proof of eligibility to sit for the Rehabilitation
Counselor Certification exam.”

It is recommended, therefore, that the class concepts for both levels of Rehabilitation Managers
be revised to remove Bureau-specific language and emphasize the need for supervisory skills. It
is also recommended that the minimum qualifications at both levels be amended to change
education and experience requirements. The education requirements have been expanded to
include a wider array of degrees/areas of study in order to equally prepare individuals for either
level. Knowledge, Skills and Abilities at both levels have been revised to reflect less program
and more management experience. The requirement of “proof of eligibility to sit for the
Rehabilitation Counselor Certification exam from the Commission on Rehabilitation Counselor
Certification” was also removed from the Rehabilitation Manager II level. These changes will
afford the Division greater flexibility in its recruitment efforts and a greatly expanded applicant
pool, both internally and externally.

Lastly, it is recommended that minor revisions be made to the minimum qualifications for Full
Performance Knowledge, Skills and Abilities at the Rehabilitation Manager | level to maintain
consistency with verbiage and formatting structure.

Management within DETR, as well as DHRM personnel, participated by offering

recommendations and reviewing changes as the process progressed and they support the
recommended changes.
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POSTING#: 22-18
Effective: 07/2/18

CURRENT APPROVED
CODE | TITLE GRADE | EEO-4 | CODE TITLE GRADE | EEO-4
1.405 | Metrologist Il 36 B 1.405 Metrologist 111 36 B
1.403 | Metrologist Il 34 B 1.403 Metrologist 11 34 B
1.402 | Metrologist | 32 B 1.402 Metrologist | 32 B

BASIS FOR RECOMMENDATION

The Nevada Department of Agriculture, as well as, the Recruitment Unit of the Division of
Human Resource Management requested a review of the Minimum Qualifications for the
Metrologist series.

In consultation with Subject Matter Experts (SME) from the Department of Agriculture and
Analysts within the Division of Human Resource Management (DHRM), it is recommended that
the Special Requirements section of the Minimum Qualifications be amended to clarify the
number and type of post-secondary credits that will be required at every level in the series. The
Education and Experience section was also amended to reflect the above changes, as well as,
allow for additional equivalencies.

Minor revisions were also made to the Informational Notes and the Education & Experience
sections of the Minimum Qualifications to account for changes in verbiage and to maintain
consistency with formatting and structure.

These changes will allow for greater flexibility in the recruitment process and a more robust pool
of applicants, both externally and internally.

Throughout the review, management staff within the Department 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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POSTING#: 23-18
Effective: 07/2/18

CURRENT APPROVED

CODE | TITLE GRADE | EEO-4 | CODE TITLE GRADE | EEO-4
12.501 | Warden 46* A 12.501 Warden 46* A

BASIS FOR RECOMMENDATION

The Nevada Department of Corrections requested a review of the Minimum Qualifications for
the Warden class specification.

In consultation with Subject Matter Experts (SME) from the Department of Corrections and
Analysts within the Division of Human Resource Management (DHRM), it is recommended that
the Education & Experience section of the Minimum Qualifications be amended to clarify the
management experience required to be eligible for employment in this class, as well as,
acceptable equivalent experience. An Informational Note was added to indicate that education
above a Bachelor’s degree would not substitute for the required experience.

Minor revisions were also made to the Education & Experience; Entry Level Knowledge, Skills
and Abilities; and Full Performance Knowledge, Skills and Abilities of the Minimum
Qualifications to account for changes in verbiage and to maintain consistency with formatting
and structure.

These changes will allow for greater flexibility in the recruitment process and a more robust pool
of applicants, both externally and internally. It will also clarify to the incumbents the specific
education and experience required to be eligible for employment in this class.

Throughout the review, management staff within the Department 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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Personnel Commission Meeting
September 7, 2018

UPDATE REGARDING THE ELIMINATION OF WRITTEN EXAMS

At the June 23, 2017, Personnel Commission meeting, information was presented to the
Commission regarding the Division of Human Resource Management taking steps to eliminate the
written exam as a testing mechanism prior to creating eligible lists to fill state vacancies.

At that time, Commissioner Fox requested that the Division provide an update on how the
elimination of the exams may have improved, or not improved, the quality of applicants being put
on eligible lists. Agenda Item IX is information on data collected for the last three years of the
turnaround time in creating eligible lists. The data supports that in the last year recruitments were
open for fewer days and eligible lists were issued within shorter period of times.

Also provided is data on the difference in the number of employees being dismissed in the first

year of the probationary period for the last three years; there was no apparent significant change
in these numbers for the last year.
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Certified Lists Average Turnaround Time

Delegated and Non-Delegated
Classes

Non-Delated Classes

June 1, 2017 to June 1, 2018
(No written exams)

Total Recruitments: 608
Total Duration: 12069 days
Average Turnover: 19.85 days

Total Recruitments: 510
Total Duration: 9489 days
Average Turnover: 18.61 days

June 1, 2016 to June 1, 2017

Total Recruitments: 760
Total Duration: 19809 days
Average Turnover: 26.06 days

Total Recruitments: 585
Total Duration: 14002 days
Average Turnover: 23.94 days

June 1, 2015 to June 1, 2016

Total Recruitments: 925
Total Duration: 29204 days
Average Turnover: 31.57 Days

Total Recruitments: 666
Total Duration: 18425 days
Average Turnover: 27.67 days

Number of Employees Rejected During Trial Period Revert

and

Dismissed During Probation

Reject Trial Period Revert

Dismissed During Probation

June 1, 2017 to June 1, 2018

(No written exams) 20 281
June 1, 2016 to June 1, 2017 )8 306
June 1, 2015 to June 1, 2016 26 See
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