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The sites will be connected by videoconference. The public is invited to attend at either location. As video
conferencing gives the Commission, staff and others flexibility to attend meetings in either Northern or
Southern Nevada, handouts to the Commission on the day of the meeting might not be transmitted to the
distant locations.

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

Agenda
L Call To Order, Welcome, Roll Call, Announcements
II. Public Comment: No vote or action may be taken upon a

matter raised under this item of the agenda until the matter
itself has been specifically included on an agenda as an item
upon which action may be taken. (NRS 241.020)

FOR POSSIBLE ACTION I11. Approval of Minutes of Previous Meeting Dated December 7,
2018. 5-13
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FOR POSSIBLE ACTION Iv. Discussion and Approval of Proposed Regulations Changes
to Nevada Administrative Code, Chapter 284............. 14-37

A. LCB File No. R057-18
Section 1. NAC 284.470 Preparation, filing, contents,
discussion and distribution of reports; powers
and duties of employees; review; adjustment

of grievances.
Sec. 2. NAC 284.678 Submission, form and
contents of grievance; informal discussions.
Sec. 3. NAC 284.690 Filing of grievance with

highest administrator of department; action
by highest administrator.

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

Sec. 5. NAC 284.097, 284.474 and 284.478 are
hereby repealed.
FOR POSSIBLE ACTION V. Discussion and Approval of Addition or Removal of

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

A. The Nevada System of Higher Education requests the
addition of the following positions to the list approved for
pre-employment screening for controlled substances:

3.504  Driver, Shuttle Bus II, PCN: All

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

2.210 Administrative Assistant IV, PCN: 4709-
9018, 4709-9019

2211  Administrative Assistant III, PCN: 4709-
9016, 4709-9017

7.624  Management Analyst III, PCN: 4709-9015

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

6.209  Supervisor III, Associate Engineer, PCN:
017009, 017046

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

3.530 Transportation and Safety Attendant III;
PCN: All

3.535 Transportation and Safety Attendant I, PCN: All

3.540 Transportation and Safety Attendant I, PCN: All
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Discussion and Approval or Denial of Agency
Classification Appeal 65-68

Management Analyst II — PCN: 4103
Department of Motor Vehicles

Discussion and Approval of Proposed Class Specification
Maintenance Review of Classes Recommended for
Revisions or Abolishment 69-103

A. Fiscal Management & Staff Services
1. Subgroup: Prop Appraisal, Val & Acquisition
a. 7.418 Chief, Division of Assessment Standards
2. Subgroup: Public Information
a. 7.800 Executive Secretary, Nevada Commission
on Off-Highway Vehicles (OHV)
b. 7.805 Marketing Coordinator
c. 7.850 Sales & Promotion Representative Series

B. Mechanical & Construction Trades

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

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

Report of Uncontested Classification Plan Changes Not
Requiring Personnel Commission Approval per
NRS 284.160 104-112

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

Posting #11-19

12.324 Food Distribution Specialist Series
Posting #12-19

12.435 Veterans Services Representative Series
Posting #13-19

10.229 Mid-Level Medical Practitioner
Posting #14-19

6.806 Administrator, Division of Planning
Posting #15-19

9.631 Custodial Worker Series
Posting #16-19

9.751 License Plate Production Technician Series

Update Regarding the Pre-disciplinary Review
Process 113-114

Discussion and Announcement of Dates for Upcoming
Meetings. Next Meeting Scheduled for June 21, 2019.

Commission Comments



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

XIII. Adjournment

Supporting material for this meeting is available at the Division of Human Resource Management at 209 E.
Musser Street, Suite 101, Carson City, Nevada, 89701; 555 E. Washington Avenue, Suite 1400, Las Vegas,

Nevada, 89101, or on our website http://hr.nv.gov/Boards/PersonnelCommission/Personnel Commission_-
Meetings/. To obtain a copy of the supporting material, you may contact Carrie Lee at (775) 684-0131 or

carrie.lee@admin.nv.gov.

Inquiries regarding the items scheduled for this Commission meeting may be made to Frank Richardson at
(775) 684-0105 or frichardson@admin.nv.gov.

We are pleased to make reasonable accommodations for individuals who wish to attend this meeting. If
special arrangements or audiovisual equipment are necessary, please notify the Division of Human
Resource Management in writing at 209 E. Musser Street, Suite 101, Carson City, Nevada, 89701, no less
than (5) five working days prior to the meeting.

Persons who wish to receive notice of meetings must subscribe to the Division of Human Resource
Management LISTSERV HR Memorandums which can be found on the following webpage:
http://hr.nv.gov/Servicess HRM_Email Subscription_Management/. If you do not wish to subscribe to
LISTSERV and wish to receive notice of meetings, you must request to receive meeting notices and renew
the request every 6 months thereafter per NRS 241.020(3)(c) which states in part, “A request for notice
lapses 6 months after it is made.” Please contact Carrie Lee at (775) 684-0131 or carrie.lee@admin.nv.gov
to make such requests.

Notice of this meeting has been posted at the following locations:

Carson City

Blasdel Building, 209 East Musser Street

Nevada State Library & Archives Building, 100 North Stewart Street
Nevada State Capitol Building, 101 North Carson Street

Nevada Public Notice website: http://notice.nv.gov

Division of Human Resource Management website: www.hr.nv.gov

Las Vegas
Grant Sawyer Building, 555 East Washington Avenue
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STATE OF NEVADA
PERSONNEL COMMISSION

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

MEETING MINUTES
December 7, 2018
Subject to Commission Approval

COMMISSIONERS PRESENT

IN CARSON CITY: Ms. Katherine Fox, Chairperson
Ms. Patricia Hurley, Commissioner
Ms. Priscilla Maloney, Commissioner

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

STAFF PRESENT IN CARSON CITY:
Mr. Peter Long, Administrator, Division of Human Resource Management
(DHRM)
Ms. Beverly Ghan, Deputy Administrator, DHRM
Mr. Frank Richardson, Deputy Administrator, DHRM
Ms. Carrie Hughes, Personnel Analyst, DHRM
Ms. Kara Sullivan, Supervisory Personnel Analyst, DHRM
Ms. Rachel Baker, Personnel Analyst, DHRM
Ms. Michelle Garton, Supervisory Personnel Analyst, DHRM

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

I CALL TO ORDER, WELCOME, ROLL CALL, ANNOUNCEMENTS

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

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 under

NRS 241.020. She asked if there were any public comments; there were none.

1. APPROVAL OF MINUTES OF PREVIOUS MEETING DATED SEPTEMBER 7, 2018 — Action
Item

MOTION: Moved to approve minutes of the September 7, 2018, meeting.

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



V. DISCUSSION AND APPROVAL OF ADDITION OR REMOVAL OF CLASSES APPROVED
FOR PRE-EMPLOYMENT SCREENING FOR CONTROLLED SUBSTANCES - Action Item

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

3.530 Transportation and Safety Attendant 111; PCN: All
3.535 Transportation and Safety Attendant 11, PCN: All
3.540 Transportation and Safety Attendant I, PCN: All

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

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

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

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

MOTION: Moved to approve Item IV-A, Nevada Department of Veterans Services’ list of classes
approved for pre-employment screening of controlled substances to include Transportation

and Safety Attendant IlI, 11 and 1.
BY: Commissioner Sanchez
SECOND: Commissioner Spurlock
VOTE: The vote was unanimous in favor of the motion.

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

10.364 Licensed Practical Nurse 111, PCN: All
10.365 Licensed Practical Nurse I, PCN: All
10.368 Certified Nursing Assistant 111, PCN: All
10.370 Nursing Assistant Trainee, PCN: All
10.371 Certified Nursing Assistant I, PCN: All

Carrie Hughes: Stated the Nevada Department of Veterans Services is requesting the addition of the requirement of
pre-employment screening of controlled substances to positions listed in Agenda Item 1V-B. Veterans Services is
requesting these positions be added due to their being responsible for the safety, health and well-being of the residents
of the Veterans Home.

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

MOTION: Moved to approve Item IV-B, Nevada Department of Veterans Services’ request for
addition of classes/positions to the list approved for pre-employment screening for
controlled substances for: Licensed Practical Nurse I11 and I; Certified Nursing Assistant
I11; Nursing Assistant Trainee; and Certified Nursing Assistant I.

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



IV-C. The Nevada Department of Veterans Services requests the removal of classes/positions from the list
approved for pre-employment screening for controlled substances:

10.355 Registered Nurse 111, PCN: All
11.260 Security Officer Supervisor, PCN: All
11.263 Security Officer, PCN: All

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

Chairperson Fox: Asked if there were any questions or comments; there were none.
MOTION: Moved to approve Item IV-C, Nevada Department of Veterans Services’ request for the

removal of classes/positions from the list approved for pre-employment screening for
controlled substances to include: Registered Nurse Il1; Security Officer Supervisor; and

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

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

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

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

A. LCB File No. R163-18

Sec. 1. NEW Restoration of permanent employee who voluntarily transfers and either fails to
complete trial period in the new position or voluntarily chooses to revert to his or her prior
position.

Sec. 2. NAC 284.058 “Eligible person” defined.

Sec. 3. NAC 284.108 “Trial period” defined.

Sec. 4. NAC 284.444 Application of probationary period.

Sec. 5. NAC 284.448 Time not counted toward completion of probationary period.

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

Section 2 is a proposed amendment to NAC 284.058 from the Legislative Counsel Bureau. The amendment broadens
and clarifies the definition of the word “eligible” to include those persons who apply, meet minimum qualifications
and pass examinations, when applicable. The amendment also includes that an eligible person are those persons who



become eligible by non-competitive means, not just those on the reemployment, reassignment, persons with a
disability and transfer lists. Section 3 is an amendment to NAC 284.108 that requires the trial period be served also
by employees who voluntarily transfer based on the new regulation proposed in Section 1 of this LCB file. Section 4
amends NAC 284.444 to add that permanent employees who voluntarily transfer to the same or comparable class to
serve a trial period, based on the newly proposed regulations. Section 5 makes conforming changes based on proposed
amendments made in other sections.

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

Chairperson Fox: Asked if the trial period mirrored the probationary period of six months or one year?
Kara Sullivan: Confirmed that was correct.

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

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

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

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

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

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

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

V-B.  LCB File No. R164-18

Sec. 1. NAC 284.172 Rate of pay: Effect of promotion.

Sec.2. NAC 284.204 Adjustment of steps within same grade: Conditions for approval; request;
effective date; revocation.

Sec. 3. NAC 284.206 Special adjustments to pay.

Sec. 4. NAC 284.360 Certification and provision of certain lists by Division of Human Resource
Management; certification of eligible persons on ranked or unranked lists or waiver of lists.

Sec. 5. NAC 284.374 Active lists: Removal and reactivation of names; no requirement or refusal to
consider certain persons.

Sec. 6. NAC 284.437 Underfilling of positions.

Rachel Baker: Introduced herself as a Personnel Analyst with the Division of Human Resource Management
Compensation, Classification and Recruitment Unit. She stated Section 1 of LCB File No. R164-18 would allow an
appointing authority to request an accelerated rate under NAC 284.204 for an employee receiving a promotion.
Historically, an accelerated step adjustment has only been allowed for newly hired employees who are eligible through
open competitive means. In Section 2, the amendment being proposed to NAC 284.204 will maintain equity and



consistency statewide. The amendment removes subparagraph ¢ of subsection 5 which currently allows a request to
be made for an appropriate differential between the base rate of pay of the supervisor and that of his or her highest
paid subordinate to be maintained. Section 3 makes conforming changes to NAC 284.206 regarding special
adjustments to pay based on the changes made in other amendments in this LCB file.

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

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

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

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

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

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

Chairperson Fox: Asked if there were any questions or comments; there were none.
Commissioner Sanchez: Moved to approve Item V-D, LCB File No. 175-18.

Chairperson Fox: Indicated the Commission was considering Item V-B and would allow the mation to not receive
a second.
MOTION: Moved to approve Item V-B as written.

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

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

Michelle Garton: Introduced herself as a Supervisory Personnel Analyst for the Division of Human Resource
Management Consultation and Accountability Unit. Section 1 of LCB File No. R166-18 revises the definition of job



elements, specifically for each classified employee, with the terms outlined in subparagraphs a-h of subsection 6 of
the regulation. The intent of this amendment is to standardize the term “job elements” for all employees in an effort
to reduce the administrative burden associated with the completion of employee evaluations. Each job element will
be rated for every employee. For example, each employee will be rated on his or her quality of work, quantity of work,
work habits, etc. Because we view the State as one employer, using these standardized terms would be a better
reflection of each employee’s performance. This will especially be useful when an agency is considering hiring an
employee from another agency.

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

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

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

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

V-D. LCB File No. R175-18

Sec. 1.  Amends Chapter 284 to add Sections 2 and 3.

Sec. 2. NEW “Gender identity or expression” defined.

Sec. 3. NEW “Sexual orientation” defined.

Sec. 4. NAC 284.010 Definitions.

Sec. 5. NAC 284.114 Affirmative action program and equal employment opportunity.

Sec. 6. NAC 284.374 Active lists: Removal and reactivation of names; no requirement or refusal

to consider certain persons.

Sec. 7. NAC 284.470 Preparation, filing, contents, discussion and distribution of reports; powers
and duties of employees; review; adjustment of grievances.

Sec. 8. NAC 284.602 Resignations.

Sec. 9. NAC 284.718 Confidential records.

Sec. 10. NAC 284.726 Access to confidential records.

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

The amendment in Section 4 makes a conforming change that will incorporate the two new terms into the general
provisions of Chapter 284 of the Nevada Administrative Code. The amendment in Section 5 of this regulation removes
subsection 3 because gender identity or expression will now be moved to the general provisions and defined there and
applied to the entire NAC 284.

In Sections 6, 7, and 8, several conforming changes are being proposed to NAC 284.374, 284.470 and 284.602. These
are based on the more substantive changes in Sections 9 and 10 of this LCB file. The intent is to create a consistent
term to be used to refer to information, outlined in NAC 284.718, that is maintained by an agency or the Division of
Human Resource Management for each employee. The conforming changes in Sections 6, 7 and 8 will create
consistency by using the term “record of employment” to refer to this information.
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The amendment to NAC 284.718 is intended to describe the different types of confidential information that is held by
an agency or the Division of Human Resource Management and maintained in an employee’s record of employment.
Several types of information have been added to the confidential information maintained for each employee such as
employee grievance information, a nursing mother request or complaint, health information and information related
to an administrative investigation.

Section 10, NAC 284.726, Access to confidential records, describes access to an employee’s confidential record of
employment. The intent is to broaden the access of such information to any appointing authority of an agency, rather
than just the appointing authority for the agency for which the employee currently works. This is important because
the State of Nevada is considered to be one employer under State and federal employment laws and broadening this
access will assist agencies when they are considering hiring an employee from another agency. It’s important that
each agency will be responsible for limiting this access to appropriate individuals using security protocols built into
the human resource systems.

Commissioner Sanchez: Asked about Section 9, Confidential records. Subsection d says, “Any recording or
document which is used in the process of interviewing an applicant ...” How many agencies, divisions, or departments
in the State are using recordings for interviews, what is the purpose if they do, how are they securing these recordings,
and how long are they retained?

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

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

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

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

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

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

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

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

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

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

Posting: #1-19

7.211 Executive Branch Auditor Series
Posting: #2-19

12.342 School/Community Nutrition Program Coordinator Series
Posting: #3-19

12.466 Substance Abuse Counselor Series
Posting: #4-19

7.422 Review Appraiser Series
Posting: #5-19

12.127 ESD Program Specialist Series
Posting: #6-19

7.209 Director, Office of Project Management

7.208 Organizational Change Manager, OPM
Posting: #7-19

5.223 School/Community Nutrition Supervisor Series
Posting: #8-19

1.955 Park Aid Series
Posting: #9-19

10.316 Correctional Nurse Series
Posting: #10-19

12.395 Casework Management Specialist 1

VII. DISCUSSION AND ANNOUNCEMENT OF DATES FOR UPCOMING MEETINGS. NEXT
MEETING SCHEDULED FOR MARCH 8§, 2019.

Chairperson Fox: Indicated the next meeting is on Friday, March 8, 2019. After deliberation it was decided that the
following meeting would be scheduled for Friday, June 21, 2019.

Peter Long: Stated typically after the end of Session, there may have to be an emergency regulation meeting based
on bills that passed where regulations have to go into effect immediately, July 1. DHRM will do their best to schedule,
if required, that emergency meeting on June 21%as well.

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

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

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

Vill.  COMMISSION COMMENTS

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

Peter Long: Answered we can certainly provide all information we have at that time.
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IX. PUBLIC COMMENT
Chairperson Fox: Advised that no vote or action may be taken upon a matter raised under this item of the agenda
until the matter itself has been specifically included on an agenda as an item upon which action may be taken under
NRS 241.020. She asked if there were any public comments. There were no public comments. She thanked Alternate

Commissioner Maloney for stepping in for Commissioner Mauger and wished everyone in the audience and the
Commissioners and staff a safe and healthy, happy holiday season.

X. ADJOURNMENT

Chairperson Fox: Adjourned the meeting.
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Personnel Commission Meeting
March 15, 2019

FOR INFORMATION ONLY

Attached are the minutes of the March 7, 2018, regulation workshop and the Small Business
Impact Statement, as they are related to the regulations proposed for permanent adoption.
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STATE OF NEVADA
Department of Administration
Division of Human Resource Management

REGULATION WORKSHOP

Held at the Legislative Counsel Bureau, 401 S. Carson Street, Room 2135, Carson City,
Nevada; and via video conference in Las Vegas at the Grant Sawyer State Building, Room
4412E, 555 East Washington Avenue.

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

18



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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STATE OF NEVADA
DEPARTMENT OF ADMINISTRATION

Division of Human Resource Management
209 E. Musser Street, Suite 101 | Carson City, Nevada 89701
Phone: (775) 684-0150 | http:/hr.nv.gov | Fax: (775) 684-0122

January 25, 2019

Regulation Small Business Impact Statement

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

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

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

Peter Loug January 25, 2019
Peter Long, Administrator Date
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Personnel Commission Meeting
March 15, 2019

FOR DISCUSSION AND POSSIBLE ACTION

The following regulation has been proposed for permanent adoption. A brief explanation precedes
the regulation and summarizes the intent of the regulation change. NOTE: Language in italics is
new, and language in brackets fomitted-material} is to be omitted.

The following summarizes the recommended action of the Personnel Commission and identifies
if there has been support or opposition to the proposed action.

LCB File No. R057-18
The Division of Human Resource Management recommends the regulation amendments contained
in LCB File No. R057-18.

The amendments in this LCB File are intended to clarify the process related to the reports on
performance conducted on employees. The removal of the term “reviewing officer” from the
various Sections of the LCB File will reduce confusion by simply requiring an appointing authority
to return a report on performance after a review has been requested within 20 working days. An
appointing authority may continue to delegate this function if appropriate.

The repeal of NAC 284.097 in Section 5 is based on the removal of the defined term “reviewing
officer,” as it will no longer be used in Chapter 284 of the Nevada Administrative Code.

NAC 284.474 and 284.478 are being repealed in Section 5 because the regulations have been
incorporated into NAC 284.470.

Based on comments received at the Regulation Workshop on March 7, 2018, delivery methods for
a report on performance have been expanded beyond mail, and now include electronic delivery,
except for social media, and other delivery services that provide written or electronic record of
when the report is received. All other comments were in support of the changes included in the
LCB File.
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EXPLANATIONS OF PROPOSED CHANGES
LCB File No. R057-18

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

This amendment, proposed by the Division of Human Resource Management, brings the regulation
into alignment with current practices and procedures. There are times when a supervisor is not the
person who prepares a report on performance (e.g. the supervisor has not completed the required
training), so the phrase used is “person who prepared” the report, where appropriate. In addition,
the procedure for the employee to complete the report, and expands the methods for delivery of a
report on performance. Finally, the regulation removes “reviewing officer” and provides 20 working
days for an appointing authority to respond to a request for review.

Section 2: NAC 284.678 Submission, form and contents of grievance; informal discussions.
This amendment makes conforming changes based on the amendments proposed in other sections
of this LCB File.

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

This amendment makes conforming changes based on the amendments proposed in other sections
of this LCB File.

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

This amendment, proposed by the Division of Human Resource Management, will require that the
Division of Human Resource Management remove from the grievance process any grievance that
does not arise out of the employee-employer relationship, or if the grievance relates to a rejection
from a trial period.

Section 5:
NAC 284.097 “Reviewing officer” defined.
This amendment makes conforming changes based on the amendments proposed in other
sections of this LCB File.

NAC 284.474 Employee entitled to copy of report.
This amendment makes conforming changes based on the amendments proposed in other
sections of this LCB File.

NAC 284.478 Appeal of decision of reviewing officer.

This amendment makes conforming changes based on the amendments proposed in other
sections of this LCB File.
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REVISED PROPOSED REGULATION OF THE
PERSONNEL COMMISSION
LCB File No. R057-18

November 7, 2018

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

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

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

Legislative Counsel’s Digest:

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

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

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

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

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

284.470 1. A person shall not feemplete} prepare a report on performance unless he or she
has completed the training provided or approved by the Administrator concerning the preparation
of a report on performance.

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

3. A report on performance must be filed with the Administrator at the times prescribed by
NRS 284.340, but may be filed more frequently at the discretion of the supervisor of the
employee.

4. If areport on performance is filed on or before the times specified in NRS 284.340, the
feverall rating of performance of the employee will be reflected in the employee’s file of
employment and the employee will receive a merit pay increase if he or she is otherwise eligible
for the increase pursuant to NAC 284.194.

5. Ifareport on performance is not filed on or before the times specified in NRS 284.340,
the performance of the employee shall be deemed to be standard for the purpose of determining
the salary of the employee and the employee will receive a merit pay increase if he or she is
otherwise eligible for the increase pursuant to NAC 284.194. If an untimely report on
performance:

.
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(a) Is filed thereafter, the employee’s file of employment will be updated to reflect the
feverall rating of performance of the employee as reported, but that rating will not affect any
merit pay increase to which the employee is otherwise entitled.

(b) Is not filed thereafter, the employee’s file of employment will not include fan-everal} a
rating of performance of the employee for that period of evaluation.

6. If the performance of an employee falls below standard, his or her supervisor shall inform
the employee promptly and specifically of the deficiencies in the performance of the employee
regardless of whether a report on performance of the employee is feompleted} prepared or filed.

7. If any information that would have affected the rating of performance of an employee
during a period of evaluation becomes available after the date on which the report on
performance of the employee is filed for that period, the information may be included in the
report on performance for the current period of evaluation and taken into consideration in
determining the rating of performance for the current period of evaluation.

8. When a report on performance is given which reports the feverall} rating of performance
of an employee as substandard:

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

(b) An additional report on the performance of the employee must, in accordance with
subsection 4 of NRS 284.340, be filed at least once every 90 days after the initial report that
includes the substandard rating until the performance of the employee improves to standard or
disciplinary action is taken against the employee.

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

performance must include a discussion between the employee and this-or-herimmediate
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supervisor-} the person who prepared the report. Within 10 working days after the discussion
takes place |+

—(ay—The} and the employee receives the report on performance signed by the person who

prepared the report, the employee must feomplete-and-sign-the-appropriate-section-on-the report

(a) Indicate in the appropriate section of the report whether the employee agrees or
disagrees with the report and, if he or she disagrees, whether the employee requests a review of

the report by the appointing authority. If the employee feontests} requests a review of the report

on performance , fandrequests-areviews} he or she must frespond-to-thereportin-writing;
identiy-thespectiic pointst specify each point of feontention—such-spectficityts-provided.and

days-after recetving the recommendation-} disagreement with the report, in writing, in the

appropriate section of the report or in a document attached to the report.
(b) Return the report to the person who prepared the report for forwarding to the

appointing authority for its agreement or revision and signature.

b
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10. If an employee is unavailable for a discussion of the report on performance pursuant to
subsection 9 because of an extended absence, the fimmediatesupervisor-of the-employee} person
who prepared the report shall sign the report and cause the report to be fmailed} sent to the
employee -} by any reasonable means of delivery that provides a written or electronic record
of the date on which the report is received, except for social media. Within 10 working days

after the date on which the employee receives the frepert:

—+a)—The} report on performance, the employee must feomplete-and-sign-the-appropriate

(a) Indicate in the appropriate section of the report whether the employee agrees or
disagrees with the report and, if he or she disagrees, whether the employee requests a review of

the report by the appointing authority. If the employee feontests} requests a review of the report

on performance , fand-requests-areviews} he or she must frespond-to-thereportin-writing;
wdentify any spectlic] specify each point of [contention, il the report provides such specificity.

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

document attached to the report.
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(b) Send the report by any reasonable means of delivery that provides a written or
electronic record of the date on which the report is received, except for social media, to the
person who prepared the report for forwarding to the appointing authority for its agreement or
revision and signature.

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

subsection 9 or 10, the appointing authority shall {review-the recommendation-of the reviewing
officerregarding the report-onperformance-andrender| , within 20 working days after the date

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

employee:

(a) Render a [{inal] decision [to the emplovee within 10 working days atier recetving the

—H-—A regarding the report on performance and indicate that decision in the appropriate
section of the report or in a document attached to the report;

(b) Sign the report on performance;

(c¢) Send a copy of the report on performance, including any attachment, to the employee
and the person who prepared the report; and

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

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

subsection 9 or 10, a copy of teaeh} the report on performance fand;applicableany-written

signed by
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the appointing authority must be provided to the employee and filed with the {Division-of
HumanResource Management:

12} Administrator.

13. If any written comments are added to a report on performance after a copy of the report
has been provided to the employee pursuant to subsection 11 1} or 12:

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

(b) The employee may respond, in writing, to the additional comments in the revised report
not later than 10 working days after receiving a copy of the revised report and submit the
response to the {Piviston-of Human Resouree Management} Administrator for inclusion in his or
her file of employment.

H34 14. An employee and his or her appointing authority or the designee of the appointing

authority may agree in writing to extend one or more of the periods prescribed in fsubseetion-9

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

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

NAC 284.658 to 284.6957, inclusive H, if:

(a) The appointing authority failed to respond to a request for review of the report on
performance from the employee within the time required by this section; or

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

report from the appointing authority pursuant to subsection 11 or 12.
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16. For the purposes of subsections 10 and 11, a report on performance that is sent by
any reasonable means of delivery that provides a written or electronic record of the date on
which the report is received, except for social media, is deemed to have been received on:

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

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

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

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

(a) Includes, without limitation, any electronic service or account or electronic content,
including, without limitation, any video, photograph, blog, podcast, instant message or text
message.

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

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

284.678 1. Except as otherwise provided in subsections 3 and 4 and NAC 284.692, an
employee who feels aggrieved and wishes to file a formal grievance must submit the grievance
in writing to his or her immediate supervisor on the official form, or in a letter if the official form
is not available, within 20 working days after the date of the event leading to the grievance or the
date the employee learns of the event leading to the grievance. The parties should make every
effort to resolve the grievance through informal discussions within these 20 working days.

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

(a) His or her name;

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

(c) His or her position;

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

(f) His or her business telephone number;

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

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

(1) A concise statement of the grievance;

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

(k) A proposed solution of the grievance;

(1) His or her signature; and

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

3. Except as otherwise provided in this subsection and NAC 284.692, if a grievance relates
to a contested report on performance, an employee must file a grievance that identifies fthe} any

specific {peints} point of feontentionif such-speeificityisprovided;} disagreement with the

report not later than 10 working days after the date the employee receives a {deeisionregarding

thereview-condueted-byl copy of the report from the appointing authority pursuant to NAC

284.470. Except as otherwise provided in NAC 284.692, if the grievance relates to the failure of
fereviewingofficer-or} an appointing authority to respond to a request for a review within the
time required by NAC 284.470, an employee must file a grievance not later than 10 working
days after the date on which the time for such a response expired.

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

(a) The person who is at the next appropriate level of the grievance process; or
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(b) If the person who is at the next appropriate level of the grievance process is the
freviewingofficerer-other} person who prepared or reviewed the report on performance, the
person who is at the next appropriate level of the grievance process above fsuehreviewing
officer-or-other} the person who prepared or reviewed the report on performance.

5. A grievance regarding a report on performance must be filed with the highest
administrator in the department pursuant to NAC 284.690 before being submitted to the
Committee pursuant to NAC 284.695.

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

284.690 1. Except as otherwise provided in NAC 284.692:

(a) If the employee has not received satisfactory relief within 10 working days after his or her
grievance is deemed to have been received by the head of the division, he or she may file the
grievance with the highest administrator of the department; and

(b) Within 10 working days after the employee’s grievance is deemed to have been received
by the highest administrator of the department, the highest administrator or the designee of the
highest administrator shall:

(1) Gather information regarding the grievance;

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

(3) Notify the employee of the resolution.

2. Inrendering a decision concerning a contested report on performance, an administrator
shall address the findings of fact to the specific points of {eontention} disagreement referred to in

the grievance of the employee.

--10--
LCB Draft of Revised Proposed Regulation R057-18
34



3. Within the established time limitations, including any extensions to those time limitations
obtained pursuant to NAC 284.692, the highest administrator may appoint a person or committee
composed of managers and employees to assist in the finding of facts and recommending a
course of action.

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

284.693 1. Hfthe} The Division of Human Resource Management must take the actions
described in subsection 2 if the Division determines that a request for the adjustment of:

(a) A grievance is not eligible for the procedure set forth in NAC 284.658 to 284.6957,
inclusive, because fthe} ¢

(1) The person who submitted the request is not a person described in subsection 2 of
NAC 284.658 , including, without limitation, because the act, omission or occurrence only
involves a coworker;

(2) The person who submitted the request was rejected during his or her trial period
pursuant to NAC 284.458; or tbeeause-a}

(3) A hearing is provided for the grievance pursuant to federal law or NRS 284.165,
284.245, 284.3629, 284.376 or 284.390 . {-et}

(b) A complaint is not eligible for the procedure set forth in NAC 284.658 to 284.6957,
inclusive, because the person who submitted the request is not a person described in paragraph
(a) of subsection 4 of NRS 281.755.

2. Upon making a determination pursuant to subsection 1 that a request for the adjustment
of a grievance or complaint is not eligible for the procedure set forth in NAC 284.658 to

284.6957, inclusive, the Division must, as soon as practicable:
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(a) Remove the request from the procedure for the adjustment of grievances or complaints set

forth in NAC 284.658 to 284.6957, inclusive; and

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

complaint arose:

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

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

inclusive, and an explanation for that determination;

(2) Notice that the Division has removed the request from the procedure for the
adjustment of grievances or complaints set forth in NAC 284.658 to 284.6957, inclusive;

(3) If applicable, information relating to the appropriate procedure for resolving the
person’s concern; and

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

3. If'the Division of Human Resource Management determines that a request for the
adjustment of a grievance or complaint is not eligible for the procedure for the adjustment of
grievances or complaints set forth in NAC 284.658 to 284.6957, inclusive, the person who
submitted the request may appeal the determination to the Committee.

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

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

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

2. Such other person designated by the appointing authority,
= who reviews the report on performance upon the request of the employee pursuant to
paragraph (b) of subsection 9 of NAC 284.470.

284.474 Employee entitled to copy of report. (NRS 284.065, 284.155, 284.340) Each
employee must be given a copy of the report prepared by the supervisor measuring the
employee’s performance and development on the job. The report will not become official until
signed by the rater. If requested, a copy must be provided to the employee at the time of the
discussion between the supervisor and the employee. After the processing has been completed, a
copy with all appropriate signatures will be provided the employee.

284.478 Appeal of decision of reviewing officer. (NRS 284.065, 284.155, 284.340,
284.384) Upon completion of the review process conducted pursuant to NAC 284.470, a
permanent employee may appeal a contested report on performance through the procedure for

the adjustment of a grievance pursuant to NAC 284.658 to 284.6957, inclusive.
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Personnel Commission Meeting
March 15, 2019

FOR INFORMATION ONLY

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

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

*
CLASS/TITLE *ONLY CERTAIN POSITIONS

CODE

AGENCY/POSITION CONTROL

NO.

1.401 WEIGHTS AND MEASURES INSPECTOR IV* AGR - PCNS 4551-0011, 4551-0022

1.404 WEIGHTS AND MEASURES INSPECTOR III* AGR - PCN 4551-0013
AGR - PCNS 4551-0014, 4551-0015,
4551-0023, 4551-0024, 4551-0025,

1.407 WEIGHTS AND MEASURES INSPECTOR II* 4551-0028, 45510045, 4551-0047.
4551-0049, 4551-0102, 4551-0105

1413 WEIGHTS AND MEASURES ASSISTANT AGR - PCNS 4551-8911, 4551-8912,

' (SEASONAL)* 4551-8913

1.608 FIELD ASSISTANT Il (PARC)

1.737 BIOLOGIST I* AGR - PCN 4600-0025

1.770 WILDLIFE AREA SUPERVISOR II

1.771 WILDLIFE AREA SUPERVISOR |

1.772 FISH HATCHERY SUPERVISOR II

1.774 FISH HATCHERY SUPERVISOR |

1.776 FISH HATCHERY TECHNICIAN Il

1.778 FISH HATCHERY TECHNICIAN II

1.780 FISH HATCHERY TECHNICIAN |

1.785 WILDLIFE AREA TECHNICIAN Il

1.786 WILDLIFE AREA TECHNICIAN II

1.787 WILDLIFE AREA TECHNICIAN |

1.811 FORESTER Il

1.812 FIRE MANAGEMENT OFFICER II

1.813 FORESTER II

1.814 FIRE MANAGEMENT OFFICER |

1.816 BATTALION CHIEF

1.817 CONSERVATION CREW SUPERVISOR I

1.818 FORESTER |

1.819 FIREFIGHTER II

1.820 CONSERVATION CREW SUPERVISOR Il

1.822 FIRE CONTROL DISPATCHER IlI

1.823 SEASONAL FIRE CONTROL DISPATCHER I1* DN TORESTRY DIVISION - ALL

1.824 SEASONAL FIRE CONTROL DISPATCHER I* Egl\'}'g'FORESTRY DIVISION - ALL

1.825 CONSERVATION CREW SUPERVISOR |

1.826 FIRE CONTROL DISPATCHER II

1.827 FIRE CONTROL DISPATCHER |

1.828 SEASONAL FIREFIGHTER III* Egl\'}'g'FORESTRY DIVISION - ALL

1.829 SEASONAL FIREFIGHTER II* EgNNg'FORESTRY DIVISION - ALL

1.831 SEASONAL FIREFIGHTER I* Egl\'}'g'FORESTRY DIVISION - ALL

1.835 HELITACK SUPERVISOR
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*ONLY CERTAIN POSITIONS
AGENCY/POSITION CONTROL

CLASS/TITLE

CODE NO.

1.850 FIRE CAPTAIN

1.852 FIREFIGHTER |

1.907 PARKS REGIONAL MANAGER (NON-

' COMMISSIONED)

1.912 PARK INTERPRETER

1.918 LIFEGUARD II

1.919 LIFEGUARD I

1.921 PARK RANGER Il (NON-COMMISSIONED)

1.922 PARK RANGER Il (NON-COMMISSIONED)

1.923 PARK RANGER I (NON-COMMISSIONED)

1.967 PARK SUPERVISOR Il (NON-COMMISSIONED)

1.968 PARK SUPERVISOR Il (NON-COMMISSIONED)

1.969 PARK SUPERVISOR | (NON-COMMISSIONED)

2.124 MAIL SERVICE SUPERVISOR* BCN - ALL PCNS

2.126 MAIL SERVICE TECHNICIAN* BCN - ALL PCNS

2127 MAIL SERVICE CLERK I* BCN - ALL PCNS

2.129 MAIL SERVICE CLERK II* BCN - ALL PCNS

2.153 LEGAL SECRETARY II* TAXI - PCN 0038
DPS - PCNS 3743-0106, 3743-33, 4701-
0106, 4701-0155, 4701-0706, 4701-
0805, 4701-0870, 4709-42, 4709-70,
4709-71, 4709-72, 4709-73, 4709-206,
4709-625, 4709-645, 4709-665, 4709-

2.210 ADMINISTRATIVE ASSISTANT IV* 1004, 4709-1006, 4709-1007, 4709-
1009, 4709-8004, 4709-8018, 4709-
8031, 4709-8038, 4709-8039, 4709-
8040, 4709-8041, 4709-8042, 4709-
8043, 4709-9013, 4713-0706, 4713-155,
4713-805; TAXI - PCN 0023
DMV - PCNS RE7015, WF7047; DPS -
PCNS 3740-1412, 3743-0028, 3743-5,
3743-15, 3743-17, 3743-32, 3743-34,
3743-60, 3743-61, 3743-62, 3743-64,
3743-65, 3743-1011, 3743-1014, 3743-
1017, 3743-1020, 3744-10, 3744-13,
3744-16, 3744-19, 4702-51, 4702-147,

* 4702-315, 4702-328, 4702-648, 4702-

2.211 ADMINISTRATIVE ASSISTANT Il1I 705, 4702-871, 4702-11033, 4702-
11034, 4709-36, 4709-37, 4709-58,
4709-620, 4709-630, 4709-8005, 4709-
8007, 4709-8010, 4709-8011, 4709-
8016, 4709-8017, 4709-8019, 4709-
8020, 4709-8021, 4709-9001, 4709-
9002, 4709-9011, 4709-9012; TAXI -
PCNS 0011, 0061
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CLASS/TITLE

CODE

*ONLY CERTAIN POSITIONS
AGENCY/POSITION CONTROL
NO.

DPS - PCNS 3743-1021, 4702-32, 4709-
2, 4700-8044, 4709-8045, 4709-8046,
4709-8048, 4709-9003, 4709-9004,
4709-9005, 4709-9006, 4709-9007,
4709-9008, 4709-9009, 4709-9010.
4709-16, 4709-17, 4700-18, 4709-25

* ’ ] ] ’

2212 ADMINISTRATIVE ASSISTANT Ii 0926, 470934, 470950 470969
4709-204, 4709-205, 4709-605, 4709-
660, 4709-8006, 4709-8008, 4709-8009,
4713-0870; TAXI - PCNS 0003, 0013,
0020, 0043, 0046, 0066, 0074, 0075,
0092, 0095

2301 ACCOUNTING ASSISTANT I11* Do T PONS S7AS-16, 4709-38, 4705-

2.303 ACCOUNTING ASSISTANT 11 DPS - PCN 4709-15

2.819 SUPPLY TECHNICIAN [1* PURCHASING - PCN 0027
PURCHASING - PCN 0029; BCN -

2.824 SUPPLY TECHNICIAN I1* PORCHAS

2.827 SUPPLY ASSISTANT* BCN - ALL PCNS

2.836 SUPPLY TECHNICIAN I* BCN - ALL PCNS

3.203 FOOD SERVICE COOK/SUPERVISOR I1* BCN - ALL PCNS

3.206 FOOD SERVICE COOK/SUPERVISOR I* BCN - ALL PCNS

3.213 FOOD SERVICE WORKER II* BCN - ALL PCNS

3.218 FOOD SERVICE WORKER I* BCN - ALL PCNS

3.505 DRIVER - SHUTTLE BUS

3.506 DRIVER - VANJAUTOMOBILE

3.520 FAMILY SUPPORT WORKER III* BCN - ALL PCNS

3.521 FAMILY SUPPORT WORKER II* BCN - ALL PCNS

3.524 FAMILY SUPPORT WORKER I* BCN - ALL PCNS

2530 TRANSPORTATION AND SAFETY ATTENDANT |\ 5us 11 pons

. TRANSPORTATION AND SAFETY ATTENDANT | \5us 11 pons

o TRANSPORTATION AND SAFETY ATTENDANT | \5us | pons

5.103 PRINCIPAL

5.104 VICE PRINCIPAL

5.106 ACADEMIC TEACHER

5.112 VOCATIONAL EDUCATION INSTRUCTOR

5.174 CHILD CARE WORKER II* BCN - ALL PCNS

5.175 CHILD CARE WORKER I* BCN - ALL PCNS
NDOT - PCNS 017009, 017046, 018-

6.209 SUPERVISOR 111, ASSOCIATE ENGINEER* D3 ALL PONS BECINNING W 530
NDOT - PCNS 027006, 028006, 255001,

6.211 SUPERVISOR II, ASSOCIATE ENGINEER* AR ena R 227000, 328008 2
NDOT -PCNS 017021, 017034, 017048,

6.215 SUPERVISOR |, ASSOCIATE ENGINEER* 028008, ALL PCNS BEGINNING W/
930

ADMINISTRATOR I, PROFESSIONAL
6.223 Al NDOT - PCN 301012
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CLASS/TITLE

CODE

*ONLY CERTAIN POSITIONS
AGENCY/POSITION CONTROL
NO.

NDOT - ALL PCNS BEGINNING W/

6.224 MANAGER |, PROFESSIONAL ENGINEER* 930
- NDOT - PCNS 018024, 018025, 018036,
6.228 STAFF Il, ASSOCIATE ENGINEER 018037, 018046, 018047
NDOT - PCNS 020014, 034001, 255002,
6.229 STAFF I, ASSOCIATE ENGINEER* 080001, 080002, 080005, 080006,
080007, 080010
6.305 ENGINEERING TECHNICIAN V* NDOT - PCN 028015
- NDOT - PCN 027023, ALL PCNS
6.308 ENGINEER TECHNICIAN IV BEGINNING W/ 930
NDOT - PCNS 017037, 017038, 017039,
017040, 017041, 017042, 017050,
017051, 017052, 027019, 027022,
6.313 ENGINEERING TECHNICIAN I11* 028010, 028011, 028013, 028016,
028021, 028022, 028030, 101342,
255003, ALL PCNS BEGINNING W/
930
6.355 ARCHITECTURAL DRAFTER IV* BCN - ALL PCNS
6.358 ARCHITECTURAL DRAFTER I1I* BCN - ALL PCNS
6.750 CONSTRUCTION PROJECT COORDINATOR III* BCN - ALL PCNS
6.751 PROJECT MANAGER III* BCN - ALL PCNS
6.754 BUILDING CONSTRUCTION INSPECTOR III* BCN - ALL PCNS; D of A - ALL PCNS
6.755 BUILDING CONSTRUCTION INSPECTOR IV* D of A - ALL PCNS
6.758 CONSTRUCTION PROJECT COORDINATOR II* BCN - ALL PCNS
6.762 PROJECT MANAGER II* BCN - ALL PCNS
6.763 PROJECT MANAGER I* BCN - ALL PCNS
6.966 DEVELOPMENT TECHNICIAN IV* BCN - ALL PCNS
6.978 DEVELOPMENT TECHNICIAN II1* BCN - ALL PCNS
6.979 DEVELOPMENT TECHNICIAN II* BCN - ALL PCNS
6.980 DEVELOPMENT TECHNICIAN I* BCN - ALL PCNS
6.981 ELECTRONICS TECHNICIAN I1* BCN, NDOC - ALL PCNS
6.987 ELECTRONICS TECHNICIAN I11* BCN, NDOC - ALL PCNS
6.988 ELECTRONICS TECHNICIAN I* BCN, NDOC - ALL PCNS
7.141 ACCOUNTANT TECHNICIAN II* DPS - PCNS 0030, 4709-1010
7.143 ACCOUNTANT TECHNICIAN I* DPS - PCN 4702-30
7.154 AUDITOR II* DHHS PBH - PCNS 0031, 0033, 0041
7.217 ADMINISTRATIVE SERVICES OFFICER II* DPS - PCN 4709-23
7.218 ADMINISTRATIVE SERVICES OFFICER I* DPS - PCN 3743-6
7.519 TRAINING OFFICER I* NDOT - ALL PCNS
« DPS - NHP - HAZARDOUS
7.524 TRAINING OFFICER I MATERIALS - PCN 5
7.624 MANAGEMENT ANALYST III* DPS - PCNS 4709-3, 4709-200
- DPS - PCN 4709-39; TAXI - PCNS
7.625 MANAGEMENT ANALYST Il 0002, 0078
7.637 MANAGEMENT ANALYST I* DPS - PCNS 3743-9, 3743-79, 4709-40
- DHHS PBH - PCN 0038; DPS - PCN
7.643 PROGRAM OFFICER 11l 4702-0086
BCN - PCN 41234; DMV - PCN
CC4019; DPS- PCNS 3743-1022, 4701-
7.647 PROGRAM OFFICER 11* 0950, 4709-19, 4709-24, 4709-35, 4709-
8003, 4709-8012

42




CLASS/TITLE

CODE

*ONLY CERTAIN POSITIONS
AGENCY/POSITION CONTROL
NO.

DPS - PCN 3744-82, 4702-322, 4700-
8030, 4709-8036, 4709-8037: FIRE
7.649 PROGRAM OFFICER I* MARSHAL - PCNS 4. 106: NDOC -
PCNS 3710-0064, 3710-0202: BCN -
PCNS 41672, 41673
7.653 PUBLIC SERVICE INTERN II* 2'4%OT -ALL PCNS BEGINNING W/
7.655 BUSINESS PROCESS ANALYST 1I* DPS - PCN 4709-8023
7.656 BUSINESS PROCESS ANALYST I1* DPS - PCNS 4702-0046, 4709-8024,
4709-8025
MIN - PCNS 09015, 09016, 09017
* L] ] )
7.665 PUBLIC SERVICE INTERN | 00015, 03010, 09090, 06022 09055
7.713 TRANSPORTATION TECHNICIAN I11* yoggéé'-'- PCNS BEGINNING W/
7.714 TRANSPORTATION TECHNICIAN IV* Q'O%gélé'-'- PCNS BEGINNING W/
7.715 TRANSPORTATION TECHNICIAN 11* yoggéé'-'- PCNS BEGINNING W/
7722 TRAFFIC CENTER TECHNICIAN SUPERVISOR
7.724 TRAFFIC CENTER TECHNICIAN I
7.725 TRAFFIC CENTER TECHNICIAN |
7.726 TRAFFIC CENTER TECHNICIAN TRAINEE
7.745 STATISTICIAN [1* DPS - PCN 470921
7.901 CHIEF IT MANAGER* NDOT - PCN 016060
7.902 IT MANAGER I11* DPS - PCN 4709-0207
oo T MANAGER [+ 4N2ngg' ~PCN 016065: BCN UNR - PCN
DPS - PCN 4709-8032: NDOT - PCNS
* ]
7.021 IT PROFESSIONAL IV 16061, 016063
DPS - PCNS 4709-0150, 4709-8033:
NDOT - PCNS 016062, 016064, 91001
* L] L] ]
7.925 IT PROFESSIONAL 111 02001 93000, BoN TR —pet
FACILITIES SERVICES PCNS
NDOT - PCNS 91005, 92002, 93001,
93003, 95001, 96001, 92003, 93005
* ’ ) ’ ’ ’
1.926 IT PROFESSIONAL 11 94003: BCN UNR - ALL FACILITIES
SERVICES PCNS
BCN UNR - ALL FACILITIES
*
7.929 IT PROFESSIONAL | e
BCN UNR - ALL FACILITIES
*
7.951 IT PROFESSIONAL TRAINEE T
9.103 HIGHWAY MAINTENANCE MANAGER
9.106 HIGHWAY MAINTENANCE SUPERVISOR 11
9.115 HIGHWAY MAINTENANCE SUPERVISOR |
9.117 HIGHWAY MAINTENANCE WORKER IV
9.120 HIGHWAY MAINTENANCE WORKER 1|
9.127 HIGHWAY MAINTENANCE WORKER 11
9.130 HIGHWAY MAINTENANCE WORKER |
9.137 HIGHWAY CONSTRUCTION AID
9.200 SPECIAL EQUIPMENT OPERATOR 111
9.201 EQUIPMENT OPERATION INSTRUCTOR
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CODE

*ONLY CERTAIN POSITIONS
AGENCY/POSITION CONTROL
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9.203 SPECIAL EQUIPMENT OPERATORII
9.204 GROUNDS EQUIPMENT OPERATOR I* BCN - ALL PCNS
9.205 SEASONAL FORESTRY EQUIPMENT OPERATOR
9.208 DRIVER WAREHOUSE WORKER TRAINEE* NDOC - ALL PCNS
9.209 GROUNDS EQUIPMENT OPERATOR II* BCN - ALL PCNS
9.210 DRIVER WAREHOUSE WORKER |
9.211 DRIVER WAREHOUSE WORKER I
9.212 DRIVER WAREHOUSE SUPERVISOR
9.315 HIGHWAY EQUIPMENT MECHANIC SPVR |
9.317 HIGHWAY EQUIPMENT MECHANIC llI
9.318 HIGHWAY EQUIPMENT MECHANIC II
9.321 HIGHWAY EQUIPMENT MECHANIC |
- BCN, DCNR-FORESTRY DIVISION -
9.322 EQUIPMENT MECHANIC IV ALL PCNS
- BCN, DCNR-FORESTRY DIVISION,

9.323 EQUIPMENT MECHANIC I11 NDOC, NDOW - ALL PCNS
9.326 EQUIPMENT MECHANIC-IN-TRAINING IV* BCN, NDOT - ALL PCNS
9.327 AUTO BODY WORKER* NDOT - ALL PCNS
9.328 EQUIPMENT MECHANIC-IN-TRAINING III* BCN, NDOT - ALL PCNS
9.330 EQUIPMENT MECHANIC-IN-TRAINING II* BCN, NDOT - ALL PCNS

- BCN, DCNR-FORESTRY DIVISION,
9.331 EQUIPMENT MECHANIC Il NDOC, NDOT, NDOW - ALL PCNS
9.332 EQUIPMENT MECHANIC-IN-TRAINING I* BCN, NDOT - ALL PCNS

- BCN, DCNR-FORESTRY DIVISION,
9.333 EQUIPMENT MECHANIC | NDOC, NDOT, NDOW - ALL PCNS
9.334 FLEET SERVICE WORKER IV* BCN, NDOT - ALL PCNS
9.335 FLEET SERVICE WORKER I11* BCN, NDOT - ALL PCNS
9.336 FLEET SERVICE WORKER II* BCN, NDOT - ALL PCNS
9.337 FLEET SERVICE WORKER I* BCN, NDOT - ALL PCNS
9.353 AVIATION SERVICES OFFICER
9.354 CHIEF PILOT
9.355 PILOT I
9.356 PILOT Il
9.357 AIRCRAFT MAINTENANCE SPECIALIST
9.359 PILOT I
9.404 HVACR SPECIALIST IV* BCN - ALL PCNS
9.408 HVACR SPECIALIST 1I* BCN, NDOC - ALL PCNS
9.413 HVACR SPECIALIST III* BCN, NDOC - ALL PCNS
9.417 WELDER I* BCN, NDOC, NDOT - ALL PCNS
9.418 LOCKSMITH I* BCN, NDOC - ALL PCNS
9.420 HEAT PLANT SPECIALIST II* BCN, NDOC - ALL PCNS
9.421 HVACR SPECIALIST I* BCN, NDOC, NDOT - ALL PCNS
9.422 HEAT PLANT SPECIALIST IV* BCN, NDOC - ALL PCNS
9.423 CARPENTER I* BCN, NDOC, NDOT - ALL PCNS
9.424 CARPENTER II* BCN, NDOC - ALL PCNS
9.425 HEAT PLANT SPECIALIST IlI* BCN, NDOC - ALL PCNS
9.426 ELECTRICIAN I* BCN, NDOC, NDOT - ALL PCNS
9.428 HEAT PLANT SPECIALIST I* BCN, NDOC - ALL PCNS
9.429 PAINTER I* BCN - ALL PCNS
9.430 WELDER II* BCN, NDOC, NDOT - ALL PCNS
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CODE

*ONLY CERTAIN POSITIONS
AGENCY/POSITION CONTROL
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9.431 LOCKSMITH I1* BCN, NDOC - ALL PCNS
9.432 PLUMBER I* BCN, NDOC - ALL PCNS
* BCN - ALL LAWLOR EVENTS
9.434 EVENTS CENTER TECHNICIAN 11 CENTER PCNS
- BCN - ALL LAWLOR EVENTS

9.437 EVENTS CENTER TECHNICIAN | CENTER PCNS
9.439 CARPENTER III* BCN - ALL PCNS
9.441 MAINTENANCE REPAIR SPECIALIST I* ifldpl\(l:DNgc NDOT, NDOW, NDVS -
9.445 MAINTENANCE REPAIR SPECIALIST II* BCN, NDOC, NDOW - ALL PCNS
9.447 ELECTRICIAN II* BCN, NDOC, NDOT - ALL PCNS
9.448 ELECTRICIAN I1I* BCN, NDOC, NDOT - ALL PCNS
9.459 PAINTER II* BCN - ALL PCNS
9.460 PAINTER I1I* BCN - ALL PCNS
9.462 PLUMBER II* BCN, NDOC - ALL PCNS
9.463 PLUMBER III* BCN - ALL PCNS
9.465 CRAFT WORKER-IN-TRAINING IV* BCN - ALL PCNS
9.466 CRAFT WORKER-IN-TRAINING I1I* BCN - ALL PCNS
9.467 CRAFT WORKER-IN-TRAINING II* BCN - ALL PCNS
9.468 CRAFT WORKER-IN-TRAINING I* BCN - ALL PCNS
9.470 THEATER TECHNICIAN I* BCN - ALL PCNS
9.471 THEATER TECHNICIAN II* BCN - ALL PCNS
9.481 MAINTENANCE REPAIR AID IV* BCN - ALL PCNS
9.482 MAINTENANCE REPAIR AID I1I* BCN - ALL PCNS
9.483 MAINTENANCE REPAIR AID I1* BCN - ALL PCNS
9.484 MAINTENANCE REPAIR AID I* BCN - ALL PCNS
9.485 MAINTENANCE REPAIR WORKER IV* BCN, NDOC - ALL PCNS
9.486 MAINTENANCE REPAIR WORKER I1I* BCN, NDOC - ALL PCNS
9.487 MAINTENANCE REPAIR WORKER II* BCN, NDOC, NDVS - ALL PCNS
9.488 MAINTENANCE REPAIR WORKER I* BCN, NDOC, NDVS - ALL PCNS
9.496 WASTEWATER TREATMENT OPERATOR II* NDOC - ALL PCNS
9.497 WASTEWATER TREATMENT OPERATOR I* NDOC - ALL PCNS
9.514 RANCH MANAGER* BCN UNR - PCN 41154
9.534 RESEARCH AID II* ECCZ:SS_ ALL WOLF PACK MEATS
9.555 RESEARCH AID I* Fl?gll\\lls- ALL WOLF PACK MEATS
9.580 RESEARCH TECHNICIAN* ECCZ:SS_ ALL WOLF PACK MEATS
9.603 FACILITY MANAGER* BCN, NDOC - ALL PCNS
9.606 FACILITY SUPERVISOR III* BCN, NDOC - ALL PCNS

- BCN, NDOC - ALL PCNS, NDOT -
9.609 FACILITY SUPERVISOR II PCN 302001
9.610 GROUNDS SUPERVISOR I1I* BCN - ALL PCNS
9.612 FACILITY SUPERVISOR I* BCN, NDOC - ALL PCNS
9.616 CUSTODIAL SUPERVISOR IV* BCN - ALL PCNS
9.617 CUSTODIAL SUPERVISOR II1* BCN - ALL PCNS
9.620 GROUNDS SUPERVISOR I1I* BCN - ALL PCNS
9.623 CUSTODIAL SUPERVISOR II* BCN - ALL PCNS
9.625 CUSTODIAL SUPERVISOR I* BCN - ALL PCNS
9.627 GROUNDS SUPERVISOR I* BCN - ALL PCNS
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9.630 GROUNDS MAINTENANCE WORKER V* BCN - ALL PCNS

9.631 CUSTODIAL WORKER II* BCN - ALL PCNS

9.633 GROUNDS MAINTENANCE WORKER IV* BCN - ALL PCNS

9.634 CUSTODIAL WORKER [I* BCN - ALL PCNS

9.635 GROUNDS MAINTENANCE WORKER I11I* BCN - ALL PCNS

9.637 FACILITY ATTENDANT* BCN - ALL PCNS

9.639 GROUNDS MAINTENANCE WORKER II* BCN - ALL PCNS

9.641 GROUNDS MAINTENANCE WORKER I* BCN - ALL PCNS

10.124 PSYCHOLOGIST IV* NDOC - ALL PCNS

10.126 PSYCHOLOGIST III* NDOC - ALL PCNS

10.132 PSYCHOLOGIST II* NDOC - ALL PCNS

10.139 MENTAL HEALTH COUNSELOR II* NDOC - ALL PCNS

10.141 MENTAL HEALTH COUNSELOR I* NDOC - ALL PCNS

10.143 PSYCHOLOGIST I* NDOC - ALL PCNS

10.144 CLINICAL SOCIAL WORKER II* NDOC - ALL PCNS

10.146 TREATMENT HOME SUPERVISOR

10.148 TREATMENT HOME PROVIDER

10.150 CLINICAL SOCIAL WORKER I* NDOC - ALL PCNS

10.151 CLINICAL SOCIAL WORKER I1I* NDOC - ALL PCNS

10.179 PSYCHOMETRIST * NDOC - ALL PCNS

10.217 HEALTH PROGRAM MANAGER II* DHHS PBH - PCN 0037

10.229 MID-LEVEL MEDICAL PRACTITIONER* DHHS, NDOC - ALL PCNS

10.244 QUALITY ASSURANCE SPECIALIST I* NDVS - ALL PCNS

10.260 DENTAL CLINIC SUPERVISOR* UNLV - ALL PCNS

10.262 DENTAL ASSISTANT I1I* NDOC, UNLV - ALL PCNS

10.263 DENTAL ASSISTANT II* NDOC, UNLV - ALL PCNS

10.264 DENTAL ASSISTANT I* NDOC, UNLV - ALL PCNS
* DHHS, NDOC - ALL PCNS, NDVS -

10.300 DIRECTOR, NURSING SERVICES Il ALL PCNS

10.301 DIRECTOR, NURSING SERVICES I* DHHS, NDOC - ALL PCNS

10.305 PSYCHIATRIC NURSE II* DHHS, NDOC - ALL PCNS

10.306 PSYCHIATRIC NURSE IV* DHHS, NDOC - ALL PCNS

10.307 PSYCHIATRIC NURSE II* DHHS, NDOC - ALL PCNS

10.309 PSYCHIATRIC NURSE I* DHHS, NDOC - ALL PCNS

10.310 CHIEF OF NURSING SERVICES* NDOC - ALL PCNS

10.316 CORRECTIONAL NURSE IlI* NDOC - ALL PCNS

10.318 CORRECTIONAL NURSE II* DHHS, NDOC - ALL PCNS

10.319 CORRECTIONAL NURSE I* DHHS, NDOC - ALL PCNS

10.338 MENTAL HEALTH TECHNICIAN IV* DHHS - ALL PCNS

10.339 DEVELOPMENTAL SUPPORT TECH IV* DHHS - ALL PCNS

10.346 MENTAL HEALTH TECHNICIAN III* DHHS - ALL PCNS

10.347 DEVELOPMENTAL SUPPORT TECH III* DHHS - ALL PCNS

10.352 REGISTERED NURSE V* NDVS - ALL PCNS

10.354 REGISTERED NURSE IV* NDVS - ALL PCNS

10.356 MENTAL HEALTH TECHNICIAN I1* DHHS - ALL PCNS

10.357 DEVELOPMENTAL SUPPORT TECH II* DHHS - ALL PCNS

10.358 NURSE I* DHHS, NDOC, NDVS - ALL PCNS

10.359 REGISTERED NURSE II* NDVS - ALL PCNS

10.360 LICENSED PRACTICAL NURSE II* DHHS, NDOC, NDVS - ALL PCNS
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DHHS, NDOC - ALL PCNS, NDVS —

*
10.364 LICENSED PRACTICAL NURSE IlI ALL PCNS
* DHHS, NDOC - ALL PCNS, NDVS -
10.365 LICENSED PRACTICAL NURSE I ALL PCNS
10.366 MENTAL HEALTH TECHNICIAN I* DHHS - ALL PCNS
10.367 DEVELOPMENTAL SUPPORT TECH I* DHHS - ALL PCNS
10.368 CERTIFIED NURSING ASSISTANT I11* NDVS — ALL PCNS
10.369 CERTIFIED NURSING ASSISTANT II* NDOC, NDVS - ALL PCNS
10.370 NURSING ASSISTANT TRAINEE* NDVS - ALL PCNS
10.371 CERTIFIED NURSING ASSISTANT I* NDVS — ALL PCNS
10.375 COMMUNITY HEALTH NURSE IV* DHHS - ALL PCNS
10.376 COMMUNITY HEALTH NURSE III* DHHS - ALL PCNS
10.377 COMMUNITY HEALTH NURSE II* DHHS - ALL PCNS
10.378 COMMUNITY HEALTH NURSE I* DHHS - ALL PCNS
10.536 ENVIRONMENTAL SCIENTIST II* NDOT - PCNS 018012, 018013
10.540 MARIUANA PROGRAM SUPERVISOR
10.541 MARIJUANA PROGRAM INSPECTOR I
10.542 MARIJUANA PROGRAM INSPECTOR |
10.545 ENVIRONMENTAL SCIENTIST IV* NDOT - PCN 018011
10.707 CHEMIST V* BCN - ALL PCNS
10.708 CHEMIST IV* BCN - ALL PCNS
10.710 MICROBIOLOGIST V* BCN - ALL PCNS
10.711 MICROBIOLOGIST IV* BCN - ALL PCNS
10.712 CHEMIST I11* BCN - ALL PCNS
10.713 CHEMIST II* BCN - ALL PCNS
10.715 MICROBIOLOGIST IlI* BCN - ALL PCNS
10.717 MICROBIOLOGIST II* BCN - ALL PCNS
10.721 MICROBIOLOGIST I* BCN - ALL PCNS
10.724 CHEMIST I* BCN - ALL PCNS
10.723 PHARMACY TECHNICIAN II* DHHS, NDOC - ALL PCNS
10.726 LABORATORY TECHNICIAN II* BCN - ALL PCNS
10.728 PHARMACY TECHNICIAN I* DHHS, NDOC- ALL PCNS
10.729 LABORATORY ASSISTANT II* BCN - ALL PCNS
10.733 LABORATORY TECHNICIAN I* BCN - ALL PCNS
10.736 LABORATORY ASSISTANT I* BCN - ALL PCNS
10.769 STAFF RESEARCH ASSOCIATE IV* BCN - ALL PCNS
10.770 STAFF RESEARCH ASSOCIATE I1I* BCN - ALL PCNS
10.771 STAFF RESEARCH ASSOCIATE II* BCN - ALL PCNS
10.772 STAFF RESEARCH ASSOCIATE I* BCN - ALL PCNS
11.117 PUBLIC SAFETY DISPATCHER VI
11.118 PUBLIC SAFETY DISPATCHER V
11.120 PUBLIC SAFETY DISPATCHER IV
11.122 PUBLIC SAFETY DISPATCHER III
11.124 PUBLIC SAFETY DISPATCHER Il
11.126 PUBLIC SAFETY DISPATCHER I
11.128 N.C.J.I.S. PROGRAM SPECIALIST SUPERVISOR* | DPS - PCNS 4709-13, 4709-14
DPS - PCNS 4709-41, 4709-63, 4709-74,
11.129 N.C.J.I.S. PROGRAM SPECIALIST* 4709-600, 4709-615, 4709-650, 4709-
680, 4709-1005
11.130 N.C.J.1.S. PROGRAM SPECIALIST TRAINEE
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11.132 MANAGER, CRIMINAL JUSTICE RECORDS* DPS - ALL PCNS

11.133 FINGERPRINT/RECORDS EXAMINER I11I* DPS - PCNS 4709-201, 4709-8015
DPS - PCNS 4709-6, 4709-7, 4709-33,

11.134 FINGERPRINT/RECORDS EXAMINER II* 4709-59, 4709-61, 4709-202, 4709-590,
4709-8014

11.135 FINGERPRINT/RECORDS EXAMINER |

11.144 FINGERPRINT/RECORDS SUPERVISOR* DPS - PCNS 4709-4, 4709-5

11.239 MILITARY SECURITY OFFICER V

11.240 MILITARY SECURITY OFFICER IV

11.241 MILITARY SECURITY OFFICER IlI

11.242 MILITARY SECURITY OFFICER I

11.243 MILITARY SECURITY OFFICER |

11.260 SECURITY OFFICER SUPERVISOR* BCN

11.263 SECURITY OFFICER* BCN, MILITARY

11.354 SUPERVISORY COMPLIANCE INVESTIGATOR* | DMV - PCN WF8508

- DMV - PCNS RE4079, RE8018,

11.358 COMPLIANCE INVESTIGATOR I RES025, RES026, RES028
B&I-INSURANCE DIV - PCN 0072;

11.363 COMPLIANCE/AUDIT INVESTIGATOR III* SOS - PCNS 0030, 0031, 0035, 0062,
0063, 0066

* B&I-INSURANCE DIV - ALL PCNS;

11.365 COMPLIANCE/AUDIT INVESTIGATOR I SOS - PCNS 0022, 0028, 0068

11.424 DMV SERVICES TECHNICIAN II1* DMV - PCNS RE5324, RE5328

11.506 FIRE & LIFE SAFETY INSPECTOR |

11.510 FIRE & LIFE SAFETY INSPECTOR I

11.513 SAFETY REPRESENTATIVE, RAILWAY

11.515 SAFETY SPECIALIST, RAILWAY

11.550 TAXICAB VEHICLE INSPECTOR |

11.552 TAXICAB VEHICLE INSPECTOR I

11.560 MANUFACTURED HOUSING INSPECTOR I

11.561 MANUFACTURED HOUSING INSPECTOR |

11.565 AGENCY LOSS CONTROL COORDINATOR* NDOT - PCN 078002

12.466 SUBSTANCE ABUSE COUNSELOR Il

12.469 SUBSTANCE ABUSE COUNSELOR I

12.470 SUBSTANCE ABUSE COUNSELOR |

12.501 WARDEN

12.510 CORRECTIONAL MANAGER

12.517 CORRECTIONAL ASSISTANT* NDOC - ALL PCNS

12523 ASSISTANT SUPERINTENDENT, YOUTH

FACILITY

12.532 HEAD GROUP SUPERVISOR

12.534 ASSISTANT HEAD GROUP SUPERVISOR

12.535 GROUP SUPERVISOR IV

12.537 GROUP SUPERVISOR I

12.538 GROUP SUPERVISOR I

12.541 GROUP SUPERVISOR |

12.553 ASSOCIATE WARDEN

12.556 CORRECTIONAL CASEWORK SPECIALIST 11l

12.559 CORRECTIONAL CASEWORK SPECIALIST 1l

12.565 CORRECTIONAL CASEWORK SPECIALIST |

12.571 CORRECTIONAL CASEWORK SPECIALIST TR
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DPS - PCNS 3740-0564, 3740-1251,
12.616 PAROLE & PROBATION SPECIALIST I11* 3740-1439, 3740-1440, 3740-1441,
3740-1442
13.101 AGRICULTURE ENFORCEMENT OFFICER 1II
13.102 AGRICULTURE ENFORCEMENT OFFICER I
13.103 AGRICULTURE ENFORCEMENT OFFICER |
13.111 DEPUTY BRAND INSPECTOR (COMMISSIONED)
13.115 STAFF GAME WARDEN
13.121 GAME WARDEN IV
13.122 GAME WARDEN 1II
13.123 GAME WARDEN 11
13.124 GAME WARDEN |
13131 PARKS REGIONAL MANAGER
(COMMISSIONED)
13.135 PARK SUPERVISOR 11l (COMMISSIONED)
13.136 PARK SUPERVISOR 1l (COMMISSIONED)
13.137 PARK SUPERVISOR | (COMMISSIONED)
13.141 PARK RANGER I11 (COMMISSIONED)
13.142 PARK RANGER Il (COMMISSIONED)
13.143 PARK RANGER | (COMMISSIONED)
13.202 DPS MAJOR
13.203 DPS CAPTAIN
13.204 DPS LIEUTENANT
13.205 DPS SERGEANT
13.206 DPS OFFICER I
13.207 DPS OFFICER |
13.215 UNIVERSITY POLICE LIEUTENANT
13.217 UNIVERSITY POLICE DETECTIVE
13.221 UNIVERSITY POLICE SERGEANT
13.222 UNIVERSITY POLICE OFFICER I
13.223 UNIVERSITY POLICE OFFICER |
13.234 SENIOR LAW ENFORCEMENT SPECIALIST
13.237 AG CYBERCRIME INVESTIGATOR II
13.238 AG CYBERCRIME INVESTIGATOR |
13.241 SUPERVISORY CRIMINAL INVESTIGATOR Il
13.242 SUPERVISORY CRIMINAL INVESTIGATOR |
13.243 CRIMINAL INVESTIGATOR Il
13.244 CRIMINAL INVESTIGATOR II
13.245 CRIMINAL INVESTIGATOR |
13.246 AG DEPUTY CHIEF INVESTIGATOR* AG - ALL PCNS
13.247 AG CRIMINAL INVESTIGATOR, SUPERVISOR* | AG - ALL PCNS
13.248 AG CRIMINAL INVESTIGATOR II* AG - ALL PCNS
13.249 AG CRIMINAL INVESTIGATOR I* AG - ALL PCNS
13951 CHIEF INVESTIGATOR, COMPLIANCE/
ENFORCEMENT
13,955 SUPERVISORY COMPLIANCE/ENFORCEMENT
INVESTIGATOR
13,956 ﬁ?MPLIANCE/ENFORCEMENT INVESTIGATOR
13957 ICI:OMPLIANCE/ENFORCEMENT INVESTIGATOR
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13.258 COMPLIANCE/ENFORCEMENT INVESTIGATOR |
13.263 UNIT MANAGER, YOUTH PAROLE BUREAU
13.265 YOUTH PAROLE COUNSELOR III
13.266 YOUTH PAROLE COUNSELOR Il
13.267 YOUTH PAROLE COUNSELORII
13.301 INSPECTOR GENERAL
13.309 CORRECTIONAL CAPTAIN
13.310 CORRECTIONAL LIEUTENANT
13.311 CORRECTIONAL SERGEANT
13.312 SENIOR CORRECTIONAL OFFICER
13.313 CORRECTIONAL OFFICER
13.314 CORRECTIONAL OFFICER TRAINEE
13.321 FORENSIC SPECIALIST IV
13.322 FORENSIC SPECIALIST Il
13.323 FORENSIC SPECIALIST I
13.324 FORENSIC SPECIALIST |
DIVISION ADMINISTRATOR, RECORDS &
U3720 TECHNOLOGY* DPS - PCN 4709-1
U3916 PROGRAM MANAGER, OIL/GAS/GEOTHERMAL | MIN - PCN 0002
U3918 DEPUTY ADMINISTRATOR, MINERALS MIN - PCN 0006
U3919 CHIEF FOR DANGEROUS MINES MIN - PCN 0007
U3930 CHIEF FOR MINE REGULATION MIN - PCN 0009
U3932 FIELD SPECIALIST, MINERALS MIN - PCNS 0011, 0021, 0031
U4102 BUREAU CHIEF, YOUTH PAROLE
U4103 DIVISION ADMINISTRATOR, TAXICAB
AUTHORITY
U141 DEPUTY DIVISION ADMINISTRATOR, TAXICAB
AUTHORITY
U4706 ADMINISTRATOR, MINERALS MIN - PCN 0001
DEPUTY ADMINISTRATOR, COMPLIANCE
U9005 ENFORCEMENT DIVISION* DMV - PCNS RE2013, WF2014
U9010 CHIEF, NEVADA HIGHWAY PATROL
U9021 DIVISION ADMINISTRATOR, COMPLIANCE
ENFORCEMENT DIVISION
U9033 DEPUTY DIRECTOR, INDUSTRIAL PROGRAMS
U9034 DEPUTY DIRECTOR, OPERATIONS SOUTH
u9041 CHIEF GAME WARDEN
u9074 PHARMACIST 1* DHHS, NDOC - ALL PCNS
- DHHS - ALL EXCEPT PCN 3243-0014,
u9075 PHARMACIST 2 NDOC - ALL PCNS
U9076 PHARMACIST 3* DHHS, NDOC - ALL PCNS
U9085 SENIOR INSTITUTIONAL DENTIST (RANGE A)* | NDOC - ALL PCNS
U9086 SENIOR INSTITUTIONAL DENTIST (RANGE B)* | NDOC - ALL PCNS
U087 SENIOR PHYSICIAN (RANGE C)* DHHS, NDOC - ALL PCNS
u9088 SENIOR PSYCHIATRIST (RANGE C)* DHHS, NDOC - ALL PCNS
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ACRONYMS

Acronym Agency

AG Office of the Attorney General

AGR Department of Agriculture

BCN (Nevada System of Higher Education) Business Center
North

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

B&I Department of Business & Industry

DCNR Department of Conservation & Natural Resources

DHHS Department of Health & Human Services

DHHS PBH Department of Health & Human Services, Division of
Public & Behavioral Health

DMV Department of Motor Vehicles

D of A Department of Administration

DPS Department of Public Safety

ESD Department of Employment, Training & Rehabilitation,
Employment Security Division

MIN Commission on Mineral Resources, Division of
Minerals

NHP Department of Public Safety, Nevada Highway Patrol

NDOC Department of Corrections

NDOT Department of Transportation

NDOW Department of Wildlife

NDVS Nevada Department of Veterans Services

SOS Secretary of State

TAXI Department of Business & Industry, Nevada Taxicab
Authority

UNLV (Nevada System of Higher Education) University of
Nevada Las Vegas
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Personnel Commission Meeting
March 15, 2019

FOR DISCUSSION AND POSSIBLE ACTION

NRS 284.4066 provides for the pre-employment testing for controlled substances of applicants for
positions affecting public safety. This law requires the appointing authority to identify the specific
positions that affect public safety, subject to the approval of the Personnel Commission.

The Nevada System of Higher Education, Business Center North (BCN) has requested the
following class be added to the classes/positions approved for pre-employment screening for
controlled substances for the provided reason(s):

CLASS/ POSITION ,
AGENCY | TITLE TITLE CONTROL AGEN%E SI?]?SSEIES FOR
CODE NUMBER
) Positions are subject to federal
BCN 3.504 Drlvgisslliuttle All controlled substance testing
requirements

Positions in the class are subject to the United States Department of Transportation, Federal Motor
Carrier Safety Administration controlled substance testing requirements which include pre-
employment screening for controlled substances. The other classes in the series have previously
been approved for pre-employment screening for controlled substances.

A representative of BCN has been requested to be available at the meeting to answer
Commissioners’ questions.
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Nevada System of Higher Education
BUSINESS CENTER NORTH
Human Resources/0240
Reno, Nevada 89557-0240
(775) 784-6844 TDD #784-1706 FAX (775) 784-1146

Date: January 8, 2019

TO: Peter Long, Administrator
Division of Human Resources Management

CC: Carrie Hughes, Personnel Analyst 3
Division of Huma source Mana

FROM: Tim McFaﬁO{e;;(nan Re%es (

Janine Nelson, Manager, Job Evaluation
Business Center North Human Resources

SUBJECT: Request for Classifications for Pre-Employment Drug Testing

Business Center North requests approval from DHRM and the Personnel Commission to administer pre-
employment drug testing for a new classification.

Driver, Shuttle Bus Il —3.504

Incumbents serve in a lead capacity over multiple Driver, Shuttle Bus 1 positions on an assigned shift and
drive passenger busses as a preponderance of time. Incumbents drive busses on public streets and
campus property with high vehicle and pedestrian traffic. Incumbents must hold a valid commercial
driver’s license with passenger endorsement which is subject to Federal DOT drug testing

requirements. The classification directly affects public safety.

The request to add Driver, Shuttle Bus Il is consistent with the series as Driver, Shuttle Bus | (3.505) and
Driver, Van/Automobile (3.506) are already approved for pre-employment drug testing.

Thank you for your consideration.

Business Center North:
NSHE System Administration — University of Nevada, Reno — Desert Research Institute — Great Basin College — Truckee Meadows Community College
Western Nevada College 53
http://www.bcn-nshe.org/



Personnel Commission Meeting
March 15, 2019

FOR DISCUSSION AND POSSIBLE ACTION

NRS 284.4066 provides for the pre-employment testing for controlled substances of applicants for
positions affecting public safety. This law requires the appointing authority to identify the specific
positions that affect public safety, subject to the approval of the Personnel Commission.

The Department of Public Safety (DPS) has requested the following positions be added to the
classes/positions approved for pre-employment screening for controlled substances for the
provided reason(s):

CLASS/ POSITION ,
AGENCY | TITLE | TITLE | CONTROL AGEN%ESI}?SSTIS FOR
CODE NUMBER
DPS 2210 Administrative | 4709-9018, Access to criminal histories and

Assistant [V 4709-9019 | personally identifiable information

DPS 2911 Administrative | 4709-9016, Access to criminal histories and
’ Assistant III 4709-9017 | personally identifiable information

Management 4709-9015 Access to federal and State criminal

DPS 7.624 Analyst III justice information

The requested positions have access to federal and State criminal histories. The Administrative
Assistant positions will have access to personally identifiable information. DPS is requesting
authorization to pre-employment screen for controlled substances because the positions are
entrusted with confidential and sensitive information.

A representative of DPS has been requested to be available at the meeting to answer
Commissioners’ questions.
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Brian Sandoval James M. Wright

Crovermar Direefar
Human Resources
555 Wrighe Way
Carson City, Nevada 89701-0525
Telephone (775) 684-4694 o J'ax (775) 684-4884

MEMORANDUM

Date: December 21, 2018

To: Frank Richardson, Deputy Administrator

Division of Human Resource Management

Through: Carrie Hughes, Personnel Analyst III
Divisicn of Human Resource Management

From: Mavis Affo, Human Resource Mana
Department of Public Safety

Subject: Pre-Employment Drug Testing

I am requesting approval to add the five (5) positions listed below to the list of positions
approved for pre-employment drug screening for controlled substances. The positions are
assigned to the Records, Communications and Compliance Division of the Department of Public
Safety.

1. Management Analyst III (07.624), 4709 — 9015: This position is responsible for
implementing the new Sexual Assault Forensic Evidence (SAFE) kit tracking and
reporting system. Upon completion of the SAFE kit program implementation, additional
programs will be assigned to the incumbent for implementation. The programs expose
the incumbent to state and federal criminal justice information.

Administrative Assistant III (02.211), 4709 — 9016
Administrative Assistant III (02.211), 4709 — 9017
Administrative Assistant IV (02.210), 4709 — 9018
Administrative Assistant IV (02.210): 4709 - 9019

VB

The incumbents of the Administrative Assistant III and IV positions will utilize databases such
as the National Crime Information Center (NCIC) and Nevada Criminal Justice Information
System (NCIJIS) to accesses criminal history and personally identifiable information.

Cupitol Police o Office of Crimtnal Justice Assistance ® Emergency Muanagement/ Homeland Security
State Fire Marshal @ Records, Communications and Compliance ® Highway Patrol  [ovestigations ® Parole and Probation

Office of Professional Responsibility » Office of Traffic Safety ® Training ® Office of Cyber Defense Coordination »
Emergency Response Commission




Pre-employment Drug Testing
RCCD
Page 2 of 2

The incumbents will have daily direct access (digitally and paper forms) to various criminal and
other highly sensitive information to include victims’ information.

These positions are entrusted with confidential and sensitive information. Therefore, it is
important for candidates to undergo pre-employment drug screening to help detect potential
abuse that can affect a candidate’s ability to effectively perform their assign duties.

Please contact me at 775-684-4703, if you need any additional information regarding this request.

Thank you for your consideration.
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Personnel Commission Meeting
March 15, 2019

FOR DISCUSSION AND POSSIBLE ACTION

NRS 284.4066 provides for the pre-employment testing for controlled substances of applicants for
positions affecting public safety. This law requires the appointing authority to identify the specific
positions that affect public safety, subject to the approval of the Personnel Commission.

The Nevada Department of Transportation (NDOT) has requested the following positions be
removed from the classes/positions approved for pre-employment screening for controlled
substances for the provided reason(s):

CLASS/ POSITION ,
AGENCY | TITLE TITLE CONTROL AGEN%E 3[?]%851!S FOR
CODE NUMBER
Sup crvisor I, 017009, Positions have been reclassified &
NDOT 6.209 Associate .
: 017046 do not pose a threat to public safety
Engineer

The positions formerly in the class Supervisor III, Associate Engineer have been reclassified to
the class, Professional Land Surveyor I. NDOT has indicated that they are not required to hold a
commercial drivers’ license. They have also stated that they do not work with or near hazardous
equipment or chemicals and do not pose a threat to public safety. No positions in the Professional
Land Survey class series are approved for pre-employment screening for controlled substances.

As NDOT does not believe that the positions pose a threat to public safety, they are requesting that
the requirement for pre-employment screening for controlled substances be removed.

A representative of NDOT has been requested to be available at the meeting to answer
Commissioners’ questions.
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DocuSign Envelope ID: 5B5A5A7F-1151-4F5E-8971-EOESBE8FD4306

EVADA 1263 South Stewart Street
Carson City, Nevada 89712
Phone: (775) 888-7440
Do ’ Fax:  (775)888-7201
SAFE AND CONNECTED MEMORANDUM

Date: November 16, 2018

To: Frank Richardson, Deputy Administrator
Division of Human Resource Management
DocuSigned by:
From: Allison Wall, HR Manage Q@&m J
Nevada Department of Transpertatiers.

Subject: Request to Remove Classes/Positions from the List of Classes/Positions
Approved for Pre-Employment Controlled Substance Screening

The Nevada Department of Transportation requests the removal of the following positions from
the list of Classes/Positions Approved for Pre-Employment Controlled Substance Testing:

Class/Code Title Position Control Number
06.209 Supervisor Ill, Associate Engineer 017009
06.209 Supervisor lll, Associate Engineer 017046

These positions have been reclassified to Professional Land Surveyor 1. Although the
incumbents spend much of their workday in the field performing survey duties, they do not
require a CDL license, working with or near hazardous equipment or chemicals, and do not
pose a threat to public safety.
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Personnel Commission Meeting
March 15, 2019

FOR DISCUSSION AND POSSIBLE ACTION

At the December 7, 2018, Personnel Commission meeting, positions in the class series
Transportation & Safety Attendant were approved for pre-employment screening for controlled
substances. Based on that addition, the Division is requesting the approval of the revision to the
class specification for the class series, Transportation & Safety Attendant, to reflect this
requirement.
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STATE OF NEVADA

Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION

TITLE GRADE EEO-4 CODE
TRANSPORTATION & SAFETY ATTENDANT I11 28 H 3.530
TRANSPORTATION & SAFETY ATTENDANT Il 26 H 3.535
TRANSPORTATION & SAFETY ATTENDANT | 24 H 3.540

SERIES CONCEPT

Transportation & Safety Attendants, within the Nevada State Veterans Home (NSVH), operate various types of
motor vehicles such as shuttle buses, automobiles, vans, light trucks, or golf carts in order to transport Veterans
who have physical, intellectual, psychiatric and/or advanced cognitive impairment to medical appointments and
community outings to include parks, restaurants, movie theaters, church and other leisure and recreational
activities; conduct both interior and exterior fire and life safety patrols to ensure compliance with State and
federal rules, regulations, policies and procedures.

Transport residents to and from medical appointments, events, leisure and recreational activities in accordance
with established policies; provide assistance to residents with physical, intellectual and/or cognitive disabilities
with getting in and out of the vehicle and to and from the location destination; safely load and secure
wheelchairs, walkers and equipment in vehicles; ensure documentation is completed by both NSVH nursing
staff and physicians’ office staff as required; provide additional assistance to residents as required.

Provide courier services by picking up and/or delivering a variety of materials such as supplies, equipment,
medical documents, mail, reports, legal documents, bank deposits, and other items as required.

Conduct pre- and post-trip vehicle inspections; inspect on-board oxygen tanks to ensure proper operation;
perform basic vehicle maintenance by checking oil, gas, radiator coolant, windshield cleaning chemicals and
tire pressure; clean exterior and interior of assigned vehicles as required; report vehicle malfunctions and
needed repairs in accordance with established policies; complete logs and maintain records related to pre- and
post-trip vehicle inspections, mileage, passengers transported and other data for various reports.

Perform scheduled interior and exterior facility fire and life safety patrols to ensure resident, employee and
visitor safety and compliance with applicable State and federal laws, rules, regulations, policies and procedures;
check windows, locks, doors and alarm systems to ensure proper operation and report violations as they occur;
ensure hallways, handrails, doors, common areas and patios are free of obstructions; ensure ceiling tiles are free
of leakages; complete all required documentation to include forms, logs and/or reports.

Assist with disaster and fire drills and ensure disaster Kits are fully stocked and are up-to-date; perform fire
watch patrols as required; assist in resident searches; ensure fire magnets are not missing; verify fire
extinguishers are pressurized to correct level; perform monthly inspection of sprinklers and smoke detectors to
ensure they are in proper working condition; clean fire sprinklers and smoke detectors as required; perform
inspection of fire-rated doors for functionality; inspect Automated External Defibrillators to ensure proper
function; complete all required documentation to include forms, logs and/or reports.

Monitor physical condition of facilities to include electrical, structural, mechanical and life safety systems and
report failures and deficiencies as required; monitor the fire alarm panel, bulk oxygen tank annunciation panel,
master medical gas alarm, medical vacuum panel, and emergency generator annunciation panel; respond to
panel alarms and report incidents to appropriate staff; complete all required documentation to include forms,
logs and/or reports.
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TRANSPORTATION & SAFETY ATTENDANT I11 28 H 3.530

TRANSPORTATION & SAFETY ATTENDANT I 26 H 3.535
TRANSPORTATION & SAFETY ATTENDANT | 24 H 3.540
Page 2 of 5

SERIES CONCEPT (cont’d)

Monitor and observe individuals accessing the property and/or entering the facility as required; enforce laws,
rules and regulations by verbally warning trespassers and contacting local law enforcement for assistance if
trespassers refuse to leave; interact with other State and local law enforcement agencies and other personnel to
maintain the safety of the facilities, property, staff and general public; monitor and/or retrieve camera
surveillance as required; complete all required documentation to include forms, logs and/or reports.

Maintain proper use, control, accountability and issuance of keys, electronic access, identification cards,
lockers, lost and found, etc., by following established procedures; ensure logs and reports are accurate, up-to-
date and completed in a timely manner.

Provide emergency responses and/or assistance regarding safety matters; relay emergency communications;
administer first aid as required; conduct initial incident review and coordinate efforts with agency staff, State
and/or local law enforcement agencies for additional investigation; complete required forms, logs and/or
reports.

Assist facility staff with routine operations as required and in accordance with established policies and
procedures; perform weekly checks of water temperatures in resident care, dietary and laundry facilities;
document water temperatures; clean wheelchairs as needed; clean-up trash, debris and ashtrays; report
landscape repairs as required; complete required forms, logs and/or reports.

Provide administrative support to the facility with routine duties as required and in accordance with established
policies and procedures; answer telephone and forward calls to appropriate staff; staff the information desk and
have visitors sign in/out; assist the public by giving directions, answering questions, explaining rules, referring
public to appropriate staff or providing necessary forms; deliver daily newspaper to residents; monitor music
system; dim interior lights in the evening; escort mortuary staff as required.

Perform related duties as assigned.

KhhkhkAhkhkAhkhkiAhkhkrhhkrhhkhhhkhhkhkhhkhkhkhhkhkhhkhkkhhkhkrhkhkkhhhkhhhkhhhkhkhhkhkhhkhkkhhkhkkihkhkkhhkhkihhkihkkhhhkkhhhkkhhhkkhhihkkhiikiik

CLASS CONCEPTS

Transportation & Safety Attendant I11: Under limited supervision, the incumbent is expected to perform the
full range of duties as described in the series concept and, in addition, act as a first-line supervisor over a staff
of lower level Transportation & Safety Attendants to include performance evaluations, work performance
standards, scheduling, work assignment and review, training and discipline and may supervise lower level
administrative staff as required. This is the supervisor level in the series.

The incumbent will coordinate and oversee the NSVH resident transportation activities to include, but not
limited to: develop and modify transportation schedules based on the needs of the residents and the nursing and
activities staff; develop, implement and maintain a preventative vehicle maintenance schedule; assist in the
development, review, and implementation of transportation policies and procedures; assist in the development
of the transportation budget; and develop and submit detailed analytical, narrative and/or statistical reports of
transportation activities as required.

The incumbent will assist facility management with safety compliance activities to include, but not limited to:
oversight of the NSVH exterior/interior facility safety inspection activities to ensure the facility and grounds are
free of hazards; monitor the issuance of NSVH badges and keys for residents, staff and visitors; and ensure logs
and forms are properly completed and maintained.
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TRANSPORTATION & SAFETY ATTENDANT I11 28 H 3.530

TRANSPORTATION & SAFETY ATTENDANT I 26 H 3.535
TRANSPORTATION & SAFETY ATTENDANT | 24 H 3.540
Page 3 of 5

CLASS CONCEPTS (cont’d)

Transportation & Safety Attendant I1: Under general supervision, incumbents perform the full range of
duties described in the series concept. This is the journey level in the series.

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

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

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

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

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

INFORMATIONAL NOTE:

*  Some positions are required to work nights, weekends, and holidays.

TRANSPORTATION & SAFETY ATTENDANT 111

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and three years
of combined experience performing fire and life safety patrols and transporting, coordinating and scheduling
the transportation of individuals and/or multiple passengers; OR one year of experience as a Transportation
& Safety Attendant Il in Nevada State service; OR an equivalent combination of education and experience
as described above. (See Special Requirements and Informational Note)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):

Working knowledge of: State and federal fire and life safety requirements applicable to the Department.
General knowledge of: transportation scheduling; motor vehicle preventative maintenance; control and
accountability of keys and/or electronic access. Skill in: computer applications to include Microsoft Excel,
Word, Outlook, scheduling and database software. Ability to: create and implement forms, logs and
reports; effectively and efficiently coordinate, implement and manage transportation scheduling; develop
policies and procedures for the assigned program area; assist in the development of the transportation
budget; identify problems and make effective recommendations to resolve problems; supervise assigned
staff; and all knowledge, skills and abilities required at the lower level.

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

Detailed knowledge of: applicable State and federal laws, rules and regulations. Working knowledge of:
supervisory principles and practices. General knowledge of: State budgetary practices; agency policies
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TRANSPORTATION & SAFETY ATTENDANT I 26 H 3.535
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MINIMUM QUALIFICATIONS (cont’d)
TRANSPORTATION & SAFETY ATTENDANT 111 (cont’d)

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES: (cont’d)

and procedures related to the assigned program areas. Ability to: train, supervise and evaluate the
performance of assigned staff; establish and maintain cooperative working relationships; analyze
information, problems, situations, practices, policies and procedures to organize work flow and accomplish
established objectives; evaluate the effectiveness of the assigned program area and offer suggestions to
improve operations.

TRANSPORTATION & SAFETY ATTENDANT 1

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and two years of
experience one year of which included performing fire and life safety patrols and one year of which
included the transportation of multiple passengers; OR one year of experience as a Transportation & Safety
Attendant | within Nevada State service; OR an equivalent combination of education and experience as
described above. (See Special Requirements and Informational Note)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):

Working knowledge of: State of Nevada traffic laws and rules of the road; safe and proper operation of
motor vehicles to include shuttle buses, automobiles, vans, light trucks and golf carts. General knowledge
of: State and federal fire and life safety requirements. Ability to: conduct fire and life safety patrols; read,
understand and implement fire and life safety rules and regulations; complete and maintain standard forms,
logs and records applicable to the program area; write routine business correspondence to include both
general and incident reports; communicate and work cooperatively with others including co-workers,
program clientele and the public; and all knowledge, skills and abilities required at the lower level.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
(These are identical to the Entry Level Knowledge, Skills and Abilities for the Transportation & Safety
Attendant 111.)

TRANSPORTATION & SAFETY ATTENDANT |

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and one year of
general work experience and one year of valid motor vehicle driving experience. (See Special Requirements
and Informational Note)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):

General knowledge of: defensive driving techniques; State of Nevada traffic laws and rules of the road,;
safe and proper operation of a motor vehicle. Skill in: basic computer applications to include spreadsheet,
word processing, database and e-mail software. Ability to: use computers, telephones, copiers, facsimile
machines and other related office equipment to perform assigned duties; operate motor vehicles to include
shuttle buses, automobiles, vans, light trucks, or golf carts; complete forms and logs; perform basic vehicle
maintenance; read, understand, and follow city, county and State maps; understand and follow oral and
written directions; communicate effectively both verbally and in writing; interact effectively and in a caring
and professional manner with individuals who have a myriad of physical, psychological, intellectual and/or
cognitive disabilities.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
(These are identical to the Entry Level Knowledge, Skills and Abilities for the Transportation & Safety
Attendant 11.)
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This class specification is used for classification, recruitment and examination purposes. It is not to be
considered a substitute for work performance standards for positions assigned to this class.

3.530 3.535 3.540
ESTABLISHED: 3/12/18UC 3/12/18UC 3/12/18UC
REVISED: 12/7/18PC 12/7/18PC 12/7/18PC
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PERSONNEL COMMISSION
INDIVIDUAL STUDY APPEAL

Tomi Casey, Management Analyst I1, 7.625, grade 35
Appeal of the Division of Human Resource Management’s (DHRM) decision to not reclassify
Ms. Casey to Management Analyst 111, 7.624, grade 37

Personnel Commission March 15, 2019

Prepared by the Department of Administration
Division of Human Resource Management

APPEAL SUMMARY

Mark Froese, Division Administrator, DMV Automation with the Department of Motor Vehicles, is
appealing the Division of Human Resource Management’s decision to not reclassify this position from
Management Analyst II, 7.625, grade 35 to Management Analyst III, 7.624, grade 37.

BASIS FOR APPEAL

Mr. Froese’s appeal is based on the belief that the duties and responsibilities of this Management Analyst
I position are very similar to Management Analyst III’s who report directly to other DMV Administrators
and, as such, the classification of this position as a Management Analyst Il creates inequity within the
Department that has resulted in six people rotating through the position since it was first encumbered in
March 2008.

DIVISION OF HUMAN RESOURCE MANAGEMENT’S RECOMMENDATION

The Division of Human Resource Management’s analysis concluded that there has been no significant
change in duties and responsibilities warranting reclassification; that the subject position’s duties are
consistent with the Management Analyst II level; are comparable to other Management Analyst II
positions within State service; and any change in duties are a result of an increase in workload, common
to most positions in State service, and that this increase in workload is consistent with and comparable to
duties already being performed.

The current duties and responsibilities of this position include, but are not limited to, the following:
analyze, prepare and manage $10 million annual MVIT Division budget; coordinate ongoing statewide
physical inventory of technology equipment for the Division; investigate exceptions and assist in the
maintenance of the Division’s Asset Management Program; research information and analyze Division
operations; analyze, review and monitor bills for legislative impact; participate in strategic planning and
goal setting activities; attend Joint Application Design (JAD) sessions for the development of business
rules for new projects; and supervise one Administrative Assistant. These duties are consistent with the
duties and responsibilities assigned to the position when it was originally classified.

Management Analyst positions are analyzed and evaluated based on the nature and complexity of work
performed; the knowledge, skills and abilities required; independence/supervision received; scope of
responsibility/consequence of error; authority to take action/decision-making; and personal contacts
necessary to complete work. The duties and responsibilities performed by this position are consistent with
the class concept and are directly comparable to other Management Analyst II positions within State
service. As such, Management Analyst Il remains appropriate for the preponderant duties of this position.
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PERSONNEL COMMISSION
INDIVIDUAL STUDY APPEAL

Tomi Casey, Management Analyst I1, 7.625, grade 35
Appeal of the Division of Human Resource Management’s (DHRM) decision to not reclassify
Ms. Casey to Management Analyst 111, 7.624, grade 37

Personnel Commission March 15, 2019

Prepared by the Department of Administration
Division of Human Resource Management

DOCUMENT EXHIBIT
Letter to Peter Long, Administrator, DHRM, from appellant Mark Froese, Division 1
Administrator, DMV Automation, dated January 14, 2019, appealing the

Administrator’s affirmation of denial to reclassify the position.

Letter to Mark Froese, Division Administrator, DMV Automation, from Peter Long, 2
Administrator, DHRM, dated December 27, 2018, affirming the denial to reclassify
Ms. Casey’s position.

Letter to Peter Long, Administrator, DHRM, from appellant Mark Froese, dated 3
November 27, 2018, appealing the denial to reclassify Ms. Casey’s position.

Letter to Tomi Casey from Patricia Kreymborg, Personnel Analyst III, DHRM, dated 4
October 29, 2018, maintaining Management Analyst II as the correct classification.

Position Questionnaire (NPD-19) submitted by Tomi Casey (PCN CC4103) to 5
DHRM, received July 26, 2018.

Position Questionnaire (NPD-19) submitted for PCN CC4103, approved October 8, 6
2007, classifying this new position as Management Analyst II.

Historical records for PCN CC4029 (Compliance & Enforcement) and PCN CC4024 7
(Management Services and Programs) and DHRM Agency Appendices for Personnel
Action Codes

Advantage Financial System records for PCN CC4029 and PCN CC4024 and letter 8
dated July 10, 1995 from Nevada Legislature to DHRM

DMV budget documents: 2007 Comprehensive Annual Financial Report (CAFR) 9
and Executive Budget 2017 — 2019

Administrative Assistant Information: Current Administrative Assistant Class 10
Specification and Position Questionnaire (NPD-19) for PCN CC7072 reclassifying
AA Il to AA IV

HR Data Warehouse records: MA II turnover history for PCN CC4103 (Org 4715 - DMV - 11
Automation) and PCN CC4017 (Org 4722 - DMV - Motor Vehicle Pollution Control)
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Examples of Management Analyst III positions within State service (Taxation; Public Charter
School Authority; Aging and Disability Services Division; Department of Corrections;
Department of Agriculture; Department of Conservation and Natural Resources; Department
of Business and Industry; Department of Transportation

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

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

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

Current Class Specification for the Management Analyst series

12

13

14

15

16
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Carrie L. Lee
“

From: Mark Froese <MFroese@dmv.nv.gov>

Sent: Tuesday, January 15, 2019 4:34 PM

To: Carrie L. Lee

Ce: Alys Dobel; Cyndie Munoz

Subject: NPD-19 Reclassification Study #176-19 Appeal
Attachments: 20190115160703926.pdf

Good Afternoon Miss Lee,

This email is for the Nevada Personnel Commission. | am sending this to the Personnel Commission
because | disagree with Peter Long's assessment of the NPD-19 reclassification of my MA 1l to a MA
lll. The initial response from DHRM was appealed to Peter Long for evaluation and he upheld the
previous denial. | am appealing this se¢ond deniat to the Personnel Commission.

An email with the same attachment is being sent to Peter Long.

Thank you,

Mark Froese, CPM

MVIT Administrator

NV Dept of Motor Vehicles
(775) 684-4578

This communication, including any attachments, may contain confidential information and is intended only for the individual or entity to which
it is addressed. Any review, dissemination or copying of this communication by anyone other than the intended recipient is strictly prohibited.
If you are not the intended recipient, please contact the sender by reply e-mail and delete all copies of the original message.

D



Steve Sisolak p Julie Butler
Governor Diracior

dmvnv.com
"Thriving Nevwada”

Department of Motor Vehicles
555 Wright Way
Carson City, Nevada 88711-0900
Telephone (775) 684-4549

January 14, 2019

Mr. Peter Long, Administrator

Division of Human Resource Management
Blasdel Building

209 East Musser Street, Suite 101

Carson City, NV 89701

Dear Mr. Long:

On July 28, 2018 the DMV's Motor Vehicles Information Technology (MVIT) Division submitted
a request for a classification change for PCN 4103 from a Management Analyst [fto a
Management Analyst |l position. On October 29, 2018, the DMV received a memo denying the
request for reclassification. On November 26, 2018, the Department submitted an appeal, and
on December 27, 2018, received a response denying the appeal.

As allowed per NAC 284.152, please consider this letter official notification that the Department
will appeal this denial to the Personnel Commission.

The rationale for our disagreement with your determination is based on the duties performed
by this position in comparison to the Management Analysts who report directly to the other
Department Administrators. We believe the duties and responsibilities are very similar and the
classification of this PCN a$ a Management Analyst il creates inequity within the Department.
This inequity has resulted in six people rotating through this Management Analyst Il position in

6.5 years.
Very truly yours,

Mark Froese, Administrator
Motor Vehicle Information Technology

cc: Cyndie Munoz, DMV Deputy Director
Alys Dobe!, DMV Human Resources Administrator




Steve Sisolak ’ Julie Butler
Govemor Director

dmvnv.com
“Oriving Naverda”

Department of Motor Vehicles
555 Wright Way
Carson City, Nevada 89711-0800
Telephone (775) 684-4549

January 14, 2019

Ms. Katherine Fox, Chair

Personnel Commission

Division of Human Resource Management
Blasdel Building

209 East Musser Street, Suite 101

Carson City, NV 89701

Dear Personnel Commission

On July 28, 2018 the DMV’s Motor Vehicles Information Technology (MVIT) Division submitted
a request for a classification change for PCN 4103 from a Management Analyst |l to a
Management Analyst lll position. On October 29, 2018, the DMV received a mema denying the
request for reclassification. On November 26, 2018, the Department submitted an appeal, and
on December 27, 2018, received a response denying the appeal.

As allowed per NAC 284.152, please consider this letter official notification that the Department
will appeal this denial to the Personnel Commission.

The rationale for our disagreement with your determination is based on the duties performed
by this position in comparison to the Management Analysts who report directly to the other
Department Administrators. We believe the duties and responsibilities are very similar and the
classification of this PCN as a Management Analyst Il creates inequity within the Department.
This inequity has resulted in six people rotating through this Management Analyst Il pasition in

6.5 years.

Very truly yours,

J—M—-—"

Mark Froesf, Administrator
Motor Vehicle Information Technology

MF/cap
cc: Cyndie Munoz, DMV Deputy Director
Alys Dobel, DMV Human Resources Administrator




Brian Sandoval

Gaovernor

STATE OF NEVADA
DEPARTMENT OF ADMINISTRATION

Division of Human Resource Management
209 E, Musser Street, Suite 101 | Carson City, Nevada 89701
Phone: (775) 684-0150 | http:/hr.nv.goy | Faux: (775) 6840122

December 27, 2018

Mark Froese, Division Administrator
Nevada Department of Motor Vehicles
555 Wright Way

Carson City, NV 89701
mfroese@dmv.nv.gov

Dear Mr. Froese:

I have received your letter of appeal regarding the results of the classification study
recently conducted by the Department of Administration, Division of Human Resource
Management (DHRM) on a Management Analyst Il (MA 1) 7.625, grade 35, PCN 4103,
currently encumbered by Ms. Tomi Casey. 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. I 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 of 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.

It is my decision that the original classification determination that PCN 4103 is
appropriately classified as Management Analyst I, 7.625, grade 35 is correct.

While you have addressed several points in your appeal letter, DHRM is statutorily
required to determine when there is a request to reclassify an existing position, that
significant change in the duties and responsibilities being performed has occurred. NAC
284.126, subsection I(b), defines significant change as “a change in the 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

Patrick Cates
Director

Peter Long
Administrator



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

In short, significant change means the duties assigned to a position have changed to such
a degree that the current class specification no longer fairly reflects assigned duties and
responsibilities. In applying the definition, change which is the result of natural growth or
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 which are similar
in nature or complexity to previous responsibilities.

The appeal letter stated that not only is the position responsible for additional duties
noted in the original NPD-19, but the duties that remain have changed in complexity,
responsibility, independence in supervision, consequence of error, and authority to take
action. You also stated that this position now requires an increased level of knowledge,
skills and abilities which includes the use of highly developed methods, techniques and
foresight for identifying potential problems and solutions, providing recommendations
and providing broad-based planning that requires analytical research and analysis to
update and improve policies, procedures, regulations, and practices. Specific examples
related to these changes and responsibilities were not provided and, therefore, | am
unable to establish that significant change has occurred based on the information that you
have provided.

You noted that this position plans, organizes and directs the work of Motor Vehicle
Information Technology (MVIT) employees, however, according to the NPD-19
submitted to reclassify this position to Management Analyst II1, the incumbent currently
provides direct supervision over one Administrative Assistant 11, not multiple MVIT
employees. Additionally, supervision can occur at any level in the series and therefore in
itself is not the sole deciding factor in determining that higher level duties are being
performed. It should be noted that the class concept for the Management Analyst I
positions states that incumbents typically serve as first line supervisors for lower level
Management Analysts or other professional staff whereas Management Analyst Il
positions may supervise professional, technical and administrative support personnel.

As previously cited in the determination letter sent to Ms. Casey, inventory, purchasing
and asset management are duties often performed by Administrative Assistant positions,
grades 23 to 29, and would therefore not justify elevation to the level of Management
Analyst 111, grade 37.

The duties associated with divisional reporting and legislative analysis are well within the
Management Analyst series concept and are not specific to any class within the series.
The appeal letter stated that due to the ever-increasing complexity of the department’s
mission, the duties of this position have increased in complexity and now require an
increased level of knowledge, skills and abilities, however, specific details explaining the
increased complexity of either the department’s mission or the duties of this position
were not provided.

Lastly, the appeal letter stated that it was unfair of DHRM to compare the job duties from
2007 to the duties performed today and assume they have not significantly changed. In
order to determine significant change, current duties should be compared to previously

(3]



performed duties which will denote significant change. The original determination was
based on a thorough examination of the duties performed by PCN 4103 both then and
now.

The appeal letter requested comparisons be made to PCNs 4024 and 4029. We were
unable to accomplish this request since these two positions were changed to Management
Analyst 111 without review and approval by DHRM, thus we have no NPD-19s to use for
comparison,

This position is still responsible for divisional research and analysis; budget preparation;
contract maintenance; divisional policies and procedures; supervision and training;
legislative analysis; and inventory, purchasing and asset management (since
approximately 2013). Although some of the Management Analyst Ills within your
department do report directly to an Administrator, significant change related to
complexity, responsibility, independence in supervision, consequence of error, and
authority to take action has not occurred in this position to make it comparable to those
positions.

In conclusion, after a thorough review of all duties performed and analysis of all relevant
documentation, | find that the original classification determination was based on sound
evidence and evaluated according to prescribed classification procedures and
methodology. It is my decision that the position has not undergone significant change as
described above and that Management Analyst 1I, 7.625, grade 35 is the correct
classification for the position.

We appreciate Ms. Casey’s years of service to the State of Nevada and the contributions
she has made to the Nevada Department of Motor Vehicles, and | 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 Loug

Peter Long, Administrator
Division of Human Resource Management

cc: Tomi Casey, Management Analyst 11, Department of Motor Vehicles,
tcasey(@dmyv.nv.gov

Alys Dobel, Personnel Officer 111, Department of Motor Vehicles,
adobel@dmv.nv.gov

Beverly Ghan, Deputy Administrator, Division of Human Resource Management,
bghan@admin.nv.gov
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November 27, 2018
Peter Long
Administrator
Division of Human Resource Management
Blasdel Building

209 East Musser Street, Suite 101
Carson City, Nevada 89701-4204

RE: NPD-19 Request - Study #176-19 - Appeal
Dear Mr. Long,

The Department submitted a request for a classification change for MVIT’s PCN 4103, from
Management Analyst II to Management Analyst III. On Qctober 29%, DMV received a memo
denying the request for reclassification. Please consider this letter an official appeal of the denial.

It appears the denial was based partially on the interpretation that the positions duties have not
significantly changed since 2007 when the position was created and it mentions significant
change does not include change which is the result of natural growth, an increase in workload
common to most positions in State service, or the addition of duties which are similar in nature
or complexity to previous responsibilities.

The Department’s stance is, the duties associated to this position have significantly changed
since its creation and not simply as part of natural growth or an increase in workload. Not only
is the position responsible for the additional duties noted in the original NPD19 but the duties
that remain have changed in complexity, responsibility, independence in supervision,
consequence of error, and authority to take action.

With the ever increasing complexity of the department’s mission, the duties of the MAII have
increased in complexity. This position now requires an increased level of knowledge, skills and
abilities. This includes the use of highly developed methods, techniques and foresight for
identifying potential problems and solutions, providing recommendation to the Administrator
and various management staff relating to both departmental and divisional issues, providing
broad based planning which will require analytical research and analysis into past and current



processes to be used to update and improve existing policies, procedures, regulations and
practices.

The position when it was created was under administrative supervision. The position as it is now
has more latitude when accomplishing tasks and receives only general direction from the
Administrator in all assigned duties. The position performs the full range of duties equivalent to
a Management Analyst I1I with a high degree of autonomy.

The MVIT Divisions Management Analyst duties effect all program areas within the agency and
the citizens of our state on an ongoing basis. DMV is comprised of seven separate divisions and
this position is responsible for collaborating and advising each of these divisions. It is
responsible for implementing and managing program changes, serves on cross functional project
teams, ensures accuracy, gathers statistical information from a variety of sources to complete
narratives, and participates in and facilitates continuous improvement activities. This position
plans, organizes and directs the work of MVIT employees in assigned areas to ensure the
department’s mission and ensure the integrity of Department records and processes.

Budget (30%). New functions and the change in complexity we cstimate 25%.

Although the new duties listed only reflect 10% of the duties performed, the responsibility for
the rest of the duties has increased. Here are some examples. When this position was created it
assisted the Administrator in the development of the budget and monitored it for expenditures.
The responsibility of this position has changed significantly. The position is responsible for
researching, developing, preparing justifications, attending workshops, and working with the
ASOQ and budget personnel to build MVIT’s budget. The position now has the authority and
responsibility to make and implement decisions regarding the building of MVITs budget. The
responsibility for building the budget has been handed over to this position and the position
updates the Administrator as needed on critical issues. Failure in this area would have a negative
impact to Department operations,

Also in the past this position was responsible for attending budget hearings to provide suppott to
the Administrator as needed. Upon request from the Administrator the position is now
responsible for developing bill drafts and providing in person testimony before various
committees within the Nevada state legislature. In the past the position assisted the Administrator
in responding to budget questions from LCB and the Executive Branch. This position now has
more latitude in making decisions and more responsibility when replying to these inquiries.
Errors in this area could have serious consequences including affecting the personal information
of state of Nevada citizens, down times to offices statewide and loss of revenue and functionality
of the MVIT Division.

Inventory, Purchasing and Asset Management (25%). New functions and the change in
complexity we estimate 25% of total.

This was not listed as a new duty however it should have been noted as such. Although the
inventory has been part of the WPS for this position dating back to 2013, the complexity for this
job duty has significantly increased. This position has been given the additional responsibility of



tracking software licenses for the entire Department. This requires the research and analysis of
various complex reports to determine compliance with licensing agreements. The position is
responsible for coordinating with DMV Managers, Management Analysts and MVIT personnel
throughout the state regarding IT equipment. This position provides guidance to the other
Divisions within DMV and ensures the Department as a whole stays in compliance with
licensing requirements. Failure to perform these duties can result in fines and have an impact on
revenue for the Department as a whole,

Divisional Reporting and Legislative Analysis (20%). New functions and the change in
complexity we estimate 15%

Previously this position researched, compiled data, developed reports for division management
and applicable staff. Due to the ever increasing complexity of the department’s mission, the
duties of this position have increased in complexity and now require an increased level of
knowledge, skills and abilities. This includes the use of highly developed methods, techniques
and foresight for identifying potential problems and solutions. The position must be able to
provide broad based planning which will require analytical research and analysis into past and
current processes to update and improve existing policies, procedures, regulation and practices as
well as to create new policies, procedures, regulation and practices. This duty has increased in
complexity since 2007. The position is responsible for analyzing division programs, identify
deficiencies, weaknesses, problems and potential improvements. This position must prepare
complex reports and supply findings, explanations for deviations and explain recommendations
to Management. The position tracks trends analyses information to help forecast all aspects
thereof to identify deficiencies, weaknesses, problems and potential improvements,

Projects (10%). Change in complexity and responsibility 8%

Previously this position was responsible for Project Management and oversight however due to
the increased complexity of the department’s mission the responsibility has increased. This
position is now not only responsible for Project oversight that effects the MVIT Division but also
responsible for the oversight of special projects that effects all program areas within the
Department and must ensure work processes and methods follow DMV policies and vendor
licensing requirements. This includes providing guidance to seven divisional MAIIs. This project
is critical to agency operations and failure to administer this duty could have severe financial
impacts on the Department.

Policy and Procedures (5%) Change in complexity and responsibility 4%

Previously this position was responsible for reviewing, writing, revising and recommending
administrative policies for the division. The position is now responsible for writing, reviewing,
researching and writing divisional policies and procedures as well. This is an increase in
complexity and requires specialized knowledge, skills and abilities related to the IT Division.
After development or revision of procedures this position is responsible for evaluating internal
and external forms and documents pertaining to the process to determine whether revisions are
needed based on the new/revised procedures. They must ensure procedures are compatible with
computer and equipment capabilities and make needed recommendations for additional computer



functionality. This position also issues oral and written directives in the form of policy
statements and manuals when the need exists.

Taking into account the increased responsibility, the Department believes the changes are far
greater than 27% and are closer to 77%.

It is unfair to compare the job duties from 2007 to the duties performed today and assume they
have not significantly changed over the past decade.

The Department believes the classification of this position as an MALII is out of alignment with
the rest of the MAllIs within the department who report directly to their Administrator and the
duties and responsibilities are closer to those in complexity, responsibility, independence in
supervision, consequence of error, and authority to take action to the MAIIIs within the
Department. The Department also believes it is a disservice to the incumbent and her successor
to compare this positon with the MAIII in Administrative Services and asks that you instead look
at the following PCNs for comparison.

PCN402%9 DMV Management Analyst Il Compliance Enforcement Division
PCN4024 DMV Management Analyst IIl Management Services and Programs Division
PCN4026 DMV Management Analyst III Motor Carrier Division

The work performance standards for PCN4029 are almost identical to the position of the MVIT
MAIL The MAII for this position is responsible for performing complex assignments critical to
agency operations and conducts complex sensilive, investigate and analytical studies that involve
agency operations just like the MAIII positions listed above.

We feel very strongly that the duties and responsibilities performed by this position far exceeds
those of an MAII and meet those of a MAIIL Please reconsider the denial of this reclassification
request. Please feel free to contact me if [ may be of further assistance.

Sincerely,

Wa«ﬁm&.u_/

Mark Fréese CPM
MVIT Administrator
Nevada DMV

cc: Ayls Dobel, Personnel Officer
Tomi Casey, Management Analyst



Brian Sandoval
Gavernor

Patrick Cates
Director

Peter Long
Administrator

STATE OF NEVADA
DEPARTMENT OF ADMINISTRATION
Division of Human Resource Management

209 E, Musser Street, Suite 101 | Carson City, Nevada 89701
Phone: (775) 684-0150 | hitpsffhr.nv.poy | Fax: (775) 684-0122

MEMORANDUM
QOctober 29, 2018

Tomi Casey, Management Analyst 1]
Nevada Department of Motor Vehicles
Motor Vehicle Information Technology
555 Wright Way

Carson City, NV 89711-0900
tcasey@dmv.nv.gov

RE: NPD-19 Request — Study #176-19
Dear Ms. Casey:

The Division of Human Resource Management has carefully reviewed the request to reclassify
your position from Management Analyst 11 (MA II), 7.625, grade 35 to Management Analyst 111
(MA III), 7.624, grade 37. The process of evaluating your position included a review of the NPD-
19 submitted; a desk audit conducted with you; communication with your supervisor, Division
Administrator Mark Froese; review of the class specifications for the Management Analyst series;
and other relevant historical documentation.

Based on data collected in this review, we have concluded that the level of responsibility and scope
of duties correctly align with MA 11, 7.217, grade 35.

Per regulation, a position may be reclassified when significant change in the duties and
responsibilities being performed has occurred. NAC 284.126, subsection 1 (b), defines significant
change as “a change in the 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 the duties assigned to a position have changed to such a degree
that the current class specification no longer fairly reflects assigned duties and responsibilities. In



applying the definition, change which is the result of natural growth or 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 which are similar in nature or complexity to
previous responsibilities. The use of new technologies and methods to carry out the same or
similar duties also would not constitute significant change.

Duty statements outlined in the series and/or 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.

According to our records, your current position was established as a new MA II position in the
Motor Vehicle Information Technology (MVIT) Division in October 2007. At that time, your
position was responsible for project management and oversight; coordination, recommendations
and auditing of MVIT contracts; research, collection and compilation of data and development of
comprehensive reports for MVIT management and applicable staff; MVIT divisional resource
planning and business continuity to include the review, coordination and auditing of existing
business plans and resources, evaluation of proposed future business requirements and
recommendation of future necessities; participation in the preparation, monitoring, analysis, and
mainienance of the MVIT budget and preparation of reports of future expenditures based on
historical data; planning, organizing and coordinating the development and implementation of
MVIT policies and procedures to include analysis of existing and proposal of additional policies,
and being the single point of contact for the Division as it relates to policies and procedures;
conducting financial, statistical and investigative studies on Return on Investment (ROI) and cost
benefit analysis, providing reports to MVIT management; and monitoring fiscal transactions for
conformance and for analysis with other divisions. Your position directly supervised one
Administrative Assistant IV (AA IV), PCN CC7072 that was subsequently downgraded to an AA
Il in February 2008. Under the administrative direction of the Chief IT Manager, PCN 0002, your
position was expected to work independently on assigned projects and in cooperation with projects
shared with Budget Analysts and the Administrator. It was also expected to be able to understand
the complex program areas and functions within MVIT including reading and interpreting
technical reports and having a thorough understanding of the legislative process.

The duties of your position in 2007 included the following:

1) Research and Analysis of Division Area (30%)
Develop comprehensive reports for management and staff summarizing study results and

conclusions
Compile and analyze data for reports for financial impact and system implementation

2) Budget Preparation (20%)
Prepare, monitor and maintain the biennial budget for the Division
Monitor fiscal transactions
Develop comprehensive narrative and financial reports




3)

4)

5)

6)

Conduct financial and investigative studies
Project divisional needs, requirements and costing

Divisional Contract Maintenance (15%)
Review and recommend approval or modification to legal contracts regarding technical
concepts

Divisional Policies and Procedures (15%)

Plan, organize and coordinate the development and implementation of divisional policies
and procedures

Review, write, revise, and recommend administrative policies for the Division

Evaluate proposed Departmental policies

Supervisory and Training (10%)

Supervise subordinate staff

Conduct on-the-job training

Schedule appropriate training, as required by the Department and the State

Legislative Analysis (10%) — Analyze, review, monitor, and research bills submitted for
legislative impact on Division
Notify management of possible implications of legislative biils

According to the current NPD-19, the major purpose of your position is to analyze, prepare and
manage the $10 million annual Division budget for MVIT. The current duties of your position
include the following (asterisks indicate new duties and/or functions within a duty, as noted on
NPD-19):

)

2)

Budget (30%) — (new functions equate to 10% of total)

Develop, maintain and monitor the MVIT budget

Track budget for expenditures

Develop comprehensive narrative and financial reports for management

Conduct financial and investigative studies

Project MVIT needs, requirements and related costs

Assist Budget Analyst with language for work programs, as needed

*Attend budget hearings

*Work with other divisional MA’s regarding technology-related items

*Collaborate with managers to review Technology Investment Notifications (TIN’s)
* Assist Administrator in responding to budget questions from LCB and Executive Branch

Inventory, Purchasing and Asset Management (25%) - (new functions equate to 10%
of total)

Coordinate on-going statewide physical inventory of technology equipment for MVIT
Work with Administrative Services to acquire, analyze and track invoice, payments and
purchases and update inventory, as needed

Review and recommend approval/modifications to legal contracts for hiring contractors
Maintain up-to-date list of all hardware and software licenses




3)

4)

3)

6)

Work with vendors and MVIT managers to resolve issues related to licensing, support calls
and upgrades

Track and monitor MVIT vehicle maintenance, logs and usage

Analyze the budget and determine if there is appropriate funding to approve or deny
purchase requests

*Assist in the maintenance of the MVIT Asset Management Program

*Research products, collaborate with manager and make recommendations on new
purchases regarding office items

Divisional Reporting and Legislative Analysis (20%) - (new functions equate to 7%
of total)

Analyze and report quarterly MVIT Performance Indicators

Maintain statistics and prepare reports for Administrator

Analyze, review and monitor bills submitted for legislative impact on the Division

Track and monitor Bill Draft Requests and notify Administrator of possible impacts
*Research information and assist Administrator in the creation of new Performance
Indicators

*Represent MVIT in Director’s weekly meeting when Administrator is unable to attend
*Respond to State or federal auditors regarding procedures, processes and program
compliance

*1dentify discrepancies and provide reasons for variances on performance indicators and
other reports, as needed

*Respond to general correspondence, questionnaires and surveys regarding MVIT policies,
procedures and practices

*Participate in strategic planning and goal setting activities for MVIT

*Supervision of one AA III, PCN CC7072 (10%)

Recruit and hire, as needed

Determine workload and delegate assignments

Create and maintain Work Performance Standards (WPS) and employee appraisals
Take appropriate corrective action, as needed

Evaluate and determine training needs and provide development opportunities

*Projects (10%)

Attend Joint Application Design (JAD) sessions, upon request, for the development of
business rules for new projects

Altend meetings to keep current with programs, policy updates, changes, needs, concerns,
or other information impacting MVIT

Work collaboratively with other MA’s, Administrators, and staff to assist with
development of innovative programs and services

Upon request, conduct internal investigations for the Department regarding employee
suspensions, demotions and terminations to determine the validity of the allegations

Policies and Procedures (5%)
Develop, implement and revise Division policies and procedures
Review administrative policies for Division




Evaluate proposed Departmental policies

*Create and maintain desk manuals for MA position

*Respond to inquiries from supervisory or managerial staff and provide information
regarding policies, procedures and the interpretation of regulations and statutory
requirements

Taking into account all of the new functions within your position’s duties #1, #2, and #3, this
amounts to only 27% and would not be considered significant change. Furthermore, some of those
functions such as representing MVIT in Director’s weekly meeting when Administrator is unable
to attend or creating and maintaining desk manuals for the MA position would be non-grade
determining as positions at any level within a series can attend meetings on the behalf of another
position and/or create and maintain desk manuals for their own position. Also, responding to
general correspondence, questionnaires and surveys regarding MVIT policies, procedures and
practices, as well as responding to inquiries from supervisory or managerial staff to provide
information on policies, procedures and interpretation of regulations and statutory requirements
are not new functions of this position. In 2007, this position was the single point of contact for the
Division as it relates to policies and procedures.

Although supervision of AA position #CC7072 was noted as a new duty (10%) on your NPD-19,
this duty was originally assigned to your position when it was established in 2007, therefore this
would not be considered a new duty and would not meet the requirements of significant change as
detailed above. Additionally, projects were noted as a new duty (10%); however, this position was
assigned the responsibility of project management and oversight when it was first established,
hence this would not be considered a new duty and would not constitute significant change.

Your position currently has budget responsibility for approximately $10 million. According to the
State of Nevada’s Comprehensive Annual Financial Report (CAFR) for FYE June 30, 2007,
MVIT's final budget was $9,203,585, therefore significant change has not occurred in regard to
the amount of funds managed. The additional functions that have been added to your position’s
budget responsibility (attend budget hearings; work with other Divisional MA’s regarding
technology related items; collaborate with manager to review TIN’s; and assist Administrator in
responding to budget questions from LCB and Executive Branch) would be considered natural
growth in your MA II position and therefore would not be considered significant change.

Although Duty #2, Inventory, Purchasing and Asset Management, was not listed as a specific duty
on the NPD-19 for your position in 2007, neither was it listed as a new duty on the current NPD-
19. The function of reviewing and recommending approval/modifications to legal contracts was
included under Divisional Contract Maintenance in 2007. Other references on the 2007 NPD-19,
such as projecting divisional needs, requirements and costing as well as reviewing, coordinating
and auditing of existing business plans and resources, evaluating proposed business requirements
and recommending future necessities, may be viewed as functions which are similar in nature to
functions within the current Duty #2. Your position was also responsible for working with outside
vendors for new equipment and software and negotiating MVIT contracts and Service Level
Agreements since its inception. It appears that Duty #2 has evolved over the years and would also
be considered as natural growth since prior incumbents’ WPS reflect this as a duty dating back as
far as 2013. With that said, many of the other functions listed under Duty #2 are not referenced in



the class specification for the MA series. They are, in fact, lower grade level functions that can be
found in the class concepts for AA IV (assist professional siaff in developing fiscal, operational
and procedural program plans by studying historical precedents, present requirements, and
projected costs and trends; analyze and reconcile mumerical data and narrative information;
prepare reports and budget documents), AA 1l (research information from a variety of internal
and external sources including the Internet for projects which may include unique purchases;
identify sources of information and communicate with vendors and other concerning technical
aspects of the project/purchase; evaluate and compare information; report findings to supervisor),
AA 1T (prepare and maintain property inventory records for a major work unit; assign
identification tags; perform periodic physical inventory to reconcile agency records; arrange for
disposition of excess property) and AA 1 (order, receive and store office supplies, forms and
equipment; prepare and process purchase orders, requisitions or other documentation), and
would not, therefore, justify classification at the higher grade level of MA IIL.

Lastly, it is our understanding that the request to reclassify your position was prompted by an
increase in both the complexity and amount of work for which your position is responsible. As
previously stated, change which is the result of natural growth or 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 which are similar in nature or complexity to previous responsibilities.
Overall, we find that the preponderance of your duties remains unchanged.

Under limited supervision, MA II’s perform all or part of the duties and responsibilities described
in the series concept. Incumbents perform difficult assignments related to budgets, programs,
research and drafting legislation and may supervise professional, technical and administrative
support personnel. This class is distinguished from the MA I class based upon the independence
in performing assigned duties.

The following examples illustrate the scope of responsibility and level of experience for other MA
1 positions within DMV:

s DMV/Administrative Services — The major purpose of this position is to provide
supervision and support for all Northern Nevada revenue personnel; responsible for daily
reconciliations of all northern DMV offices within the state; responsible for daily balancing
on average of $3 million (in 2005); responsible for balancing of $90 million monthly on a
statewide basis (in 2005). Duties include , but are not limited to: review and reconciliation
of the revenues collected and distribution of $1,071,000,000 per year (in 2005); analyze
working trial balance, identify and correct errors, and prepare and review journal entries;
prepare and distribute ad hoc and revenue reports; establish and maintain credit card
merchant ID numbers; represent DMV in the State RFP for Merchant Services and other
banking RFP’s; monitor budgetary appropriations for Fund 618 expenditures; assist with
the development of annual and biennial budgets for the revenue section; establish and
maintain accounting systems and polices and procedures; establish and periodically review
internal controls; develop and prepare comprehensive internal revenue reports; supervise
and review the reconciliation of credit card and purchase order receipts, deposits, refunds,
and general ledger accounts; review and monitor security deposit reconciliations prepared
by other divisions; provide advice, consultation, direction, and training to DMV staff and



customers; work with internal auditors and implement audit recommendations; coordinate
and manage emissions database to ensure that all emission stations are in compliance with
governmental accounting statutes, NRS, NAC, and policies and procedures. This position
reports to an ASO III. At the time it was established, this position supervised and trained
both Carson City and Reno staff which included six Accounting Assistants and one
Administrative Aid.

DMV/Field Services — The major purpose of this position is to develop, track and maintain
the Field Services Division (FSD) budget which exceeds $40,000,000 (in 2012). This
position has a high degree of authority to review and make recommendations and decisions
concerning various programs within the budget account; participate in strategic planning
and goal-setting activities; plan, develop, coordinate, and oversee projects; provide
statistical information; formulate, organize, monitor, and implement new projects while
ensuring project costs do not exceed project authority and scope, and that all goals and
objectives are met within specified timeframes; coordinate work processes and financing
for major new projects and programs; review bill draft requests and provide testimony
before various legislative committees. Duties include, but are not limited to: design,
establish and implement methods, standards and data collection techniques to evaluate
performance indicator statistics; analyze data and identify areas of potential improvement;
develop and prepare statistical reports for Administrator, Deputy Director, Director,
Legislative Council Bureau (LCB) and other interested parties; conduct in-depth analysis
for performance indicators utilized by Division; partner with budget division in the
preparation, monitoring and maintenance of the division’s biennial budget; estimate future
expenditure levels, make projections for future costs, prepare and present budget and/or
justification, and monitor fiscal transactions; review, monitor and research bills submitted
to the legislature impacting the work unit; inform management of possible implications
and recommend appropriate course of action; draft revisions to, or develop new policies
and procedures pertaining to program area. This position reports to an Administrator and
has no supervisory responsibility.

In contrast, MA III's perform technically complex assignments critical to agency operations;
conduct the more complex, sensitive, investigative and analytical studies that may involve any
aspect of the agency’s operations such as planning, research, policy development, budgeting and
legislative drafting; typically serve as first line supervisors for lower level Management Analysts
or other professional staff; and are singularly expert in their program or discipline area. This class
is distinguished from the MA 1I class based upon the level of technical complexity involved in
work assignments and the specialized knowledge, skills and abilities required to perform these

duties.

The following examples illustrate the scope of responsibility and level of experience for MA III
positions within DMV:

DMV/Administrative Services — This position is a financial position with the principal
assignments of financial, statistical and investigative studies of over $1 billion in revenue
collected and distributed. Its major purpose is to compile and analyze data and cashflow
between the DMV application and the IFS system; analyze, verify and reconcile monthly



credit card fees, statements and ACH settlements; analyze and review departmental
operations to ensure that all internal controls are established and followed; analyze revenue
trends. Additional duties include, but are not limited to: analyze Division programs and
all accounting aspects to identify deficiencies and recommend potential improvements,
supply reports of findings and process recommendations to management; coordinate the
development or revision of policies and procedures related to work unit or program by
analyzing workflow, staffing and automated system changes; prepare annual Federal
Highway Administration (FHWA) reports; analyze revenue ratios and trends; assist in the
development of computer automation design of manual or inadequate operations; revise
system processes; perform user acceptance testing, debugging and monitoring of computer
system changes in the production region of the DMV application; assist with the budget
unit on development of annual or biennial budgets for Division. This position directly
supervises two Accounting Assistants and one Accountant Technician and indirectly
supervises three Accounting Assistants. This position reports to an ASO III.

¢ DMYV/Director’s Office — The primary purpose of this position is to develop, track and
maintain both the Director’s Office (includes Human Resources Training Staff, Public
Information Officers and Internal Audit Team) and Hearings Office budget accounts. This
position has a high degree of authority to review and make recommendations and decisions
concerning the programs within the two budget accounts; coordinate with ASO IV’s budget
staff on fiscal matters affecting the entire Department; help divisions prioritize pending
projects by providing guidance to divisional MA’s as to the Director’s plans; participate in
strategic planning and goal-setting activities; plan, develop, coordinate, and oversee
projects including providing guidance to 10 divisional MA TII's; provide statistical
information; coordinate work processes and financing for major new projects and
programs; develop, draft and finalize bill draft requests; provide testimony before
legislative committees; develop and/or revise regulations and coordinate implementation
of legislation; act as liaison with the LCB between sessions; work with divisions to prepare
a Governor-mandated comprehensive review of regulations to determine what should be
changed or abolished. Duties include, but are not limited to: provide budgetary oversight
for two multi-million dollar budget accounts; responsible for budget analysis, projections,
tracking, forecasting and maintenance of Director’s Office biennial budget; responsible for
the Department’s operating expenses including approval and denial of all requests for
purchases and expenditures to include supplies, travel requests, vehicle inventory and
maintenance, computer hardware/software, and other equipment; plan, organize and
coordinate the development and implementation of revised operating policies and
procedures; issues oral and written directives; track and assess all pending legislation that
may impact the Depariment; maintain and track future proposed legislation for the
Department. This position reports to the Director and has no supervisory staff.

After a thorough review of all duties performed, and analysis of all relevant documentation, it was
determined that the duties of this position align with the class concept of MA II, 7.625, grade 35
and therefore should be classified as such.

We thank you for your participation and patience during this study process and are sorry the
outcome of this request could not have been more favorable. While it is apparent that you are a



dedicated, knowledgeable, hard-working employee and your contribution to the Nevada
Department of Motor Vehicles is appreciated, the classification system is position-oriented and is
not designed to recognize superior qualifications, experience, or the job performance of
incumbents. If you have any questions concerning this matter, please contact me at (775) 684-
0137.

If you and/or your agency disagree with this determination, you may file a written appeal with
Division of Human Resource Management Administrator Peter Long within 30 days after the date
of receipt of written 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,

Patricia Kreymborg, Personnel Analyst I
Department of Administration
Division of Human Resource Management

cc: Mark Froese, Division Administrator, mfroese @dmv.nv.cov
Alys Dobel, Personnel Officer 111, adobel@dmv.nv.gov
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1. Whatis prompting this request?
The duties and responsibilities for this position have changed over the years and this position is now comparable to the

other MAIII postions within the Department who are responsible for budget and provide support to the Division
Administrators.

2. What position(s), if any, previously performed the new duties?
MVIT Administrator, MVIT Managers, Management Analyst li

3. PBriefly describe the major purpose of this position.

The major purpose of this position is to analyze, prepare and manage the $10 million annual Division Budget for MVIT.
The individual attends budget hearings, tracks all expenditures for the Division and when needed assists in drafting
language used for work programs. The individual is responsible for developing financia! reports, conducting investigative
studies and projecting the needs, requirements and costs associated with the operation of the MVIT Division. The
individual collaborates with management for the submission of technology investment natifications. The individual is
responsible for working with the MVIT Administrator and Budget Analysts in the Administration Division to address
questions and concerns from L.CB and the Executive Branch regarding budgetary request.

This position coordinales an on-going statewide physical inventory of lechnology equipment for the MVIT Division,
investigates exceptions and assists in the maintenance of the MVIT Division's Asset Management Program. The
individual reviews and recommends modifications or approvat of contracts related to MSA contractors. The individual must
work with Administrative Services to acquire, analyze and track invoices, payments and purchases. The individual works
with vendors and managers to resolve issues related to licensing and upgrades. The individual researches, collaborates
with Managers, and makes recommendations on new purchases regarding office items. The individual analyzes the
budget and determines if there is appropriate funding fo approve or deny purchase requests. This position is responsible
for tracking and monitoring usage reports that relate to vehicles, and print management.

This individual is responsible for researching information, and analyzing division operations. This individual represents
MVIT in the Director's weekly meeting as needed. The individual analyzes, reviews and monitors bills for legislative impact.
The individual conducts slatistical and trend studies, compiles and analyzes data, draws conclusions and makes
recommendations regarding policies, procedures, work flows, performance indicators and the organization of MVIT
programs. The individual is responsible for responding to audits, questionnaires and surveys regarding policies,
procedures, and practices. Individual is required to participate in strategic planning and goal setting activities. Upon
request, individual conducls investigations regarding improper behavior by employees and determines the validity of
allegations.

This individual supervises the Administrative Assistant for the Division and is responsible for determining lraining needs
and administers corrective action, creating work performance standards and evaluating employee performance.

The individual must attend Joint Application Design (JAD) sessions for the development of business rules regarding new
projects upon request. Individual must altend meetings as necessary to keep current with information impacting MVIT. The
individual is required to work collaboratively with other DMV management analysts, administrators and staff to assist with
the development of new innovative proagrams and services.

This individual is respensible for researching, creating and developing policies and procedures related to the MVIT
Division.

4. List the duties performed by this position. Put an asterisk (*} next to each new duty or
new function within a duty. Note: If not using NEATS Position Description online system,
additional duties can be added by placing the curser in the desired row and right clicking. Next
select “Insert’, then either “Iinsert Rows Above” or “Insert Rows Below”,

buTY DUTY % of TIME SPENT
NUMBER PERFORMING
DUTY

NPD-19 (Rev 12/2017) Page 2




BUDGET

Develop, maintain, and monitor the biennial budget for the MVIT Division,
*Altend budget hearings.

Track Divisional budget for expenditures.

Develop comprehensive narrative and financial reports for management.
Conduct financial and investigative sludies.

Project divisional needs, requirements and related coss.

*Work with other Divisional MAs regarding technology related items.
*Collaborate with Managers to review Technology Investments Noltifications.
*Assist the Administrator in responding to budget questions from LCB and Executive
Branch.

Assist Budget Analyst with language for work programs as needed.

30

INVENTORY, PURCHASING, & ASSET MANAGEMENT

Coordinate an on-going statewide physical inventory of technology equipment for the
MVIT Division.

*Assistin the maintenance of the MVIT Divisions Asset Management Program.

Work with Administrative Services to acquire, analyze and track invoices, payments and
purchases and update the inventory as needed.

Review and recommend approval/modifications to legal contracts regarding hiring
contractors

Maintain an up-to-date list of all hardware and software licenses.

Work with vendors and MVIT managers to resolve issues relating to ficensing, support
calls and upgrades.

Track and monitor MVIT vehicle maintenance, logs, and usage.

Analyze the budget and determine if there is appropriate funding to approve or deny
purchase requesis.

“Research producls, collaborate with manager and make recommendation on new
purchases regarding office items.

25

DIVISIONAL REPORTING, & LEGISLATIVE ANALYSIS

*Research information, and assist the Administrator in the creation of new Performance
Indicators.

*Represent MVIT in Directors weekly meeting when Administrator is unable to atlend.
“Respond {o state or federal auditors regarding procedures, processes and program
compliance,

Analyze and report quarterly MVIT Performance Indicators.

*Identify discrepancies and provide reasons for variances on performance indicaiors and
other raports if needed.

faintain statistics and prepare reporis for the Administrator,

*Respond to general correspondence, questionnaires, and surveys regarding MVIT
policies, procedures and practices.

*Participate in strategic planning and goal setting aclivities for the MVIT Division.
Analyze, review, and monitor bills submitted for legislative impact on the division,

Track and monitor Bill Draft Requests and notify the Administrator of possible impacts a
requests may have on the Division.

Nolify management of possible impacts of legistlative bills.

Upon request, assist in the preparation of fiscal notes.

20

*SUPERVISION

Recruit and hire as needed,

Determine workioad and delegale assignments.

Create and maintainin work performance standards and employee appraisals.
Take appropriate corrective actions as needed.

Evaluate and determine training needs and provide development opportunities.

10

NPD-18 (Rey 1212017)
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5 *PROJECTS 10
Attend Joint Application Design (JAD) sessions upon request for the development of
business rules for new projects.

Aftend meetings as necessary to keep current with programs, policy updates, changes,
needs, concemns or other information impacting MVIT.

Work collaboratively with other management analyst, administrators and staff lo assist
with development of innovative programs and services.

Upon Request conduct internal invesligations for the Department regarding employee
suspensions, demotions and termination to determine the validity of allegations.

6 POLICIES & PROCEDURES 5
Develop, implement and revise Division policies and procedures

*Create and maintain desk manuals for the MA position.

Review, administrative policies for Division,

Evaluate proposed deparimental policies,

*Respond to inquiries from supervisory or manageria! staff and provide information
regarding policies, procedures, and the interpretation of regulations, and statutory
requirements.

Total 100%

5. Provide examples of the duties performed by this position requiring the incumbent to
make choices, determinations or judgments.

Individual must independently manage and plan all tasks to achieve goals and objectives. The ability to make
independent judgments and decisions is critical to the successful execution of duties for this position,

Preclse judgements and independent decisions regarding financial analysis is required to ensure the fianncial viability of
the Division.

Upon request, individual is responsible for conducling internal investigations to determine the validity of allegations that
could result in the demotion, suspension or termination of employees.

Individual is a subject matter expert for new programs and projects and participated in JADs for the development of
business rules such as Asset Management during ihe SysMod Project.

The individual must possess the ability to assist the Division Administrator in evalualing long lerm effecls of current
decisions related 1o the financial needs of the Division and the Depariment, particularly when no precise precedent has
been established.

The individual must analyze financial informalion and use precise judgement when determining financial decisions
related to budgetary requests.

6a. List the class title(s) and position control number(s) of all employees that are supervised
by this position.
Administrative Assistant |il, PCN CC7072

6b. Describe the extent of lead worker/supervisory responsibility exercised.
Full Supervisory responsibility

Check applicable hoxes:
Performance Appraisal Work Performance Standards [X] Scheduling

B Work Assignment Work Review Discipline
Final Selection Training [] Other (Specify):

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

Must meet minimum qualifications of the Management Analyst position,
Management classes required for supervisors
Budget Training
IFS Training
NPD-18 (Rev 1212017} Page 4




Sa.

9b.

10.

11.

12.

13.

NEBS Training

List equipment this position is required to use that requires specialized training.
Windows, Crystal Reports, Asset Management Program, PC

List the name, title and position control number of this position's supervisor.
Mark Froese MVIT Administralor 0002

Describe the type and extent of supervision this position receives.

Position works under general direction from the MVIT Administrator.

List the statutes, laws, rules, procedures or guidelines used in performing the duties of
this position?

NRS

NAC

Rules for Sate Personnel Administration

State Purchasing Policies

DMV Policles and Procedures

Division Policies and Procedures

State of Nevada Contracting policies and procedures

Which individuals are contacted while carrying out the duties of this position?

MVIT Staff, DMV Managers, Administrators, Deputy Director/Director, DMV Slaff, outside vendors, other slate

agencies.

Describe any unusual physical demands or working conditions required to perform the
duties of this position.

NA

Provide any additional information about this position.

This position must be able to understand the complex program areas and functions within the MVIT section.

Independent determinations, decisions, and continuous adjustments in priorities are essential to the daily success of
this position, and the MVIT Division which affecls lhe Department as a whole.

NPD-15 (Rev 1212017) Page §
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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.

This position is responsible for:
«* Project management and oversight.

L)
..0

Coordination, recommendations and auditing of MVIT contracts,

Through data research, collection, & compilation of date, develops comprehensive reports for

division management and applicable staff.

« Divisional Resource Planning & Business Continuity to include the review, coordination and the
auditing of existing Business plans & resources, evaluation of proposed future Business
requirements, and the recommendation of future necessities.

* Participate in the preparation, monitoring, analysis and maintenance of the MVIT budget and

preparing reports to division management of future expenditures based on historical data.

*
.‘

L>

< Plan, organize and coordinate the development and implementation of MVIT policies and
procedures to include analysis of existing and proposal of additional policies as well as being the
single point of contact for the division as relates policies and procedures.

* Conduct and/or assist in conducting financial, statistical and investigative studies on ROL, and
cost benefit analysis providing appropriate computer reports to MVIT management.

** Monitor fiscal transactions for conformance and for analysis with other divisions.

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

AA 1V (7072), ITP I (#7513), ITP I (#0036), , ITP 1 (#0005), ITP II (#0017), ITM 0 (#0016)
3. Briefly describe the major purpose of this job.

This position will conduct a variety of studies, research and analysis of managements and administrative
areas such as budgeting, financial analysis, divisional operations, policies, legislative analysis, management
research and statistical analysis. This position will also be responsible for: reviewing, and modifying,
recommendation divisional policies and procedures; review and recommendation or modification of
divisional contracts; review, monitor and research of legislatively submitted bills for impacts to the
division; monitoring of fiscal transactions ensuring expenditures are in compliance with State and
departmental rules, regulations and budgetary limits; and preparation, monitoring and maintenance of the
divisions biennial budget.

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 (percentages should add to 100%). [f 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.

ﬂDUTYNo. DUTY | FREQUENCY ﬂ



0 G

RESEARCH & ANALYSIS OF DIVISION AREA

< Develop comprehensive reports for management and applicable
staff summarizing study results and conclusions

% Compile and analyze data for reports for financial impact,
system implementation

30 %

a

BUDGET PREPARATION
» Prepare, monitor and maintain the biennial budget for division
Monitor fiscal transactions

Develop comprehensive narrative and financial reports for
management

* Conduct financial and investigative studies

3

%

U
.0

*

o’

b

Project divisional needs, requirements and costing as they apply
1o the preparation of biennial budget

20%

DIVISIONAL CONTRACT MAINTENANCE

* Review and recommend approval or modification to legal
contracts regarding technical concepts

15 %

DIVISIONAL POLICIES & PROCEDURES

%+ Plan, organize and coordinate the development and
implementation of divisional policies & procedures

< Review, write and revise and recommend administrative
policies for division

** Evaluate proposed departmental policies

15 %

SUPERVISORY & TRAINING
% Supervise subordinate staff
% Conduct on-the-job training

* Schedule appropriate training as required by Department and
State

10%

LEGISLATIVE ANALYSIS

< Analyze, review, monitor and research bills submitted for
legislative impact on division.

< Notify management of possible implications of legislative bills

10%

7a.

What duties are performed that require the incumbent to make choices, determinations or

judgments? Please give examples.

¢ Manage work independently with minimum or no supervision

Consistently demonstrates effective time management

* Demonstrates a high level of analytical and problem solving skills

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

supervision of this position.




7b.

10a.

10b.

11.

12.

O O

AA TV (#7072),

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

B4 Final selection Work assignment X Performance appraisal & Discipline
& Training Work review [0 Other (Specify)

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

Forty (40) hours of management series classes required for supervisors

State Supervisory Safety Training IFS Training
Budget 101 NEBS Training
Contract Management Certified Strategic Planning & Performance Measures

List equipment which is used that requires specialized training.

Windows, Crystal Reports, Micro Soft Office, Remedy Administration, basic understanding of PC &
PC software, understanding of networking and associated hardware.

List the name, title and position control number of the position's supervisor.
Chuck Conner, Chief IT Manager (0002)
Describe the type and extent of supervision received.

Under Administrative direction, the position primarily will work independently on assigned projects and
in cooperation with projects shared with Budget Analysts and the Administrator.

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

Nevada Revised Statutes

Nevada Administrative Code

State Administrative Manual

State Purchasing Policies

Department of Motor Vehicles Policies and Procedures
Personnel Guidelines

State of Nevada Contracting policies and procedures

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

CONTACT PURPOSE
MVIT staff Coordinate activities as described with job duties

DMV Management New program development; provide management reports



13.

14.

O O

DMYV Director / Deputy Director New program development; provide management reports

Outside Vendors New equipment and software; negotiation of MVIT contracts &
SLA
DMYV Program Managers For leadership and directions on projects
DMV Administrators For requirements and project approval
Staff of DMV and other Assigned responsibilities; Budget, Account Payable,
State agencies Account Receivable, Contracts

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
materials, etc.

n/a

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 must be able to understand the complex program areas and functions within the MVIT
section. Must make determinations regarding priority levels of various tasks and have the ability to
adjust priorities with little or no notice. This position must also have the ability to read and interpret
technical reports and have a thorough understanding of the legislative process.
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STATE OF NEVADA—DEPARTMENT OF PERSONNEL

CLASS SPECIFICATION

TITLE GRADE EEO-4 CODE

MANAGEMENT ANALYST IV 39 B 7.612

MANAGEMENT ANALYST III 37 B 7.624

MANAGEMENT ANALYST I 35 B 7.625

MANAGEMENT ANALYST 1 33 B 7.637
SERIES CONCEPT

Management Analysts conduct a variety of studies, research and analysis of management and administrative areas
such as budgeting and financial analysis {versus bookkeeping); departmental operations such as forms, policies
and workflow; legislative analysis; management research; and statistical and informational analysis. Incumbents
make recommendations and assist in or implement new or revised procedures and systems.

Review, monitor and research bills submitted 10 the legislature impacting the work unit; inform management of
possible implications; and recommend an appropriate course of action.

Review, write, revise and recommend administrative policies for the work unit and/or programs; issue oral and
written directives in the form of policy staiements and manuals.

Participate in the preparation, monitoring and maintenance of the work unit's biennial budget and/or program
budget(s) by estimating future expenditure levels based on historical data; making projections for future costs;
preparing and presenting the budget and/or justifications to the legislanire; monitoring fiscal ransactions 1o ensure
expenditures are in conformance with State and department rules, regulations and budgetary limits; and
developing comprehensive narrative and financial reports for presentation to management, commissions and other
entities.

- Conduct and/or assist in conducting financial, statistical or 'investigative studies; compile and analyze data;
prepare and present reports summarizing study results/conclusions; may make recommendations regarding poli-
cies, procedures, the department’s position on issues or future course of action, and the development of new

programs or services based upon study findings.

Plan, organize and coordinate the development and implementation of revised operating procedures/methods for
the work unit by analyzing work flow, space allocation, staffing and other factors to improve effectiveness and
efficiency of operations; coordinate the development of pew forms, work methods and aufonated. systems psed
to process information related to assigned programs. T

Review and recommend approval or modification to legal contracts regarding technical or business concepts.

Operate a personal computer to develop various budgetary and financial reports, prepare correspondence, and
track program needs and expenditures.

Perform related duties as assigned.

#*******##******t#*#**#***********t*l*#t**************=l=#**#*****#***##**#t#****#**t*#t*#t*
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B 7.612
MANAGEMENT ANALYST Il 37 B 7.624
MANAGEMENT ANALYST Il 335 B 7.625
MANAGEMENT ANALYST I 33 B 7.637
Page 2 of 5
CLASS CONCEPTS

. Under administrative direction of the department director, Management Analyst IV's
manage and supervise both the supervisory and professional staff of a division or section. Work is highly
technical involving advanced priociples, techniques and methods relating to problems or unprecedented
circumstances. Management Analyst IV's are responsible for long range, broad based planning, program or
policy development affecting major aspects of the work-unit's activities/functions crossing divisional lines and
are responsible for broad based, complex program areas. This class is distinguished from Management Analyst
I by the level of supervisory authority and by greater scope of responsibility and complexity of work.

n : Under general direction, Management Analyst III's perform technically complex
assignments critical to agency operations. They conduct the more complex, sensitive, investigative and analytical
studies that may involve any aspect of the agency's operations such as planning, research, policy development,
budgeting, legislative drafting and systems design. Additionaily, positions in this class typically serve as first
line supervisors for lower level Management Analysts or other professional staff and are singularly expert in their
program or discipline area. This class is distinguished from the Management Analyst I class based upon the Jevel
of technical complexity involved in work assignments.

: Under peneral direction, Management Analyst II's perform all or part of the duties
and responsibilities described in the series concept. Management Analyst II's perform difficult assignments
related to budgets, research and drafting legislation.

Management Analyst 1: Under general supervision, Management Analyst I's perform all or part of the duties
described in the series concept at the journey level. Management Analyst I's assist management in conducting
fiscal, analytical or statistical studies by compiling, analyzing and reporting data.

-*nt*t****a-u**#u-**untunu***u*wtuuu*mtvun*#ﬂ**nutn**uttatnt***ut**#n
MINIMUM QUALIFICATIONS

*+ n order to meet agency needs, specialized experience may be required and will be designated at the time
of recruitment.

*  Appointznent 1o an level in this series requires SI.ICCCSSfUl completiou of a written examination.
pp y
P R : - L s

MANAGEMENT ANALYSTIV  : - . v < cv 0w oo wsiralapali s omg

EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in public
or business administratiop, fmance, social sciences, mathematics or related field and four years of
professional experience in the research, development, evaluation or revision of programs, organizations,
methods or procedures, one year of which must have been in a supervisory capacity equivalent 10 a
Management Analyst III in Nevada State service; OR an equivalent combination of education and experience
on a year-for-year basis. (See Special Notes and Reguirements)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):

Detailed knowledge of: financial analysis, planning, research, program/policy development, and budget
administration. Skill in: organizing, planning, implementing and overseeing multiple programs Or areas of
responsibility where little precedent exists in resolving compiex problems; and all other knowledge, skills,
and abilities required at the lower levels.
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MANAGEMENT ANALYST III 37 B 7.624
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MINIMUM QUALIFICATIONS (cont’d)

MANAGEMENT ANALYST IV (cont'd)

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

Detailed knowledge of: the legislative process relating to budgeting; recognizing and assessing the impac
of legislative actions; governmenta] accounting, auditing, and financial reporting; long range goals anc
objectives of the agency sufficient to develop appropriate and effective policy and procedures; and agency
organizational structure and resources. -

MANAGEMENT ANALYST III

EDUCATION AND EXPERIENCE: Bachelor’s degree from ar accredited college or university in public
or busimess administration, finance, social sciences, mathematics or related field and three years o
professional experience in the research, development, evaluation or revision of programs, organizations
methods or procedures; one year of which was equivalent 1o a Management Analyst IT in Nevada State
service; QR an equivalent combination of education and experience on a year-for-year basis. (See Specia.
Notes and Requirements)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):

Working knowledge of: accepted praciices and methods used in designing program reviews and audits.
Ability to: read, interpret, and apply complex rules and regulations for various funding sources; read anc
interpret technical reports, governmental publications and federal directives; write comprehensive reports.
recommendations and legislative proposals using correct English grammar, spelling, vocabulary and
puncmation. Skill in: advanced level financial analysis, planning, preparation and administration; advanced
mathematical and statistical computation; designing analytical research studies; identifying research needs and
problems; coordinating and implementing diverse work plans; advanced research and analysis techniques; ana
all other knowledge, skills and abilities required at the lower levels.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
Working knowledge of: legislative process relating to budgeting; supervisory techniques including
disciplinary processes, employee evaluation, and the development of work performance standards. Skill in:
designing, researching and interpreting study results; recommending courses of action based upon study
outcomes and resuits; dnd motivating others and encouraging effective action.

MANAGEMENT ANALYST II

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in public
or business administration, finance, social sciences, mathematics or related field and two years of professional
experience in the research, development, evaluation or revision of programs, organizations, methods or
procedures, one year of which was equivalent to a Management Analyst I in Nevada State service; OR an
equivalent combination of education and experience on a year-for-year basis. (See Special Notes and

Requirements)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):

General knowledge of: financial statements and statistical methods required to analyze, project and present
fiscal effects; governmental accounting, auditing, financial reporting and/or research/statistical methods;
quantitative methods and techniques. Ability to: establish and maintain effective working relationships with
co-workers, other agencies and the gemeral public; organmize materials, information and resources
systematically way to optimize efficiency and minimize duplication of effort; independently organize, plan,
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MINIMUM QUALIFICATIONS (cont’d)

MANAGEMENT ANALYST II (cont’d)
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (cont’d):

- - -

7.612
7.624
7.625
7.637

implement and oversee multiple progrars; negotiate and exchange ideas, information and opinions with others
to formulate policies and programs, and reach consensus; define problems, identify trends, analyze issues,
solve problems, and communicate solutions. Skill in: organizing, planning, implementing and overseeing
multiple programs or areas of responsibility; and all other kmowledge, skills and abilities required at the lower

level.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired o the job):
Working knowledge of: legislative proceedings and processes; State government agencies, resources and

functions sufficient to locate and obtain needed information and/or resources. Skill in: financial analysis,
planning, preparation and admigistration; developing computer generated reports; and organizing, developing

and making oral presentations.
MANAGEMENT ANALYST |

EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in public
or business administration, finance, social sciences, mathematics or related field and one year of professional
or paraprofessional experience in the research, development, evaluation or revision of programs,
organizations, methods or procedures, of administration of policies and procedures for a program or
functional area; OR an equivalent combination of education and experience on a year-for-year basis. (See

Special Notes and Requirements)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):

General knowledge of: research and analysis technigues and methodologies; governmental accounting and

budgeting; management and public administration copcepts, principles and practices sufficient to assist in

evaluating, developing and recommending effective administrative and/or operatio

for the work unit; and various computer software including word processing,

applications.  Ability to: | communicate effectively both orally and in writing;
correspondence and reports; analyze information, problems or practices to identify relevant concerns,

patterns, tendencies, and relationships, and formulate logical conclusions.

nal policies and procedures
.spreadshest and database
compose business

idendfy

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

General kmowledge of: techniques of statistical analysis including data collection, evaluation, analysis and
manipulation. Ability to: analyze organizational and administrative programs, policies and procedures,
prepare plans for revision, and make recommendations; perform statistical computations such as correlation
studies, variance analysis, averages and trends; analyze user needs and develop appropriate solutions and

requiremnents; produce clear, concise and valid operational manuals, reports and other prese

operate a personal computer and related hardware and software.

ntation materials;



MANAGEMENT ANALYST IV
MANAGEMENT ANALYST III
MANAGEMENT ANALYST Il
MANAGEMENT ANALYST1

Page 5of 5

39
37
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This class specification is used for classification, recruitment and examination purposes. It is not to be consider
a substime for work performance standards for positions assigned 1o this class.

ESTABLISHED:
REVISED:
REVISED:
REVISED:
REVISED:

REVISED:

71.612

7/1/93P
11/6/92PC

6/05/98UC

1.624
711763
411170
9/28/78-3

7/1/93P
11/6/92PC

6/05/98UC

1.625
7/1/63

12/15/69
3/22/78-3
9/28/78-3

7/1/63P
11/6/92PC
6/05/98UC

7.637
6/7/65
12/15/69
9/28/78-3

7/1/93P
11/6/92PC

6/05/98UC



HRDW: Position History

HR Data Warehouse
State of Nevada

Warehouse current as of November 302018 11 15 PM
Position History
Position History - Incumbents

Page | of 1

Home | Site Help | Logout

User: 5§ GHAN |[BGHAN]

Page Help

Action: Download | Save | Forward

Position Incumbents
Agey | Org Pl"l.j‘" Title |Grade | Status | £tf Date [‘;Ea"lz EI",;"' APPY Last Name N’:r’:; Eff Date | Exp Date [Yrs Mth Dys
810 [4740]CC4029|07.624| 37 |ACTPM |07/01/1999 045741 FRIEND __ |MORGAN [10/22/2018 0001 13
VACANT 06/02/2018 [10/21/2018 | 00 04 20
0367931 |KING SUSIE _ [10/3172016 |06/0172018 | 01 07 02
VACANT 08/06/2016 |10/30/2016 | 00 0125
000250 [CLARK RENEE _|10/17/2011 [09/05/2016 | 04 10 20
009378 BAILEY SANDRA [04/1172011 [10/16/2011| 00 06 06
VACANT 11/01/2010 [04/10/2011| 00 05 10
013844|  |BOWMAN _|DEBBIE |07/06/2009 |10/31/2010| 0103 26
VACANT 04/02/2008 [07/05/2008 | 00 03 04
014585  [BERRY LARRY _ [11/07/2001 [04/01/2009 | 07 04 25
000665|  |ROBERTS [EDGAR [08715/2001 [11/06/2001 | 00 02 33
NACANT 07/09/2001 [08/14/2001 | 00 01 06
008286 \?VE‘L'.?SSERA' LYNNE  [|07/01/1908 |o7/08/2001 | 02 00 08
https://hrdw2.state.nv.us/prod/position_incumb_history.prc_main?in_posn=0000017791 12/3/2018



- HRDW: Position History

HR Data Warehouse

State of Nevada
Warehouse current as of November 30, 2018 11:15 PM

Position History
Position History - Details

Position Information
4740 Position Number:
Expiration Date:

Organization:
07/01/1999
MANAGEMENT A

Agency: 810
Effective Date:
Short Description:

Position Attributes
Table Driven Determined by
Pay: Employee
Title / Sub-title: 07.624/0

Salary
Minumum: $°4,329.76

Assignment
Type:
Payroll Number: CNTL

Permanent

Organization Information

Labor Distribution Override Use Entered Accounting
Option: Values

Distribution Profile:

Long Pescription:

Page 1 of 1

Home | Site Help | Logout

User: S GHAN [BGHAN]

Page Help

CC4029

MANAGEMENT ANALYST 3

Position Status: ACTPM
Pay Class: ESOH

Salary
Maximum: 260.972.64

Accounting Atiributes
Fund: 201 Agency: 810 Organization/ Sub: UL
Appr Unit: 474001 Activity: Function:
; . . Reporting
Object / Sub: 5100/ Job: Category:

https://hrdw2.state.nv.us/prod/position_history.prc_main?in _posn=0000017791&in_eff di... 12/3/2018



HR Data Warehouse

State of Nevada
Warehouse current as of January 24, 2019 11:30 PM

Personnel Action History

Home | Site Help | Logout

User: PATRICIA KREYMBORG [PKREYMB1)

Employee; DELAPARRA-WHITSON, LYNNE
Employee ID: 008286

Continuous Service Date: 06/09/1980

Action: Download | Save | Forward

|
650 [cco320 (3740 03/07/2009 [TERM [044  |RETIREMENT Jo7.216] 41 [10 | T [r.ooo
650 |CC0320 [3740 0005 |03/06/2009 |[CLERR |corr CLERER J07.216] 41 J10 | B [i.000
650 |CC0320 [3740 03/06/2009 JTERM [044  |RETIREMENT Jo7.216) 41 J10 | T [1.000
650 |cco320 |3740 0005 |07/01/2008 [COLA M09  |MASS CHG-09 [o7.216| 41 10 | B [1.000
650 Jccoazo [3740 0005 |[07/01/2007 [coLA [mos  [MASS CHG-08 [o7.216] 41 [ 10 B [1.000
650 [CC0320 [3740 0005 |01/05/2007 [STCHG STATUSCHG Jo7.216| 41 |10 | B [1.000
650 [CC0320 [3740 0005 ]07/01/2006 |COLA |M07  |[MASS CHG-07 [07.216] 41 |10 | Kk [1.000
650 |cco3z2o [3740 0005 [07/01/2006 JcoLa |Mo7  [MAasS cHG-07 [o7.217] 39 10 | Kk [1.000
650 |cco3zo {3740 0005 |06/19/2006 |OPCHG JMSS  |MASS CHG 07.216| 41 | 10 K [1.000
650 [CC0320 3740 0005 |06/19/2006 JOPCHG [MSS  |[MASS CHG 07217 39 |10 ] K [1.oo0
650 [CC0320 [3740 0005 |os/22/2006 JRCLS2 o021 EXISTTITLE  Jo7.216] 41 |10 | kK [1.000
650 |CCD320 [3740 0005 [01/05/2006 [PRM2  |092 INT PROM 07.217] 39 |10 | K [i.000
650 [CC0150 [4713 0845 [10/24/2005 JAGCHG AGYD CHG 07624] 37 |10 | B |1.000
650 |[CC0150 [4713 0845 |07/01/2005[MSI  [MSI AUTO MSI 07624} 37 |10 | B |1.000
650 [cco150 [4713 0845 [07/01/2005 |COLA |mo6  [MASS CHG-06 [o7.624] 37 [o9 | B8 [1.000
650 [cC0150 [4713 0845 [07/01/2004 [COLA |MSS  |MASS CHG lo7.624] 37 |09 B [1.000
650 N/A 4713 0845 [11/12/2002 [RSADJ [110 SUPERVISION |o7.624]| 37 |09 | B8 [1.000
650 N/A 4713 0845 |07/01/2002 |[COLA |MSS  |MASS CHG loze24] a7 [o9 | B |1.000
650 N/A 4713 0845 |02/26/2002 [SADJ |10 SUPERVISION [07.624] 37 Joo | B [1.000
650 N/A 4713 0845 [07/09/2001 [ORCH ORG CHANGE |o07.624| 37 |oeo | B |1.000
810 N/A  |4740 CC4029 [07/01/2001 [MSi MSI AUTO MSI loze24] 37 Jos | B fiooo
810 N/A  [4740 €C4029 J01/01/2000 |[STEP  |STP  |HALF STPADJ Jo7624| 37 [os | B |1.000
810 N/A 4740 CC4029 |12/02/1998 |[PROG2 |017 AUTOMATIC Jo7624] 37 |15 | B |1.000
810 N/A  [4740 CC4029 07/01/1998 [ORCH JorG cHANGE Jove25] 35 |15 | B [i.000
B10 N/A 4718 0075 [03/06/1999 [CONV [CONVERSION fo7625] 35 | 15 B [1.000
810 N/A 4718 0075 [12/08/1998 [MISC [misc 07625 35 [15 | B [1.000
810 N/A 4718 0075 |07/01/1998 |COLA 07625] 35 |15 ] 8 |[1.000
810 N/a  |a718 0075 [10/17/1997 [PROMO 07.625{ 35 |15 | B |1.000
810 N/A  Ja718 0075 [10/17/1997 [RCLS {021 [EXISTTITLE 07625 35 |15 | B |[1.000
810 Nia  Ja718 0075 [07/01/1997 |COLA 11.438| 34 |15 | B [1.000
810 N/A  Ja718 0075 [07/01/1996 [COLA 1438 34 |15 | B |1.000
810 N/A 4718 0075 03/13/1996 {MMSI ImanuaLMSI [11438] 34 |45 | B [1.000
810 N/A  Ja718 0075 [07/08/1995 [COLA 11.438] 34 |13 | B |[1.000
810 N/A 14718 0075 |07/01/1995 [COLA 11438] 34 |13 | 8 [1.000
810 | A f{a718 0075 |03113/1995 |ENCH NAMCIADDR  11438) 34 |13 | B {1.000
810 NA 4718 0075 |03/13/1995 [MMSI MANUALMSI  |11.438]| 34 [13 | B8 [1.000
810 N/A 4718 0075 [03/13/1994 [MMSI MANUALMSI  [11.438] 34 [ 11 B |1.000
810 | wa |a71s 0075 |11/02/1993 |ENCH DARCADDR 41438 | 34 Joo | & [1.000
810 N/A  [4718 0075 |07/10/1993 [COLA 11.438] 34 Joo | B |1.000
810 NnA  |4718 0075 [03/13/1993 |[MMSI ImaNuAaLMsI  [41438] 34 oo | B |1.000
] |




810 | NA 4718 0075 |04/08/1993 [087 11.438] 34 Jo7 | B [1.000
810 | NA 4718 0075 [o1/08/1993 [MISC MISC 11.438] 34 Jo7 | B |1.000
810 | naA  Ja7is 0075 J06/10/1992|RCLS [020  |REALLOCATION[11.438] 34 |07 [ B [1.000
810 | NA Ja71s 0075 [03/13/1992 [MMS| [MANUALMST  [11.438] 31 Joo [ B [1.000
810 | N/A la718 0075 [12/11/1991 JmisC MISC 11.438} 31 Jo7 | 8 [1.000
810 | NA 4718 0075 [10/01/1991 [COLA 11.438] 31 Joz | B |1.000
810 | NA Ja718 0075 |09/03/1981 [misC [misc 11.438] a1 Joz | B [1.000
810 | na |aris 0075 |09/031991 IENCH CHE/ADDR  11438| 31 | o7 | B f1.000
810 | NA la718 0075 |o7713/1991 [cOLA 11.438] 31 Jo7 | 8 |1.000
810 | NA 4718 0075 [03/13/1991 [MMSI IMANUALMSI  |11.438] 31 Jo7 [ B [1.000
810 | na |a718 0075 Iomsmsgo |ENCH NAGCADDR  141438] 31 |os | B Jr.000
810 N/A  [4718 0075 {07/16/1990 JMISC Imisc 11.438] 31 |05 | B [1.000
810 | N/A  [a718 0075 [07/01/1990 [COLA 1.438] 31 Jos | B [1.000
810 | NA Ja71s 0075 [03r1311990 [MiSC MISC 11.438| 31 [os { B [1.000
810 | N/A Ja718 0075 |03/13/1990 [MMSI MANUALMSI  J11.438] 31 Jos | B [1.000
810 | NA  Ja718 0075 |o7/01/1989 [coLa 11.438] 31 Jo3 | Kk [1.000
810 | Na  Ja718 0075 [o3/13r1989 [MISC [misc 11.438] 31 Jo3 | B8 [1.000
810 | Na |aris 0075 |o3/131988 [ENCH RAMEADDR 111438} 31 |03 | B |1.000
810 | N [4718 0075 |o3r3m9ss [PROMOJ093  [RANK LIST 11.438] 31 [o3 | B8 [1.000
810 N/A [4718 0075 [03/13/1988 [PROMO 11.438] 31 [03 | 8 [1.000
810 | NA 4718 0041 [07/01/1988 [MMSI IMANUALMSI  [02209] 23 |15 | B [1.000
810 | Na 4718 0041 [07/01/1987 [coLA Jo2.209| 23 | 43

810 | NA 478 0041 [07/01/1987 [MMSI [manuaLmsI  Joz2.209] 23 | 13

B10 | wnA 4718 0041 [06/01/1987 [TRIN  Josa  |RANKLIST lo2.208] 23 | 11

810 | NA [a718 0041 [06/01/1987 [TRIN TRNS INPROB [02.208] 23 | 11

810 | waA 4711 0004 [05/31/1987 {TROT Igﬁ’f‘rNSFER 1a32) 23 |11 | T hooo
810 | nAa a1 0004 |07/01/1986 [MMSI IMaNUALMSI  J11432] 23 |11 | x [.000
810 | naA a7 0004 [o7/01/1986 [coLA 11432 23 [0 | x 1000
810 | ~aA a7 0004 |07/01/1985 |MMSI IMANUALMSI  [11.432] 23 |09 { X [1.000
810 | NA  Jar1n 0004 [07/01/1985 [coLA 1.432] 23 Jo7 | x [1.000
810 | NA 4711 0004 [07/01/1984 [coLA 11.432] 23 Jos | x [i.000
810 | NA  Jar1i 0004 [07/01/1984 [MISC MISC 11.432] 23 Jo7 | x [1.000
810 | Nna Ja71s 0004 07/01/1984 [MMSI MANUALMS! [11.432f 23 To7 | x [i.000
810 | Na 4711 0004 [07/01/1983 [MISC MISC 11.432] 23 fos | x |[1.000
810 | N Ja711 0004 [07/01/1983 [RCLS  Jo21 EXISTTITLE  J11432] 23 |o5 | x |i.000
810 | Na  fa711 0004 |06/22/1983 [MMSI [MANUALMSI  Jo2214] 20 | o7

810 N/A - [4711 0004 [06/22/1982 [MMSI [manuaLmMsI  Jo2214] 20 | o5

810 | NA a1t 0004 [o1/0171982 [coLa lo2214] 20 |03

810 N/A  [4711 0004 |oss2s/1981 [MISC Imisc [02214] 20 |03

810 NIA  [4711 0004 |06/22/1981 [MMSI ImanUALMSI  Jo2204] 20 [ o3

810 | NA 4711 0004 |o1/01/1981 [coLa loz204] 20 | o1

810 N/A  [4711 0004 [06/09/1980 [NEWH |NEWHIRE CLS [02204] 20 | 01
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HRDW: Position History

HR Data Warehouse

State of Nevada
Warehouse curent as of November 30 2018 11 15 PM

Position History
Position History - Incumbents

Page 1 of |

Home | Site Help | Logout

User S GHAN [BGHARN]

Page Help

Action Download | Save | Forward

Position Incumbents
Agcy | Org P;':;n Title {Grade{Status | Eff Date | Exp Date E;;pl Alg'“ Last Namao First Name | Eff Date | Exp Date {Yrs Mth Dys
810 [4742|CC4024 07.624| 37 [ACTPM [07/01/2001 025615 IMFELD THEODORE {06/05/2017 0105 29
[VACANT 04/29/2017 |06/04/2017] 0001 06
046956 VEZINA [ERIAN 07/04/2016 [04/26/2017 | 00 09 25
[VACANT 05/09/2016 [07/03/2016| 0001 26
041717 CCOOL IANDREAS  [09/15/2014 [05/08/2016 [ 0107 24
IVACANT 08/16/2014 [09/14/2014| 00 00 30
036883 IMAJESKE PENELOPE [11/10/2009 [08/15/2014 ] 04 09 06
VACANT 08/03/2000 [11/08/2000| 0003 07
004103 BALTISBERGER |TERI 01/08/2007 {08/02/2008 | 02 06 26
VACANT 01/01/2007 [01/07/2007 | 00 00 07
007279 IMUNOZ CYNDIE 07/01/2001 [12/31/2006| 0505 N
810 [4742[CC4024 07 624 | 37 [|ACTPM {07/01/1999 J06/30/2001 (007279 MUNOZ CYNDIE  [07/01/1999 [06/30/2001] 011130
https://hrdw2.state.nv.us/prod/position_incumb_history.prc_main?in_posn=0000017896 12/3/2018



HRDW: Position History Page 1 of 1

HR Data Warehouse Home | Site Help | Logout

State of Nevada

Warehouse current as of November 30. 2018 11:15 PM User. 5 GHAN [BGHAN)]

Position History

Position History - Details Page Help
Position Information

Agency: 810  Organization: 4742 Position Number: CC4024

Effective Date: 07/01/11999 Expiration Date: 06/30/2001

Short Description: MANAGEMENT A Long Description:. MANAGEMENT ANALYST 3

Position Attributes
Assignment Type: Permanent Table Driven Pay: Determined by Employee Position Status: ACTPM
Payroll Number: CNTL Title / Sub-title: 07.624 /0 Pay Class: E80H

Organization Information

Labor Distribution Override Use Entered Accounting
Option: Values

Distribution Profile:
Accounting Attributes

Fund: 201 Agency: 810 Organization / Sub: Loy
Appr Unit: 474201 Activity: Function:
. . . Reporting
Object / Sub: 5100 / Joh: Category:

https://hrdw2.state.nv.us/prod/position_history.prc_main?in_posn=000001 7896&in_eff dt... 12/3/2018



HR Data Warehouse Home | Site Help | Logout

State of Nevada
Warehouse current as of January 24, 2019 11:30 PM User: PATRICIA KREYMBORG [PKREYMB1]

Personnel Action History

Employee: MUNGZ, CYNDIE K
Employee ID: 007279

Continuous Service Date: 09/26/1994

Action: Download | Save | Forward

|

810 |cco1s0 [4744 0001 [12/10/2018 |CHGAP [006 UNCLASSIFIED JU4602 X {1.000
810 |cco1s0 [4744 0002 |08/27/2018 |CHGAP Joos  JUNCLASSIFIED Ju4110 X [1.000
810 |cco150 [4745 0001 [o7/01/2018 [COLA |M19  |MASS CHG-19 |uo115] 55 X |1.000
810 jcco150 [4745 0001 [07/01/2018 [COLA |M19  |MASS CHG-19 |ug11s| 55 X |1.000
810 Jcco150 [4745 0001 [07/01/2018 [COLA [M19  |MASS CHG-19 [u91is| 55 X |1.000
810 |cCo150 [4745 0001 [o7/0112017 [coLa  |M18  |mAsS cHG-18 |ugiis] 55 X |r.ooo
810 [CC0150 4745 0001 [07/01/2017 [COLA |M18  |MASS CHG-18 |ug11s] 55 X |r.000
810 |cco150 [4745 0001 [07/01/2016 JcOLA  |M17  |MASS CHG-17 Jus11s| 55 X |r.000
810 |Cc0150 [4745 0001 [07/01/2016 |COLA |M17  |MASS CHG-17 Jug11s| &5 X |r.o00
810 |CC0150 |4745 0001 [03/07/2016 |CHGAP [006  |UNCLASSIFIED fU9115] 55 X [1.000
810 |cco150 {4745 CC4011 [07/01/2015 {cOLA  [M16  [MASS CHG-16 [o7.216] 41 [10 | B [i.000
810 |cco150 [4745 CC4011 [09/02/2014 {MSI  [MSI  ]AUTO MSI 07216] 41 |10 ]| B |i.000
810 [cco150 4745 CC4011 |09/02/2014 {MSI  [MSI  JAUTO MSI 07.216] 41 |10 | K |i.o00
810 |cco150 [4745 CC4011 |09/02/2013 |PRM2 093 |RANK LIST 07.216] 41 |09 | K |t.ooo
810 |CC0150 |4745 CC4023 [07/01/2013|LPR  |M14  |[MASS CHG-14 fo7620] 38 [10 | B |1.000
810 |cco150 [4745 CC4023 |07/01/2011 |LMPR  |M12  [MASS CHG-12 [07.620] 38 J10 | B 1.000
810 |CC0150 {4745 €C4023 | 0171172011 [STCHG STATUSCHG [07620] 38 |10 | B [1.000
810 |cco150 4745 CC4023 |01/11/2010 [PRM1  J093  |RANK LIST 07620] 38 |10 | K [1.000
810 |cco150 favas 0004 }09/10/2009 JRSADJ |118  |WRKOUTCLS [07624] 37 |10 [ B [1.000
810 |cco150 [4745 0004 |07/13/2000 |SADS 118 WRK OUT CLS |o7624] 37 [10 | B [1.000
810 |cCo150 [4745 0004 |06/30/2009 [SADJ 118 WRK OUT CLS [07624] 37 |10 { B [1.000
810 |cco1s0|4745 0004 [07/01/2008 jcOLA M09 [mASS CHG-09 fo7.624] 37 |10 { B [1.000
810 |ccois0 |474s 0004 03/03/2008 JAGCHG AGYDCHG  Jo7e24] 37 |10 | B [1.000
810 [cC0150 [4745 0004 |07/11/2007 |mS) MSI  JAUTO MSI lo7e24] a7 |10 | B |1.000
810 [cco150 [4745 0004 [07/01/2007 |cOLA |moB8  |MASS CHG-08 |o7.624] 37 [oo | B [1.000
810 |cco150 [4745 0004 |01/01/2007 JORCH {018 LATERAL jor824] 37 oo | B [1.000
810 [CC0150 [4745 0004 01/01/2007 [CHGAP 018 LATERAL loz624] 37 oo | B 1000
810 |cco150 |4742 CC4024 [07/11/2006 [MS| MSI  |AUTO MSI lo7e24] 37 oo | B 1000
810 |cco150 4742 CC4024 |07/01/2006 [COLA  [M07  [MASS CHG-07 [o7.624| 37 Jos | B |i.000
810 |cco150 [4742 CC4024 |06/19/2006 [OPCHG |MSS  [MASSCHG  [07.624] 37 [o8 | 8 |1.000
810 |cco1s0[4742 CC4024 |07/11/2005 [MSI MSI  [AUTO MSI {07624] 37 o8 | 8 |1.000
810 |cco1s0 [4742 CC4024 [07/01/2005 |COLA  |M06  |MASS CHG-06 [07.624] 37 |07 | B [1.000
810 |cco1so 4742 CC4024 |07/11/2004 [MS| msl  |auTto msi lore24| 37 o7 | 8 {1.000
810 |ccoisofar42 CC4024 [07/01/2004 [COLA  |MSS  [mMAsscHG  [ov.624| 37 Jos | B |1.000
810 |cco1s0 [4742 CCA4024 |07/11/2003 [MSI Mmsl  JAUTO mSI lor624] 37 |os | 8 [1.000
810 |cco1s0 J4742 CC4024 [06/16/2003 [AGCHG AGYDCHG  fJo7.624] 37 Jos | B [1.000
810 N/A 4742 CC4024 [07/11/2002 [MSI MSI  [AUTO MSI lor624] 37 Jos | 8 [1.000
810 N/A  [a742 CC4024 [07/01/2002 |[COLA |MSS  [MASSCHG  fo7e624] 37 Joa | 8 [1.000
810 N/A 4742 CC4024 [07/11/2001 [PROG2 017 AUTOMATIC  Jo7624] 37 fo4a | B8 |1.000
810 N/A 4742 CC4024 [03/29/2001 [MS| MSI  |AUTO MSI lore2s] 35 Jo4a | B [1.000
810 N/A 4742 CC4024 [09/18/2000 [MISC Mmisc ore2s] 35 o3| B |h.ooo
810 N/A 4742 CC4024 [09/18/2000 [MISC Imisc love2s] 35 Jo3 | B [1.000




810 | NA 4742 CC4024 [03/20/2000 [MMSI IMANUALMSI Jo7.625f 35 |03 | B |1.000
810 N/A  |4742 CC4024 }01/01/2000 [STEP  [STP  [HALF STPADJ fov625] 35 | 02 B [1.000
810 | NA |a7a2 CC4024 J07/01/1999 [ORCH |ORG CHANGE Jo7625| 35 [03 ] B [1.000
810 | NA [a739 0020 [03/29/1998 [PROG2Z |017 _ [AUTOMATIC _ |07625] 35 |03 | B [1.000
810 | NA [a738 0020 [03/23/1998 [MSI__|[MSI__[AUTO MSI 07637 33 103 | K _[1.000
810 | NA [a739 0020 |03/06/1999 |[CONV [conversion [07.6a7] 33 |o1 | k [.000
810 | NA [a739 0020 [12/07/1998 |MISC Imisc 07637 33 o1 | K .00
810 | NA [a739 0020 |07/0171998 |COLA 07637] 33 |01 | K [.000
810 | NA [a739 0020 |04/07/1998 [MISC [misc [o7637| 33 |01 | K p.ooo
810 N/A 4739 0020 [03/23/1998 [MISC IMISC lo7637] 33 Jo1 | K [1.000
810 | NA [4739 0020 [03/23/1998 [MISC MISC lore37| 33 |01 | K [i.000
810 | NA [a739 0020 [03/231998 [PROMO [093 _ |RANKLIST _ 07.637] 33 |01 | K _[1.000
810 | NA [a739 0020 [03/2311998 [PROMO fors37] 33 |01 [ K [1.000
810 | NA [4739 0020 [03/23/1998 [TRIN TRNS INPROB [07.637| 33 |01 | K |1.000
gi0 | na la71s 0030 [03/22/1998 [TROT SB?NSFER |02.21a 27 los | T looo
810 | NA [a715 0030 [09/26/1997 [RCLS _[021 _ [EXISTTITLE 02218 27 ] 05 | B |1.000
810 N/ |4715 0030 [09/26/1997 [PROMO lo2.218] 27 |os B |[1.000
810 N/A  [4715 0030 |o9/26/1997 [MMsI ImanuALMsSI Jo2.218] 27 [os | B |1.000
810 | NA 4715 0030 [07/01/1997 |COLA fo2206| 25 |03 | 8 |1.000
810 | nma 4715 0030 [o1/2211997 fENCH NAME/ADDR o5 206] 25 [03 | B f1.000
810 | NA |a71s 0030 |12/21/1996 [ENCH gﬂ"é‘E’ADDR 02206 25 |oa | B 000
810 | NA 4715 0030 |09/26/1996 [MMSI [MANUALMSI fo2206| 25 |03 | B [|1.000
810 | NA [a715 0030 |07/01/1996 [COLA 02206| 25 |01 | 8 1000
810 | N/A 4715 0030 |05/20/1996 [MISC [misc 02206] 25 |01 | B 1000
810 | NA [4715 0030 |01/22/1996 [TRINX |019 __ |COMPARABLE |02208] 25 |01 | B |1.000
810 | NA [a715 0030 |01/22/1996 [TRIN TRNS INPROB |02206] 25 |01 | 8 |1.000
810 | nwA |asso 0018 |01/1911996 [TROT IB%ATNSFER 02303] 25 Jo1 | T |.ooo
810 | N/A 13659 0018 |10/09/1995 [TRIN TRNS iN PROB |02303] 25 |01 | B |1.000
810 | N/A |3659 0018 |10/09/1995 092 |INT PROM 02303] 25 |01 | B |1.000
810 | Nna 4731 o011 |10/06/1995 [TROT gﬁ@rNSFER pz143| 25 |ot | T [i.000
810 | N/A (4731 0011 _|09/26/1995 |PROG |017 _ JAUTOMATIC  |02143| 25 |01 | 8 |1.000
810 | N/A (4731 0011 {09/26/1995 |PROMO Joz1a3] 25 {01 [ B [1.000
810 | NIA [4731 0011 |07/08/1995 |COLA loz1a4] 23 |01 | B [i000
810 | NA 4731 0011 |07/01/1995 |COLA fo2144] 23 |o1 | B |1.000
810 | NA [a7rad 0011 |03/26/1995 |MISC MISC foz1a4[ 23 |01 | B Ji.000
810 | NA [a731 0011 [03/26/1995 JPROG [017 __ |AUTOMATIC _ [02.144] 23 |01 | B |1.000
810 | NiA [a731 0011 _|03/26/1995 |PROMO foz1aal 23 {01 | B 000
gio | nA a3 0011 |12r10r1994 [ENCH QQ“G“E’ADDR 02145} 21 |o1 | A |ro00
810 | NA |a731 0011 |09/26/1984 [NEWH 015 |UNRANKLIST [02145] 21 |01 | A [1.000
810 | WA |a731 0011 |09/26/1994 |NEWH NEWHIRE CLS [02.145] 21 |01 | A [1.000




STATE L NEVADA - POSITION QUE{.‘.'

). o1 518 |
|
AGENCY ID NO: 4739 DEPARTMENT: DMV/PS DIVISION: GenBS? NEVADA DEFT OF PERSONNEL
POSITION CONTROL NO: 0020 EMPLOYEE NAME: %

CURRENT CLASS TITLE: Assistant Chicf, Vehicle Enforcement CLASS CODE: 11.278 GRADE: 42
(if exitting position)

REQUESTED CLASS TITLE CLASS CODE GRADE

| I

GEOGRAPHIC LOCATION OF POSITION: Carson City EMPLOYEE PHONE NO

APPOINTING AUTHORITY/EMPLOYEE CERTIFICATION

CERTIFICATION: I centify that I have read the information on page 1, and the statements provided in this NPD-19 are
correct and complete. Changed responsibilities were/will be effected on

Eigmmrc of Appolniing Autharity or Designaled Represeniative

Signature of Employee

FOR COMPLETION BY BUDGET DIVISION ONLY
(Required for new positions ond when NAC 284.126, subsectlon 3 applies.)

[0 Approved Effective Date (if change ir approved by State Personnel)
[J Disapproved

FOR COMPLETION BY STATE PERSONNEL AND BUDGET DIVISION

Effective Dalty.r/ngxpire Date

Class Code...... Z‘é‘?? .................. TuleM&:@'f%%ﬂ/ﬁf/ﬂGradc\?j
Ctass Oplion..................D. .................. /7/?01/!:/ If—c ),_/{1, ol 7X-

Part-time (Percent)urecnsessesens CCOOOOCOnCCaCam00s

Division Code..... /?/ IFC/Legislative Approval Required? O No

INSTRUCTIONS TO APPOINTING AUTHORITY

O Use the NPD-3 procedure.

Study No...... QIO
W Submit Personnel Action form and refer to NAC

284/.’7.’.‘/.. subsection. /;‘3—

Incumbent meets MQ's: O Yes O No

NPD-19 (Rev, 5-92)
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1. What is prompting this reguest? If thim iz an axiscing RoalLtion, stace
the significant changes in dutias and rcsponsibilities which have baen mada in
the position since it was eatablighed or last reviawac by State Parscmnnl. If
this ix & neaw pomition, have thara bean additionsl rasponsibilicias placad cn
the organization? If Yor, pleasa explain., Attaeh documentation relative to
legislation, board/ccanimsior proceadings, new organizaticnal goals, ete, , if
applicable.

This request is prompted by the Department’s peed to properly
ciassify the positions assigned o the newly created Budce=
Account 4739, for Projec: Genesis. Preject Genesis i3 a cvota
businaess procass Tfe-engineering eZfert by the Registrxation and
Drivers License divisions of the Departmant of Motor Venicles and
Public Safety. Phase I of Projezt Genesis, from Nevember 1, 1596
through August 31, 1397, involved sever ccre team members from
these divisions wio were asaigned to the project full-tige to
cetarmine the functisnal rejuirements, organrizational
restructuring ancd training plans. The preject is row ertering
Phase II, the implemenra=ion phase., The pcsitions aof tke Shase I
core team were mcved to a specific project budget account /4739)
by the 1297 Legislature to afford accourtapility for the
department’s staff reacurces for zhis project. Thase positizns
need to be reclassified to reflec- the knowledge, skills, and
abilities needed for the core team merbers fcr Phase II and =¢
provide a method to properly evaluate the core tesm menbe=s’
performance.

Ir. the past system arnd operaticnal changes hava not keer haad_ed
in an orderly fashion, taking into account all SySTen.
development, user testing and trairing, empleyee and staxenolder
communications and change managemern: activi:ies required to
successfully implemert change in the aepartment. Thereforsz, we
have envisioned the establishment of a new unit which weculd be
responsible for idertifyirg, analyzing and init-aving changes,
both frem & systems as weli as a-n operational perspeciive to
ensure ccntinuous improvemert in the departmen:. The position
dedicated to this long~term project (3-8 years!: would beccme part
of that permanent urnit.

2. What posiviona(a), if any parformad these new or additional dutiea?
Liat clase title and pegition control nunbex of position(s).

Zhe job contains new tasik assignrents for the ceora team memser,
The position of Assistanct Chief, Crivers Lizense, PCN C005,
shouid be reclassified for this new core tear role.

3. Briefly dascriba ths najor purpose of thas job.

The major purpvese of tnis job is to develop performance measures
and estabiish a beseline by designing and implemencting data

col’acticn methods, analyzing daca and variarces, participate in
gcal develcpment for tke department, train employees and managers
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on performance measures ané their use, and work with thz system
analysts and programmers tg design dats collection into the naw
computer Systen.

d. Attmch a copy of the agency organitational chart to this form. Flease
@irale thia position.
Jirector, DMV/PS

Jeputy Directox, Moror Venicles
Assistant Ch:af, Project Genesis {Eroject Manager)

Newlyv expanded position on core team Ffor change managemens arnd
continuous improvement

new positicn

5. List the duties parformed in the jab. Amsign & number to each duty and
estimate the percantage of time spant on Qach duty (pescantagea should acd up
to 1008). If 2t is not poseible to mstimata rha percantage of time spant in

auch grea daily, astimate time on a weekly, monthly, or annual basis. If this
ia an existing position, Please put an wnterisk next to each duty that ias new,

Duty No, Duty Erequsency %

1 Cesign and implement data co_lecticn As needed 10%
metiiods and modify methods as needed

2 Analyze data collect for accuvracy, M iEB%
acrplicability arnd variasncas

3 Use analysis to draw conclusions and As neecded 13%
and e=ztablish baselines

4 Gversee tracking of daze aftar 1A i1C%
baszlines astablished

5 Parcicipate in developmen: and As neacdec 1%
transiation of goals for all Zavels
oI the departmsen:z

6 Trair DMV managers znd erployees cn As needed 10%
understanding measures anc performing
results reviews

¥ Train DMV managers and emplcyees M 15%
to develop action plans To deal with
variances detected

8 Cocrdirata wi“h analvsvs and As neezdad LCR
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prograrmers to design data collection
for performance measires and management
reporting into computer system

9 Assist computer system anclysts and AS needsd 5%
programmers
6. What dutiea are parformed that raquire the incuxbant to nuke choicas,

detemminations or judgsments? Pleses give examples.

Duties 1, Z and 3 regquires the incumbent to make detarminaticns
about the meaning of the data col_acted ancd the :ethodology for
data collaction. Duty 7 reguires this position tc make cheices
sbout data colliections sr recommendations for orerational changes
pased c¢cn data collected. Duty 8 necessitates decisions
concerning tne computer system and its function in data
coliection for meagurement reporting.

Ta List the clase titles and position contrel numbers of all ampluoyess chaz
work under the eupcrcvisien of this pouicion.

Jot applicablse.

7b. Dascribe the axtant of supsrvisocy responsibility exarcised over thase
amplovees.

wot applzcable.

8. Liot any licensas, cartificates, degrees, or credantials that are
required by law for this job.

Not applicanls,
9. Llist squipment which is ueod that reguizas spacialiced txaining.
Personai compuier with Windows, Werd Perfect ard Quattro Pro.

10a. Idist the name, t:tle and poeition control number of the poeition’s
suparvisor.

Yewly sxpanded pesitien orn the core team responsible for chargs
manzgemenrt and continuous improvement, 2CN 00289,

10b. Describs tha type and axtant of supervision raceived.

Undsr general supervision this pecsition will carry our the
specialized technical duties reguired. The proisct manager wil.
review and approve proposed work zlans and completed work.

1i. What statutes, laws, rules, procsdures or guidelinas are -iced in
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perfoming assignments?
Nct applicable,

12. ¥hat peopla are contantad in carrying out the duties of this position?
Explain the purpose of each contact.

The incumbant will work with DMV data processing stafi, DolIT
scaff and our proiect consultants and vendors to carry out tha
assigned tasks., The incumbens will alsc work members of
department management and starf oz developing measures and
rercrts as well as determining acticn plans based on reports.

13. Descxibe any unusual physioal demands or working oconditiens required in
tha job, i.a., requiras frequant lifting, moving of office furnituze, frequent
sxposure to hazardous matarials, =atc.

Fot =zpplicable.

14. Provida any additionm)l information about the job which you conszider to ba
imporcant te tha olassification, but which have not bean previcusly mentioned.



DIVISION OF HUMAN RESOURCE MANAGEMENT
AGENCY APPENDICES

PERSONNEL ACTION/REASON CODES (PACT/PART)

The following codes are used to define the action and the reason used when processing an Employment
Status Maintenance Transaction {ESMT-A) on an employse in the ADVANTAGE-HR System.

Personnel
Action Code/
Reason Code!

Description

When Used

ACCEL

Accelerated Rate

This code is used when an employee has been approved for an
accelerated rate and has an employment record established in
ADVANTAGE-HR. New appointments that are approved for an
accelerated rate should have this documented In the personnel
action/ reason section of the ESMT-A. The accelerated salary
must be approved on an NPD-4 Request fo Accelerate Salary
form.

Please note: Any request for an adjustment of steps must be
preapproved by DHRM prior to making a firm job offer.

AGCHG AGYD Window Change This code is used to change any Agency Specific Data (AGYD).

For example, Pay Location, Phone Numbers, Work Cycle or
| Check Distribution. Code is not to be used when make a
change to EMPD or EMRA.

AMIL Active Military Leave This code is used to place an employee on extended military
leave due to emergency circumstances, e.g., war. This code is
not used for the 15 or 39 day per year allotment.

ANEWH/014 Agency Entered New Hire = | This code is used to enter a new employee into the ADVANTAGE-

Application to Agency HR system hired through the Application to Agency process.
Employee will serve a probationary period,
ANEWH/Q15 Agency Entered New Hire - This code is used to enter a new employee into the ADVANTAGE-
Unranked List HR system hired from a certified unranked list. Employee will
serve a probationary period.
ANEWH/016 Agency Entered New Hire - This code is used to enter a new employee intc the ADVANTAGE-
700 Hour Appointment HR system hired from the 700-hour candidate section of a
certified hiring list. Employee will serve a probationary period.
The employment status is 7"
ANEWH/076 Agency Entered New Hire - | This code is used to enter a new employee into the ADVANTAGE-
University HR system transferring from University employment to classified
employment. Employee will serve a probationary period.
3/2018

10f 29

Personnel Action Codes/Reason




DIVISION OF HUMAN RESOURCE MANAGEMENT

AGENCY APPENDICES
Personnel
Action Code/
Reason Code® | Description When Used
PRM2X/090 Promotion of Two or More This code is used to reappoint an employee to a title he formerly
Grades, Reappointment held that is two or more pay grades higher than his current grada.
This appointment may require a new trial period NAC 284.444
Sec. 5(a), and receives a new pay prograssion date.
PROG1/017 Automatic Progression of This code is used to automatically progress an employee one
One Grade grade higher than his current grade to the next level in the series.
A new probationary period is not required. Pay Progression Date
remains the same.
PROG2/017 Automatic Progression of This code is used to automatically progress an employee two or
Two or More Grades more grades higher than his current grade to the next level in the
series. A new probationary period is not required. A new Pay
Progression Date is required.
RCLS/021 Reclassification to Existing This code is used to change the employee’s title when his position
Classification Title Change has been reclassified to an existing title allocated at the same
Only grade level. The employee's status and Pay Progression Date
remains the same.
RCLS/027 Reclassification to New This code is used to change the employee’s title when his position
Classification, Title Change has been reciassified to a new title allocated at the same grade
Only level. The employee’s status and Pay Progression Date remains
the same.
RCLS/035 Temporary Reclassification, | This code is used to change the employee’s title when his position
Title Change Only has been temporarily reclassified to a title allocated at the same
I1 grade level. Temporary reclassifications are valid for 1 year. The
| employee’s status and Pay Progression Date remains the same.
RCLS/036 Reclassification due to This code is used to change the employee’s title when his position
Occupational Group Study, has been reclassified as the result of Occupational Group Study to
Title Change Only a title allocated at the same grade level. The employee's status
and Pay Progression Date remains the same.
RCLS/037 Reclassification Retained This code is used when an employee is reclassified downward
Rate Authorized and meets the conditions of NAC 284.290. The employee retains
his salary with increases in pay for iwo years from the effective
date of the downward reclassification. The Pay Parameters
section of the ESMT-A must be completed to ensure the
employee is paid correctly. The Pay Progression Date remains the
same.
RCLS1/020 Reclassification, One Grade, | This code is used to promote an employee when the grade of his
Reallocation of Title title has been reallocated up one grade above his current grade.
The employee’s status and Pay Progression Date remains the
same.
RCLS1/021 Reclassification, One Grade, | This code is used to promote an employee when his position has
to Existing Title been reclassified to an existing title that is one grade higher than
his current grade. The employee's status and Pay Progression
Date remains the same.
3/2018
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Personnel Action Codes/Reason
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Nevada Legislature

July 10, 1995

Mrs. Barbara Willis, Director

Nevada State Department of Personnel
209 East Musser Street

Carson City, Nevada 89710

Dear Mrs. Willis:

The Senate Commitiee on Finance and the Assembly Committee on Ways and Means jointly
completed their review of The Executive Budget by approving the addition of approximately 1,400
new positions, as well as numerous reclassification requests. Although the new positions and
reclassification requests are legislatively approved at identified grade [evels, the money committees

would like to emphasize that the establishment of those positions at those grade levels are not
ensured.

As has been the practice in the past, all legislatively approved new positions and reclassifications
must be established at the level identified through the Department of Personnel's classification
process. The money committees recognize, that in certain cases, these levels may differ from the
legislatively approved levels. In no case, should state agencies be allowed to cite a legislatively
approved grade level in establishing the salary of a new or reclassified position as a substitute for
the Department of Personne!'s classification process.

rely,

o Tty
William J. Raggfo, CHairman -
S J'fmmince W

Morse Arberry, Jr., Co-Chairman

/ﬁembly Commitiee on Ways and Means
~ b,

Jolin W. Marvel, Co-Chairman
Aésembly Committee on Ways and Means

IONGOINGSESINLINS\PERSNLGL.LL P/ed
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Schedule of Total Uses - Budget and Actual, Non-GAAP Budgetary Basls

All Special Revenue Fund Budgets

For the Fiscal Year Ended June 30, 2007

Finance & Administration
Unbudgeted Activity
Appropriations to Other Funds
Infrastructure

Transportation Administration
Bond Construction

Public Safety

Aviation Trust Fund

Bicycle Safety Program
Motorcycle Safety Program
Director's Office - Public Safety
Internal Affairs

Records Search

Highway Patrol

Administralive Services

DMV Motor Vehicle Info Technology
Motor Carrier

PS Highway Safety Grants Account
Emergency Response Commission
Verification of Insurance

Hearings - DMV & PS

Public Safety Technology Division
DMV Field Services

Compliance Enforcement

Cenlral Services

Management Services

Director's Office - DMV
Administrative Services

Debt Service Transfers

Debl Service

Tota!

Municipal Bond Bank
Constitutional Agencies
Municipal Bond Bank Revenue
Total

Stabilize the Operations of State Governmant
Constitutional Agencies
Disaster Relief

Emergency Assistance

Total

School Improvement

Special Projects

School improvement

Total

Employment Securit

Human Services

Claimant Employment Program
Employment Security

Employment Security Special Fund

Total

Caommerce & Industry
Manufactured Housing

Real Estate Education & Research
Real Estate Recovery

Mobile Home Parks

[ 2

\, .“.’

NEVADA
- . Pagelof3 )

Final Budget Actual Variance

$ - § 791,169 § {791,169)
32,598,893 32,122,276 476,617
726,726,736 659,203,816 67,522,920
318,051,456 167,406,913 150,644,543
548,030 107,500 440,530
251,464 112,987 138,477
695,852 373,994 321,858
1,140,146 1,075,239 64,907
440,951 439,181 1,770
10,333,601 9,976,893 356,708
63,553,237 62,774,667 778,570
1,591,341 1,542,758 48,583
9,203,585 8,485,536 708,049
4,372,131 4,105,731 266,400
2,689,521 1,586,534 1,102,987
2,358,230 887,794 1,470,436
2,962,651 2,307,803 654,848
1,109,841 1,083,265 26,576
5,829,543 5,764,309 65,144
40,606,223 39,821,009 685,214
3.844 425 3,707,814 136,611
13,868,261 12,406,921 1,462,340
2,407 569 2,330,741 76,828
4,310,276 4,221,866 88,410
12,586,136 9,677,478 2,908,658
76,381,573 76,381,573 -
1,338,462,672 1,108,805,857 229,656,815
87,057,110 53,982,573 33,074,537
87,057,110 53,982,573 33,074,537
11,458,099 5,603,434 5,764,665
1,329,681 - 1,329,681
12,787,780 5,693,434 7,094,346
3,127,399 412,877 2,714,522
3,127,399 412,877 2,714,522
21,495,388 41,100,969 10,394,419
54,542,029 45,754,965 8,787.064
10,230,592 2,603,509 7.627,083
86,268,009 59,459,443 26,808,566
3,059,226 1,193,380 1,865,846
1,763,566 438,830 1,324,736
1,031,705 642,140 388,565
371.213 148,560 222,653

17



LT IR
b - -

12 5o

Executive Budget
2017-2019

Governor Brian Sandoval



PROGRAM DESCRIFTION

DMV - AUTOMATION
2014715

The Motor Vehicle Information Technology Division (MVIT) provides the behind the scenes Information Technology support for the Department of Motor Vehicles. MVIT supports the
DMV by working closely with the business units of the department to provide the best possible solutions for the DMV. MVIT accomplishes this by exploring and implementing 1T solutions
to help the business units accomplish their lunctions and duties. The activities of this budget are primarily supporied by Highway Fund revenues. Statutory Authority can be found in NRS

481.0473
BASE
This request continues funding lor 70 positions and associated operating costs One-time expenditeres have been eliminated and partial year costs have been annualized.
2016-2017 2017-2018 2017-2018 2018-2019 2018-2019
2015-2016 WORK AGENCY GOVERNOR AGENCY GOVERNOR
ACTUAL PROGRAM REQUEST RECOMNMIENDS REQUEST RECOMMENDS
RESOURCES:
HIGHWAY FUND AUTHORIZATION 5,534.083 5,387,183 4937417 4,823,885 5,471,009 5,144,643
REVERSIONS -676,033 0 0 0 0 0
BALANCE FORWARD FROM PREVIOUS YEAR 56.016 0 0 1] 0 1}
RECORDS SEARCHIT 603,332 453,263 603,332 579,621 603,332 579,621
COST ALLOCATION REIMBURSEMENT 300,993 345,183 442,469 407,531 457,526 7,932
DONATIONS COMPLETE STREETS PROGRAM J08 3,600 3,138 3,483 3,138 3,483
REIMBURSEMENT OF EXPENSES 6,020 7,691 6,020 6,020 6,020 6,020
REIMBURSEMENT- RTC AB413 28,736 146,627 0 i) 0 i]
REIMBURSEMENT ELT-AB309 17,100 20,000 0 0 0 0
REIMBURSEMENT - MHIIS-DPBIH 26,132 17,536 0 0 0 0
REIMBURSEMENT OF EXPENSES 2,074 2,106 2,555 2,555 3,238 3,238
TRANSFER FROM bMV 3,249,617 3,253,675 3,999,696 3,995,004 3,995,581 3,989,852
TOTAL RESOURCES: 9,151,038 9,136,864 9,994,627 2,818,189 10,539,844 10,134,789
EXPENDITURES:
PERSONNEL 5,301,403 6,342,298 6,601,582 6,432,133 6,716,628 6,538,409
QUT-OF-STATE TRAVEL 1,368 1,402 2,382 2,504 2,504 2,402
IN-STATE TRAVEL 18,147 25,139 25,812 21,054 25,812 21,054
OPERATING EXPENSES 262,428 257,833 255,027 252,964 256,623 254,560
EQUIPMENT 6,997 0 0 0 0 0
RTC-AB413 28,736 146,627 0 [ 0 0
ELECTRONIC LIEN TITLE - AB309 73,115 20,000 0 0 0 [}
DOIT FACILITY CHARGES 1,378,776 1,331,359 1,698,652 1,698,652 2,152,770 1,952,555
INFORMATION SERVICES 1,440,159 1,057,722 968,356 972,209 935,681 926,011
DATA TELECOMMUNICATIONS 02,898 100,492 92,894 92,894 92 894 52,894
VOICE TELECOMMUNICATIONS 175,365 187,604 181,183 177,040 186,110 176,082
TRAINING 96,556 98,220 96,556 96,556 96,556 96,556
DEPARTMENT OF MOTOR VEHICLES DY - 29 DEPARTMENT OF MOTOR VEHICLES



DMV - AUTOMATION

2014715
2016-2017 2017-2018 2017-2018 2018-2019 2018-2019
211 5-2016 WORK AGENCY GOVERNOR AGENCY GOVERNOR
ACTUAL PROGRAM REQUEST _ RECOMMENDS REQUEST _ RECOMMENDS
EMISSIONS-VID 4,558 8,308 5,545 5,345 6,945 6,945
QHV REGISTRATION COSTS 2074 2,106 2,555 2,555 3.238 3,238
MSA CONTRACT PROGRAMMER 178,293 [\] 0 0 0 0
MEDICAL MARIJUANA - HHS-DPBH 26,132 17,536 0 0 0 1}
RESERVE FOR REVERSION 0 3,600 0 0 0 0
PURCHASING ASSESSMENT 6,537 9,705 6,537 6,537 6,537 6,537
STATE COST ALLOCATION 57,546 26,913 57,546 57,546 57546 57,546
TOTAL EXPENDITURES: 9,151,088 9,636,864 9,994,627 9,818,189 10,539,834 10,134,789
TOTAL POSITIONS: 70.00 70.00 70,00 68,00 70.00 68.00
MAINTENANCE

MIOGSTATEWIDE INFLATION

This request funds rate changes for internal service funds such as the Attorney General, Fleet Services, infarmation technology services, state-owned building rem, vehicle insurance,

personnel assessments, and preperty and conlents insurance.

2016-2017 2017-2018 2017-2018 2018-2019 2018-2019
2015-2016 WORK AGENCY GOVERNOR AGENCY GOVERNOR
ACTUAL _ PROGRAM REQUEST __ RECOMMENDS __ REQUEST __ RECOMMENDS
RESOURCES:
HIGHWAY FUND AUTHORIZATION 0 0 32784 -113,602 -32.430 122,518
COST ALLOCATION REIMBURSEMENT 0 0 0 341 0 -459
REIMBURSEMENT OF EXPENSES 0 0 0 -166 0 74
TOTAL RESOURCES: 0 0 -32,784 113,427 32430 -123,201
EXPENDITURES:

PERSONNEL 0 0 0 -13,000 0 -13,167
IN-STATE TRAVEL 0 0 i .2,698 0 4,350
OPERATING EXPENSES 0 0 62 -4,070 62 6,399
DOIT FACILITY CHARGES 0 0 0 -110,631 0 -134,955
INFORMATION SERVICES 0 0 2,197 6,928 2,105 -3,535
VOICE TELECOMMUNICATIONS 0 0 98| 47,409 1,243 47,409
EMISSIONS-VID 0 0 0 341 0 459
OHY REGISTRATION COSTS 0 0 0 -166 0 224
PURCHASING ASSESSMENT 0 0 477 9,105 477 11,788
STATE COST ALLOCATION 0 0 32,107 -32,107 32,107 -32,107
TOTAL EXPENDITURES: 0 0 -32,784 113,427 32430 -123,201
DEPARTMENT OF MOTOR VEHICLES DMV - 30 DEPARTMENT OF MOTOR VEHICLES



DMV - AUTOMATION
201-4715

MIO6 EITS COST POOLS AND RATES
This request funds methodology changes for information technology service rates and cost pools.

2016-2017 2017-2018 2017-2018 2018-2019 2018-2019
2015-2016 WORK AGENCY GOVERNOR AGENCY GOVERNOR
ACTUAL PROGRANM REQLUEST _ RECOMMENDS REQUEST RECOMMENDS
RESOQURCES:

HIGHWAY FUND AUTHORIZATION 0 0 1] -19,883 0 -22,580
TOTAL RESOURCES: 0 0 0 -19,683 0 -22,580
EXPENDITURES:

OPERATING EXPENSES 1] ] 0 -4.821 0 -5,000

INFORMATION SERVICES \] 0 0 -15,062 0 -16,580
TOTAL EXPENDITURES: 1] 0 0 -19,883 0 -22,580

M300 FRINGE BENEFITS RATE ADJUSTMENT
This request funds changes 1o fringe benefits rtes

2016-2017 2017-2018 2017-2018 2018-2019 2018-201%
2015-2016 WORK AGENCY GOVYERNOR AGENCY GOVERNOR
ACTUAL PROGRAM REQUEST RECOMMENDS REQUEST RECOMMENDS
RESOQURCES:

HIGHWAY FUND AUTHORIZATION V] 1] 0 51642 0 46.576
TOTAL RESOURCES: 0 o 0 51,642 o 46,576
EXPENDITURES:

PERSONNEL 0 o 0 51.642 1] 46,576
TOTAL EXIFENDITURES: 1] ] (1] 51,642 ] 46,576
ENHANCEMENT

E671 SALARY ADJUSTMENT FOR 2017-2019 BIENNIUM

This request funds a one grade increase for Chiel [T Manager, 1T Manager, Master IT Professional, [T Professional, IT Professional Trainee, IT Technician Supervisor, I T Technician, and [T
Technician Trainee positions and related unclassified positions,

2016-2017 2017-2018 2017-2018 20158-2019 2018-2019
2015-2016 WORK AGENCY GOVERNOR AGENCY GOVERNOR
ACTUAL PROGRAM REQUEST  RECOMMENDS REQUEST __ RECOMMENDS
RESQURCES:
HIGHWAY FUND AUTHORIZATION 0 0 0 249111 0 253,164
TOTAL RESOURCES: 0 0 )] 249,111 0 253,164

DEPARTMENT OF MOTOR VEHICLES DMV - 31 DEPARTMENT OF MOTOR VEHICLES



DMV - AUTOMATION

2014715
2016-2017 2017-2018 2017-2018 2018-2019 2018-2019
2015-2016 WORK AGENCY GOVERNOR AGENCY GOVERNOR
ACTUAL PROGRAM REQUEST _ RECOMMENDS _ REQUEST  RECOMMENDS
EXPENDITURES:

PERSONNEL 0 0 0 24901 1} 253,164
TOTAL EXPENDITURES: [} i} 0 249,01 [} 253,164
E710 EQUIPMENT REPLACEMENT
This request funds replacement equipment such as chairs. fax machines. calculators, and wireless headsets due to normal wear and tear

2016-2017 2017-2018 2017-2018 2018-2M9 2018-2019
2015-2016 WORK AGENCY GOVERNOR AGENCY GOVYERNOR
ACTUAL PROGRAM REQUEST __ RECOMMENDS  REQUEST  RECOMDMENDS
RESOURCES:

HIGHWAY FUND AUTHORIZATION 5 0 5,670 5,670 5,670 5,670
TOTAL RESOURCES: 1} 0 5,670 5,670 5,670 5,670
EXPENIMTURES:

OPERATING EXPENSES [H 0 5,670 5670 5,670 5670
TOTAL EXPENDITURES: 0 0 5,670 5,670 5,670 5,670
E711 EQUIPMENT REPLACEMENT
This request replaces one uninterruptible power supply {ups) unit

201 6-2017 2017-2018 72018 2018-2019 2018-2019
2015-2016 WORK AGENCY GOVERNOR AGENCY GOVERNOR
ACTUAL PROGRAM REQUEST _ RECOMMENDS REQUEST  RECOMMENDS
RESOURCES:

HIGHWAY FUND AUTHORIZATION 0 0 1,320 1,320 0 0
TOTAL RESOURCES: n 0 1,320 1,320 0 0
EXPENDITURES:

EQUIPMENT 0 [ 1,320 1,320 0 0
TOTAL EXPENDITURES; 0 a 1,320 1,320 0 0
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201-47135

E715 EQUIPMENT REPLACEMENT

This request funds replacement computer hardware and associated sollware per Enterprise Information Technology Services' recommended replacement schedule

2016-2017 2017-2018 2017-2018 2018-2019 2018-2019
2015-2016 WORK AGENCY GOVERNOR AGENCY GOVERNOR
ACTUAL PROGRAM REQUEST  RECOMMENDS REQUEST  RECOMMENDS
RESOURCES:

HIGHWAY FUND AUTHORIZATION 0 0 228,572 170,615 115.737 115,737
TOTAL RESOURCES: 0 0 218,572 170,615 115,737 115,737
EXPENDITURES:

INFORMATION SERVICES 0 28512 170,615 115,737 115,737
TOTAL EXPENDITURES: 0 0 228,572 170,615 115,737 115,737

E800 COST ALLOCATION

This request funds a new cost allocation for support services provided to budgel account 4712 License Plate Faclory by budget accounts 4744 Director's Office, 4715 Motor Vehicle

Information Technology, and 4745 Admimistrative Services Division

2016-2017 2017-2018 2017-2018 2018-2019 2018-2019
2015-2016 WORK AGENCY GOVERNOR AGENCY GOVERNOR
ACTUAL PROGRAM REQUEST ___RECOMNMENDS REQUEST  RECOMMENDS
RESOURCES:
HIGHWAY FUND AUTHORIZATION 0 0 0 -26,682 0 -26,438
COST ALLOCATION REIMBURSEMENT - D 0 0 4] lo682 0 26,438
TOTAL RESOURCES: 0 0 0 0 0 0
E992 UNFUNDED
2016-2017 2017-2018 2017-2018 2018-2019 2018-2019
201 5-2016 WORK AGENCY GOVERNOR AGENCY GOVERNOR
ACTUAL PROGRAM REQUEST RECOMMENDS REQUEST  RECOMMENDS
RESOURCES:
UNFUNDED DECISION UNITS 0 0 78,201 0 154,819 0
TOTAL RESOURCES: ] 0 78,201 0 154,819 0
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201-4715
SUMMARY
2016-2017 2017-2018 2017-2018 2018-219 2018-2019
2015-2016 WORK AGENCY GOVERNOR AGENCY GOVERNOR
ACTUAL PROGRAM REQUEST __ RECOMMIENDS REQUEST RECOMMENDS
RESOURCES:
HIGHWAY FUND AUTHORIZATION 5,534,083 5.387,183 5218,396 5,142,076 5,714,805 5,394,254
REVERSIONS -676,033 0 0 0 0 0
BALANCE FORWARD FROM PREVIOUS YEAR 56,016 0 0 0 0 0
RECORDS SEARCHIT 603,332 453.263 603,332 579,621 603,332 579,621
COST ALLOCATION REIMBURSEMENT 300,993 345,183 442,469 407,872 457,526 407,473
COST ALLOCATION REIMBURSEMENT - D 0 1] 0 26,682 0 26,438
DONATIONS COMPLETE STREETS PROGRAM 3018 3.600 3,138 3483 3,138 3,483
REIMBURSEMENT OF EXPENSES 6,020 7691 6,020 6,020 6,020 6,020
REIMBURSEMENT- RTC AB413 28,736 146,627 0 0 ] 0
REIMBURSEMENT ELT-AB309 17,100 20,000 0 0 0 0
REIMBURSEMENT - HHS-DPBH 26,132 17,536 0 0 0 0
REIMBURSEMENT OF EXPENSES 2074 2,106 2,555 2,389 3,238 3,014
TRANSFER FROM DMV 3,249,617 3253675 3,999,696 3,995,094 3,995,581 3,980,852
TOTAL RESOURCES: 9,151,088 9,636,864 10,275,606 10,163,237 10,783,640 10,410,155
EXNPENDITURES:
PERSONNEL 5.301 403 6.342,29% 6,601,582 6,719,886 6,716,628 6,824,982
OUT-OF-STATE TRAVEL 1,368 [.402 2,382 2,504 2,504 2,402
IN-STATE TRAVEL 18,147 25139 21,054 18,356 21,054 16,704
OPERATING EXPENSES 262,428 257,833 255,089 249,743 262,355 260,629
EQUIPMENT 6,997 0 1,320 1,320 0 0
RTC-AB413 28,736 146,627 0 0 V] 0
ELECTRONIC LIEN TITLE - AB309 73,115 20,000 0 0 V] 0
DOIT FACILITY CHARGES 1.378.776 1,331,359 1,694,652 1,588,021 2,152,770 1,817,600
INFORMATION SERVICES 1,440,159 1,057,722 1,081,615 1,120,834 1,005,455 1,021,633
DATA TELECOMMUNICATIONS 92,898 100,492 92,894 92,894 92,894 92,894
VOICE TELECOMMUNICATIONS 175,365 187.604 182,164 224,449 187,353 223,491
TRAINING 96,556 98,220 298,301 96,556 299991 96,556
EMISSIONS-VID 4,558 8.308 5,545 5,204 6,945 6,486
OHV REGISTRATION COSTS 2074 2,106 2,555 1,389 3,238 3,014
MSA CONTRACT PROGRAMMER 178293 0 0 0 o ]
MEDICAL MARNUANA - HHS-DPBEI 26,132 17.536 0 0 V] 0
RESERVE FOR REVERSION 0 3.600 0 0 V] [H
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201-4
2016-2017 2017-2018 2017-2018 2018-2019 2018-2019
2015-2016 WORK AGENCY GOVERNOR AGENCY GOVERNOR
ACTUAL PROGRAM REQUEST __ RECOMMIENDS _ REQUEST RECOMMENDS
PURCHASING ASSESSMENT 6,537 9,705 7.014 15,642 7.014 18,325
STATE COST ALLOCATION 57,546 26,913 25439 25439 25439 25,439
TOTAL EXPENDITURES: 9,151,088 9,636,864 10,275,606 10,163,237 10,783,640 10.410.155
PERCENT CHIANGE: 531% 6.63% 546% 4.94% 243%
TOTAL POSITIONS: 70.00 70,00 70.00 68.00 70.00 68.00
DEPARTMENT OF MOTOR VEHICLES DAY - 35
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STATE OF NEVADA
Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE
ADMINISTRATIVE ASSISTANT IV 29 F 2.210
ADMINISTRATIVE ASSISTANT III 27 F 2.211
ADMINISTRATIVE ASSISTANT II 25 F 2.212
ADMINISTRATIVE ASSISTANT I 23 F 2.213
ADMINISTRATIVE AID 21 F 2.221
SERIES CONCEPT

Administrative Assistants perform a broad variety of clerical, secretarial and administrative support duties in an
assigned agency, program or other work unit within State government and the Nevada System of Higher
Education (NSHE). Typical duties include maintaining records and files; composing and editing
correspondence; data entry; office management; budget monitoring and accounts maintenance; typing and word
processing; answering telephones and relaying information; reception; duplicating and distributing materials;
preparing for meetings and taking minutes; ordering and stocking supplies and equipment; receiving, sorting
and delivering mail; reviewing and processing applications, forms and other documents; operating office
equipment such as copiers, personal computers, computer terminals, calculators, facsimile machines, printers,
and other equipment; and performing related duties as assigned.

Positions allocated to this series may perform the full spectrum of duties described above, or they may
specialize in one or more areas of management and program support. The work assigned to positions in this
series ranges from basic clerical duties to specialized program support which may include office management.
In addition, positions in this series perform many different combinations of duties.

Some duties may be performed at several levels within this series. For example, positions at each level in the
series may photocopy materials. However, at the lowest level in the series photocopying may represent the
preponderance of time, while at the highest level it takes a small percentage of time and is not representative of
the complexity of the position’s major duties. In this example, there is little difference in the level of
complexity associated with photocopying materials. A second example of a duty performed at various levels is
scheduling meetings and taking minutes. At the lower levels in the series, this may involve less complex tasks
such as notifying staff members of the mecting time and location, making notes regarding decisions reached in
the meeting, and preparing simple summaries or verbatim transcriptions. At the higher levels, the duty becomes
more complex and may involve arranging travel for individuals from multiple locations, coordinating
attendance by internal agency management and external entities, and preparing detailed summaries of meeting
discussions and decisions which require specific subject matter knowledge.

ALLOCATION OF POSITIONS

Allocation of positions to a level within the series is 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 error; authority to take action/decision-making; and personal contacts necessary
to complete work. Employees may be assigned supervisory or leadworker responsibility at any level in the
series, but this responsibility does not, by itself, warrant allocation to a higher level.

In order to be reallocated from one level in the series to a higher level, a position must spend the preponderance
of time performing higher-level duties. Some positions may perform one or two higher level duties, but this
docs not provide the basis for reallocation to the higher level. The duty statements listed are intended to be
representative of the level, but all classification factors must be considered in relation to the dutics assigned to a
position in order to determine the appropriate classification.



ADMINISTRATIVE ASSISTANT IV 29 F 2.210
ADMINISTRATIVE ASSISTANT III 27 F 2.211
ADMINISTRATIVE ASSISTANT II 25 F 2.212
ADMINISTRATIVE ASSISTANT 1 23 F 2.213
ADMINISTRATIVE AID 21 F 2,221
Page 2 of 13

CLASS CONCEPTS

ADMINISTRATIVE ASSISTANT IV: Positions at this level provide secretarial, clerical and administrative
support to the administrator of a complex division or the manager of multiple statewide programs, services and
activities. Or, they perform specialized duties in support of a program or function which require previous
knowledge and experience in the subject area. Assignments are broadly stated in terms of objectives to be met,
and/or they are specialized and require the use of analytical and cntical thinking to determine appropriate
action. Problem resolution often requires research, comparison and examination of detailed agency/program-
specific information. Errors directly affect the customized services provided to specific clientele or members of
the general public; the content, quality, adequacy and timeliness of services provided; and frequently have
monetary consequences to the program or loss of agency credibility. Incumbents interpret and explain complex
regulations, laws and program requirements; convince others to take a specific course of action; resolve difficult
problems; and defend and justify agency actions to individuals or groups. Critical assignments are reviewed to
ensure conformance to standards of quality and general acceptability. Positions at this level may or may not
supervise lower level staff.

Representative duties for ADMINISTRATIVE ASSISTANT IV include:

Act as liaison for the administrator regarding agency activities, operations and programs; coordinate
communications with other administrators, agency managers, leaders of external entities, community groups
and the general public; relay specialized and sensitive information which impacts division programs and
activities; defuse irate callers who insist upon speaking with the administrator; schedule, organize and
coordinate meetings, conferences and publicized events.

Research and investigate complaints, public inquiries and issues raised by external entities including the
legislature and governor’s office staff; review and evaluate historical information, precedents and applicable
regulations, statute and guidelines; develop alternative courses of action and probable outcomes based on
available information and projections for the supervisor’s review.

Receive, review and evaluate information concerning the eligibility and/or activities of program clientele;
interpret and explain program policies, regulations and requirements to individuals who may have opposing
viewpoints, varying agendas, and vested personal interests; provide information in a professional manner to
individuals who may be confrontational, uncooperative and unpleasant.

Perform specialized dutics in support of one or more agency programs; implement, coordinate and oversee a
major component of a complex program; devclop and produce informational materials as requested by the
supervisor; ensure program activities conform to established goals and policies; represent the program by
participating in ongoing and ad hoc committees and work groups as assigned.

Assist professional staff in developing fiscal, operational and procedural program plans by studying
historical precedents, present requirements, and projected costs and trends; plan the sequence of detailed
steps required to accomplish program objectives; develop, revise and maintain specific procedures and
manuals.

Compile, organize and consolidate financial and statistical data required to assist in the development of the
budget of a major work unit; analyze and reconcile numerical data and narrative information; develop
spreadshects to facilitate data analysis; compile cost sheets; prepare reports and budget documents
according to specific instructions from the Budget Office.



ADMINISTRATIVE ASSISTANT IV 29 F 2.210
ADMINISTRATIVE ASSISTANT III 27 F 2.211
ADMINISTRATIVE ASSISTANT II 25 F 2.212
ADMINISTRATIVE ASSISTANT 1 23 F 2213
ADMINISTRATIVE AID 21 F 2221
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CLASS CONCEPTS (cont’d)
Representative duties for ADMINISTRATIVE ASSISTANT IV (cont’d)

Assist professional staff with projects and assignments; compile and summarize information; compose
narrative reports, announcements, correspondence, findings of fact and other materials using appropriate
grammar, punctuation, spelling and syntax.

Obtain and record specialized information concerning program activities and clientele and communicate
with representatives of external entities as required; ensure compliance with legal requirements and
procedures, agency policies and program guidelines; develop remedies for non-compliance or refer to
appropriate personnel according to established procedures.

Maintain records and track the progress and outcome of legislative proposals, grievances, contracts,
personnel and project activities; develop and implement effective and efficient recordkeeping systems and
ensure that information is logically organized, appropriately cross-referenced, and accessible to users;
ensure confidentiality of sensitive information which is not part of the public record.

Train, supervise and evaluate the performance of personnel as assigned; assign, prioritize and review work;
ensure completed work products meet required timelines and standards of quality and quantity.

Representative duties at a college or university may also include:

Advise individual and groups of students at the school or college level through the core curriculum process
and provide specialized and technical information related to degree requirements, eligibility, course content,
program objectives, licensing, timelines and related information; make recommendations regarding
academic coursework, career choices, academic testing, scholarships, and other financial aid; make initial
determinations on core exceptions; approve or disapprove applications for graduation; suggest alternatives
for achieving graduation.

Organize, coordinate and attend official ceremonies, special events, recruitment fairs and other functions for
the purpose of representing a program or the administrator; promote positive public relations and ensure
smooth operation of the event including arrangements for parking, catering, seating and other amenities.

Organize and coordinate recruitment activities for faculty and classified staff positions; cnsure appropriate
distribution of recruitment announcements; compile and organize information provided by applicants in
accordance with established personnel rules, regulations, policies and procedures; provide administrative
support to scarch committees as assigned.

Provide administrative support to faculty and researchers in relation to research grants; compile, organize
and prepare materials for grant proposals; assist in the development of grant budgets; review the grant
application package for completeness, accuracy and conformance to grant requirements; track, monitor and
provide researchers with budget updates including shortages, overages or unexpected expenses.

* ok ok ok ok
ADMINISTRATIVE ASSISTANT III: Positions at this level provide sccretarial support to the manager of a

complex work group consisting of professional staff and subordinate supervisors, or, they perform program,
administrative or support duties. Assignments require problem solving and performance of specialized duties
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CLASS CONCEPTS (cont’d)

ADMINISTRATIVE ASSISTANT III (cont’d)

within the framework of agency/program policies, procedures, requirements and applicable regulations.
Additionally, initiative and judgment are required to determine the priority of assignments and to structure tasks
to accomplish program and administrative objectives within established schedules and timelines. The work is
specialized and involves circumstances requiring adaptation of different approaches or methods to solve
problems. Errors affect the timely provision of services to the manager, program staff and clientele and may
cause inconvenience and financial loss to program clientele. Incumbents exchange specialized program related
information and explain detailed regulations and procedures to agency staff and program clientele including
why and how regulations apply to their specific situation or problem. Completed work products are reviewed
periodically by the supervisor or the users within or outside the agency. Positions at this level may or may not
supervise lower level staff.

Representative duties for ADMINISTRATIVE ASSISTANT III include:

Receive, review, approve or deny applications and requests for program services; make initial eligibility
determinations; contact applicants for additional information and clarification as required; explain reasons
for ineligibility, program regulations and requirements, and available remedies such as an appeal process;
review appeals and make initial determinations or refer to higher level staff for response or disposition.

Screen the manager’s calls, assessing the relative importance of each call; respond to requests for
information; defuse irate clients/callers who may have been referred by lower level staff; take detailed
messages conceming issues of significance to the agency; schedule and attend meetings with external
entities; prepare agendas and action items; transcribe and distribute writien summaries or minutes.

Coordinate communications between the manager and other professional and administrative staff both
within and outside the work unit; receive and relay sensitive information related to agency activities,
personnel and clientele; provide explanations regarding established policies and procedures.

Supervise a unit of lower level administrative support personnel who perform duties representative of the
Administrative Assistant II level; plan, organize and oversee the activities and operations of the office or
unit; establish and implement procedures and desk manuals; perform the most complex assignments and
resolve issucs and problems referred by subordinate staff or the supervisor; train and cvaluate the
performance of assigned personnel.

Prepare reports which summarize financial and statistical information related to the work unit’s budget,
accounts, activities, program clieniclc and operations; advisc management of unusual trends, funding levels
and expenditures; assist with budget development by compiling information to support projected
expenditures in specific areas such as operating costs, travel costs and staff development.

Create spreadsheets including formulas to organize, display and summarize data, facilitate analysis and
identify interrelationships; prepare special reporis for other agencies and external entities.

Maintain and monitor financial and statistical information related to agency accounts, travel, licenses,
bonding, grants, programs and activitics, revenues and cxpenses; ensure data is current, complete and
accurate; maintain current balances; authorize expenditures within clearly designated areas of responsibility
and spending limitations established by regulation.

Review documents prepared by others for program compliance; identify discrepancies, resolve problems
and provide guidance to lower level staff; authorize and approve documents within assigned parameters.
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CLASS CONCEPTS (cont’d)
Representative duties for ADMINISTRATIVE ASSISTANT I (cont’d)

Develop, design, install and maintain multiple Web pages and/or Web sites of significant size, scope and
complexity; resolve design conflicts; monitor Web site performance and overall integrity; prepare,
implement and enforce Web site administrator procedures; provide Web site maintenance, repair and
recovery; develop backup and recovery documents.

Compose documents and materials including correspondence, memoranda, reports, charts and other items in
support of program and agency operations; provide and explain information including applicable rules,
regulations, guidelines, policies and procedures; distribute materials to concerned parties according to
established distribution lists or on an as-needed basis.

Research information from a variety of internal and external sources including the Internet for projects
which may include unique purchases; identify sources of information and communicate with vendors and
others concerning technical aspects of the project/purchase; evaluate and compare information; report
findings to the supervisor.

Representative duties at a college or university may also include:

Assist faculty with advising individual and groups of students; provide information related to requirements,
eligibility, course content, objectives, timelines, licensing and other information requiring knowledge of the
subject matter; interpret and apply department, program and institutional policies and applicable regulations;
refer students to higher level staff or faculty for advisement related to career opportunities, academic
difficulties, waivers and exceptions to curricular requirements.

Participate in organizing, scheduling and coordinating special events and activities; make appropriate
arrangements for parking, seating, refreshments and other amenities; represent the department or work unit
to students, faculty and the public,

* % %k ok ok

ADMINISTRATIVE ASSISTANT II: Positions at this level provide administrative and/or program support
in an assigned program, section or division of an agency. Incumbents may serve in a generalist capacity and
perform a variety of support dutics, or they may perform program-specific dutics. Assignments are varied,
involving different and/or unrelated processes and methods that require evaluation of several alternative courses
of action. The focus is on specific desired end products, and the incumbent has the latitude to select the most
appropriatc methods and tools to get the job done within established administrative guidelines, regulations or
instructions. Errors are not always subject to direct verification or checking, may result in lost efficiency due to
repetition of work, and affect the accuracy, reliability or acceptability of work products. Incumbents obtain and
verify information from a variety of sources, and provide information that requires explanation of a variety of
regulations, requirements and procedures. Paositions at this level may or may not supervise lower level staff,

Representative duties for ADMINISTRATIVE ASSISTANT II include:

Recetve and process applications and requests for program services; review information provided and make
initial eligibility determinations based on established criteria and requirements; contact applicants and
various entities for additional information; receive appeals from ineligible applicants and refer to
appropriate staff for response or disposition.
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CLASS CONCEPTS (cont’d)
Representative duties for ADMINISTRATIVE ASSISTANT II (cont’d)

Supervise a unit of file clerks, data entry operators, unit clerks or switchboard operators who provide routine
administrative support to the organization by maintaining records and files, entering data in computer
equipment, and answering telephones and greeting visitors; organize and coordinate unit activities; train,
supervise and cvaluate the performance of assigned personnel; ensure work products meet established
standards of quantity and quality.

Maintain financial records and track balances for general ledger groups and/or categories including operating,
equipment, travel and staff development; prepare accounts payable and receivable documents and assign
accounting codes in compliance with established rules, regulations and procedures which may include
contractual and grant limitations; reconcile internal records and reports to those of the Controller’s Office.

Receive, review, code and process a variety of clerical accounting documents inciuding invoices, claims,
billing forms and other materials used in the agency and/or program area to which assigned; ensure
conformance to established formats, time frames and regulations.

Serve as the pay clerk for an agency; review timesheets for completeness, authorized signatures, correct
calculation of hours, adequate leave balances, and attachment of required documentation; contact
employees, supervisors and staff in the pay center regarding discrepancies and make necessary corrections;
batch and enter data in a computerized payroll system; prepare time adjustment sheets as needed.

Assist management in budget preparation by reviewing and extracting historical accounting data and report
findings; oversee and record specific budgetary expenses by line item and provide status reports.

Format, edit and produce a variety of complex materials such as brochures, newsletters, flyers,
presentations, charts, graphs, instructional materials, medical/clinical transcription, non-standard reports and
other items using computer equipment and software; maintain complex databases and spreadsheets; convert
documents for Internet usage and maintain Web hyperlinks as assigned.

Establish and maintain complex recordkeeping systems including indexed and cross-referenced materials
for the work unit considering confidentiality and accessibility of information and storage space available;
relcase information upon receipt of properly exccuted consent agreements or court orders according to legal
or rcgulatory requircments, and/or agency policics and procedurcs; develop purging and archiving
procedures according to established records retention schedules.

Preparc and maintain property inventory records for a major work unit; assign identification tags; title
agency vehicles as required by law; perform periodic physical inventory to reconcile agency records with
those of State Purchasing; arrange for disposition of excess property according to policy.

Representative duties at a college or university may also include:

Assist in advising individual and small groups of students; provide standard and routine information
concemning major and minor requirements, core curriculum requirements, and institutional policies and
requirements; assist students in completing forms to request change of major, application for graduation,
independent study and other requests.
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CLASS CONCEPTS (cont’d}
ADMINISTRATIVE ASSISTANT II (cont’d)
Representative duties at a college or university (cont’d)

Coordinate and participate in preparation of the schedule of classes for a large academic program such as
Mathematics or English, or for a smaller but more complex program such as Surgery, Counseling or
Educational Psychology; collect, compile and record preliminary information from spreadsheets or other
computerized files; coordinate faculty class rotation; assist in resolving conflicting requests for instructional
space; relay finalized schedule to the Admissions & Records Office.

Update and maintain existing Web sites which contain information such as course materials, syllabi,
manuscripts, course offerings, college or department events,

Coordinate recruitments for classified and faculty positions; prepare and type required forms,
announcements or advertisements; contact applicants, make travel arrangements and schedule interviews.
Assist in compiling and organizing information for course schedules; prepare addition/deletion forms; assist
in assignment of instructional space as requested.

* %k k * ¥k

ADMINISTRATIVE ASSISTANT I: Positions at this level perform clerical and secretarial duties in support
of a work unit or program in an assigned agency. Incumbents may specialize in word processing, data entry,
telephone/reception duties, files/records maintenance, transcription or other assignments, or they may serve in a
generalist capacity and perform many of the duties described in the series concept. At this level, work involves
interrelated and/or recurring tasks that require following standardized, sequential steps, processes or procedures.
Assignments are structured and specific guidelines are available in procedure manuals and/or written or verbal
instructions. Deviations from standard practices require prior approval by the supervisor, who is generally
available to answer questions and make decisions, or professional staff within the work unit. Errors generally
affect immediate or surrounding work units or a particular phase of agency operations and could create
inconvenience to co-workers and program clientele. Incumbents obtain factual information, resolve procedural
problems and discrepancies, and explain standard procedures, program requirements and/or practices. Positions
at this level may or may not supervise lower level staff.

Representative duties for ADMINISTRATIVE ASSISTANT I include:

Provide program suppott duties such as assisting program clientele in person and on the telephone; explain
application procedures and essential cligibility requirements; review basic forms and applications for
completeness and standardized criteria; send out determination notices and contact clientele regarding
inconsistent or incomplete information using standard forms and correspondence; receive, receipt and
account for fees and money received.

Perform secretarial duties in support of an assigned supervisor or work unit; schedule appointments; arrange
internal agency meetings and travel; open, screen and route mail and respond to routine items not requiring
the supervisor’s attention; answer telephones, take messages and relay factual information to others as
requested by the supervisor.

Retrieve and compile financial, statistical and narrative information for inclusion in recurring reports related
to work unit activities; summarize data as required for ad hoc reports; search specific sites on the Internet
for factual information as directed.
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CLASS CONCEPTS (cont’d)
Representative duties for ADMINISTRATIVE ASSISTANT I (cont’d)

Gather information to assist in preparing and processing documents related to payroll, personnel, budget,
accounts, and other information related to agency programs and activities; complete required forms or
record actions on-line in accordance with State regulations and agency policies; compile and sort
documents; match and verify identifying information; check arithmetic calculations.

Receive payments, prepare receipts and match payment to receivable document; post payments to receivable
accounts; prepare vouchers payable and assign accounting codes for general ledger groups and/or categories as
assigned; review and compare internal accounting records to budget status reports; check account information
and respond to inquiries from clients or vendors.

Type, format, produce and duplicate reports, correspondence and other documents using word processing,
spreadsheet and associated business software; perform production typing from rough drafts or tapes; format
documents received via disk, electronic mail or other means; check and correct spelling, punctuation and
grammar as needed.

Order, receive and store office supplies, forms and equipment according to established procedures and
instructions; prepare and process purchase orders, requisitions or other documentation.

Maintain unit or program related records and files in accordance with agency policies and procedures and
established records retention schedules; locate and supply information requested by the public using various
internal files; purge duplicate and outdated materials.

Perform data entry assignments, entering data from a variety of documents and resolving coding problems
referred by lower level staff which may include illegible, incomplete or incorrect data; review and edit
reports related to data entered; back up data and transfer files to host system; and schedule system
maintenance.

Prepare mailings to agencies and clientele to various locations according to established distribution lists and
postal regulations; package and send items via express carriers as required by time and cost constraints.

* ook Kk

ADMINISTRATIVE AID: Positions at this level provide general clerical support to a work unit or program
within an agency. Hiring authoritics may usc this class as a traince level for Accounting Assistant, Supply
Technician or other series in the Clerical & Related Services occupational group, or positions may be allocated
at this level permanently when assigned duties include basic, standardized clerical tasks. Assignments at this
level are routine, repetitive and fairly predictable; quickly learned and performed in accordance with clearly
defined instructions; and require little decision-making.

Representative duties for ADMINISTRATIVE AID include:
File, locate and retrieve information according to alphabetical, numerical, coded or other established records
maintcnance systems; arrange materials for storage, disposal or preservation according to established
procedures.

Record data and maintain routine records of addresses, telephone numbers, staff schedules and attendance,
activity logs and subject files.
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ADMINISTRATIVE ASSISTANT III 27 F 2.211
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CLASS CONCEPTS (cont’d)
Representative duties for ADMINISTRATIVE AID (cont’d)

Duplicate, collate, assemble and distribute materials according to established agency policies and
procedures,

Pick up, receive, open, date stamp, sort and deliver mail and other materials to agency staff.

Type materials such as correspondence and reports; create and/or maintain non-complex databases and
spreadsheets such as address lists and logs according to explicit instructions.

Enter data in computer terminal according to clearly defined instructions and criteria; review data for
completeness; refer incomplete, illegible or incorrect data and documents to higher level staff for resolution;
maintain production logs as assigned.

Receive, code and review applications, forms, documents and payments for completeness, correctness and
compliance with clearly established requirements and regulations.

Monitor, maintain and inventory office supplies to support activities of the work unit; reorder standard
office supplies and equipment from approved vendors according to clearly established procedures.

Receive, store, issue, ship and inventory stocked materials and supplies in a stores or warehouse
environment; complete required documentation and maintain related records.

Perform basic clerical accounting tasks; receive invoices and verify the completeness and accuracy of
specific information; code information for invoice payment based on clear-cut procedures and instructions;
check arithmetic calculations; maintain petty cash fund balances; assemble, sort and batch documents and
information for processing.

Perform receptionist duties and answer telephones; greet office callers and visitors and provide basic
information regarding agency activities; answer general questions, send prepared brachures or informational
materials to requestors, and refer callers/visitors to appropriate personnel or offices.

ok s s A o 3R K oK o KR R o oK o o K ok Rk o ek ko o s ko A oo ok ok ok ok ok
MINIMUM QUALIFICATIONS
SPECIAL REQUIREMENT:

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

ADMINISTRATIVE ASSISTANT IV
EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and four years

of progressively responsible relevant work experience which included experience in one or more of the
following areas: providing administrative/program support to professional staff and management;
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MINIMUM QUALIFICATIONS (cont’d)
ADMINISTRATIVE ASSISTANT IV (cont’d)

EDUCATION AND EXPERIENCE (cont’d)

performing secretarial duties in support of a manager; coordinating communications between the manager,
staff and program clientele; supervision of subordinate staff; researching information from internal and
external sources; OR one year of experience as an Administrative Assistant II1 in Nevada State service; OR
an equivalent combination of education and experience. (See Special Requirement)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):

Detailed knowledge of: functions and operation of an administrative office and/or program area. Working
knowledge of: principles of supervision and training if applicable to the assignment; maintenance of
budget and financial records if applicable to the assignment. Ability to: provide administrative assistance
and secretarial support to a division administrator or the manager of a major work unit with responsibility
for multiple programs and functions; analyze problems and develop creative solutions; supervise and
oversee the work of subordinate staff as assigned; plan, develop and implement production goals, work
performance standards and specific processes and procedures required to complete projects and ongoing
assignments; manage the administrator’s calendar as requested; receive and respond to inquiries involving
complex and sensitive issues which directly impact agency staff, operations and activities; make operational
decisions related to program activities and office management within established limits of authority;
interpret, apply and explain complex laws, regulations, requirements, restrictions and standards to program
clientele, representatives of external entities and other agencies, and others; research and investigate
complex questions and issues requiring the review and consideration of historical data, current
developments and probable outcomes; compose effective correspondence, announcements, training
materials, narrative summaries and reports, proposals and recommendations and other written materials;
compile and analyze records, numerical and descriptive information from forms, applications, contracts,
spreadsheets, invoices and other materials; 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: agency mission, functions, programs, activities and operating policies; eligibility
requirements, enabling statutes, and agency policies related to the program to which assigned. Working
knowledge of: State regulations and requirements related to purchasing, budget development and
maintcnance, and personnel administration.

ADMINISTRATIVE ASSISTANT 111

EDUCATION AND EXPERIENCE: Graduation from high school or cquivalent cducation and three ycars
of progressively responsible relevant work experience which included experience in one or more of the
following areas: maintenance of complex records and files; public/customer relations including explaining
detailed policies, regulations and requirements; preparation and processing of financial and statistical
documents such as payroll, travel, claims and budgeting forms; and assisting staff and management with
projects and activities; OR one year of experience as an Administrative Assistant II in Nevada State service;
OR an equivalent combination of education and experience. (See Special Requirement)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):

Working knowledge of: functions and operation of an administrative office; operation and use of word
processing, spreadsheet, database management and other associated business sofiware. General knowledge
of: principles of supervision and training if applicable to the assignment. Ability to: interpret and apply
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MINIMUM QUALIFICATIONS (cont’d)
ADMINISTRATIVE ASSISTANT HI (cont’d)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (cont’d)

complex rules, regulations, policies and procedures to specific problems and situations; receive inquiries
and resolve complaints from staff and program clientele; perform specialized duties in support of program
activities; coordinate communications with other work groups, both within and outside the agency;
organize, coordinate and oversee the work of subordinate staff as required to meet schedules and timelines if
required by the assignment; research information from a variety of departmental and external sources;
compile and update information and prepare reports related to specific program/management activities;
coordinate a variety of projects and assignments; assist agency staff in resolving computer hardware and
software related problems and malfunctions, if applicable to the assignment; and all knowledge, skills and
abilities required at the lower levels.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
Working knowledge of: agency mission, functions, programs, activities and operating policies; eligibility
requirements, applicable regulations and policies related to the program to which assigned; State
regulations and requirements related to purchasing, budget preparation and maintenance, and personnel
administration.

ADMINISTRATIVE ASSISTANT II

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and two years of
clerical and administrative support experience which included experience in one or more of the following
areas: maintaining records and files; preparing a variety of materials using a personal computer or word
processor; assisting customers in completing forms and applications; and/or performing secretarial duties in
support of professional staff; OR one year of experience as an Administrative Assistant I in Nevada State
service; OR an equivalent combination of education and experience. (See Special Requirement)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):

Working knowledge of: administrative support functions. General knowledge of: financial and statistical
recordkeeping methods. Ability to: provide administrative support to agency/program staff and managers;
apply complex agency and/or program regulations, requirements and policies to specific situations; receive,
review and process a variety of documents according to established guidelines, policies, regulations and
timelines; type, format and producc tcchnical documents and/or medical/clinical transcription using a
personal computer and appropriate word processing, spreadsheet and/or database management software;
eslablish, organize and maintain complex filing systems including indexed and cross-referenced materials;
organize clerical assignments and establish appropriate timelines; communicate cffectively both orally and
in writing; arrange and schedule meetings and appointments; prepare agendas and take minutes at meetings;
train and supervise subordinate staff as assigned; compile, organize and summarize data for inclusion in
reports; 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 Assistant
)
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MINIMUM QUALIFICATIONS (cont’d)
ADMINISTRATIVE ASSISTANT I

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and one year of
clerical experience which included experience in one or more of the following areas: maintaining records,
answering telephones, and reviewing forms, documents and other writien materials; OR six months of
experience as an Administrative Aid in Nevada State service; OR an equivalent combination of education
and experience. (See Special Requirement)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):

Working knowledge of: standard office procedures, practices and methods; word processing software; data
entry techniques; recordkeeping techniques; telephone etiquette. General knowledge of: business English;
business software including spreadsheets and database management; basic customer service skills; basic
financial and statistical recordkeeping methods; clerical accounting procedures. Ability to: provide
administrative support to agency staff in program and management activities; apply and explain rules,
regulations, policies and procedures related to a specific program or service; read and understand manuals
and other detailed written materials; review applications and other documents for completeness and
conformance to established procedures and requirements; maintain records including manual and electronic
files; process timesheets, payroll documents, purchase orders, invoices, claims, and related materials
according to clearly established procedures; enter data in computer equipment and resolve data
discrepancies; type, format and produce correspondence, reports and other materials using a personal
computer or typewriter; compose routine business correspondence. Skill in: the operation and use of office
equipment; typing at a rate of speed designated by the hiring authority; 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 for Administrative Assistant
i)

ADMINISTRATIVE AID

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and six months
of general clerical experience; OR six months of experience as a Clerical Trainee in Nevada State service;
OR an cquivalent combination of education and expericnce. (See Special Requirement)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):

General knowledge of: standard office procedures such as filing, typing, duplicating materials; answering
telcphones and taking/sending written or clectronic-mail messages; distributing mail; telephone ctiquette;
correct English usage, grammar and punctuation; proper spelling of commonly used words; operation of
computers and other office machines; word processing software; manual and computerized recordkeeping
methods; basic math; reading skills sufficient to understand information and materials related to the
assignment. Ability to: usc computers, telephones, paging systems, copiers, facsimile machines and other
office equipment used to perform clerical work; understand and follow oral and written directions;
communicate and work cooperatively with others including co-workers, program clientele and the public;
add, subtract, multiply and divide numbers accurately.

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 Assistant

1)
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This class specification is used for classification, recruitment and examination purposes. It is not to be
considered a substitute for work performance standards for positions assigned to this class.
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What is prompting this r@st? If this is an existing positior.(iiate 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.

This position has transitioned from just an Admin Asst position with normal AA responsibilities such as
Time and Attendance, Travel and Training, mail sorting, meeting coordination and correspondence to an
MA position which include the above plus the MA functions as described.

This position is needed for budgetary and legislative activities that are currently done by other staff
members of the Motor Vehicles Information Technology (MVIT) unit. This position will also be
responsible for activities such as Maintenance of various excel, warehouse and IFS databases; software,
hardware and equipment inventories; writing and updating of Policies and Procedures for the MVIT unit;
the coordination of various Priority, Top Ticket and Time Accounting reports; monitoring and maintenance
of the MVIT unit’s biennial budget and program budgets; research and recommendation of software to be
used within the unit. Research and tracking of Legislation impacting MVIT.

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.)

DPM I (0002)
ISS IV (0016)
AAT (7072)

Briefly describe the major purpose of this job.

Research and Data Collection for Project Priority lists and analysis of time accounting reports; Coordinate
the Project ticket and Project Service Request (PSR) flow with other divisions and testers, reporting results;
Maintain Data Bases for Software maintenance, IP addresses, and equipment; Develop, implement and
maintain MVIT Policies and procedures; Assist with the development and preparation of the MVIT budget.
Research and tracking of Legislation impacting MVIT.

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

See attached

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.

DUTY NO. DUTY FREQUENCY

1 * Research and Data Collection 20%
-Upon request, researches and collects, compiles, analyzes data from a variety of | <A
sources and applies discretion when independently choosing resources to compile
requested data; evaluates information and data to provide accurate and concise ’
information.
-Maintain Departmental Ticket and PSR Priority list and coordinate in a scheduled .
marer, -

-Maintain Programmer time accounting for reports and charts. Analyze time accounting .
for usage and projections of projects. -~




O Ie

2

Coordinator 20%., ¢
-Coordinate ticket and PSR flow with other divisions. s
-Coordinate Testers for UAT Batch Outputs, Deliver any User Acceplance Testing
{UAT) Batch Outputs from the day before.

-Email Testers notifying them of & new UAT Build. Create UAT Build summary and
email Testers and Leads.

-Record testing results and report results.

-Coordinate and maintain MVIT contracts,

-Personnel Liason

Maintaln Data Bases =
* (")

3 -Maintain Software maintenance database, 15% 1-3
-Maintain IP address database.

-Maintain MVIT equipment inventory control.

4+ Pollcles and Procedures 10%
~Development, implementation, and maintenance of MVIT policies and procedures. :
-Single point of contact for maintenance of all MVIT policies and procedures within
MVIT. :

-Coordinate with Managemeni Services the updating of departmental global drive with
current information.

5 Organizational Charts 504
~Create and maintain the MVIT organizational chart,
-Coordinate updates of MVIT organizational chant with Management Services,

6 * Budget 10% +5
-Assist Administrator in developing and preparing MVIT budget. %
-Assist in maintaining MVIT budget. v

7 Supervision 1% .
-Assist in supervising Application Help Desk when required. H'l
-Head up Crystal Users group.

8 Special Assignments 50,
-Perform special assignments, provide temporary coverage, eic., as assigned by
Administrator.

9 * Legislative Tracking 5%,

7a.

7b.

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

The management of any project whether it’s new or existing requires making many choices, determinations
and judgments regarding the use of resources, the scheduling of time and the appropriate solution from
among those available to successfully complete a change or enhancement. Determination is required to
complete the project successfully within the time period. The use of appropriate judgment is required when
waorking with a sensitive issue, person or agency. When resources are limited choice must be made to
make the most efficient use of the resources available. This position requires its incumbent to meet with
many levels of the staff and management to gather requirements and tactfully explain differences between
what is being requested and what is actually needed.

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

Indirect support of 4 Application Help Desk staff (CST II)
PCN #s: SA5201, SA5200, CA5292, SA5206

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



10a.

10b.

i1,

&

B4 Final selection X Work assignment K Performance appraisal [0 Discipline
Training Work review [] Other (Specify)

List any licenses, certificates, degrees, or credentials that are required by law for this job.
Forty (40) hours of management series classes required for supervisors
State Supervisory Safety Training

List equipment, which is used that requires specialized training.

Windows, Remedy Administration, basic understanding of PC, PC software
List the name, title and position control number of the position's supervisor.
Chuck Conner, DPM II (0002)

Describe the type and extent of supervision received.

Under Administrative direction, the position primarily will work independently and in cooperation with
projects shared with Budget Analysts and the Administrator,

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

Nevada Revised Statutes

Nevada Administrative Code

State Administrative Manual

State Purchasing Policies

Department of Motor Vehicles Policies and Procedures
Personnel Guidelines

OSHA Standards

FMLA Standards

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

each contact.

CONTACT PURPOSE
MVIT staff Coordinate activities as described with job duties
DMV Management Get management guidelines for new program development;

provide management reports

DMV Director / Deputy Director Get management guidelines for new program development;
provide management reports

Outside Vendors Purchasing new equipment and software

DMV Program Managers For leadership and directions on projects



13.

14,

}
-
DMV Administrators C For requirements and project a&al

Staff of DMV and other As needed for assorted responsibilities; Budget, Account Payable,
State agencies Account Receivable

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, etc.

n/a

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 is required to have an understanding and overall knowledge of all functions. Must make
determinations regarding priority levels of various tasks and have the ability to adjust priorities with
little or no notice.
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Motor Vehicles Information Technology
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CLASSIFICATION STUDY CORRESPONDENCE/CONTACT AND INFORMATION LOG
Study # 024-2-05

DATE INFORMATION GATHERED/COMMENTS
7/28/2004 Date Study Received
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-  KENNY C. GUINN o STATE OF NEVADA Q JEANNE GREENE
r Gouvernor Director

DEPARTMENT OF PERSONNEL
209 E. Musser Streel, Room 101
Carson City, Nevada 89701-4204
{775) 684-0150
www.state.nv.us/personnel/

February 17, 2005

Chuck Conner, Data Processing Manager 1
Deparumemt of Motor Vehicles

555 Wright Way

Carson City, Nevada 89711

Dear Mr. Conner:

This letter is in response to your appeal regarding the determination to reclassify the position
held by Patricia Graves from Administrative Assistant 111, grade 27 to Administrative Assistant
IV, grade 29. The original NPD-19 requesied the position be reclassified 1o Management
Analyst 11, grade 35. The appeal letier requested reclassification to Management Analyst 1,
grade 33. My responsibility in the classification appeal process is 10 objectively review the
classification determination for validity and accepied classification principles and 10 assess the
use of appropriate methodology. 1 must consider the points in the original determination with
which you disagree and the rationale for the disagreement. My review of this appeal ook into
consideration all the information pathered and analyzed during the classification study. This
included your letter of appeal, the current NPD-19, the additional information you provided
during the smdy, the position description questionnaire submitted during the clerical
occupational group study conducted in 1999, the class specifications for the Administrative
Assistant and Management Analyst series and comparisons 10 existing positions within state
service.

Your lenter noted that you felt a more appropriate position comparison should have been made
to one located in a highly technical environment. Typically, when comparing positions we
consider the similarity in duties being performed. In response to your request, 1 have reviewed
a Management Analyst 1, technical position in the NOMADS section of the Welfare Division
as a basis for comparison.

The Management Analyst 1 at Welfare is responsible for ensuring systems software is
designed, tested and maintained in compliance with Federal requirements; participating with

L&
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management, contraciors and programmers in conducting the implementation of new or revised
procedures and sysiems which comply with Federal and Siate requirements; analysis and
design of data sysiems, interfaces and enhancements, reviewing deliverables submined by
contractors for adherence to standards and efficiency in design; assisting in the development of
requirement definitions by participating in feasibility studies in order 1o determine the best
system solutions for a given task; analyzing and implementing the identified solutions; testing
of sysiems programs and Job Control Language prior to production implementation; analyzing,
identifying and communicating results through documenis of the test execution and
recommending improvements to maintain standards for quality assurance. 1 view these duties
at a higher level than those being performed by the subject position.

1 would like to address the issues detailed in your letier, point by point:
Financial, statistical, and investigative reports

Review of this information indicates that before the incumbent can make any recommendation
or create any report, she has 10 collect data from professional staff in your division or from
databases that have been updated by that staff. The specific data collecied varies depending on
the need at the time. For example, it may be specifications on different types of sofiware
packages or the compatibility of software packages and/or equipment. This information is
provided to her so she can make recommendations and/or create reports. Without assistance
and advice from the professional siaff, she would be unable 10 complete this task. This was
confirmed by the incumbent during the second audit. The level of responsibility relating to this
type of duty is consistent with and clearly listed in the class specifications for the
Administrative Assistant II1 (AAIH) and IV (AAIV). The class concepis refer to duties such as
analyzing and reconciling numerical data and narrative information, developing spreadsheets to
facilitate data analysis, etc. In contrast, a Management Analyst would be gathering data from
projects they were responsible for, not just gathering information from databases where the
project data was already entered. They would also be making decisions on purchases rather
than just making recommendations.

Projections for cost, statistical, and informational analysis

Maintaining databases is a common duty performed by and expected of Administrative
Assistants a1 all Jevels. The class concepts for AAIH lists duties such as researching
information from a variety of internal and external sources including the Internet for projects
which may include unique purchases; identifying sources of information and communicating
with vendors and others concerning technical aspects of the project/purchase; evaluating and
comparing information and reporting findings to a supervisor. The duties being performed by
the incumbent are well within those expected of an AAIV. The desk audits also verified that
you, as the Data Processing Manager, are responsible for making the final determination on
purchases. Management Analysts would have final avthority on purchases based on their
professional knowledge of the program area.
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Develop, prepare, maintain, monitor and control budgel

The class concept for Administrative Assistant 111 states: prepare reports which summarize
financial and siatistical information relaied to the work unit’s budget, accounts, activities,
program clientele and operations; advise management of unusual trends, funding levels and
expenditures; assist with budger development by compiling information ewc. The
Administrative Assistant IV class concept refers 10 compiling, organizing and consolidating
financial and statistical data required 10 assist in the development of the budget of a major work
unit; compiling cost sheets and preparing reports and budget documents according to specific
instructions from the budget office. The duties described in your letier are consistent within
those detailed above.

Work flow and contracis

When this position was reviewed during the Occupational Group study (OGS) duties included
user testing for the Information Request section, which required the incumbent to make
determinations relating o the accuracy and the results of the application regression 1esting and
ticket fixes; make determinations to ensure accuracy of program and database changes that are
going into production by evaluating the tickets; review scripts to determine what type of data
was necessary 10 complete transactions; analyze the results of the functional, application, and
performance testing, system performance testing, reliability testing and determine when the
errors originated from incorrect scripis, system failure or application failure. The workflow
duties listed in your letier are consistent with those being performed ai the time of the
occupational study and do not provide a basis for reclassification 10 Management Analyst. The
current NPD-19 listed several duties which included contract monitoring as being performed
20 percent of the time. These duties were not identified as new and cannot be considered to
represent significant change. Typical duties of a Management Analyst would include contract
writing and monitoring which would be a major portion of the position’s duties.

Policies and procedures

Developing, monitoring and updating policies and procedures is a common duty performed by
many positions in state service, including AAIIl's and AATV's. The percentage of time the
incumbent spends performing these duties is minimal and therefore not a determining factor.
Her focus is to monitor and ensure staff is vpdated with changes. This level of responsibility is
consistent with positions in the Administrative Assistant series. In contrast, Management
Analysts are responsible for the actual development and implementation of policies rather than
on distribution.

Legislative tracking

This duty is consistent with the recommended class of AAIV. The class concept for AATV
states: maintain records and track the progress and outcome of legislative proposals,
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grievances, contracls, personnel and project activities; develop and implement effective and
efficiemt record keeping systems and ensure that information is logically organized,
appropriately cross-referenced, and accessible 1o users. Positions allocated to the Management
Analyst level are involved in writing fiscal notes, bill drafts etc.

Immigration and Naturalization Services

The information gathered during the second audit with the incumbent determined there are only
10 employees involved in this process. The incumbent has to ensure all deadlines are met and
required paper work is complele (o guarantee timely recertification for non-citizen employees.
Although this can be time consuming, this duty is not reflective of a higher level and stil! falls
within the concept of the Administrative Assistant.

] would like to clarify that the purpose of the classification process is 10 objectively analyze the
duties being performed and align them to a classification with similar duties. The fact that an
employee possesses the knowledge, skills, abilities and qualifications required for a higher-level
class; carries out the duties enthusiastically and professionally; or handles a fluctuating volume
of work cannot be considered during this process. The classification level must reflect the duties
and responsibilities assigned the position; personal attributes are not considered.

In conclusion, ] have determined that the preponderance of this position's duties fall within
those of the class concept for Administrative Assistant IV, grade 29, as originaily deiermined.
AAIV’'s are expected to provide administrative support to the administrator of a complex
division such as yours. ] do not find the significant change in the level of duties being
performed warrants reclassification 10 a Management Analyst. We wouid like to thank both
you and Ms. Graves for your cooperation during this process. If you would like 10 appeal this
determination 10 the Personnel Commission, you must do so within 30 days per NAC 284.152.

S

JG:sq

NAWPDOCS\LTR\connesr205.doc
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January 11, 2005 CASEN CITY, NEVAGA
To: Jeanne Greene, Director

Department of Personne]
From: Chuck Conner, DPM IT

Department of Motor Vehicles 0 5: /0 é
RE: Reclassification request — position #7072

Per NAC 284.152, “Appeal of allocation of position or change in classification”, the

Department of Motor Vehicles — Information Technology (DMV —~ MVIT) is
requesting the Director of the Department of Personnel to re-evaluate the decision
to not reclassify the NPD-19, submitted on July 26, 2004 and responded to via
telephone on December 30, 2004, to the level of Meanagement Analyst IT from an
Administrative Assistant IT].

The initial Reclassification letter (see attached) from the Department of Personnel dated

November 03, 2004, compares Position #7072 to a Management Analyst [T
position allocated to the Department of Conservation and Natural Resources
Director’s office, This comparison, while within the same Class Specification, is
not a true comparison. While it is noted the Department of Conservation and
Natural Resources maintains a larger overall budget than MVIT, the functions are
different and the level of expertise and knowledge required of MVIT staff within
the area of technology and the development of Information Technology based
systems is that of exceeding quality and flexibility, to include all Administrative
positions. I realize that while the #7072 position was compared to this
Management Analyst II position a more logical comparison might be to a
Management Analyst [ position in a highly technical environment because of the
transition of this position from the Admin Asst series. Also, it should be noted
that in the NPD-19 of 1999 related to in the above letter (see attached) item 2
states that a Management Analyst II previously performed these duties,

As a point of information MVIT staff is an Information Technology leader and must be

on the cutting edge of Technology as it applies to the Department of Motor
Vehicles and the State of Nevada. Because of the constant state of change MVIT
employees are continually tasked with changes in their job functions, MVIT has a
budget of $8,461,814.00 and helps collect approximately $1.1 billion annually
for the State that is distributed to cities, counties and schools. MVIT is
responsible for LT. related issues in 22 DMV offices, 6 Assessor’s office, 1
auxiliary office (opened once a month) throughout Nevada and the work stations
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for approximately 1,174 DMV employees, 1,100 computers, 800 printers, 45
servers, 10 program areas (Vehicle Registration, Drivers License Renewal, Titles,
Insurance Verification, Motor Carrier, Occupational and Business Licenses,
Records Management, Plates, Mail-In Renewals, Revenue), communication lines
to and within all sites, continual maintenance and upgrading of the DMV
application, and maintaining the security of the entire DMV Network. In addition,
because of the security aspect, DMV data is accessed by multiple Public Safety
agencies, multiple federal agencies and most State and city agencies,

As per and in relation to the letter of November 03, 2004, Position #7072 is tasked with
the following areas of responsibility:

1) Financial, statistical and investigative,

This position is responsible for maintaining multiple statistical reports that include

but are not limited to: 1) the Departmental Problem Ticket list, 2) the Project

Service Request (PSR) Priority list, 3) Application Time Accounting,

4) Reporting, Network Time Accounting and Reporting, 5) Operation Batch

Control Success rate, 6) Research and recommendation of proposed software, 7)

Research and recommendation of proposed hardware to be utilized by the MVIT

division. The collection of the data used for reports come from numerous

sources. Such sources include but are not limited to MVIT staff, DMV Program

Managers and Administrators, vendors, Internet and databases, Position #7072

must know what the parameters of the required report are and understand, analyze

and accurately interpret the information collected.

Example: Software

Must have the ability to understand the requirements of
MIVT staff for project(s). Must research the Product
listing, Licensing requirements, product warranty, and
compatibility to current DMV operational system (i.e.:
server availability and compatibility). Recommend
software package. Order software package accordingly.
Inventory package. Should a software package not be
recommended, must accurately report findings and
arguments to management and / or staff,

2) Projections for costs, statistical and informational analysis;

This position is responsible for maintaining various databases that include: 1)

Software inventory, 2) hardware inventory, 3) Equipment, 4) Personnel, and 5)

Training.

Example: Software

Must review all software purchases within the DMV for
standards, need, usage and compatibility. Upon approval
by the Administrator, must place Purchase Requisition with
DMYV Purchasing department. Upon receipt, note in
Software Database cxpiration date (if applicable),
purchasing information (i.e.; purchase order number,
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purchasing division, quantity, contract and / or agreement
information, cost of software), and software contact
information. For departmental inquires, must be able to
provide requested information to appropriate staff,

3) Preparation, monitoring and maintenance of the division Budget:
This position is responsible, with the Administrator, in the development,
preparation, control and maintenance of the MVIT Budget. Position #7072 must
understand the needs and demands of the division budget, the proposed program
and program requirements, and budget process. This position is also responsible
for ongoing monitoring and maintenance of current tota] Fiscal Budget.
A, Example:
1. Development
1. Continually review declining balances from current and
previous fiscal years
2. Items showing continual expenditures and / or items
purchased in current fiscal year, determine if expenditure is
ongoing ar one-time, maintenance renewal, supplies, or
customer support
3. Ifcontinued, obtain budgetary quote from vendor{s)
4. Review as needed
3. Review State Budget for accuracy.
ii. Preparation
L. Review listed items with associated quotes
2. Determine if item is categorized by the Budget Division as
2 Maintenance item or an Enhancement Unit
& Create appropriate supporting documentation for
presentation (i.e.: TIR, M document, NPD-19 for
newly requested positions, Equipment Request
form, Travel Training form, etc.)
3. Assign appropriate Category and GL number as provided
by State of Nevada Budgeting
4. Prepare items for presentation to Administrator
5. If approved by Administrator, and upon request by Budget
Analyst, forward items for review by DMV Administrators
6. Update as needed
ili. Maintenance
1. Gathers updated quotes and vendor information needed for
the budgetary process as needed or requested by the Budget
office
2. Monitors the expenditures associated with the MVIT
budget and make recommendations with proposed
expenditures
3. Verify need for item to include Agency requested and
Legislatively Approved items
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In addition to responding to the letter of Nov. 03, following are requirements of the
position which are listed in the Class Spec for the Management Analyst,
Workflow and contracts:

This position is responsible for monitoring the MVIT workflow with other
divisions within the DMV, notify appropriate personnel of Builds to the User
Acceptance Testing (UAT) and Production environments, maintain and
coordinate MVIT software and hardware contracts, purchasing for division to
include supplies and equipment (software, hardware, ergonomic needs of staff
members), payment of division responsibilities, vehicles and fuel card tracking,
and act as Personnel Liaison. This coordination also consists of staff from all
areas of the DMV. Must have the ability to accurately relay necds, demands, and
requirements between DMV staff and MVIT staff.
Example: Contracts
Must know divisional and departmental needs. Must know
State requirements regarding contracts and service
agreements. Must be able to understand, interpret, and
communicate needs. Must be able to negotiate contracts on
an oceasional basis. Must be able to read, understand and
interpret contracts and contractual requirements,
Opened bid for “Support Services™ for installation
and training of program on server. Applied all
aspects of the State of Nevada requirements during
bid process to include: opening bid process to four
vendors approved by software company for this
service, insurance requirements by State of Nevada,
MVIT requirements, durations of open bid process,
review of bid(s) received, and award of contract.

Policies and Procedures:

This position is responsible for/or the point of contact for the investigation,
development, and maintenance of MVIT Policies and Procedures. This is to
include the coordination with departments staff the posting of Policies and
Procedures, and interpretation of applicable NRS, NAC, SAM, and DMV Policies
and Procedures. MVIT Policies and Procedures are accessible to all MVIT staff.
Updates to established Policies and Procedures made as necessary,
Example: MVIT Code of Ethics
May 20, 2003
Reviewed, interpreted and understand various guidelines as
set forth by the State of Nevada as found in NRS, NAC,
SAM, and DMV Policies and Procedures. Outlined
guidelines in a written document, in approved format.
Upon Administrative approval, as required by the DMV
policy, advised all MVIT staff of document, provided
copies of document to all staff, requesting
acknowledgement retumned for cmployee files. Posted on
computer divisional drive.
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Legislative Tracking
This position is responsible for Legislative Tracking for the division. Items
tracked include, but not limited to, proposed Bill Draft Requests (BDR), Actual
Bills with brief summary, House of Origin, MVIT Fiscal impact estimates, and
Govemnors approval / rejection. Upon bill approval, create a Project Service
Request (PSR) in the MVIT system for tracking, assignment, progress, and
completion of the project.

Below is a special requirement of this particular position.

Immigration and Naturalization Services
This position is responsible for processing and maintaining all paperwork for staff
members whom work for the Department of Motor Vehicles — Information
Technology Division on a work Visa. This position is responsible for working
with the Department of Labor, Department of Justice, INS for Alien Status, and
Visa and Visa applications for prompt processing of all paperwork and payments
incurred. Position #7072 will maintain complete copies of all paperwork
provided to the various agencies and insure proper paperwork handling as
outlined by the Department of Labor.

I feel that because of the fact that my particular division doesn’t have the required
funding to support an Admin Asst position and a Management Analyst position, and
Patricia is forced into the position of doing both functions, The Personnel department is
penalizing the employee for just that, doing both functions. While the majority of the
work of the actual position resides in the Management Analyst area the Personnel people
Just see the fact that some of the functions are Admin Asst functions and stop there. The
reality is that 70-80% of the overall function is analysis, research, budgeting, fiscal
monitoring, projections, and statistical reporting. Reading the Class specs for the
Management Analyst and the Admin Asst, I for one see far more relationship between
our position and the Management Analyst I than even the Admin Asst IV. Additionally in
written testimony provided to the LCB for the Transportation Committee, Patricia is
listed as an Analyst in the Department along with all the other Analysts(see attached).
This is because in meetings, where Patricia was involved, she always functions in the
Analyst capacity.

Finally, seeing job functions is very subjective, while one individual can point at one
Management Analyst in a Department and make the statement that this Analyst spends
70% of their time in Data Analysis, another individual can look at another Analyst in the
same Department and see where Analysis is only 10% of their function with 70% as
policy and procedure. So functions can vary dependant on Division and evaluator.,
Looking at the Admin Asst specs versus the Management Analyst specs there is a gray
area of where the transition actually happens from one Class to the other and can be
interpreted in multiple ways. (This has even been acknowledged by members of the State
Personnel staff.) But penalizing an employee, that is a critical part of my Division, is not
something that I would like to see happen. I hope that we can negotiate on a change to the

Management Analyst I position,

Thank you for your time in this matter.
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DEPARTMENT OF PERSONNEL
209 E. Musser Street, Room 101
Carson City, Nevada 89701-4204

MEMORANDUM (775) 684-0150
www.state.nv.us/personnel/

Date: November 03, 2004

To: Patricia Graves, Administrative Assistant III
Department of Motor Vehicles

From: Beverly Ghan, Personnel Analyst (b/
Department of Personnel

Re: Reclassification request- position # 7072

I have completed the study on your position following a review of the current NPD-19
and the position questionnaire submitted in 1999, which is the last time this position was
reviewed; a desk audit with you, 2 meeting with your supervisor, Chuck Conners; review
of class specification for the Administrative Assistant series and the Management Analyst
series and comparisons with other positions in state service with similar duties. From the
information gathered it is our determination the position should be reclassified to

Administrative Assistant IV, grade 29.

The NPD-19 process is limited by regulation to analysis of significant change in the
duties of a.position since it was last reviewed. A position may only be reclassified when
there is significant change in the duties and responsibilities of the position that push the

: position’s overall complexity beyond the parameters of its curreni classification. Tc add
or increase duties and responsibilities to a position that is similar in nature and represent &
level of complexity at or below the class to which a position is currently assigned, does
not provide a basis for upward reclassification.

The NPD-19 requested the position be reclassified to Management Analyst 11, grade 35.
The Management Analyst series concept describes typical duties and responsibilities as
performing statistical and informational analysis; conducting financial, statistical or
investigative studies; participating in the preparation, monitoring and maintenance of the
work unit’s biennial budget; making projections for future costs; preparing and
presenting budget and/or justifications to the legislature; and monitoring fiscal
transactions to ensure expenditures are in conformance with State and department rules

and budgetary limit.

L1
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Typical of the level of duties and responsibilitics of a Management Analyst IT can be
found in the Department of Conservation and Natural Resources Director’s Office, Fiscal
Services Division. This position has both program and fiscal responsibilities for a $200
million dollar fund to Protect Natural Resources, in addition to the overall fund
management and program coordination of the program. Additionally, this position is
responsible for assisting in the development of written policies and procedures that
govemn the entire fund; budget preparation and monitoring; coordinating with the
Controller’s Office on arbitrage liabilities; and because this is a multi-agency program the
position is tasked with all inter-agency program coordination. These duties are greater in
complexity and scope of responsibilities than those of the subject position.

Your request to reclassify your position was prompted by the following duties listed as
new on the current NPD-19: research and data collection, 20 %; maintaining data bescs,
15 %; policies and procedure development and implementation, 10 %; budget assistance
to the Administrator 10 %; and legislative tracking 5%. The majority of the duties
currently being performed compare favorably to the current class specification for

Administrative Assistant IV, grade 29.

The class specifications for Administrative Assistant IV states positions at this level
provide secretarial, clerica), and administrative support to the administrator of a complex
division. Representative duties at this level are developing and producing informational
materials as requested by the supervisor; ensuring program activities conform to
established goals and policies; assisting professional staff in developing fiscal,
operational and procedural program plans; developing, revising and maintaining specific
procedures and manuals; compiling, organizing and consolidating financial and statistical
data required to assist in the development of the budget for a major work unit; analyzing
and reconciling numerical data and narrative information; developing spreadsheets to
facilitate data analysis; compiling cost sheets; preparing reports and budget documents;
maintaining records and tracking the progress and outcome of legislative proposals,
grievances, contracts, personnel and project activities; developing and implementing
effective and efficient recording keeping systems and ensuring that information is _
logically organized, appropriately cross-referenced, and accessible w users; and ensuring
confidentiality of information which is not part of the public record. Your current duties

align well with this concept.

An example of the level of responsibility required of an Administrative Assistant IV can
be found at the Department of Transportation. Responsibilities include assessing, setting
and modifying procedures used for administrative and contract compliance; writing,
revising the Architecture procedural manual; creating, drafting and evaluating on-call
task orders, amendments and/or agreements to be sent to the legal division for approval;
monitoring status of all agreements and task orders determining when extensions are
needed and ensuring compliance with contracts; administering the certified payroll for
the division including contractors and sub-contractors; and approving sublet and sub-
contract agreements ensuring contract compliance. Duties also include training staff in
the following requirements: Requests to Sublet, Sub-contract agreements and Certificate
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of Liability, in Certified payroll procedures, creating legal drafts for agreements, task
orders and/or amendments. Additional duties include compiling data, effectively
inputting, retrieving and manipulating data to provide possible solutions as requested;
supervising the compilation of accounting spreadsheets including updating work program
databases and financial controls sheets for approved prajects; maintaining spreadsheets
for balancing six budgets and generating reports for department’s information system;
and creating charts/graphs as requested on all projects. There is close alignment in these
duties, the class concepts for Administrative Assistant IV, and your position.

In conclusion, although your position has experience significant change, we do not find it
functioning at the level that warrants upward reclassification to Management Anatyst II,
grade 35, Based on the scope of responsibility, authority to act, independence,
consequence of error, and the knowledge required to function a majority of the time in
your job, reclassification to Administrative Assistant IV, grade 29 is recommended at this

time.
I do want to thank your for your corporation in this process. If you should have any
questions please feel free to call me.

cc: Chuck Connors, Data Pracessing Manager IT
Department of Motor Vehicles
Renee Travis, Personnel Analyst
Department of Motor Vehicles
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030 | 1030 [HR-ATTY GENERAL ADMIN ACCOUNT 1| 1.0000 1] 1.0000
030 1037 |HR-AG MEDICAID FRAUD 1 1.0000 1 1.0000
060 | 1130 |HR-CONTROLLER GENERAL ACCOUNT 1] 1.0000 1] 1.0000
015 1325 |HR-INFORMATION TECH PROJECT 1 1.0000 1 1.0000
087 1337 |HR-DIRECTOR'S OFFICE 1 1.0000 1 1.0000
950 1338 |HR-PUBLIC EMPLOYEES HLTH PROGR 2] 2.0000 2| 20000
082 1349 |HR-BUILDINGS & GROUNDS 1 1.0000 1 1.0000
083 [|1358 {HR-PURCHASING 1] 1.0000 1| 1.0000
070 1363 |HR-HUMAN RESOURCE MANAGEMENT 1| 1.0000 1] 1.0000
086 1371 |HR-ADMINISTRATIVE SERVICES 1 1.0000 1 1.0000
101 1522 |HR-COMMISSION ON TOURISM 2| 2.0000 1| 1.0000
130 | 2361 |HR-DEPARTMENT OF TAXATION 2] 2.0000 2| 2.0000
240 2561 |HR-OFFICE OF VETERANS SERVICES 2| 2.0000 2] 2.0000
300 2709 |HR-OFFICE OF EARLY LEARNING DV 1 1.0000 1 1.0000
300 |2712 |HR-STUDENT & SCHOOQOL SUPPORT 1] 1.0000 1] 1.0000
300 2720 |HR-DEPARTMENT SUFPORT SERVICES 1 1.0000 1 1.0000
409 3145 |HR-CHILDREN/Y OUTH/FAMILY ADMIN 5| 5.0000 41 4.0000
402 3151 |HR-AGING FEDERAL PROG & ADMIN 2] 2.0000 1 1.0000
403 | 3158 |HR-HEALTH CARE FIN & POLICY 19| 19,0000 19| 19.0000
406 3161 |HR-50 NEV ADULT MENTAL HEALTH 2] 2.0000 2] 2.0000
406 3162 |HR-NNV ADULT MENTAL HEALTH SVC 2] 2.0000 2] 2.0000
406 3168 {HR-BEHAVIORIAL HEALTH ADMINSTR 2] 2.0000 2] 2.0000
406 3170 |HR-BEHAVIORAL HEALTH PREV & TR 1 1.0000 1 1.0000
709 {3187 |[HR-MATERIALS MNGMT CORRTV ACTN 1| 1.0000 1| 1.0000
402 3208 |HR—EARLY INTERVENTION SVCS 1 1.0000 1 1.0000
406 | 3213 |HR-IMMUNIZATION PROGRAM 1] 1.0000 11 1.0000
406 |3214 |HR-WIC FOOD SUPPLEMENT 1] 1.0000 1] 1.0000
406 3215 |HR-COMMUNICABLE DISEASES 1 1.0000 1 1.0000
406 | 3216 |HR-HEALTH CARE FACILITY REG 1] 1.0000 1| 1.0000
406 |3218 |HR-HEALTHALERT NETWORK 1| 1.0000 11 1.0000
406 3219 IHR-HHS HD BIOSTATS & EPIDMILG 1 1.0000 1 1.0000
406 | 3220 |HR-CHRONIC DISEASE 1] 1.0000 1] 1.0000
406 3222 |HR-MATERNAL CHILD HEAILTH SRVC 2| 2.0000 1 1.0000




406 | 3223 JHR-OFF OF STATE HEALTH ADMIN 6| 6.0000 6] 6.0000
407 | 3228 |HR-WELFARE ADMINISTRATION 6| 6.0000 5] &.0000
901 3268 |HR-REHABILITATION ADMIN 1] 1.0000 1{ 1.0000
901 3269 IHR-DISABILITY ADJUDICATION 11 1.0000 1] 1.0000
908 | 3272 |HR-DETR ADMIN SERVICES 3| 3.0000 3] 3.0000
908 |3273 JHR-RESEARCH & ANALYSIS 1 1.0000 1] 1.0000
402 ]3279 |HR-DESERT REGICNAL CENTER 1 1.0000 1] 1.0000
409 3646 |HR-SO NEV CHILD & ADLSCNT SVCS 1] 1.0000 1] 1.0000
406 | 3648 |HR-HHS DPBH RURAL CLINICS 2] 2.0000 2| 2.0000
431 3650 |HR-MILITARY 3| 3.0000 3] 3.0000
654 13675 |HR-OFFICE OF HOMELAND SECURITY 1] 1.0000 1] 1.0000
440 13710 |HR-DIRECTOR'S OFFICE 1] 1.0000 0 .0000
652 | 3740 |HR-PAROLE AND PROBATION 2] 2.0000 2] 2.0000
741 3813 |HR-INSURANCE REGULATION 3| 3.0000 3| 3.0000
054 13815 |[HR-UNCLAIMED PROPERTY 11 1.0000 1f 1.0000
751 3922 |HR-NV TRANSPORTATION AUTHORITY 11 1.0000 1] 1.0000
749  ]3952 |HR-ATHLETIC COMMISSION 1] 1.0000 1] 1.0000
750 |4130 JHR-TAXICAB AUTHORITY 2| 2.0000 2| 2.0000
704 | 4162 |HR-STATE PARKS 1] 1.0000 1] 1.0000
130 4207 |HR-MARIJUANA REG & CNTRLACCT 1] 1.0000 1] 1.0000
703  }4285 |HR-OHV COMMISSION 11 1.0000 1] 1.0000
702 [4460 |HR-WILDLIFE DIRECTOR'S OFFICE 2| 2.0000 2| 2.0000
550 } 4554 |HR-AGR ADMINISTRATION 1] 1.0000 1] 1.0000
800 [4660 |HR-TRANSPORTATION ADMIN 8] 8.0000 6] 6.0000
740 | 4677 |HR-OFFICE OF BUSINESS AND PLAN 1] 1.0000 1] 1.0000
742 4680 |HR-INDUSTRIAL RELATIONS 1 1.0000 1| 1.0000
740 | 4681 |HR-BUSINESS & INDUSTRY ADMIN 3] 3.0000 3] 3.0000
742 |4682 |HR-ENFORCEMENT-INDUSTRIAL SFTY 1 1.0000 1] 1.0000
741 4684 |HR-SELF INSURED WORKERS COMP 2] 2.0000 1] 1.0000
658 | 4688 |HR-HIGHWAY SAFETY PLAN & ADMIN 1 1.0000 1{ 1.0000
650 |4706 {HR-DIRECTOR'S OFFICE 1] 1.0000 1] 1.0000
655 | 4708 JHR-CRIMINAL HISTORY REPOSITORY 1] 1.0000 1] 1.0000
651 4713 |HR-NEVADA HIGHWAY PATROL 5| 5.0000 5| 5.0000
810 | 4715 |HR-AUTOMATION 1] 1.0000 0 .0000
810 |4722 IHR-MOTOR VHCL POLLUTION CONTRL 1) 1.0000 1] 1.0000
810 |4735 |HR-DMV FIELD SERVICES 1] 1.0000 1] 1.0000
659 4736 |HR-JUSTICE GRANT 1] 1.0000 1] 1.0000
810 4742 |HR-MANAGEMENT SERVICES 2| 2.0000 1] 1.0000
810 | 4744 |HR-DIRECTOR'S OFFICE - DMV 1] 1.0000 1] 1.0000
810 4745 |HR-ADMINISTRATIVE SERVICES 1] 1.0000 1] 1.0000
902 | 4770 |HR-EMPLOYMENT SECURITY 2| 2.0000 2| 2.0000
011 HR-STATE OFFICE OF ENERGY 1 0 .0000

4868
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1. What is prompting this Quest? If this is an existing positioc,..state the significant changes in
duties and respansibilities 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.

Since about 1998, two management analyst positions have been created within the Division (a
management analyst I and II) to accommodate additional workload from the various sections within the
Division. The MA I currently reports to the Chief; the MA II reports to the Centrally-assessed Section
supervisor. The Division desires to reorganize such that the MA I and Administrative Assistant IT report
to the proposed Management Analyst IIl. The reason for the proposed reorganization is to better
coordinate the services of these employees among the competing requests for research and analysis from
the four other sections of the Division.

In addition, the Division has been greatly impacted by the doubling of the caseload with regard to the
State Board of Equalization for the last two years. The caseload is not expected to diminish greatly in
the near future. The Chief now writes the initial draft decisions for the State Board which was formerly
performed by the Attorney General's office. The increase in the Chief's workload means that more of
the analysis and evaluation of property tax laws, policies, and procedures normally performed by the
Chief must be shifted to this position. Also, the volume of regulatory workshops has increased
significantly, creating additional workload requirements for the Chief, the Coordinator (position control
number 0515), and this position.

As a Management Analyst III, other reporis formerly produced by other sections, such as the Net
Proceeds Projections Report, the Centrally-assessed Tax Roll, and Agricultural Land Bulietin would be
assigned to the work unit supervised by this position.

Because of the reorganization proposed by the Division in which supetvisory responsibilities would be
required of the position and because of the depth and breadth of knowledge required to generate
additional reports, the most appropriate grade in the management analyst series would be Management
Analyst III.

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.)

Supervisory responsibilities that would be assigned to this position are currently split among the
following:

Chief, Division of Assessment Standards, Class 7.418, Position Control Number 0500;

Management Analyst |, Class 7.637, Position Control Number 0529.

Certain reports would be assigned to this position which are currently produced by Utility
Valuation Analyst, PC # 0513 or 0514.

3. Briefly describe the major purpose of this job.
The major purpose of this job is to supervise the work unit; design and conduct a variety of studies,
research and analyses related to property tax issues; recommend courses of action for the Department to
take concerning property tax issues; prepare and publish reports of the Division; and administer the

appraiser certification and continuing education program.

4, Attach 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 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.

See Attached.

DUTY NO. buTyY FREQUENCY

1 *Supervise the work unit assigned to conduct research, review, and 15%
analyses related to property tax issues. Supervision includes the
selection, work assignment and review, training, performance
appraisal and recommendation of disciplinary action of staff.

2 *Research; develop, and analyze financial and statistical data 45 9
concerned with property tax and net proceeds of minerals taxes,
including capitalization rate studies applied to utility, agricultural, and
mineral properties; net proceeds of minerals tax projections; develop
reports requested by the Legislature and others; manage the appraiser
certification program formerly administered by the Coordinator (grade
36).

3 *Oversee the production of, review and publish the DOAS Annual 259%
Report, Net Proceeds Bulletin, Centrally-Assessed Properties Tax
Roll, Segregation Reports, Statistical Analysis of the Roll; Legislative
Overview.

4 *Oversee the development and/or implementation and maintenance of 15%
computer-assisted mass appraisal software for appraisal and
assessment administration, including the mine property inventory and
valuation program; and the net proceeds and utility billing programs.

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

Virtually every research project, study and analysis of management and administrative areas such as
financial analysis, requires the collection, development and analysis of data. The incumbent must determine
the design and scope of the research project to eliminate the development and analysis of unnecessary data
and to focus on the appropriate data to be analyzed. For instance, in capitalization rate studies, the
incumbent rust determine the companies which are comparable to the subject company and determine what
market, accounting, and financial data should be used to develop a utility and/or mining capitalization rate.
The incumbent will have to make choices and determinations about appropriate forms, policies and
workflow. Conduct and/or assist in conducting financial, statistical or investigative studies; compile and
analyze data; prepare and present reports summarizing study results/conclusions; may make
recommendations regarding policies, procedures, the department’s position on issues or future course of
action, and the development of new programs or services based upon study findings.

The incumbent will have to determine whether the work products of staff fulfill the report
requirements of the sections within the Division.

7a.  List the class titles and position control numbers of all employees that work under the

supervision of this position. r"'/
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The proposed reorganization would have the following positions réport to the incumbent:
Management Analyst I, Class 7.637, Position Control Number 0529;
Administrative Assistant II, Class 2.212, Position Control Number 1089.

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

Final selection [] Work assignment Performance appraisal Discipline

[X] Training Work review [] Other (Specify)

8. List any licenses, certificates, degrees, or credentials that are required by law for this job.
None by law

9. List equipment which is used that requires specialized training.

Computers. The position also requires skill in application software such as Excel; Word; and
custom software developed to maintain the Division's databases.

10a. List the name, title and position control number of the position's supervisor.

Currently: Bruce Gustafson, Supervisor, Centrally Assessed Section, Class 7.425, Position Control
Number 0540;

Proposed: Terry Rubald, Chief, Division of Assessment Standards, Class 7.418, Position Control
Number 0500.

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

This position is expected to perform the day-to-day assignments with a high degree of independence;
minimal supervision is required except to provide goals and objectives; guidance when necessary.

11. What statutes, laws, rules, procedures or guidelines are used in performing assignments?
Generally, NRS Chapters 360, 361, and 362 and NAC chapters 360, 361 and 362.

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

Taxpayers are routinely contacted for additional information regarding corporate financial
information. County assessors and other state and local officials inquire and are contacted in return
about property tax issues; continuing education and certification requirements. Professionals in other
agencies, including university professors, as well as colleagues in other states, are contacted with
regard to information necessary for research. Presentations are made and expert testimony given
before county boards of equalization; the Nevada Tax Commission and the State Board of
Equalization.



13.

14.

Describe any unusual ‘unysical demands or working conQons required in this job, i.e.,
requires frequent lifting or moving of office furniture, frequent exposure to hazardous
materials, etc.

Some travel within the state may be required. The job does not have unusual physical demands or
working conditions.

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

The level of knowledge, skill, and abilities required of this position is comparable, at a minimum, to
the coordinator position, class 7.419, grade 36, position control number 0515. In addition, the
Management Analyst III has supervisory duties which the coordinator position does not have.

All the duties listed under Part 5 above are new since the Jast NPD-19 creating the position was
made. This is because it became necessary to move the position from the Local Government Finance
Section to the Centrally-Assessed Properties Section within the Division in order to keep up with the
increasing workload in the Centrally-Assessed Section. The job duties are considerably more difficult
in the Centrally-Assessed Section than they were in the Local Government Finance Section. With this
change to a proposed MA III, the position will also be assigned projects emanating from the other
sections besides the Centrally-Assessed Section. For instance, under "Job Duties" #2, research on
agricultural cap rates and the appraiser certification program were part of the locally-assessed section
and would be assigned to the new section.
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MEMORANDUM
TO: File
FROM: Kara Sullivan, Personnel Analyst
Department of Personnel
DATE: September 22, 2004

SUBJECT: Reclassification request from Management Analyst I to Management
Analyst II1, Position Control #1088, Study #035205

The request made is to reclassify position #1088, Lew DeWeese at the Department of
Taxation, Division of Assessment Standards from Management Analyst I1, grade 35 to
Management Analyst IiI, grade 37.

The major purpose of the position is to design and conduct a variety of financial studies,
research, and analyses related to property tax issues; recommend courses of action for the
Department of Taxation to 1ake concerning property tax issues; prepare and publish reports for
the Division; and defend determinations made by the Department at a variety of hearings. The
position, pending reclassification, will also be responsible for the supervision of a Management
Analyst | and Administrative Assistant II and administering the appraiser certification and
continuing education program.

The duties listed on the current NPD-19 are to perform financial and statistical research,
analysis, and development; perform capitalization rate and net process studies and projections;
develop reports for the Legislature and others; oversee the production of the DOAS Annual
Report, Net Proceeds Bulletin, Centrally-Assessed Properties Tax Roll, Segregation Reports,
Statistical Analysis of the Roll; Legislative overview; and overseeing the development and
implementation of software designed for appraisal and assessment administration.

The noted change in the responsibilities is the complexity of the reports and forecasting being
produced; the revisal of policies, procedures, and NAC; and the administration and production
of a variety of financial reports including the Annual Report and Net Proceeds Bulletin. The
pending supervisory responsibilities and management of the appraiser certification program
will also be new.

The concepts for the Management Analyst III series states, incumbents perform technically
complex assignments critical to agency operations. They conduct more complex, sensitive,
investigative and analytical studies that may involve any aspect of the agency’s operations such
as planning, research, policy development, budgeting, legislative drafting and systems design.
Additionally, positions in this class typically serve as first line supervisors for lower level
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Management Analysts or other professional staff and are singularly expert in their program or
discipline area.

The current duties fall within the expectations of a Management Analyst III, grade 37.

The recommendation made is to reclassify this position to Management Analysi III, prade 37.
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L What is prompting this request? If this is an existing position, state the significant changes (as
defined in NAC 284.126) in duties and responsibilities which have been made in the position since it
was established or last reviewed by the Department of 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 State Public Charter School Authority has seen significant growth since the inception of this position as the
agency has become more diverse and complex. When this position was approved in SFY 2013, the agency reported
sponsorship of 16 schools with an estimated 12,500 pupils. The current school year has authorized sponsorship of
28 schools, with 58 campuses, and more than 30,000 pupils throughout the state, including several individual
charter schools with revenue that exceeds our state’s median school district. In SFY 2013, the agency assumed the
role of a Local Education Agency (LEA) for purposes of managing and disbursing grant funding to sponsored
schools. This growth demonstrates agency oversight of federal and state funding to sponsored schools which totals
in excess of $11,000,000. In addition to the growth stated above, additional responsibilities placed on the
organization include, but are not limited to, the implementation and administration of a mandated statewide student
information system as well as a specialized performance management system.

As a result of the growth of the agency the overall, the duties and responsibilities of this position have greatly
increased which has required the position to manage more complex and high level functions. The major purpose of
this position when originally established was to facilitate of the collection, disbursement, compliance, accounting
and reporting a federal program with an award amount totaling less than $500,000. It is important to note that
when this position was established, the agency was paying a cost allocation to the Department of Education to
manage and disburse funding for the other federal programs. This position has since assumed the responsibility of
disbursing funds for all the federal and state programs. This position now oversees the cash draws and sub-
granting of funds for 8 state and federal grant programs which totals approximately $11,000,000 annually. This
position now also acts as the agency’s primary certified contract manager. This role includes, but is not limited to:
drafting scopes of work; developing and monitoring Requests for Proposal (RFP); developing and preparing
informal competitive solicitations; negotiating terms favorable to the State; executing amendments as necessary;
and managing the ongoing contractual relationships. The agency currently has 17 contracts that total
approximately $3,600,000 in value. But contracts management is not the sole or primary responsibility of this
position. The incumbent supervises an Accounting Assistant IIl; administers the revolving loan account; oversees
the accounts payable and accounts receivable processes; performs annual reconciliation and closing of the fiscal
year; assists in preparing the biennial budget; and acts as the agency’s personne! and payroll liaison for the daily
personnel functions.

This position is required to make and make independent decisions, make long range plans; organize and manage
multiple, complex programs; and implement departmental policies. This position has significant consequence of
error based on the responsibility for management of all agency federal funding, contract management, and the
preparation and monitoring of the central budget to the State’s 3" largest school system.

2. What position(s), if any, previously performed these new or additional dutics? List class title and

position control number of position(s). (A separate NPD-19 may be required for these positions.)
The additional duties were either not performed or the Department of Education performed some of them.

NPD-19 (Rev. §1/12)



3 Briefly describe the major purpose of this job.

Under general direction of the Administrative Services Officer ITI, this position is responsible for budgeting and
fiscal management of the agency’s state budget and federal awards, This position maintains expenditure
projections; identifies potential funding shortages; prepares work programs and closing documents; and approves
all expenditures for accuracy and appropriateness. The position tracks and reports 8 eight federal and state grants,
oversees the accounting functions of the sub-grant agreement process, and acts as the fiscal liaison for all federal
programs with the sponsored charter schools. This position oversees the agency’s purchasing functions; acts as the
contract manager; coordinates leasing needs for the two leased offices; and provides personnel and payroll support
SEIVICES,

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 (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.

DUTY# T DUTY FREQUENCY

1 Fiscal Management: 45%

e Assist with building agency budgets and preparing fiscal notes.

o Monitor the approved agency budget - prepare and submit all work
programs to the ASO HI for final review and approval.

s Manage the agency’s revolving loan program.

¢ Conduct analysis and interpretation of monthly reports and cost
projections for budget accounts with multiple funding sources.

» Formulate responses to various Budget Office and Legislative Council
Bureau questions and submit to the ASO IIL

» Oversee SPCSA’s accounting functions: accounts payable, accounts
receivable, federal cash draws, federal cash disbursements, purchasing,
travel reimbursement, payroll special pay documents, journal vouchers,
etc.

NPD-19 (Rev. 11712)




2 Grant Management:

Disburse all agency sub-grant awards to sponsored charter schools.

Track grant spending of sub-grant awards and work with schools to ensure
the awarded allocations are spent within the grant period.

Manage the re-allocation of funds and issue all sub-grant amendments to
ensure proper spending of sub-grant awards.

Apply final grant approval of all requests for reimbursement of federal and
state programs, ensuring federal and state budget authority, as well as
expenditure compliance with multiple programs.

Review all determinations made by the Education Programs Professional
assigned to the fiscal team for compliance with administrative and
financial rules.

Prepare and submit all federal draw requests for pass-through federal
funding, ensuring compliance with approved budgets and sufficient agency
cash-flow.

Conduct the fiscal aspect of mandatory annual grant management training
for all sponsored charter schools in multiple locations in order to provide
technical assistance on agency policy and federal compliance
requirements.

30%

3 Contract Management:

Acts as the agency’s primary certified contract manager.

Develop and prepare RFPs; conduct RFP process for the agency or
coordinate with the Purchasing Division, if required; negotiate RFP terms.
Draft scopes of work; complete informal solicitations; award contracts to
vendors with demonstrated best value to the agency.

Negotiate terms favorable for the State

Manage contract expiration and amendment process.

Manage ongoing contractual relationships with current contractors,
Manage compliance failures with contractors.

Track and approve all contract expenditures to ensure payments are made
within the contract parameters and are for quality services performed.

15%

4 Personnel and Payroll Management:

Manage the agency’s payroll functions including, but not limited to:
ensuring proper coding of time, pay, and leave events; approving special
pay documents, approving LEAV documents; and approving various
payroll related reconciliations.

Manage the agency’s day to day personnel functions including, but not
limited to: completing Request to Fill forms; ensuring all agency personnel
documentation is completed accurately and timely; tracking appraisal due
dates; and tracking required training.

10%

NPD-19 (Rev. 11/12)




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

In duty #1, choices, determinations, and judgment are used to decide whether or not fiscal and operation
processes adher to all state and federally mandated processes and procedures. The position is provided a level
of independence in which the incumbent is required to make independent decisions on her or her own on a daily
basis based on information at hand and thorough independent research. Situations often arise that require the
incumbent to to provide solutions to unprecedented circumstances. This requires immediate re-evaluation and
planning provided solely by the determination of the incumbent. An example of this is when the agency became
the LEA, the current incumbent applied state and federal requirements to create a process by which schools are
required to submit billings (including designing new forms); implement a three-step review process prior to
expenditure; and the final payment process. It is important to note that the incumbent is solely responsible for
this process; expenditures are generally not submitted to the ASO III for final approval. Different scenarios
present themselves daily in payment to schools which requires the incumbent to research guidelines and
allowances to make the best judgment in issuing payment. Errors could result in schools not receiving all
entitled funding or the agency not receiving sufficient reimbursement.

In duty #2, choices, determinations, and judgment are used to decide whether or not the grant procurement and
management process is being followed in the best interest of the agency and the schools while ensuring
compliance with the conditions of the grant. The position is provided a level of independence in which the
incumbent is required to make independent decisions on her or her own on a daily basis based on information at
hand and thorough independent research. Situations often arise that require the incumbent to to provide
solutions to unprecedented circumstances. This requires immediate re-evaluation and planning provided solely
by the determination of the incumbent. An example of this is when the current incumbent had to address
changes made by the Department of Education regarding SB390 funding that warranted the incumbent creating
a new method of measurement for grant compliance by the schools. The incumbent had to develop a new
compliance requirement and reporting form for submission by the schools. The incumbent also compiled the
information reported and developed a new method of monitoring the performance throughout the year.

In duty #3, the incumbent must make choices, determinations and judgements in managing the agency’s
contracts to ensure compliance with law, regulation, and best practices in contract management. This requires
thorough knowledge of the State’s contracting process and the fundamentals of contract law. The incumbent
must be well-informed of the agency’s short term and long range goals and objectives. An example of this is when
the current incumbent redesigned the procurement of external reviewers. The incumbent used best practices in
developing a bid process that allows the agency to continuously seek qualified individuals for charter document
reviews. This expanded the pool of reviewers which greatly helped the agency in growing a very valuable
resource.

In duty #4 the incumbent must make choices, determinations and judgements in managing the agency’s
personnel events to ensure compliance with law, regulation, and policy. This requires thorough knowledge of
the State’s personnel process and the needs of the agency. An example of this is when a recent employee
resigned from the agency. The incumbent calculated the terminal leave payout for the employee; projected the
impact on the agency budget and whether sufficient funds exist to make the payment; and directed the
subordinate Accounting Assistant III to process the special pay document. It is important to note that the
incumbent is solely responsible for this process; expenditures are generally not submitted to the ASO ITI for
final approval.

NPD-19 (Rev. 11/12)}



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

Administrative Assistant II1 — PCN 0028

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 Other (specify):

Coaching and mentoring
8. List any licenses, certificates, degrees, or credentials that are required by law for this job.
N/A
9. List equipment which is used that requires specialized training.

This position requires training for in state applications such as NEATS, NEBS, CETS, DAWN, in addition to all
agency specific programs such as Infinite Campus, Epicenter, and ePage. The incumbent is trained to operate all
of the above items as well as provide technical assistance for these programs to both internal and external users.
10a. List the name, title, and position control number of the position's supervisor.

Jennifer Bauer, Administrative Services Officer III, PCN 0010

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

This position works under general direction of the Administrative Services Officer III.

11.  What statutes, laws, rules, procedures, or guidelines are used in performing assignments?
This position functions under all applicable state and federal law, regulation, and policy including, but

not limited to: NRS Chapters 277, 284, 333, 353, 388A; NAC Chapters 284, 333, 353A, 388A; and the
State Administrative Manual.

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

NPD-19 (Rev. 11/12)



SPCSA Board - prepare presentations; provide updates; provide evidence to support staff recommendations for

the ASO III

Charter schools - provide training regarding compliance guidelines/procedures and technical assistance; and

make determinations of compliance

Legislature and Executive Budget Office — assist in developing agency budgets; providing justification for work

program requests; provide evidence to support presentations for the Legislature and the Board of Examiners

Audits - provide evidence to support responses for internal and external audits conducted of state or federal

financial transactions

Other agencies/stakeholders - work collaboratively with the Department of Education and other federal, state or

local agencies, vendors, and contractors

13.  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, etc.

N/A

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

The position requires a thorough understanding of the hierarchy of state government, the services provided by state
agencies, the legislative process, and the budget process. The incumbent must be able to successfully work within
the constraints of these processes to further the agency’s long range goals and objectives. This position requires a
wide array of skills across multiple areas and requires the ability to creatively resolve complex problems, as the
SPCSA continues to grow and evolve as the sponsor for charter schools statewide. This position requires an
individual with high adaptability, flexibility, drive and attention to detail. Due to the nature of the work
performed by this position, the consequence of error is high. Not only does the work involve large dollar
amounts of federal/state funds, but also the schools rely upon accurate and timely disbursement of these funds to
ensure continued operation. In addition, this position is expected to research and identify, independent of the
supervisor, issues and risks within the agency.

NPD-19 (Rev. 11/12)
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MEMORANDUM

TO: File

FROM: Keisha Harris, Personnel Analyst
Human Resource Management

Compensation, Classification and Recruitment
DATE: 12/14/2017

SUBJECT: Request for Reclassification, Study 200-18; PCN 0070

The State Public Charter School Authority has requested the reclassification of position control
number (PCN) 0070, Management Analyst 11, 7.625, grade 35 to a Management Analyst 111, 7.624,
grade 37. The agency is requesting the reclassification as the result of increased duties, responsibility
and consequence of error. The position will be responsible for analyzing data; preparing reports;
participating in the development of the agencies budget; fiscal, grant and contract management: and
managing the daily activities of the agencies accounting, personnel and payrol! functions.

Position Analysis

The major purpose of this position at its inception in 2012, study 123-13, was to “facilitate the
collection, disbursemeni, compliance, accounting and reporting of federal or State categorical grant
programs.” The grant awards at that time totaled $500,000. The position continues to perform its
original duties at an increased and more complex level. The position is now responsible for all
federal and State grants previously managed by the Nevada Department of Education (NDE). The
grant awards now are in excess of $11,000,000. Additionally, the position is now responsible for all
of the agency’s accounting, payroll and personnel functions, revolving loan account, assisting with
the biennial budget, reconciling the closing of the fiscal year, contract management (17 contracts
valued at $3,600,000) and supervision of an Accounting Assistant 111.

Upon review of the submitted NPD-19, verified by the Administrative Services Officer 11I, Jennifer
Bauer, it has been determined that the duties assigned to PCN 0070 include, but are not limited to,
the following:

Duty 1. Fiscal Management: assist with building the agency budgets and preparing fiscal notes;
monitor the approved agency budget; prepare and submit work programs to the Administrative
Services Officer [1I for final review and approval; manage agency’s revolving loan program; conduct
analysis and interpretation of monthly reports and cost projections for budget accounts with multiple
funding sources; formulate responses to various Budget Office and Legislative Council Bureau
questions and submit to the Administrative Services Officer 1II; oversee agency's accounting
function, including accounts payable, accounts receivable, federal cash draws, federal cash
disbursements, purchasing, travel reimbursement, payroll special pay documents and journal
vouchers; and recommend solutions to unprecedented circumstances. (45%)

Duty 2. Grant Management: disburse all agency sub-grant awards to sponsored charter schools; track
grant spending of sub-grant awards and work with schools to ensure the awarded allocations are
spent within the grant period; manage the re-allocation of funds; issue all sub-grant amendments;



(

research and make independent decision of course of action; apply final grant approval of all requests
for reimbursement of federal and State programs; ensure federal and State budget authority and
expenditures are in compliance with the multiple programs; review all determinations made by
Education Programs Professional for compliance with administrative and financial rules; prepare and
submit all federal draw requests for pass-through federal funding; ensure compliance with approved
budgets and sufficient agency cash-flow; conduct fiscal aspect of mandatory annual grant
management training for all sponsored charter schools; provide technical assistance on agency
policies and federal compliance requirements; compile information and develop new methods and
work flow. (30%)

Duty 3. Contract Management: act as the agency’s primary certified contract manager; develop and
prepare Requests for Proposals (RFP); conduct RFP process; coordinate with the Purchasing
Division; negotiate RFP terms; manage contract expiration and amendment process; manage ongoing
contractual relationships with current contractors; manage compliance failures with contractors; track
and approve all contract expenditures; ensure payments are made within contract parameters; ensure
quality services are performed by contractors. {15%)

Duty 4. Personnel and Payroll Functions: manage the agency’s payroll function, including proper
coding of time, pay and leave events; approve special pay documents; approve LEAV documents;
and approve various payroll related reconciliations; manage the agency’s day-to-day personnel
functions, including completing requests to fill forms; ensuring personnel documents are completed
accurately and timely; tracking appraisal due dates; tracking required training; and submitting
documents to the appropriate agency. (10%)

Class Specification

A preponderance of the duties assigned to PCN 0070 align with the Management Analyst 1] class as
described in the class concept. The class concept states that incumbents, “under general direction, ...
perform technically complex assignments critical to agency operations ... conduct the more
complex, sensitive, investigative and analytical studies that may invelve any aspect of the agency's
operations such as planning, research, policy development, budgeting and legislative drafting ...
typically serve as first line supervisors for lower level Management Analysts or other professional
staff and are singularly expert in their program or discipline area ... is distinguished from the
Management Analyst II class based upon the level of technical complexity involved in work
assignments and the specialized knowledge, skills and abilities required to perform these duties.”

Comparable

The requested classified position performs comparable duties as Management Analyst 11, 7.624,
grade 37 personnel within other state agencies (refer to study 466-16, 108-14, 095-13, 021-11 and
197-2-98), and should be classified as such.

Position Determination

In agreement with the requesting agency and in line with all the information gathered, it is therefore

established that Management Analyst [il, 7.624, grade 37, is the appropriate classification for the
duties assigned to PCN 0070.
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1.  Whatis prompting this request? Ifthis is an existing position, state the significant changes (ag

NPD-19 (Rav. 1777)]



Ongoing development of rates for services relevant tp fee-for-service grants, such as Nutrition Services,
Additionally, works with grantess to develop appropriate cost-share parameters for various tiers of
client income. The Older Americans act allows &rantees to cost-share in a number of service areas to
boost their program revenues,

Position previously had no programmatic or supervisory responsibility, but pow:
>

i i Ass a Management Analyst 1, an Administrative Assistant
(AA) I and four AA T positions

> S dl i j including two AAITT Positions;
© Researches, develops and organizes high profile documents and reports of the agency.
© Meneges training, data entry of 75 grantees for 250 programs, into the agency’s client tracking

© Conducts statistical data analysis for Jegislative and federal reporting, and to enable funding
decisions that help ensure funds are administered appropriately statewide and targeted to areas
and individuals most in need,

© Manages the ADSD SAMS HELP desk to resolve granice user problems,

o Consolidates the Division’s quarterly financjal reports for fiscal monitoring of grantees,

> i ) ' r for achievement of objectives under federal grants,
MIPPA and the Chropic Disease Se}f Menagement Program (CDSMP) grant.

Leads grant activities acrogs agencies that require specialized knowledge in the health sciences, such as
Alzhejmer’s Disease Evidenced Based Programming - CarePRO. This requires [eading and reporting
on the grant activities of Arizona State University, the Cleveland Clinic Lou Ruvo Center for Brain
Health, the Alzheimer's Association of Northern Nevada and Northern California, and the Alzheimer's
Association — Desert Southwest, The fedsral Chronic Discase Self Management Program grant

into Rural Nevada. This includes granting out funding, modifyin funding amount to ensure objectives
are met, and spending or obligating the ADSD portion of funding, In addition, this may also require the

W19 Rev. IV vement of funding between federally approved categories, or requesting modification from the
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What Position(s), if any, previously performed these new or additionaj duties? List class title and
position control number of position(s). (A separate NPD-19 may be required for these positions.)

complex funding streams. To help secure, sustain and augment this funding, the Division depends on this
position for current and future funding, to enhance the 8gency’s capacity to serve a growing population of
seniors and meet jts mission, Securing the level of grant funding required, means the position must have a
high level skill set and a knowledge base to gain the confidence of mejor potential partners for grant
applications and implementation, as wel] as the confidence of federal funding partners, Additionally, this
position supervises a number of staff for essential activities in sccuring and sustaining grant funds,
successfully achieving grant objectives and (o manage the Taxi Assistance Program.

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

NPD-19 (Rev. 11/12)



5. List the duties performed in this job. Assign a number to each duty and estimate the percentage
time spent on each duty (percentages should add to 100%). If it is pot possible to estimate

B £

percentage of time spent in each areg daily, estimate the time on a weekly, monthly, or annug) basis,
Ifthisisanexbﬁngposlﬁon,pleaseputanasterisk (*) next to each duty that is new,

DUTYi#

DUTY

FREQUENCY

Identify, secure and sustain federal, state and foundation funding
opportunities to support ADSD In achieving its mission. (All but the first
activity are new)

® Research grant funding opportunities, to determine those that are Critical to
ADSD achieving its mission and goals, and develop grant applications,

® * Conduct independent analysis to develop appropriate rates for fes-for-
service grants, such as Nutrition Services, 1o help grantees sustain
programming,

® * Develop appropriate cost-share Parameters for various tiers of cliept

and local community organizations,

® ¥ Lead grant application planning, development and program
implementation for multi-year project and Program systems development,
while adhering to the complex requirements of the grant guidance and

* * Independently develop grant budgets and negotiate with other state
agencies and community partaers to determine funding allocations for
each partner.

® * Serve as the principal investigator and/or program director for awarded
grants; identify and coordinate research needs and problems, and develop
and coordinate the implementation of diverse, complex work plans,

* Develop all Feporting materials, including complex technical reports,
* Convene meetings with partners and develop and deliver oral
presentations on the status of grants activities,

* * Host and coordinate federal site visits; represent ADSD at national

grantee meetings, to discuss pending and future funding opportunities with

federal project officers.

* Supervise the Health Promotion Contractor,

60%

NFD-19 (Rev. 1117y
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2 * Administer the Taxi Assistance Program (TAP), to ensure its efficient

operation. (All activities are new)

Supervise six (6) TAP staff, a Management Analyst 1, an Administrative
Assistant (AA) 2 and four AA 1 positions.

Develop and implement policy.

Develop recommendations and legislative proposals.

Conduct ongoing financial analysis of TAP to ensure accurate forecasting
and budget management, so that program operates within its funding
parameters.

Develop statistical data reports for the Department of Health and Human
Services and the Nevada Legislature,

20%

3 * Supervise and Lead the Special Projects Team (all activities are new)

Supervise two (2) AA 3 positions,

Researches and develops high profile documents and reports of the agency.
Manages training, data entry of 75 grantees for 250 programs, into the
ageacy’s client tracking system — Social Assistance Menagement System
(SAMS),

Conducts statistical data analysis for legislative and federal reporting, and to
enable funding decisions that help ensure funds are administered
appropriately statewide and targeted to areas and individuals most in need.
The HELP desk to resolve user problems with SAMS,

Consolidates the Dijvision's quarterly financial reports for fiscal monitoring

of grantees.

20%

NPD-19 Rev 11112)
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6.  What duties are performed that require the incumbent to make choices, determinations, or
Judgments? Please give examples,

Position has the authority to:

1.

9.

Develop and submit discretionary grant budgets across multiple agency program units for federal
funding:

a. Aging and Disability Resource Center, Legal Services, Elder Rights, RD Special Projects,

DS-Lifespan Respite,
b. Identify and develop how funding will be speat for project period, which in effect
commits ADSD to the project and the expenses.

Develop and conceptualize projects for federal approval - in effect commit ADSD to a specific
project or direction.
Review scientific studies and select evidenced based program to implement with grant funded
opportunities,
Make determinations regarding fees grantees may be reimbursed for fee-for-service grants, and
and cost-share amounts grantees can appropriately request in donations for identified services, to
increase program revenues.
Evaluate and develop partnerships for federal grant projects, including specific partners for
potential funding based on their expertise. In effect, choose who is able to receive funding and
also negotiate and determine how much funding the partner will receive or modify funding based
on performance.
Expend federal funding to ensure program outcomes. The position makes decisions, within the
interna! controls, on how to spend federal money for discretionary grant projects. The incumbent
closely monitors grant spending, moves funding between internal and external partaers to ensure
that grant objectives are achieved, that all grant funds are meximized for project benefits, and that
federal funding is spent allowable, allocable, and reasonably.
Negotiate outcomes from grants based on funding. MIPPA funding needed more outcome units,
Incumbent independently negotiated with federal project officers, AcA and CMS to reduce the
outcomes for the MIPPA 2009 grant.
Negotiate timeframes and other program requirements for projects, both before, during and after
the program period. For example, the incumbent negotiated the no-cost extension for the
Evidenced Based Alzheimer’s Disease Supportive Services Program grant in summer 2012, for an
extension to summer of 2013,
Advises other grant units (DS, ADRC, Legal, etc) on how and what to do relevant to federal grant
applications or project outcomes.

10. Report outcomes to the feds from the grants, This involves direct independent decision making as

NPD-19 (Rev. 1112

itrelates specifically to the project and the spending on the projects.



‘-‘_."I-i._::

7a,

7b,

@ @

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

Kevin Vaughn — Management Analyst I, PCN 1081

Lisa Williams — Administrative Assistant (AA) I, PCN 0012
Stephanic Petersen ~ AA I, PCN 0090

Donald Matthew — AA II, PCN 0037

Edgar Sarino -~ AA I, PCN 0025

Kathleen Parris - AA 1, PCN 1080

Raberta Charlie - AA 1, PCN 0008

Tangi Scott - AA 1, PCN 0145

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

X Final selection X Work assignment X Performence sppraisal X Discipline
X Training X Work review [] Other (specify):

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

The incumbent must successfully complete a written Management Analyst examination with the State of
Nevada,

9.

List equipment which is used that requires specialized training,

Proficiency with various computer software and programs to conduct surveys and achieve computer data
analysis. Ability to learn and report on proprietary software developed by federal agencies or federal liaison
agencies.

10a. List the name, title, and position control number of the position’s supervisor.

Chermrill Cristman, Social Services Chief I, PCN 0002

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

11.

General Direction; position functions with a high level of authority and autonotny.

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

NPD-19 (Rev 1112)
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Older Americans Act Titles IIL, IV (varies with grant opportunity), VI and VII;

Several OMB Circulars, specifically but not limited to: a-110; A-122; A-133; A-87; A-102.
Several NRS, including but not limited to: NRS 427A; and 439.630.

ADSD Nevada Provider Instructions for grantees relevant to fiscal matters.

The Medicare Improvements for Patients and Providers Act,

The Code of Federal Regulations (45 CFRs), specific to various grants,

Familiarity with the Affordable Care Act for funding opportunities. Also, based on the various
grants, the position must read, understand, and interpret, federal laws or regulations to secure
grant funding. Most recently, this was applicable with the Lifespan Respite grant and Public Law
109-442,

ADSD Policies and Procedures.

DHHS Prohibitions and Penalties.

State Administrative Manual (SAM),

Nevada State Personnel Procedures.
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12,  What people are contacted in carrying out the duties of this position? Explain the purpose of each
contact.

The incumbent has contact with federal grant project officers, Congressional staff, physicians, university
researchers, hospital program directors, state agency program directors and nonprofit organization
directors. This requires excellent interpersonal communications skills, because these contacts are made
to negotiate and achieve grant partnerships, funding, activity reporting and objectives. For the Taxi
Assistance Program, contacts include the Taxicab Authority Administrator, relevant to budget issues,
and policy and procedures of the Taxi Assistance Program.

Additionally, the position conducts outreach and makes high level presentations. For example, the
incumbent has made presentations at the Cleveland Clinic Lou Ruvo Center for Brain Health. He also
presented at a Nevada State Health Division statewide conference, Making a Diffarence in Chronic
Disease Prevention and Health Promotion (htsp; c himi ). The incumbent
has been active with various statewide efforts for aging related issues. He provides support for the
Strategic Plan and Accountability Committee (SPAC), The Nevada Chronic Disease Advisory Council,
the Commission on Aging (COA) Legislative Subcommittee, and the COA SB 421 Subcommittee. The
incumbent is also a member of the statewide Lifespan Respite Coalition.

13.  Describe any unusual physical demands or working conditions required in this Job, Le., requires
frequent lifting or moving of office furniture, frequent exposure to hazardous materials, etc.
Position requires frequent statewide and national travel to represent the agency and programs and to
ensure project partners performance and outcomes

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

The position recommends funding, to ensure the state can sustain and embed federal project initiatives
once federel funding expires. Example - NSS Geriatric Assessment Program to sustain and embed
CDSMP into the state structure funding for the Health Promotion Disease Prevention contractor out of
m-p.

The position develops new processes for ADSD- GPF form, Travel Form, Internal Control Documents,
etc. and makes recommendations on agency policy changes and direction.

NPD-19 (Rev. 11/12)
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DEPARTMENT OF HEALTH AND HUMAN SERVICES
POSITION CLASSIFICATION CHECKLIST

[ This form Is fo be completad before assigning duties that could resull In reclassificaion o
upon nofification from the Department of Personnel that they are in recsipt of a NPD-19, Refer
to DHHS Classification Poligy & Procedures.

SECTION 1 - POSITION INFORMATION (To be campleted by Supervisor/Manager)
Employee's Name: Jeff Doucet

Division: ADSD Bureaw/Section: RD

Current Classification: Management Analyst 2 Class Code: 7.625 Grade:365
Requested Classification: Management Analyst 3 Class Code: 7.624 Grade: 37
Budget Account No.: 3151 Pasition Control No.:0024

New Position: XoYES o NO

e

SECTION 2 - JUSTIFICATION FOR CHANGE IN DUTIES (To be completed by
SupervisorManager for reclassification requests)

1. Whatis the purpose of assigning/removing duties toffrom this position: What organizational
need do you propose to accomplish by this action? \

Essentia) role and responsibilities have increased and now exceed the current classification,
Position's authority and autonomy in decision making has increased in both scope and
© complexity. )

2. When are you proposing the duties be reassigned/removed, or when were they
assigned/removed?

Over the past 3 years the position has evolved.

3. Have these duties previously be performed by any other positions? Which ohes?
(indicate budget account, position control, class title and grade)

These duties wers not Previously performed by other staff.

4. Are there other positions that should be established or which were established to complete
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duties? Which positions? (Indicate budget account, position control, class title and grade)
NA

5. What would be the consequences to the agency of this position not belng reclassified?

Grant opportunities have expanded into broad based areag that require
Partnerships and collaborations for the agency to achleve its mission. Securing the level
of grant funding required, means the position must have a high level skill set and

and a knowledge base to gain the confidence of major potential partners for grant
applications and implementation as wells the confidence of federal funding partners.

SECTION 3 ~ FISCAL/PERSONNEL INFORMATION (To be completed
by Division Personne? Officer)

1. Is this request agency or employee initiated? X Agency o Employee
2. I8 this reclassification approved in the current budget? oYES xNO
If YES, approval effective;
If NO, state reason: Budgeted in SFY 2014 -2015
3. Is this reclassification requested in the budget for the next biennium? XYES oNO

If YES, approval effective:7-1-13
If NO, state reason .

4. Has this request been approved by your budget analyst? XYES nNO
5. If reclassification is approved, Is IFC approval required? aYES XNO
6. Is approval of the Director of DoiT required? oYES XNO

7.  occupied, does incumbent meet the minimum qualifications of requested class:
XoYES oNO o UNKNOWN

8. The following positions in this division, DHHS or other state departments have been
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identified as those which should be considerad by the Department of Personnel in their
analysis. Include comments regarding comparability to the subject position.
(Complete for new positions and reclassification requests)

Management Analyst 3 — BA# 3151 — PC# 0423 AoV~ ala o .
Leve! of responsibiiity of duties (Including supervision) Is similar. Ohat~ P0 433 i s
_ idlioa. ceaasprredt—
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SECTION 4 - DIVISION’S POSITION (To be completed by the Division
Administrator for reclassification requests)

1. The Division:
Xo Supports the request. Explain;

Essential role and responsibilities have increased and exceed the
position’s current classification,

o Does not support the request,  Explain:

a is unable to determine appropriate classification. Indicate comments/concerns:

2. How will the Division fund the request if it Is approved?

L____Funds have been established in the FY 14-15 budget.
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Supervisor's Signature; %‘f-f ﬁ 4’1 ﬁ‘/]ﬂﬁ_% Date:_ /3 /do 3

[/
; Date;__ 7-2-/3

i & fonl i A& Date: £ 27
Division Administrator's Signature: (onj Date:_J =5~ /3 )
DHHS Deputy Director, Adm. Svcs.’s Signature:;_ . % Date: /Z/Z
Comments:
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Brion Sandoval Jeff Mohienknmp
Guvernor Director
Lee-Ann Easton

Administrutor

STATE OF NEVADA
DEPARTMENT OF ADMINISTRATION
Human Resource Management
555 Eust Washington Avenue, Suite 1400 | Las Vegas, Nevada 89101-1046
Phone: (702) 486-2900 | hitp:ihrav.gov | Fax: (702) 486-2925
MEMORANDUM
TO: File

FROM: Heather A. Dapice, Personnel Analyst
Human Resource Management
Compensation, Classification & Recruitment

DATE: February 3, 2014
SUBJECT: Request for Re-Classification, Study 105-14; Jeffrey S. Doucet

The Department of Health & Human Services, Division of Aging & Disability Sesvices, has requested that
PCN #0024 be reclassified from Management Analyst I1, 7.625, grade 35 to Management Analyst 111, 7.624,
grade 37. This request is being made as a result of added duties and responsibilities to the position.

Upon review of the submitted NPD-19, a desk audit with the incumbent and an interview with the
incumbents supervisor, Social Services Chief Cherrill Cristman, it was determined that the duties assigned to
this position include, but are not limited to, the following: performs technically complex projects critical to
agency operations; develop policy, protocols, manuals and guides to meet the requirements of over 250
grants and federally mandated grant projects; research, analyze and develop fiscal and programmatic analysis
of project parameters to include demographics, service delivery, program implementation targeting, and
rationale for site selections; designs survey instruments, methodologies, implementation oversight, data
analysis, visually depict data analysis outcomes and makes recommendations regarding projects, studies and
surveys; develop and conduct cost analysis studies on grant programs; analyze data, identify service delivery
gaps and make recommendations to cover gaps; coordinates with regional planning groups and conducts
research and analysis to assist in the planning of regional strategies to identify, define and meet the needs of
the populace; develop Budget Concept Papers in preparation of legislative sessions; research, analyze data,
and develop Appendix B (Nevada Geographic and Demographic Data), Appendix I (Client Profiles) and
Appendix J (Survey of Seniors and Persons with Disabilities), Appendix K (Division Accomplishments) and
Appendix L (Goals and Objectives) of the Nevada State Plan for the federal Administration on Community
Living; develop methodology for factoring performance indicators for the Resource Development Unit
within the division; develop case load reports and analysis of client data for submittal to the Legislative
Counsel Burcau (LCB); present information and provide clarification of agency activities to the LCB;
review, monitor and research bills submitted to the legislature impacting the work unit, inform management
of possible implications and recommend an appropriate course of action; and full supervision of a
Management Analyst I and two Administrative Assistant III positions,

The class concept of the Management Analyst 11 states the following: “Under general direction, incumbents
perform technically complex assignments critical to agency operations. They conduct the more complex,
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sensitive, investigative and analytical studies that may involve any aspect of the agency's operations such as
planning, research, policy development, budgeting and legislative drafting. Additionally, positions in this
typically serve as first line supervisors Jor lower level Management Analysts or other professional staff and
are singularly expert in their program or discipline area. This class is distinguished from the Management
Analyst Il class based upon the level of technical complexity involved in work assignments and the
specialized knowledge, skills and abilities required to perform these duties. "

Due to the high level of technically complex analysis conducted: recommendations provided; policies &
protocols developed; reports submitted; and supervision exercised, this position meets the series and class
concept for a Management Analyst III.

Due to the information gathered, it is therefore recommended that this position be re-classified from
Management Analyst II, 7.625, grade 35 to Management Analyst I, 7.624, grade 37.
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1. What is prompting this request? If this is an existing position, state the significant 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. If this is a new position, have there
been additional responsibilitics placed on the organization? If yes, please explain. Attach
documentation relative to legislation, board/commission proceedings, new organizational goals, etc., if
applicable.

This is an existing position that now includes significant changes in responsibility that exceed the Budget
Analyst 2 job description. The Budget Analyst series requires the ability to “Design, maintain and enhance
automated budgetary systems to track [fiscal operations].” [n 2007, | originated a relatively simple fiscal
tracking system written in Visual Basic for Applications using Exccl that we employed continuously from 2007
to 2015. | have now upgraded the system to a level of professional quality with improved performance. It is an
essential part of the Department’s functioning, and it relies on my programming, design, and administrative
skills. There is no direct involvement by our IT staff. Offender Management also relies to a similar degree on
my inmate tracking system programmed in VBA, NDOC’s Energy Efficiency Manager will soon be trained to
use and read the utility data collected and projected to track clectricity, natural gas, water and sewapge, clc., at
our institutions. This information allows him to investigate anomolies, detcct inefficiencics, and negotiate with
the power companies 1o resolve disputes.

These products save the Department several thousand hours of labor each year and significantly improve the
speed and accuracy of fiscal operations. [ am now sufficiently skilled to produce additional products for the
Department of similar quality, and have been asked to do so. These include, but are not limited to: a complete
replacement of the BETS tracking system NDOC uses for purchase orders and payment vouchers, an automated
food ordering system for Business Managers at the institutions, and the construction of real-time network access
to all the tracking tools for the Business Managers, eliminating their extensive duplication of effort. These new
projects are in addition to maintenance and improvements 1o existing software.

My additional responsibilities include software design, training, innovations, adaptations, upgrades, system
maintenance, dcbugging, and managing relations with contracted, backup vendors. My coworkers (Budget
Analysts, an Administrative Services Officer, the Energy Efficiency Manager, and a Statistician) are users of my
products. I frequently interact with them as a Business Process Analyst, and they are not required, nor do they have
the training, to administer the automated budgetary and inmate tracking systems that I designed and programmed.
In addition, i retain full Budget Analyst responsibility for six institutions with a combined yearly budget of $42.6
million.

I am requesting my position be upgraded to a Budget Analyst 3. The two other Budget Analyst 3s also manage

budget accounts as the Budget Analyst 2s do, but have additional responsibilitics (grants, travel, and special
administrative budget items). | am also claiming responsibilities in addition to my Budget Analyst 2 duties.

NPD-19 (Rev. 11/



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.)

None. Prior to the implementation of these products, each of my coworkers maintained 30-50 spreadsheets by hand
to manage their budgets. ASO 4 Lori Bagwell solicited and accepted my solution to this problem in 2007, | was
awarded a letter of commendation by the Director at the time. The Statistician 2 also maintained a complex, hand-
kept system for tracking inmates.

3. Briefly describe the major purpose of this job.

The major purpose of this job is to track expenditures and revenues for an assigned set of budget accounts and
review spending requests, submit work programs to the State Budget office, compile and submit biennial budgets,
and work with purchasing and accounting to facilitate the stream of transactions. My position now also includes
exclusive responsibility for creating , maintaining, upgrading, programming, administering, and designing the fiscal
software used by the budget section to run fiscal operations for the Depariment, for the inmate tracking software
used by Offender Management, and eventually for a variety of other products that will be used by NDOC’s
Purchasing, Accounting, and Business Managers. The end products of the softwarc are used as official reports (o
NDOC management, Business Managers, the State Budget Office, the Interim Finance Committee, the Legislative
Counsel Bureau, and county probation and law enforcement agencies.

4, Attach a copy of the agency organizational chart te 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 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 a weekly, moathly, or annual basis.
If this is an existing position, please put an asterisk (*) next to each duty that is new.

DUTY# DUTY FREQUENCY

1 The preparation of biennial budgets. This is the construction of budgets in NEBS 15%
for my assigned institutions every even “base” year for about half a year. These
are submitted to the Governor as the AQ1 version. Later versions (from the
Govemnor and the Legislature) are reviewed and verified. The frequency listed is
the annua! average of this biennial process.

RNPD-1% {Rev. [1F12)




2 Budget management. For my assigned institutions, this is approving and
monitoring expenditures and revenues, making projections, doing work programs,
participating in policy decisions, training, reporting, etc. The frequency listed is
the annual average.

30%

3 Special projects. This includes any monitoring of special issues for the
Department as a whole, collecting and reporting on data of special interest,
researching policy questions, reviewing reports, elc. An example would be the
accuracy of the Department’s salary projections. The frequency listed is the
annual average.

5%

4 Administering and programming fiscal and inmate tracking tools. This includes
designing, programming, debugging, updating, documenting, training, and
implementing the fiscal and inmate tracking software used by the Department.
The frequency listed is the annual average after considering the flow of work in
the duties described above.

50%

%

NPD-19{Rev. L1112)




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

In addition to my normal Budget Analyst 2 duties, my responsibilities for our tracking system include, but are
not limited to the following.

The determination of what tasks that are now done by hand arc suitable for automating. Administrative staff are
performing numerous labor-intensive tasks by hand that must be evaluated for the cost and benefit of
automating it with software. This is an extensive process that requires careful study, special skills, and broad
collaboration. An example is my temporary assignment to the Offender Management Division, where, as 1
worked with the Statistician, | determined that their manual inmate tracking system was a good candidate for
automating (crucial, in fact, for the interests of the Department) and the Statistician and OMD management
agreed.

The design: the fiscal tracking system and inmate tracking system are under my design and programming
control, but must meet end users’ demands, fiscal management’s approval, my coworkers’ ease of use, and good
programming standards as judged by vendors that may have to work with it. An example of the choices and
judgments necessary is the design of the EDITOR for our current version, which is the uvser interface for the
fiscal tracking system. The new projects described above (a new purchase order system, for example) will
require equal or more extensive design judgement.

The decision to upgrade: also under my control with management approval, this judgment involves
accumulating sufficient improvements to justify the effort, responding to changes in the Microsoft environment,
calculating the necessary labor, and deciding on the smoothest, least disruptive means of deployment. An
example is the current version in use, known as version 4.0, that was deployed in January 2016,

System administration: these judgments involve troubleshooting the broader environment created by the state
databases we use for inputs (NEBS, HRDW, Discoverer), NDOC’s servers and network, and Microsoft’s
Windows and Office products. An example was my fix for & faulty automatic Microsoft update in December

2014, which required me to rescarch Microsoft’s fix, uncover the faulty update routines foliowed by NDOC's
servers, and walk IT staff through the fix (which was completely successful).

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

This position does not have supervisory powers.

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

(] Final selection [[] Work assignment [ ] Performance appraisal [] Discipline

[ Training ] Work review [] Other (specify):

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

NPD-19 (Rev. 11712)



Required by taw: none.

9, List equipment which is used that requires specialized training.

Microsoft Visual Basic for Applications. This is a highly developed programming language integrated and
bundled with Micrasoft Office products and fully supported by Microsoft. It is a subset of Microsoft’s .NET
programming environment, and is designed to be learned informally and as needed in conjunction with the use
of Excel. Relying on my prior education and experience with Basic programming, I leamed it on the job and
now consider my skills to be of professional quality.

10a. List the name, title, and position control number of the position's supervisor.
Denise Martinez, ASO 3, PCN 546.
10b. Describe the type and extent of supervision received.

Denise provides supervision for my budget management tasks as a Budget Analyst, and works with the ASO 4
(John Borrowman) on any issucs regarding fiscal tracking that requirc management decision making. She also
provides advise on fiscal tracking as a user and final consumer.

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

The legal framework is provided by NEBS, SAM, and NDOC’s operational procedures, The guidelines come
from Microsoft's Excel 2010 Developer Reference and the besl praclices discussed on the web. Success is
judged by the satisfaction of the users and recipients of the end products.

12.  What people are contacted in carrying out the dutics of this position? Explain the purpose of cach
contact.

I have the usual interactions of a Budget Analyst 2, but 1 also have additional intcractions. John Berrowman and
Denise Martinez are contacted to discuss and approve the overall software development process, deployment
guidelines, design ideas, future projects, etc. They are included in any training I give. They also provide
feedback and supgestions. I interact with my coworkers to provide formal and informal training, respond to
reported programming bugs, provide another set of eyes on difficult data, discuss possible improvements, etc. [
contact vendors to recruit and secure them as contracted consultants, to train them on the fiscal and inmate
tracking systems, get advice from them, etc. 1 contact IT staff when our network system interferes or interrupts
with the normal functioning of Excel, of which VBA programs are a part. [ also contact them when solutions 1
find require IT administrative authority. I will have more extensive contacls with NDOC's Purchasing and
Accounting scctions as well as the Business Managers when | begin the new projects described above.

NPDY (ftev. 11H2)



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 materials, cte.

None.

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

First, my Budget Analyst duties regarding tracking software have been and will be an ongoing concemn. There
are numerous new projects as well as maintenance projects in the pipeline that fully Justify the time from a cost-
benefit standpoint. Second, part of this work is guaranteeing that my successor will have the materials for
maintaining and expanding the tracking systems after I retire or move on. Third, I am happy to show,
demonstrate, elaborate on, or describe any of the above claims or examples in detail.

NPD-9 {Rev. 11712)
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Brian Sandoval
Governar

STATE OF NEVADA
DEPARTMENT OF ADMINISTRATION

Division of Human Resource Management
209 E. Musser Street, Room 101 | Carson City, Nevada §9701
Phone: (775) 6840150 | www.br.ov.gov | Fax: (775) 684-0122

August 15, 2016

Dale Bretches
dbretches(@doc.nv.gov
Department of Corrections
Director’s Office

5500 Snyder Avenue
Carson City, NV 89701

Dear Mr. Bretches:

The classification study conducted on your position has been completed following a desk
audit with you; communication with your current supervisor, Scott Ewart, Administrative
Services Officer III, your former supervisor, Denise Martinez, Budget Analyst III, and
John Borrowman, Administrative Services Officer [V; a review of the current NPD-19;
review of the class specifications for the Budget Analyst series, Business Process Analyst
series and Management Analyst series; and other relevant historical documentation. It is
our determination that your position should be reclassified from Budget Analyst II, grade
36 to Management Analyst IlI, 7.624, grade 37. You had requested reclassification to
Budget Analyst III, grade 38,

Per our classification methodology, for a reclassification to occur, there must be a change
in duties sufficient to result in their preponderance (majority) becoming more appropriate
for a different class, If a reclassification is to result in an upgrade, the preponderant
duties must be at a higher level than previously identified. 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 end of stronger, average and weaker positions. The key to determining
whether duties are appropriately classified is whether they are related to the seties and
class concept, and whether the majority of the duties are of comparable difficulty and
complexity to duties considered characteristic of the class.

According to our records, your current position was established in 1999 and last reviewed
in 2001 when an NPD-19 was submitted requesting an upgrade from Budget Analyst II to
Budget Analyst lIl. The duties being performed at that time included: 1) Ensuring fiscal
integrity of the depariment’s budgets (40%) — approving expenditures, monitoring

Patrick Cate
Directt

Peter Lon
Administrate



revenues and expenurtures, providing fiscal policy guigance to managers and
administrators, developing statistical data, and approving contract payments; 2)
Developing and justifying biennial budgets (20%) — analyzing requests and making
revisions; originating employee and inmate driven cost requests, drafting responses to
LCB and Budget Division, and researching and developing fiscal notes; 3) Initiating
budgetary and categorical recaps and projections (10%); 4) Determining necessity and
preparing work programs (20%); 5) Monitoring equipment, supplemental, and one-shot
appropriations {5%) - approving expenditures, initiating substitution, modification and
change correspondence, and reconciling spreadsheets to accounting documents; and 6)
Rescarching and applying departmental policies and procedures to reports,
recommendations and expenditure approvals (5%). The study found that there had not
been a significant change in the duties of the position, and the preponderance of duties
were clearly within the Budget Analyst II class concept therefore the position was
correctly classified and remained a Budget Analyst I1.

Upon receipt of the most recent NPD-19 and resultant study, we have determined that the
duties of this position have changed significantly since 200i. Currently, the major
purpose of your position is to track expenditures and revenues for an assigned set of
budget accounts, review spending requests, submit work programs, compile and submit
biennial budgets and work with purchasing and accounting to facilitate the stream of
transactions. Since approximately 2006, however, your position has also had exclusive
responsibility for creating, maintaining, upgrading, programming, administering, and
designing the fiscal software used by the Budget section, and responsibility for inmate
tracking software used by Offender Management. Your duties break down as follows
and the frequency listed is the annual average of the biennial process: 1) Preparation of
biennial budgets (15%) - construction of budgets in NEBS for assigned institutions every
even “base” year for approximately half a year. These are submitted to Governor as A01
(Agency Request) version. Later versions (from Governor and Legislature) are reviewed
and verified; 2) Budget management (30%) — approving and monitoring expenditures and
revenues, making projections, doing work programs, participating in policy decisions,
training, and reporting; 3) Special projects (5%) — any monitoring of special issues for the
Department as a whole, collecting and reporting on data of special interest, researching
policy questions, and reviewing reports (e.g. accuracy of Department’s salary
projections); and 4) Administering and programming fiscal and inmate tracking tools
(50%) — designing, programming, debugging, updating, documenting, training, and
implementing fiscal and inmate tracking software used by the Department. During the
desk audit, you noted that your budget responsibility was limited to six institutions
(Lovelock Correctional Center, Humboldt Conservation Camp, Carlin Conservation
Camp, Jean Conservations Camp, Florence McClure Women’s Center, and Southern
Nevada Correctional Center which is now closed) and that these accounts are
overwhelmingly from a single source, the general fund. You also noted that in the past
you had a full Budget Analyst 11 workload, but that changed a few years ago. You stated
that your institutions are less demanding than those managed by the Budget Analyst III's
but that your ASO, John Borrowman, was on board with you doing less with budget
accounts and more with programming. You also stated that you have no responsibility
for grants and have only one vendor contract.

Budget Analyst III's are responsible for agency budgets of moderate size and complexity
as measured by the number and diversity of funding sources, and are distinguished from



Budget Analyst 11 by wne lesser degree of supervision received and by greater complexity
and variety of duties assigned to Budget Analyst Il positions.

Budget Analyst 111 positions at the Nevada Department of Comrections (NDOC) typically
arc responsible for two institutions/prisons and multiple units within a budget
account. For example, the NDOC Director’s Office budget account consists of eight
units. Funding is a mix of enterprise funds, General Fund, prant/federal funds and a mix
of inmate driven revenues/reimbursements. Budget account fiscal year end closings are
more complex and involve balance forwarding remaining cash to the next fiscal year.
Mapping of expenditures and activities are multiple revenue sources and multiple
activities. Institution budget account capacity ranges from $30M to $50M for a biennium.
Budget Analyst IlI's are expected to require minimal direction and guidance, are
expected to work independently, and provide recommendations to leadership. They must
have the ability to handle complex spreadsheets with links to other spreadsheets and or
data sources, and be able to create complex decision units and work programs in
the Nevada Executive Budget System (NEBS).

The following examples illustrate the scope of responsibility for Budget Analyst 111
positions in other State agencies:

* Conservation and Natural Resources/Environmental Protection — This position
provides administrative oversight for 20 budget accounts (executive and non-
executive) with a combined fiscal year work program of more than $200 million,
232 full time staff members, and approximately 35 grants; manages over 100
contracts or sub-grantees; manages the budgetary resources to ensure they are
available and in compliance with budgetary limits and are used consistently with
state and federal laws; directly supervises one Accountant Technician I and one
Accounting Assistant II; indirectly supervises one Budget Analyst Il and one
Fiscal Business Professional Trainee; provides training; prepares written
justifications and recommendations related to expenditure and revenue requests;
prepares work programs and fiscal transactions; develops, monitors, and analyzes
complex budgets with a variety of funding sources and expenditure restrictions;
and analyzes and develops budget recommendations for inclusion into executive
budget.

o Department of Administration/Administrative Services Unit — This position
supervises four Budget Analyst II’s; prepares comprehensive written justifications
and recommendations related to expenditure requests, work program adjustments
and fiscal transactions; develops, monitors, and analyzes budgets of a large and
complex department consisting of 43 executive budgets, 14 non-executive
budgets, and 120 Capital Improvement program projects with a variety of funding
sources and expenditure restrictions; communicates the importance of adhering to
policies, regulations, and legal requirements and develops budget
recommendations for inclusion in the Executive budget.

Based on comparisons to the class concept, as well as other Budget Analyst III positions,
this position is not performing duties that conform to Budget Analyst III. Taking into
account the fact that only 50% of this position’s duties are now allocated to budget
responsibilities and the remaining 50% are allocated to administering and programming



fiscal and inmate tracking software, we find that the duties overall better align with the
Management Analyst series, and in particular, Management Analyst III.

Management Analysts conduct a variety of studies, research and analysis of management
and administrative areas such as budgeting and financial aenalysis; departmental
operations such as forms, policies and workflow; legislative analysis; meanagement
research; and statistical and informational analysis. Incumbents meke recommendations
and assist in or implement new or revised procedures and systems; conduct and/or assist
in conducting financial, statistical or investigative studies; compile and analyze data;
prepare and present reports; make recommendations regarding policies, procedures and
the development of new programs or services; plan, organize, and coordinate the
development and implementation of revised operating procedures/methods for the work
unit; participate in the preparation, monitoring, and maintenance of the work unit's
biennial budget and/or program budgets; prepare and present the budget andfor
justification to the legislature; monitor fiscal transactions to ensure conformance with
State and department policies; develop comprehensive narrative and financial reports;
develop, monitor, review, and recommend approval or modification to complex contracts
and grants; review, write, revise and recommend administrative policies; and review,
monitor and research bills, and recommend appropriate course of action.

Under general direction, incumbents at the Management Analyst Iil level perform
technically complex assignments critical to agency operations; conduct the more
complex, sensitive, investigative and analytical studies that may involve any aspect of the
agency’s operations such as planning, research, policy development, budgeting and
legislative drafting; typically, but not always, serve as first line supervisors; and are
singularly expert in their program or discipline area,

A benchmark description for this Class Specification supports allocation to Management
Analyst III. A position with the Department of Motor Vehicles (DMV)Management
Services & Programs conducts research and analysis of departmental operations,
legislative impact, statistical information, and technical requirements. The incumbent
writes, reviews and revises policies and procedures, forms and manuals for use by staff
and industry including tax collection, office workflow, delinquency collection, and audit
functions. The incumbent also conducts statistical and investigative studies, compiles and
analyzes data, presents reports, makes recommendations, and develops new programs or
services based upon research conducted. The incumbent plans, organizes and coordinates
the implementation of new policies, procedures and workflow changes. The position has
no supervision responsibility,

The following examples also illustrate the scope of responsibility for Management
Analyst 11l positions with another State agency:

» Department of Taxation/Information Services — This position is responsible for
applying knowledge of the program areas to assist the Department’s Information
Services Division, as well as providing technical expertise regarding Department
programs and serving as a team member for all automated system development
and ephancement. Duties include providing long range, broad based business
process analysis to the Department’s complex automated systems, both current
and new systems required to be designed for implementation for new and existing



taxes; developing and implementing regulations ana procedures for various
Department program areas; and developing training material and train staff on the
use of automated systems, regulations, procedures. This position does not
supervise subordinate staff.

® Department of Taxation/Executive — This position is responsible for fiscal
analysis and tracking, new project management, project implementation,
assistance in technical matters regarding the Master Settlement Agreement, and
system conversions both internally and externally. Other duties include:
conducting analytical studies for feedback and effectiveness of internal programs
and services; tracking, analyzing, and interpreting fiscal and legislative changes;
maintaining and enhancing existing processes, projects, and services; and writing
and developing SQL statements. This position requires a broed understanding of
each division and section within the department from information technology
utilized and database design to tax structure and law, process design, policies and
pracedures, basic budget structures, tax distributions, and internal controls.

* Department of Taxation/Compliance ~ This position serves as project manager for
creation and implementation of a system to produce biennial tax expenditure
report; coordinate, research and draft newly consolidated rule-making process for
regulations; coordinate, research and process technical bulletins; and lead team to
create database and access Department communication with taxpayers. This
position supervises one Administrative Assistant IV and one Accountant
Technician 1.

To reiterate, having taken all relevant information into consideration, reclassification to
Management Analyst IlI, 7.624, grade 37, is warranted effective retroactive to May 25,
2016, the date your NPD-19 was received in the Division of Human Resource
Management.

Thank you very much for your cooperation during the course of this study. If you have
any questions or concems, please do not hesitate to contact me at 775-684-0137.

Sincerely,

dFatty Keeymborg

Patricia Kreymborg, Personnel Analyst III
Department of Administration
Division of Human Resource Management

cc: Scott Ewart, ASO 111, Nevada Department of Corrections, sewart@doc.nv.gov
John Borrowman, ASO IV, NDOC, jborrowman@doc.nv.gov
David Wright, PO I, Nevada Department of Corrections, drwright@doc.nv.gov
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Meeting Notes prepared by Patty Kreymborg, Persannel Analyst il - OHRM
August 5, 2016 - 3:00 p.m.
NDOC - Carson City
Attendees: John Borrowman, ASO IV — NDOC
Scott Ewart, ASO [l = NDOC

Patty Kreymbaorg, PA |11 - DHRM

Subject: NPD-19 Request for reclassify BA Il to BA Il (Incumbent — Dale Bretches)

As a follow-up to previous meeting with ASO |1l Scott Ewart and BA 11l Denlse Martinez at NDOC on
August 2, 2016 at 3:00 p.m., and at Scott’s request, | met with Scatt and Scott’s supervisor, ASO IV John
Borrowman to discuss the duties of Budget Analyst Il position #0564. This meeting was scheduled due
to conflicting statements provided by the incumbent and both his former and current supervisors, and
to obtain clarification regarding proposed future assignments involving I.T. related duties.

Per John Borrowman, the IT projects for the department wilt be long term. The incumbent in this
position is the sole SME in the department in regards to their IT projects. They have to pursue
programming for efficiency improvements. The capacity to be successful as far out as 2020 to 2025
depends on this position. It’s the enly one that can doit. They have no other resources other than a
contracted MSA which Is very costly.

The L.T. duties will not go away if the incumbent leaves. John Is fine if the incumbent does not remain in
the BA series. Will support MA series...just does not want to go to IFC.

If they had to run a recruitment for this position, the new incumbent would have to liaison with the MSA
to continue improvement of IT processes within the division.

Upgrade is not based on complexity of budget work. This position has ability to impact organization
unilatarally in both budget and IT capacity.
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i What is prompting this request? 1If this is an existing position, state the significant changes (as
defined in NAC 284.126) in duties and responsibilities which have been made in the position sincce it
was esiablished or last reviewed by Humsan Resource Manngemeut. If this is a new position, have
there been additional respansibilities placed on the organization? If ycs, please explain.  Attach
Qocumentation relative to legislation, bonrd/commission proceedings, new organizational goals, ete.,
it rpplicable.

Since October 1) this position (PCN 00015, Auditor H in the Dairy Commission Budget) has been fiscally

managing the USDA National School Lunch Program, the USDA National Schao] Breakfast Program, the USDA

Child and Adult Care Food Program, the USDA Special Milk Progmm, the USDA Summer Food Program, the

USDA Fresh Fruit and Vegetable Program, and other smal grants and the federally granted administrative funds

for administrating these brograms in Budget Account 2691, The 1otal budget for these progeams is $130 million, In

addition, this posilion hes been asked o liscally manage the federnl funding in the Food Commedity Budget,

Budget Account 1362. This includes the following programs: "The USDA Food Distribution Program on Indian

This individual was asked to tuke on these responsibilities for seveial reasons, First, on July 1%, 2013 the Child
Nulrition program (BA 2691), the Food Commodity program (BA 1362), and the Dairy Commission (BA 4470)
became pait of the Nevada Depariment of Agriculture (NDA). While the Depariment inherited some fiscal
personnel from the Child Nutrition program and the Dairy Commission, (he Depariment of Agriculture did not
inhrit any fiscal positions for the Food Commodity program, So there was 1 need to have a fiscal position to run
this $13 million budget.

Secand, in Budge! Account 2691, the Accountont Technician 1 position (PCN 0007) liscally managed, but did not
control the budget for the Child Nutrition program but afier several audils and subsequent paybacks to the USDA,
it was determined that a different position with a different skill set was necded to fiscally manage these large,
complex programs for this Budget Account as well as take on fiscal management of Budget Account 1362. This
position needs to be ablc o perform complex fiscal analysis including being able 1o forecast expenditures and
revenuies based on a complex array of eligibility criteria and applicable reimbursement rates. This position needs to
be able to understand the interplay between the federal grant budgets and state budgets and be able to take large
amounts of data and be able to efficiently develop reports to fiscally manage these programs on several different
ievels. This position nceds to have the ability to complete fedeyal reports with minimal guidance from their federal
counterparts and have the ability to explain variances. This position also needs to have the ability to cffectively
communicate to depurtment stafl and management, the results ol fiscal analysis, as well as have the ability to
clearly communicate federal and state rules and regulations.

Finally, the USDA Food and Nutrition fiscal staff has recommended that, like other states, Nevada have two
positiens signed up in their fiscal reparting system., One 1o enter in (he data and ane to certify the reports. This

would minimize the number of errors and mistakes in our fiscal reporling. Therefore, we are asking to reclassify
the Auditor I position_in BA 4470 10 a Menagement Analyst 11| position in BA 269].

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.)

No other position performed these duties - these are new duties brought about with the Department reorganization
that was aficeted 7/1/2013.

NED-LY (Rev. 11742)
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3. Briefly describe the major purpose of this job.

This position is responsible for submitting between 30 and 90 teporis to USDA for all of the funded child
nutrition and commodity food programs. A tolal of 18 quarterly and 7 monthly reports are submitted which
account for the meals served (free, reduced and paid for 6 programs) as well as the federal reimbursement for
cach program by the frec, reduced and paid categories. All bul one of the child nutrition programs are
entillement programs which requires this position to monitor the increase or decrease in participation. As
participation increases or decreases this position is responsible for notifying USDA and requesting work
programs to increase authority in budget accounts through the IFC, This position is respunsible for rendering
invoices, letter of credit draws, financial and ad hoc reports, billings, and inventory reporls as required by
regulation or contractual agreement in coordination with agencies internal controls. Closing out the state fiscal
yearand federal fiscal year budget which includes reconciling accounts based un scparate state and federal fiscal

state and federal regulations. This position is point of contact for communication with USDA federal financial
and program specialists to ensure requesls are being addressed accurately and in a timely manner.

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

5. List the duties performed in this inb. 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 aren daily, estimate the time on a weckly, monthly, or annual basis.
If this is an existing position, please put an asterisk (*) next to each duty that is new.

DUTY# DUTY FREQUENCY

*] Reporting: 065%
Analyzing financial data for federal repoiting requirements. Prepare and submit all
Iinancial and ad hoc reports in coordination with preparation and processing of federal
draws for the State of Nevada through the U.S, Department of the Treasury asap.gov sitc.

NEL-IY (Hey 11n2)




*2 Budget Management:
Managing and analyzing budgets for the
A. Block Grant
# National Lunch Program
b School Brenkfast Program
¢ Special Milk Program
d Summer Food Service Program
¢ Child & Aduli Care Program
B. Fresh Fruits & Vcgetables Prograwm
C. CACFF Wellness
D. SAE (Adimin)
E. CACFP Audil
F. CACFP Cash in Lieun

H. Seniors Farmer’s Market Nutrition P

L. Meal Pattern Grant
M. Breakfast Expansion Grant

G. Food Distribution Program on Indian Reservations
'ogram

1. Commodity Supplemental Food Program

J. Natianal School Lunch Food Distribution

K. Emergency Food Assistnnce Program

20%
following grants:

*3 Receivable Management:
To analyze and process federa)
applicable indirect cost. Ensure revenue

Distribute collected fees and program in

reimbursement draws to meet expenditures and

come o the applicable program.,

3%

is distributed to the approprinte project.

*4 Accounts Paynhle
Provide direction and review codin
reimbursement to ensure that

that internal controls are applied.

g, backup docmnentation and approve requests for
proper payment is submitted in a timely manner. Ensure

5%

*5

Supervision of Accountant Technicin 1 dufies:
truining, assiginent and review of work,

including providing direction, 5%

and employee evaluation and guidance.

6. What dutics are performed that req

judgments? Please give examples.

NIY 19 (e, 13012y

vire the incumbent to make choices, determinations, oy
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This position will make determinations on which category to charge a budget based on the atlowable expense
and regulations of the granting agency. The posilion is responsible for determining indirect cost applicable to
allowable expenditures per the grant specifications and Department of Agriculture rate agreement. Monilors the
I'ND staff effort applied to each grant to ensure commilment does not deviate from terms established in OMB
Circular A-21. Ensures financial closeout of gran(s according (o sponsor requirements. Initiates and provides
financial management of sub-awards. Provides oversight and guidance regarding all areas periinent to federal
reguiations {ex: FFATA, ARRA, OMB Circulars, efc.) and creates internal controls to custre the division is in
tompliance. Responsible for interpreting policies regarding allowable and allocable costs. Resolves payment
problems with vendors and/or sub-recipients. Renders invoices, letter of credit draws, financial reports, billi ngs,
and inventary reports as required by regulation or contractual agrecment in coordination with agencies internal
contrals. Forecasts and evaluates indirect cost In correlation to approved rate agreaments and costs
applicable to the approved categories.

7n.  List the class titles and position contre! numbers of all ciaployces that are snpervised by this
position,

Accountant Technician 1, PC#2691-0007

Th.  Describe the extent of supervisory responsibility exercised over these employees.
(Checlc appropriate boxes.)

Final selection Work assignment Performance appraisal Discipline
Training Work review [] Other (specify):

8. List any licenses, certificates, degrees, or credentials that nre required by Inw for this job.,
N/A

9. List cquipment which is used that requires specinlized training.
N/A

10n.  List the name, title, and position centrol number of the pusition's supervisor.

Dale Hansen, Fiscal Administrator, PCN# 4554-0003

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

Meet formally every two weeks 1o discuss issues with respect to fiscally managing the Child Nutrition and Food

Commodity programs, These meelings are used to keep each other infornmed and to share information and
develop priorities and strategies for fiscally managing these programs.

NP0-19 (Rev. 11112}
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11. What statutes, laws, rules, procedures, or guidelines are used in performing assignments?

Richard B. Russell National Schoo) Lunch Act, Agriculture and Consumer Protection Act, Food and Nulrition
Act, Emergency Food Assistance Act, Farm Secwity and Rural Investment Act, 7 CFR Parts 2 10,215, 220, 226
235, 245, 247,249,250, 251,253, 254; 7 CFR 3015, 3016, 3019, 2 CFR 225, OMB Circular A-87, OMB
Circular A-102, OMB Circular A-1 10, OMB Circular A-133, Federa) Income Poverty Guidelines, USDA Food
and Nutrition Program Giuidelines, NRS 561, NRS 387. 105, NRS 353, and the State Adininistrative Manual,

12. What people are contacted in carrying out the duties of this position? Explain the purposc of cach
contact,

Fiscal counterparts at USDA: To discuss federally requircd reports, federal draws, federal regulations,

provide them with any additional information as required, Overall, ensure that we arc mecting and complying

with federal regulations concerning the fiscal management and reporting of the USDA program for the Child

Nutrition and Food Commodity programs.

Fiscal Administrator; To keep administator informed coneey ning budget, provide budget forecast of
revenues, expendituces, and meal counts and any other fiscal manapement issues. Share information so priorities
and srategies can be developed for fiscal management of current and future jssues,

Food & Nutrition Division Administrator: T. 0 keep administator informed concerning budget, provide
budgel forecast of revenues, expenditures, and meal counts and eny other fiscal management issues. Share
infonmation so priorities and slrategies can be developed for fiscal management of current and future issues.
Program Staff: Provide guidance on the fiscal management of their grants, provide budget guidunce and
provide guidance federal and state fiscal and adminisirative regulations. Request additional information for
budget development and fiscal reporting when needed,

Fiscal Staff: Provide guidance concerning the accounting of these funds.

Sub-Recipicnts (School Districts, Non-Profits, Churches, Adult and Child Care Centers): Discuss fiscal
issues concerning reimbursements.

13, 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, ete.

N/A

14.  Provide any additional information about the job which you consider to be important to the
classification, but which has net been previously mentioned.

NP9 (Rev, LDy
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BRIAN SANDOVAL
Governor

Las Vegas Office

2300 McLead Street

Las Vegas, Nevada 89104.4314
(702) 4E6 4690

Fax (702) 486-4695

MEMORANDUM
TO! Kathleen Kirkiand, Agency HR s%u s /
-
L—-_\-.
FROM: Jim R. Barbee, Director /
SUBJECT: NPD-19 for Reclassification of Auditor Il to Management Analyst 3
DATE: May 2, 2014

Attached is the NPD-19 for reclassifi
Analyst I, Grade 37. This position |

Agricullure,

Flease submit the NPD-19 to State Personnel and Stale Budget for review and approval.

D STATE OF NEVADA Q

%,

n
DEPARTMENT OF AGRICULTURE
405 South 215t Stieet
Sparks, Nevada B9431-5557
Telaphcne (775) 353.3600 ] Fav (775) 353-3661
Website htip /iwww agr.ny gov

Jitd BARBEE
Director

Eika Office

4780 € idaho Sireet
Elko, Nevada 88801.4672
(775) 738 8076

Fax (775) 738-2638

cation of an existing Auditor I, Grade 34 position to a Management
s located in the Food & Nutrition Division of the Depariment of

This position is currently being funded out of the Food & Nutrition Division's Budget Org # 4470.

ecause of the change in dulies and responsibilities explainad sli of the NPD- 19, the fundi
50Ur ill change o Or il under the Foo utriti ivigion. If there are any questions on
the funding, program responsibllities, etc., please contact Dale Hansen, NDA Fiscal Administrator at 353-
3741.
Thank you for anything you can da to expedite the approval of this position through Budget and
Personnel.
JRB/cv

ce: Donnell Barlon, Food & Nutrition Administrator
Dale Hansen, Fiscal Administrator
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MEMORANDUM
TO: File
FROM: Denyse Bandaettini
DATE: June 4, 2014

SUBJECT:  NEW POSITION: BA 2691; PCN 0015

The Department of Agriculture, Food and Nutrition requested that Position Control Number 0015
be reclassified from an Auditor II, class code 7.154, grade 34 to a Management Analyst IlI
position, class code 7.624, grade 37 as a result of the inheriting fiscal programs including the
Food Commadity program and to manage the large complex program for the Child Nutrition
program. Based upon the information gathered, it has been determined that the position should
be classified as Management Analyst Il position, class code 7.624, grade 37.

Although there were no former studies found on the current position, a discussion of the former
duties with the supervisor were of an auditing nature, whereby the position performed audits of
records.,

Upon review of the NPD-19, a desk audit with the incumbent, Jeama Bowers and information
oblained from Dale Hansen, the Fiscal Administrator the new duties include, but are not limited
to: analyze financial data for federal reporting requirement, submitting between 30 and 90
reports to USDA for all the funded Child Nutrition and Food Commodity programs, which are
performed on quarterly and monthly basis to account for the meals served and federal
reimbursement for each program; prepare and process of federal draws for the State through
the U.S. Department of Treasury website; monitor the increase and decrease In participation;
manages sub-grants; monitor spending of the grants and ensure revenue match meal counts;
prepares and authorizes reimbursement claims and travel requests; write policles and
procedures related to these grant programs; analyze trends for increasing and/or decreasing of
funds to make budget adjustments where appropriate; forecasts expenditures and revenues
based on a complex array of eligibility criteria and applicable reimbursement rates; uses large
amounts of data and develop reports to fiscally manage the programs; ensure sub-grant activity
is in compliance with policy and procedures, writing language for deliverable to a fully executed
agreement; coordinates sub-grants with school districts; supponts the Fiscal Adminisirator and
Director on special projects and Legislative Council Bureau requests and funclions as a grant
coordinator and approves forms for a Management Analyst | in the section.

The class specification for Management Analyst states the following: Management Analysts
conduct a variety of studies, ressarch and analysis of management and administrative areas
such as budgeting and financial analysis (versus bookkeeping); departmental operations such
as forms, policies and workflow; legislative analysis; management research; and statistical and
informational analysis. Incumbents make recommendations and assist in or implement new or



O ©

revised procedures and systems; participate in the preparation, monitoring and maintenance of
the work unit's biennial budgel and/or program budgel(s) by estimating future expenditure levels
based on historical data; making projections for futurs costs; preparing and presenting the
budget and/or justifications to the legislature; monitor fiscal transactions to ensure expenditures
are In conformance with State and department policies, regulations and budgetary fimits; and
developing comprehensive narrative and financial reports for presentation to management,
commissions and other entities.

The positlon essentially conducts fiscal analysis/management, statistical studies and
summarizes multiple reports for budgeted accounts of over 140 million dollars. The position
supervises and trains an Account Technician i,

The subject position meets the class specification. of a Management Analyst Iil position, aligns
with Management Analyst Il position within the department and the overall responsibility is
equitable. Based upon the information gathered, it is recommended that the position be
classified as Management Analyst Ill position, class code 7.624, grade 37.
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STATE OF NEVADA - Posg‘PON QUESTIONNAIRE (1\:1:1)-1(;57 [ New Position

B3 vacant Position
[] Filled Position

DEPARTMENT: Conservation and Naiural Resources

DIVISION: Consesvation Districts Program s%i‘iﬁ':vw

— — evada
GEOGRAPHIC LOCATION Department of Acay safon
OF POSITION: Carson City, NV DIVISION OF HUMAN RESOURCE MAAGEMENT
AGENCY ID¥ (3 digia); FUNDZ

™ (3 digits): 101 MAY 2 9 2014
AGENCY ORG/BUDGET# (4 digits): POSITION CONTROLH-
4151 0005 COMPENSATION, CLASSIFICATION

CURRENT CLASS TITLE CLASS iy
(If vacant or filled pasiticn): Management Analyst H CODE: 07.6‘:'4!‘5“s - 35
REQUESTED CLASS TITLE: CLASS GRADE:;

| Management Analyst iil CODE: 07.824 a7
EMPLOYEE PHONER: EMAIL:
NAME: (Vacant)
SUPERVISOR PHONER: EMAIL:
NAME: __Kay Scherer, Deputy Director 775-684-2711 che.av.gov

1. APPOINTING AUTHORITY/EMPLOYEE GERTIFICATION

CERTIFICATION: | certify that | have read the instructions page and the statements provided in this

NPD-19 are correct and complete. _

Changed responsibilities wara/will be effect : Ceercnd Date: ——
Appointing Authority or Date
Designated Representalive signature: \ '@X‘*
Employee signature; /q Date:} ' °

Is this request being submitied with agency approval or knowledge? I | No E Yes

3a. FOR COMPLETION BY BUDGET DIViSION ONLY

Required for new positions and when NAC 284.128 (3) applies.

proved efiective date (if change is approved by DHRM) | Date: J-7-/¢
ed — date fo be determined and change to be approved by DHRM
Disapproved _
Part.time 84); [ Expire date; —
Sh 5 Date:
’ -,%aéz—\“—' ™~ S-23- 17
Noleg: AR alie——

3b. FOR COMPLETION BY ENTERPRISE IT SERVICES ONLY

aflocabrerns 1 bond 5 'a A f?lb/& =i

Required when NRS 284.172 applies for positions to be classified to or changing classification within the

Fiscal Management & Staff Services: Information Technology subgroup.
T Approved [ Disappmves

Signature: Date:

4. FOR COMPLETION BY DIVISION OF HUMAN RESOURCE MANAGEMENT ONLY

Dept code: Effective date: [ Expire date:
Division cods: -7/,/,4
[ Class ; Title: Grade:
. L2y MoMT AVALYST TD— 377
Class cption: IFC/Legislative approval required? ﬂ No [ Yes, daie approved:

ONS TO APPQINTING AUTHORITY
{ Incumbent mests MQ's: E No[] ﬁYu Study#: ’j/ [ R -jy

L] Other:

Analyst: Date:
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L What is prompting this request? If this is an existing position, state the significant changes (as
defined in NAC 284.126) in duties and responsibilities 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.

This position, currently vacant, has changed significantly since it was reinstated by the Legislature during the 2009
session as the sole Conservation Districts position (afier being eliminated from the executive budget due to the
economtic situation and necessary cuts.)

The Legislature chose to reinstate it as the only position, in order to maintain the program in a skeletal state, during
budget closing. LCB staff recommended a Management Analyst 2 because that was what it had been previously —
although it was actually two Management Analyst 2 positions that iogether ran the program with a clerical
assistant.

The sole MA 2 has operated the program since, however, first by IFC action in the interim and then through
legistative budget approval, three professional positions were added to the Conservation Districts Program in part
to assist with on-the-ground sagebrush ecosystem/sage grouse work and to also build the capacity for conservation
work in the state,

The three positions added are all Conservation Staff Specialists and are located in three rural regions of the state.
The cwrrent program manager position, an MA 2 at Grade 35, now supervises these three positions (PCNs #0006,
0007, 0008 in BA 4151) that are all Grade 36.

With the position now vacant this is the right time to address both 1) the inequity, 2) the increased new supervisory
duties and 3) the new professional responsibilities and program growth (associated with increased emphasis on the
sagebrush ecosystem/CD activity growth), as well as the fact that oversight of the program was previously done by
two MAZ2s and this current position has absorbed the work of both.

It is also worth noting that this has typically been a very difficult position for which to recruit because of not only
the need to have all of the management analyst skills, but also because the individual must possess significant
knowledge of natural resources, program building, etc. This upgrade is necessary for all of the above reasons, but
should also be helpful in the recruitment process — a process which is critical because the work of everyone
associated with the sage grouse effort is essential, high profile and receiving great attention at this time.

2. What paosition(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.)
Please see above. These duties, up until the programs elimination and legislative re-instatement in 2009, were
done by two MA 2s as mentioned above, Those two individuals both still work in other capacities for DCNR, so
the details can be obtained if necessary. Since that time the new programmatic and supervisory duties have been
held together as well as possible by the sole MA 2 position that is the subject of this NPD-19.

NPR-19 (Rev 11752}
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3. Briefly describe the major purpose of this job.

Under only very general administrative direction, this position is responsible for complex program analysis,
management and reporting. The position has regular interaction with and is under the DCNR Director’s Office.
This position requires an individual with the management, operational and administrative/supervisory ability to
handle a high-profile program and all its details in an independent manner. The position manages the program and
is the lead staff member for the State Conservation Districts Program, working with 28 individual locally-elected
districts to provide critical information and technical assistance. This individua! also provides assistance to, and
serves as the Secretary to the State Conservation Commission. Supervision of three regional Conservation
Districts program specialists, located throughout rural Nevada, is also a requirement of the position, as is the
coordination of the statewide efforts of all program members and staff. The position also works with public and
private partners of the program to identify additional funding for district projects, as well as the development of
other needed resources and in educational development and awareness activities that raise the profile of Nevada's
Conservation Districts and the knowledge of district members. The individual must be a leader that can maintain a
strong work relationship with federal partners, fellow state natural resource agencies, all DCNR staff and
administrators and especially the Sagebrush Ecosystem Technical Team and its program manager.

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

See attached 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.

DUTY# DUTY FREQUENCY

1 Manages the program and is the lead staff member for the State Conservation 10%
Districts Program. Provides sound management practices and decisions, including
personnel management issues. Is familiar with legal, ethical, and normal reporting
processes, statutes, and regulations pertaining to the operations of CDs and the
Program. Attends required supervisory training courses, keep up-to-date on
supervisory laws and procedures. Must have knowledge of budget building,
personnel and general state administration, as well as legislative processes.

2 Works with 28 individual districts by providing information and assistance. 25%
Provides leadership training and regular information to the Districts keeping them
updated on all activities involving the SCC, Sagebrush Ecosystem Council (SEC)
and Sagebrush Ecosystem Technical Team (SETT). Serves as the intermediary
and connection for the Districts to the resources offered through the SETT.
Assists Districts with organizational development issues through coaching and
training opportunities sometimes facilitated through the regional Conservation
Specialists. Assists Districts with their repotting requirements to the SCC.

3 Provides assistance and serves as the Secretary to the State Conservation 10%
Commission. This includes coordination of the Grants-to-Districts program for
the Commission, and any othes programs they choose to enact. Prepares all
agendas and arranges for their distribution, in close coordination with the Chair of
the SCC and other members. Arranges for all meeting needs, including providing
information to the SCC sufficient for them to make informed decisions on all
items in their purview.

NPD-19 (Rev. 11112}
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4 Supervision of three regional Conservation Districts Program conservation staff 20%
specialists located in rural Nevada. Responsible for the oversight of all personnel
involved with the Program. This includes completing review in a timely manner,
mentoring staff in areas that need improvement, and assisting all staff with strong
leadership helping them to fulfill their duties.

5 Works with public and private partners of the Program to identify additional 5%
funding for district projects, and development of other resources. Actively
networks with Federal, State, and NGO agencies on a regular basis. Continuously
looking for partnership opportunities with other agencies for the individual
Districts and the SCC. Works closely coordinating efforts with the SETT and
activities and policies of the SEC.

6 Assists in educational development and awareness activities that raise the profile 10%
of Nevada’s Conservation Districts. Updates and maintains the CDP website and
produces draft press releases on programmatic activities. Continuously works
with Districts and partners to provide press opportunities on the activities of the
Districts and SCC.

7 Maintains positive, cooperative relationships with professional associates, 20%
including all DCNR administrators, other state natural resource administrators, the
Program Manager and members of the Sagebrush Ecosystem Technical Team and
all other partners and coworkers in order to conduct work responsibilities in a
professional manner. Ability to apply ingenuity and resourcefulness to
successfully complete a project or task that may differ in scope, difficulty and
timeliness from that which is routine or performed in a standardized manner.
Ability to work cooperatively with other employees, the general public and other
professionals.

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

All duties require independent judgment on matters that have broad implications and are under the scrutiny of

local districts, local governments, other state agencies and, as a note, this program is high priority and closely

watched by many legislators.

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

CD Program Conservation Staff Specialist 2 (Elko), PC#0006 Doneita Bruland

CD Program Conservation Staff Specialist 2 (Winnemucca), PC#0007 Steve Weaver

CD Program Conservation Staff Specialist 2 (Ely), PC#0008 Anite Lahey

(See Question #4 — Organization Chart attached with position circled and supervised positions included)

This position also work closely with the Director’s Office Administrative Assistant TV who, because of clerical
cuts to the Conservation Districts Program, currently provides the program with clerical assistance and also serves
as clerical, staff together with this position’s administrative staff, to the Governor-appointed State Conservation
Commission.

NPD-19 {Rev. 13/12)




O O

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

[C] Final selection Work assignment Performance appraisal X Discipline
Training B work review Other (specify): Shares selection duties

8. List any licenses, certificates, degrees, or credentials that are required by law for this job.
Those required by the management analyst position. Additional experience/credentials in natural resources are
essential.

9. List equipment which is used that requires specialized training.
n/a

10a. List the name, title, and position control number of the position's supervisor.
Kay Scherer, DCNR Deputy Director, #002/#U4920, with on-site assistance of Sagebrush Ecosystem Program
Manager, Management Analyst IV, co-located with the Conservation Districts Program.

10b. Describe the type and extent of supervision received.
Very minimal; on general administrative direction. Must act independently and statewide.

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

In part, NRS, NAC, SAM, DHRM Policies, Rules for State Personnel, DCNR Policies, OML, Public Records,
policies of the State Conservation Commission, all rules and requirements of federal and other grant programs
that work with the Conservation Districts Program.

NPD-19 (Rev, /1Y)
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12, What people are contacted in carrying out the duties of this position? Explain the purpose of each
contaet,

DCNR Director’s Office and staff, NDOW Director’s Office and staff, DoA Director’s Office and staff, county

commissioners in all counties, State Conservation Commission, locally elected district officials and district

staff, federal agencies (NRCS, BLM. USFS, USFWS, BoR, etc.) state and local district staff, federal officials

and staff, town boards, individual legislators, non-governmental organizations (Cattlemen, Farm Bureau, etc.).

The list is extensive and statewide.

13.  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, etc,
Requires the ability to go into the field and to travel statewide.

14.  Provide any additional information about the job which you consider to be important to the
classification, but which has not been previously mentioned.
Please see above or call Deputy Director Kay Scherer for more details as needed — 775-684-2711 direct.

NPD-19 (Rev, 11112)



Department of Conservation & Natural Resources
Office of the Director
Current Organizational Chart FY2014

Deputy Director Special Advisar to Director Adminisirative Services Officer il
O PC# 0002 PCit 0031 -DSL SC# 0003
Unclassified/#ll4920 Class Code 7.628/Grade 45 Ciass Code 7.217/Grade 39
Kay Scherer Jim Lawrence Audrey Brooks-Seott
1
Administrative Assistant §V
Class Coda 2.210/Grade 29 CD Program Execulive Assistant Managemant Analys! | Q-1 Bond Program Fiscal
Sandy Quilici Managemani Anatyst §l PC# 00563 777 PC# 0006 Managemenl Analyst i
PC# 0005 Unclassified/UJ9009 Code 7.637/Grade 33 PC# 0050
o T Code 7.625/Grade 35 Vacant Valerie Christensen Code 7.625/Grade 35
Public Officer ~veodosurto— Karyl Summers
PC# 0007 - NDEP e \\\\\ L
Code 7.804/Grade 37
JoAnn Mitrel]
]
Pubfic Info Officer |
PC# 0014
Code 7.806/Grade 35
A V Jennifer Ramella
IT Tech IV
PCH 0325 i — i
Code 7.935/Grade 31 CD Program CD Program CD Program
Philip Jollcosur Consearvation Staff Consarvation Staff Consesvation Staff
Specialist | - Team Leader Specialist Il Specialist I
PCi# 0006 PCH 0007 PC# 0008
Code 1.810/Grade 36 Code 1.810/Grade 36 Code 1.810/Grade 36
Doneita Bruland Stephen Weaver Anita Lahey

. F:\Director's Office\Organization Charis\D.O. Org Chart+CD - FY2014 Current Positions.doc
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STATE OF NEVADA - POSITION QUESTIONNAIRE (NPD-1 9) 8 s:;'aﬁt";ﬁ‘:gm
i _Fl ot Ponluon
DEPARTMENT: Businesa and Industry ORI vo T '
g e
DIVIBION: Office of Business Financa and Pianning LT A S e P
GEOGRAFHIC LOCATION Ledo gy,
OF POSITION: —
AGENCY ID¥ (3 digita): 740 FUNDR COMAENGATEL Y CLASE T Coting
{3 digita): 101 FECRUTUET L5 O
AGENCY ORG/BUDGETA (4 digits): 4677 POSITION CONTROLS: 1128 CATSHET HEeATA
CURRENT CLASS TITLE CLASS GRADE: 35
(i vacan! or fillad position): Menagamenl Analys 11 CODE: 7 625
REQUESTED CLASS TITLE: Managamani Analyst JII CLASE GRADE: 37
CODE: 7 624
EMPLOYEE PHONER: 702-486-3755 EMAIL: kschnog@businase.nv.qov
NAME: Kamn Schnog -
SUPERVISOR PHONE#: 702-4868-4492 EMAIL: marcsifschaerar@bus nass nv gov
NAME: Marcel Schaerer

e e . T
1. APPOINTING AUTHORIYY/EMPLOYEE CERTIFICATION

ﬂ v E CERTWICATION' | carlify tha! | have read tha instnn:lions page nls prnvldaqlﬁ his
| iPD 1Bara|:orractandc plata. - W—
Chi : ('R
Appulnting Aulhnrlly or Dale:
AUG 0 2 2016 ad Reprgsen aurth 7 3 W -3t
T Employae signalura, R Dale: I
Ton T kR I3 this taquast basing submitted with agency approval or knowledgae? :I No[J Yes 1
3. FOR COMPLETION BY BUDGET DIVISION ONLY
Regquired for new posiions and whan NAC 284,128 {3) applies.
Approvad sffectiva dals {Il change is approved by DHRM Tﬁala.
ed—a olo: e delemmined and changs lo ba spproved by DHRM
rover'
0 dals
Signaturs. Datg,
i % Sa-/¢

Nolas'

ey ——— T —
3b. FOR COMPLETION BY ENTERPRISE IT SERV!E%S ?L‘l
Ragquired when NRS 284.172 appllas or positions to be class lo or changing classificalion with1 lha

Fiscal Ma amanl&Slaff Sesvicas: Information Technology subgio

Dala;
P S iy ey g e ——— e e
4. FOR COMPLETION BY DIVIBION OF HUMAN RESOURCE MANAGEMENT ONLY
" Dapt code: i Expira data:
Division code:
Class code:; Tithe: ' o Grade:
Class option: IFCiLeglslaliva approval required? [JWo [ Yes, dale approved:
S TH 5 T0 APPOINTING ALTHORAITY ’
In:wnbanlnguisMOs JNa [} You | Studyd. ! 28! l - ' q ]
CIother Analyst TDales:

" Supervisor. ) ! Date: ]
|
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STATE OF NEVADA - POSITION QUESTIONNAIRE (NPD-19)

( (
() New Position

(] vacant Position

Bd..Fillad Position
DEPARTMENT: Business and Induslry 2. Chvision) by sy 1902 2 mtre
leuDuman!ul}dﬁﬁsmba gy
DIVISION: Office of Business Finance and Planning DVSION OF HUMAN RESQURCE MANAGEMENT
GEOGRAPHIC LOCATION Al 2 2018
OF POSITION:
AGENCY ID# (3 digits): 74D FUND# COMPENSATION, CLASSIFICATION
(3 digits): 101 RECRUITMENT DIVISION
AGENCY ORG/BUDGET# (4 digits): 4677 POSITION CONTROL#: 1128 CARSON CiTY, NEVADA
CURRENT CLASS TITLE CLASS GRADE: 35
{If vacani or filled position). Management Analyst || CODE: 7.625
REQUESTED CLASS TITLE: Managament Analyst {1l CLASS GRADE: 37
CODE: 7.624
EMPLOYEE PHONE#: 702-486-3755 EMAIL: kschnog@business.nv.gov
NAME: Karen Schnog
SUPERVISOR PHONE#: 7(2-486-4492 EMAIL: marcelfscheerer@business.nv.gov
NAME: Marcel Schaerer

1, APPOINTING AUTHORITY/EMPLOYEE CERTIFICATION

NPD-19 are correct and complete.

CERTIFICATION: | certify that | have read the inslructions page 9-211 the slaie?;.nls provlded_ly ;hls
- ﬂ_ -

r
Changed responsibilities wersfwill be afiecled on: - Dale:
Appointing Authority or ; E > ! > Dale:
Designated Representative signatura: -2l -1
Employea signalure: P B Dalz:
Is this request baing submitted with agency appraval or knowledge? No( ] Yes
3a. FOR COMPLETION BY BUDGET DIVISION ONLY
Required for new positions and when NAC 284.126 (3) applies.
[ Approved effective date (if change Is approved by DHRM) | Data:
Approved — dzie o be delenmined and change to be approved by DHRM
Disapproved
Pari-time (%): — | Expire date:
Signalura: N Datg;
] =y % -Sa—/(,

Noles:

3b. FOR COMPLETION BY ENTERPRISE IT SERVICES ONLY

Required when NRS 284.172 applies for positions te be classified to or changing classification within the
Fiscal Management & Stalf Services: Informalion Technology subgroup.

Appraved |_] Disapproved
Slgnalure: Data:
| 4. FOR COMPLETION BY DIVISION OF HUMAN RESOURCE MANAGEMENT ONLY
Dapl code: Effeclive date: Explre date:
Division code:
Class code: Title: Grada:
Class option; IFC/Legislative approval required? LINe [J Yes, date approved:
INSTRUCTI TO AP| AUTHORI
Incumbent mests MQ's: No ] Yes Study#: Q_eq - ' '7 _
L] Other: Analysl: Date:
Supervisor: Date:
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1. What is prompting this request? If this is an existing position, state the significant changes (as
defined in NAC 284.126) in duties and responsibilities 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? 1If yes, please explain. Attach
documentation relative to legislation, board/commission proceedings, new organizational goals, etc.,
if applicable.

Under the administrative direction of the Department’s Deputy of Progranis position, located in the Director's Las
Vegas office, the incumbent is responsible for addressing various programs and projects assigned to the Department, A
listing of the programs overseen by the Deputy of Programs in Las Vegas is attached to this request.

As a result of a long term leave and eventual vacancy in PCN 0014 Management Analyst Il beginning in August 2015,
the specific duties required for the Nevada New Markets Jobs Act (NMJA) Tax Credit Program were assumed by PCN
1128 Management Analyst Il. The new assignment, along with the evalving requirements associated with the Community
Development Entities (CDE) and the Qualified Equity Investments (QEI) complexity level was escalated. The incumbens
was also required to continue support, facilitation and oversight for the other programs within the Department.

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.)

During the period of PCN 0014 Management Analyst Il vacancy, the various programs and duties were modified to meet
current actual needs, as recruitment could not begin until March 2016. It was necessary for the incumbent to acquire the
necessary experience in statistical and financial analysis, legisiative and regulatory analysis and development, the
development and maintenance of control policies and workflow procedures, the establishment and oversight of program
operations and the implementation of new and revised programs for the Director’s Office of the Department of Business
and Industry.

It weas determined, as recruitment began for PCN 0014 Management Analyst Il that PCN 1128 Managemenr Analvst Il
would acquire the additional role of supervisor to the new recruitment, providing Department program expertise and
direction. As a Management Analyst 11, the current incumbent is responsible for the complex levels of program
Jacilitation, training and oversight, while the Management Analyst I will provide the needed program support. This will
ensure segregation of duties where nceded und allow for cross-training and redundancy in the event of an absence.

NPD-19 (Rev. 11/12)
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Briefly describe the major purpose of this job.

This position will function ax program analyst working directly for the Deputy Director of Pragrams within the Las
Vegas office. This position will independently develop policies and procedures manuals, forms and operational
databases for use by staff and industry including, office workflow and audit functions. Additionally, the position provides
program development and oversight.

The position responsibilities in conjunction with the Deputy Director of Programs:

3
>

2
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Conduct research and analysis of program operations, prepare and maintain statistical information

Manage operational and technical requirements pertaining to programs to ensure compliance with budget
limitations, applicable laws, regulations, policies and procedures

Prepare internal controls for fiscal and operational oversight responsibilities of each individual program
created/managed by the office

Review and recommend revisions to Department regulations and related statutes on a regular basis

Perform program performance reviews and directly assist the Deputy in developing necessary policies and
procedures as a result of Legislative and Executive Branch or federal or other financial or operational program
audits

Develop and maintain reports to monitor program needs

Conduct statistical and investigative studies, compile and analyze data and present reporis fo summarize study
results, draws conclusions and makes recommendations regarding policy/procedures and the department's
position on issues governing licensees and development of new programs or services based upon research
conducted

Analyze, plan, develop und implement new policies, procedures, workflow changes, new processes and programs
to ensure Department und Divisions goals and objectives of the Strategic Plan are met

Ensure the accurate accounting of Department bonds, trust and non-executive accounts within the Divisions

Prepare granr applications o secure federal funding for State and/or State sponsored programs and oversee
grant management and program implementation to ensure adherence to program objectives and performance
measure expeciations

Prepare, monitor and maintain the biennial budgets by estimating futnre expenditure levels based on historical
data; projects future costs; monitors fiscal transactions to ensure expenditures are in conformance with State
and depariment regulations and budgetary limits; and develop budgetary and financial reports and
comprehensive narratives

Condtict financial analysis for program functions and analvze cost estimates for temporary contract employees
and increases in payroll cost associated with the approved budgets

Testifv before the Legislature regarding Department and Division operations and review, analyze and prepare
various financial reports and draft Bill Draft Requests and assist in preparation of follow-up Legislative Letter
of Intent responses
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4. Attach a copy of the agency organizational chart to this form. Please circle this pesition.

DEPARTMENT OF BUSINESS AND INDUSTRY

Office of Business Finance and Planning (OBFP)

l-----------“—--
; Deputy Director
1 Programs
i Marcel Schaerer
| PCN 0002
= U4104
---———-T-------
F_PR_OG_RTM OFFICER ; 2"}
I Carrie Foley I
} PCN 0093 =

* Realignment of Deputy Director PCN 0002/0006 pending work program
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Las Vegas OBFP FTE: 4

- PCN 0002 currently in BA4681; Transitioning to BA4677
- PCN 0006 currently in BA4677; Transitioning ta BA4681
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] Karen Schnog |
| PCN 1128 |
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5. List the duties performed in this job. Assign a number to each duty and estimate the percentage of
tine 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.

DUTY#

DUTY

FREQUENCY

1

Program Development and Existing Program Oversight:

Assist the Deputy Director of Programs and the Director in the development and
maintenance of new outreach and financial programs coordinating udministrative
objectives and program services with federal and state policies and regulations.

Ensure that issues are carefilly researched and information provided is consistent with
information researched and/or information and/or data received from the federal
government, program representatives, ficensees or regulated entities.

Assist in setting accounting policies and assists in directing accounting systems for all
primary and flow-through finding including systems for bond services, general program
and administrative activities, business enterprises and division program and
administrative activities.

if applicable, review and authorizes all applications for primary and flow-through grant
Sunding prior to approval by the Deputv Director of Programs Review all program
strategic plans and cost analyses.

Ensure legisiative performance measures are addressed in the strategic plan and
muaintained timely and accurately.

Ensure compliance with all laws and regulations and recommends alternative solutions
Jor any problem areas consistent with Departmental budgetary and administrative gouls.

In conjunction with the Deputy Director of Programs assists in the development of
Departmenial plans of direction; initiate and evaluate departmental research projects
and needs assessments; assigns available resources in compliance with Departmental
goals.

Performs a review of new and revised Departmental outreach and support programs to
ensure soundness and consistency with financial principals and to review for any
patential fiscal impact.

60%
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2 Provides Supervisiou of Assigned Staff: 20%

Manages and ensures efficient workflow and production; provides timely and effective
decisions, directions and training; promotes teamwork and attainment of agency goals
und objectives; provides effective communication and job performance counseling to
subordinutes.

Effectively and timely delegates work; ensures proper distribution of duties among staff;
approves and monitors leave; timely review/approval of timesheets; and recommends
awards and discipline of subordinaie staff.

Guides and directs quality of subordinates’ work product in conjunction with agency
mission through to ultimate disposition.

Ensures compliance with internal controls and policies and procedures and program
requirentents.

Conducts staff evaluations in a timely manner and keeps work performance standards
and essential finctions current. Ensures subordinate staff training is current.

3 Daily Accounting, Reporting and Post Audit: 10%

Assist the Deputy Director of Programs who oversees and approves all fiscal procedures
and transactions submitted on behalf of the Department to the Legisluture, Budget
Division, or the Federal Government.

This position is responsible for the initial review, posting and processing of applications
and other source documents including the maintenance of all accounting transactions,
budgeting and financial planning, acceptance of funds and preparation of deposits, set
up and processing of vouchers, reconciling daily transactions and preparing program
Sinancial statements as related to daily program fiscal support on behalf of the Deputy
Director of Programs.

Provide program performance reporis regarding relevant tasks and budget process and
generates monthly reporis for the Deputy Director of Programs including analysis and
necessary journal adjustments in order to ensure funding.

Recommends options and alternatives in the event agency funding proposals are not
available.

Conduct financial unalysis for program functions and analyzes cost estimates for
temporary contract employees and increases in payroll and operating cost associated
with the approved budgets.

Ensure the accurate accounting of Department Private Activity bonds, trust and other
non-executive budget accounts within the Office.

Conduct research and analysis of operations, legislative impact, statistical information,
and technical requirements pertaining to the Department to ensure compliance with
budget limitations, applicable laws, regulations, policies and procedures. Review and
recommend revisions to Department regulations and related statutes on a regular basis.

NPD-19 (Rev, 11/12)




4 C

Federal Grant Reguests and Reporting:

Prepare grant applications to secure federal funding for State and/or State sponsored
programs amd oversee grant management and program implementation to ensure
adherence to program objectives and performance measure expeciations.

If applicable, ensure the accurate and timely billing of federally finded reimbursement
reports cash in-flows and cash out-flows in accordance with the federal Cash
Management Improvement Act (CMI4).

Testify hefore the Legislature regarding Depariment and Division operations and
review, analvze and prepare various financial reports and draft Bill Draft Requests
(BDR) monitor review and monitor and assist in preparation of Legislative Letter of
Intent respanses.

5%

Audit Follow-up:

Ensures audit findings are uddressed and policies and procedures are updated timely in
response to Executive, Legisltative Counsel Burean and outside cognitive agency reviews
and audits of Depariment programs. Ensures all plans regarding correction aof audit
exceptions are attained and maintained, Assists in negotiating audit findings with federal
and state authorities on behalf of the Director.

Review and directly assist the Deputy of Programs in developing necessary policies and
procediires in response to Legislative and Executive Branch or federal or ather financial
or operational andits of Department Programs,

3%

6.

All reviews, operational studies, and projects will require the incumbent to make choices, determinations and judgments
which demonstrate the proper advice to the Deputy Director of Programs and the Department Director. The incumbent
will also need to make choices and formulate responses or official determinations to provide effective and timely support,
Will also decide on research methods and analytical methodology and the approach to the presentation of information,

Jindings and proposals to top management,

7a.

PCN 0014 Management Analvst 1T

7b.  Describe the extent of supervisory responsibility exercised over these employecs.
(Check appropriate boxes.)
{1 Final selection Work assignment DX Performance appraisal Discipline
Training Work review [ Other (specify):
8. List any licenses, certificates, degrees, or credentials that are required by law for this job.

None beyond those required for the classification.
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9. List equipment which is used that requires specialized training.

Network hardware, Computer and analytical and statewide systems database applications,

10a. List the name, title, and position control number of the position's supervisor.

PCN 0002 Deputy Director of Programs (U4104);
Pending work program will realign PCN from current PCN 0006 Senior Deputy Directory (U4111)

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

Minimal supervision for workload, deadlines and related duties. Works under the general and specific direction of the
Department’s Deputy Director of Programs. Independently develops and completes all assignments in a manner that
Javorably reflects upon the Department and the Administration. The Supervisor and Director are kept informed of highly
sensitive matters but, incumbent generally has full range of discretion in completing work.

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

Thorough understanding of all statutes and agency regulations supporting the activities of the Department of Business
and Industry. Numerous Nevada Revised Statute (NRS); Nevada Administrative Code (NAC); federal laws; State
Administrative Manual (S4AM); Department of Business and Industry Policies; Governor's Directives, and all ather
applicable laws, rules, procedures, and policies. The incumbent will need to possess a widely diverse knowledge of all
programs within the Department, as well as prevailing statewide issues,

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

1. Director, Deputy Director for the Department of Business and Industry. Exchanges information and provides direct
oversight und assistance on Deparimental projects and development of centralized processes within the Department.

2. Accountant in the Office of the Controller — as reluted to coordination of audits of agencies bonds and securities and
Sfederal reviews and performance measurement,

3. Imternal and External Public and Private Auditors as related to financial and operational reviews and
recommendations.

4. Program Analyst for the Legislative Counsel Bureau - all program and budget related items. 5. Bond Counsel and
Sinancial advisors for multiple programs as related to application review and preparation of bond documentation
and verification of financial standing for Board of Finance Review and approval,

3. Department of Information Technology staff and Director's Information Systems Manager - as related to all process
reviews and discussion of alternatives and process improvements utilizing technology solutions.

6. Various vendors, contractors and sub-grantees — review and coordination of all project services provided to the
Department.

7. Other Department staff, Governar's Office staff, Local economic development agencies and various other federal,
state and local afficials as needed.

13. 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, etc.

Deadlines for review and analytical responses to the highest level of governmental representation under short notice
reqtiires the ability to work on multiple projects with competing deadlines and often alone after hours, requiring the
ability to hear and respond to electronic communication, the telephone, fax/scanner/copier machine, various computer
networks, fire or safety alarms, and the ability o exit the building unassisted.
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14. Provide any additional information about the job which you consider to be important to the
classification, but which has not been previously mentioned.

At the Director’s Office level, complex tasks and responses to public issues are addressed directly to the highest levels of
state and federal government organization. As a result, this position must present the highest level of training and skill
sets, combined with professionalism and communication skills equivalent to the individuals served.

NRS 232.520 Director: Appointment and titles of chiefs and executive directors of entitics of Department; powers and
duties. {Effective July 1,2017.] The Director:

1. Shall appoint a chief or executive director, or both of them, of each of 1he divisions, offices, commissions, boards, agencies or
other entities of the Department, unless the authority lo appoint such a chiel or executive direclor, or both of them, is expressly vesled
in another person, board or commission by & specific statute. In moking the appointments, the Director may obtain lists of qualified
persons from professional organizations, associations or other groups recognized by the Department, if any. The chief of the Consumer
Affairs Division is the Commissioner of Consumer AfTairs, the chiefl of the Division of Financial Institutions is the Commissioner of
Financial Institutions, the chief of the Housing Division is the Administrator of the Housing Division, the chief of the Manufactured
Housing Division is the Administrator of the Manufactured Housing Division, the chief of the Real Estate Division is the Real Estate
Administrator, the chief of the Division of Insurance is the Commissioner of Insurance, the chief of the Division of Industrial Relations
is the Administrator of the Division of Industrial Relations, the chief of the Office of Labor Commissioner is the Labor Commissioner,
the chief of the Taxicab Authority is the Taxicab Administrator, the chief of the Nevada Transpontation Authority is the Chair of the
Authority, the chief of the Division ol Mortgage Lending is the Commissioner of Mortgage Lending and the chief of any other entity of
tiie Department hes the title specified by the Director, unless a diflerent title is specified by a specific stamte,

2. Is responsible for the administration of all provisions of law relating 1o the jurisdiction, duties and functions of all divisions
and other entities within the Depariment. The Director may, il he or she deems il necessary to cary out his or her administrative
responsibilities, be considered as a member of the staff of any division or other entity of the Department for the purpose of budget
administration or for carrying out any duty or exercising any power necessary lo fulfill the responsibilities of the Director pursuant to
this subsection. This subsection does not allow the Direcior to preempt any suthority or jurisdiction granted by statute to any division
or other entity withia the Depariment or Lo act or take on a function that would contravene a rule of court or a statute.

3. May:

(a) Establish uniform policies for the Department, consislent with the policies and statutory responsibilities and duties of the
divisions and other entities within the Depariment, relaling lo matlers concerning budgeting, accounting, planning, program
development, personnel, information services, dispule resolution, travel, workplace safety, the acceplance of gifis or donations, the
management of records and any other subject for which a uniform departmental policy is necessary 1o ensure the efficient operation of
the Depertment.

{b} Provide coordination amony the divisions and other entitics within the Deparimentl, in a moanner which does not encroach upon
their staltory powers and duties, as they adopl and enforce regulations, execute agreements, purchese goods, services or equipment,
prepare legislative requests and lease or use office space.

{c} Define the responsibililies of nny person designated lo carry out the duties of the Director relating to financing, industrial
development or business support services,

4. May, within the limits of the financial resources made available to the Direclor, promote, participale in the operation of, and
create or cause to be created, any nonprofit corporation, pursuant tochapier 82 of NRS, which he or she delermines is necessary or
convenient for the exercise of the powers and duties of the Depariment, The purposes, powers and operation of the corporation must be
consistent with the purposes, powers and duties of the Department.

5. For any bonds which the Director is otherwise authorized to issue, may issue bonds the interest on which is not exempt from
federa] income tax or excluded from gross revenue for the purposes of federal income tax,

6. May, except as otherwise provided by specific statute, adopt by regulation a schedule of fees and deposits to be charged in
conneclion with the programs administered by the Director pursuant toghapters 348A and 349 of NRS. Except as otherwise provided
by specilic statute, the amount of any such fee or deposit must nol exceed 2 percent of the principal amount of the financing,.

7. May designate any person within the Department to perform any of the duties or responsibilitics, or exercise any of the
authority, of the Direclor on his or her behalf.

8. May negotiate and execule agreements with public or privale entities which are necessary to the exercise of the powers and
dulties of the Direclor or the Department.

9. May establish n trust account in the Siale Treasury for depositing and accounting for money that is held in escrow or is on
deposit with the Depariment for the payment of any direct expenses incurred by the Director in connection with any bond programs
administered by the Disector. The interest and income eamed on money in the trust account, less any amount deducted to pay for
appliceble charges, must be credited to the trusl account. Any balance remaining in the account at the end of a fiscal year may be:

{a) Carried forward to the next fiscal year for use in covering the expense for which it was originally received; or

(b) Returned to any person entitled therelo in eccordance with agreements or regulations of the Direclor relating to those bond
programs,
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(Added 10 NRS by 1963, 1072; A 1369, 141;1973, 107, 1482; 1975, 394, 625; 1979, 128, 1218; 1981, 1620; 1983,
1475, 1698; 1987, 1349, 1873; 1989, _ 1389, 1998; 1991, 979, 1311, 1608, 1637,2252; 1993, 614, 1485; 1995,  2246: 1997,

1971; 1999, 3617; 2001, 2904; 2003, 3575; 2009, 2697, 2733; 2011, 2652; 2013, 1054; 2015, 3653, effective July 1, 2017)

NRS 232,522 Director: Creation of Office of Business Finance and Planning; creation of Center for Business Advocacy and
Services; communication and cooperation among entities within Depariment. The Director may:

1. Create within the Department, as part of the Office of the Director, an Office of Business Finance and Planning to:

(a) Administer and coordinate programs related to financing for the assistance of entities engaged in business and industry in this
stote;

(b) Provide information to the public concerning the regulatory programs, assistance programs, and other services nnd activities of
the Department; and

(¢) Interact with other public or private entities to coordinate and improve access to the Department’s programs related to the
growth and retention of business and industry in this state.

2. Creeic within the Department, as part of the Office of Business Finance and Planning, a Center for Business Advocacy and
Services:

{(a) To assisl small businesses in obtaining information about financing and other basic resources which are necessary for success:

(b} In cooperation with the Executive Director of the Office of Economic Developmenl, to increase public awareness of the
importance of developing manufacturing as an indusiry and to assist in identifying and encouraging public support of businesses and
industries that manufsciure goods in this state;

(¢) To serve as an advocate for small businesses, subject to the supervision of the Director or the Direcior’s represeniative, both
within and outside the Department;

(d) To assist the Office of Business Finance and Planning in establishing an information and referral service within the Department
that is responsive to the inquiries of business and industry which are directed to the Department or any entity within the Department;
and

(e) In cooperation wilh the Executive Direcior of the Office of Economic Development, to advise the Director and the Office of
Business Finance and Planning in developing and improving programs of the Depariment to serve more effectively and support the
growth, development and diversification of business and indusiry in this state.

3. Require divisions, offices, commissions, boards, ngencies or other entities of the Department to work together to camy out their
statutory duties, to resolve or address particular issues or projects or otherwise ta increase the efficiency of the operation of the
Department 25 a whole and the level of communication and cooperation among the various entities within the Department.

{Added 10 NRS by 1995, 2243; A 2011, 3448)
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Overview

Nevada’s small businesses are regularly challenged by complex regulations, licensing requirements, ignorance of the
myriad services and financing options available to them to start, maintain or expand their business.

Under NRS 232.522, the Department of Business and Indusiry (B&I) is empowered 10 assist businesses through its
various programs. The Department serves as an advocate for small business in their dealings with state government
agencies and serves as referral source for businesses looking for resources. From helping to break bureaucratic logjams
to reviewing sclect state regulations for potentially burdensome impacts, the Office of Business Finance and Planning
(OBFP) is the voice of small business in state government. The department is also statutorily charged with administering
the State's private activity bond programs and the new markets tax credit programs,

The following programs have been created and managed by this office since the start of the current adminisiration:

Business Advocacy

Under NRS 232,522, the Department of Business & Industry is empowered to assist businesses through its various
programs. The Department serves as an advocate for small businesses in their dealings with state government agencies
and acts as relerral source for businesses looking for services. From helping to break bureaucratic logjams to reviewing
select State regulations for potentially burdensome impacts, the Office of Business Finance and Planning is the voice of
small business in State govemnment.

Program staff provide one-on-one cansultation and assisis business owners with common challenges, such as - access to
capital, regulatory assistance within and outside of state government, training assistance, and referrals to qualificd service
providers.

Business & Industry Roundtables

There are many great small business provider organizations in the community doing good things. Unfortunately,
constituents are not always aware of the various resources available to them. According to NRS 232.522(b), Business &
Industry is responsible for providing information to the public concerning the regulalory programs, assistance programs,
and other services and activilies of the Department; and according to NRS 232.522(c), to interact with other public or
private entities to coordinate and improve access to the Department’s programs related to the growth and retention of
business and industry in this state.

To comply with NRS 232.522 Business & Industry, has engaged key partners in the small business development arena
throughout Nevada through quarterly roundtables. These roundtable sessions ensure coordination of services, identify
challenges and develop strategies to address these challenges. Roundiables are attended by representatives of over 50
entities throughout Nevada and have been very successful in increasing communication and collaboration between
resource pariners statewide and increasing efficiency in service delivery to small businesses.

Through the Office of Business Finance & Planning, we would continue with the small business roundtables, and attend
additional community outreach events to promote the programs and services available. Proposed future activities include
sponsoring small business workshops throughout the community on a bi-monthly basis and having funding available to
attend business events for the purpose of networking and education. Currently, there is no budget available for this type
of activity, which has severely limited the effectiveness of this office to conduct these types of activities.

One Stop Small Business Portal

Business & Industry has developed a comprehensive business portal (business.nv.gov), which provides extensive small
business resources for Nevadans in one place. Updating the portal with current information and new resources is an
ongoing process. The portal also has a step-by-step guide with intemnet links for a new business to acquire the necessary
business licenses and permits and a calendar, which lists business events and educational epportunities hosted throughout
Nevada by all service providers and agencies.
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Access to Capital Programs

Even with all of the economic programs and government incentives for smalt business, it can be a challenge to access and
obtain financing to capitalize a business properly. It is difficull, especially for smaller businesses, to build credit and
provide financials worthy of securing traditional business loans and lines of credit needed to grow and expand. Capital
access programs provide a critical foundation for small business development and economic growth, especially as access
to conventional business loans remains tight among private lenders.

The majority of new private sector jobs have been created through small businesses. With capital access, these
businesses are able to increase production, expand, innovate, and create even more jobs in the local community.

There are two options available to entrepreneurs seeking to finance their business: borrow funds (debt equity) or sell
ownership interest in exchange for capital (equity financing). Finding which organizations hold what types of capital can
also be challenging as programs conlinue to change and evolve or are available for a limited period.

Our access to capital initiatives assist small businesses to research and compare the various small business finance
programs available in the state ol Nevada 1o determine which program best meets their needs by bringing to Nevada small
businesses a galaxy of financial product and connect them to lenders nationwide.

We are also working 10 create a database of all business lending programs and producis available in the slale of Nevada.
This information will be displayed in a searchable database allowing for 24/7 access to information on business lending
programs and products available to current or potential business owners.

We continue to seek new sources of funding for Nevada businesses, especially underserved populations that often have
limited access to capital that could provide a path to business ownership for Americans {rom all walks of life. Capital
assistance is a fundamental vehicle to the success of any business. We offer referrals and information about traditional
and non-traditional mechanisms for obtaining capital as well, such as:

= Grants and Incentives

o Non-Traditional Financing

o Angel Investors
Venture Capital
Crowd funding
Micro lending
Community Development Financial Institutions
Accounts Receivables Financing
Peer to Peer Lending

o State Small Business Credit Initiative
s Traditional Financing

o Conventional Loans

o SBA Loans

o USDA Loans

» Bonds Programs

O 00 O0CO0OO0

Charter Schools Bonds

Senate Bill (SB) 384 (2013} authorizes the Director of the Department of Business and Industry 1o issue bonds and other
obligations to finance the acquisition, construction, improvement, restoration or rehabilitation of property, buildings and
facilities for charter schools. Sections 1-22 of this bill enact the Charter School Financing Law and provide for the
issuance of such obligations by the Director. Section 29 of this bill revises provisions governing the closure of a charter
school to provide, among other things, for notice of the closure, the development of a plan for closure, an audit and the
winding up of the financial affairs of the charter school. Section 30 of this bill authorizes a charter school to incomporate
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as a nonprofit corporation, Section 31 of this bill authorizes a charter school to borrow money and encumber its property
and other assets, and lo use public money to purchase property with the approval of the charter school’s sponsor.

The Department of Business and Industry is currently creating regulations to administer this program. In the future,
OBFP looks forward to helping many charter schools obtain low interesl tax-exempt bond financing. We have received
several inquiries and look forward to helping those charter schools grow in Nevada.

New Market Tax Credit Program

Senate Bill (SB) 357 New Markets Job Act was passed by the Legislature on June 3, 2013. SB 357 specifies that the
program begin October 1, 2013. Under the bill, a New Markets Tax Credit program of insurance premium tax credits for
cconomic development is created.

As the administrator of the program, the Department of Business and Indusiry has commenced with the program,
processed and approved seven applications, issued seven community development entities with qualified equity
investment allocations authority totaling 5200 million and verified the community development entities have raised cash
to begin investing in qualified active low-income community businesses. B&I is currently in the process of developing
and proposing regulations for this program.

The community development entitics have twelve months to invest 85 percent of the cash they have received into
qualified low-income community investments. B&I is regulating this program and helping the CDEs find projects to
invest in Nevada. Other states have experienced a positive economic impact of $3 10 512 for ¢ach tax credit dollar and
the creation of 7,000 to 8,500 jobs.

Private Activity Bond Programs

The State of Nevada is statutorily authorized to issue private activily bonds 10 help companies and individuals gain
lax-exempt municipal bond/public debt financing for qualified projects to increase economic growth, industry and
employment in Nevada. The Department has re-launched efforts to market these bond programs since fall of 2013
and is working extensively with the Governor's Office of Economic Development, Regional Development
Authorities and private businesses looking to use these financing products. Types of private activity bonds include:
s Industrial Development Revenue Bonds
Tax-exempt bonds used to finance development of industrial facilities, research and development facilities,
commercial, civic, and cultural enterprises, accredited educational institutions and health facilities.
» Recncwable Encrgy Bonds
Tax-exempt bonds used to finance the development of renewable cnergy facilities.
o Exportation of Goods Bonds
Tax-exempt bonds used to finance the production of goods for export or the expansion of the production of goods
for export.
e Venture Capital Bonds
Tax-exempt bonds used to provide an altractive opportunity for the investment of venture capital within the state
of Nevada.

Governor's Conference on Small Business

This annual conference, presented in partnership with the local chambers of commerce, takes place in Northem and
Southern Nevada on a rotating basis. The conference provides small businesses an opportunity to educate themselves on
current issues, resolve issues with governmental agencies through face-to-face interaction, obtain assistance to start or
expand their businesses, have lunch with the Governor and hear his vision for the State. The charge to a small business
to attend this event is $35.00, all-inclusive.
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The conference consists of:
a. Panel discussions
b. Expo with free resources, direct access to top government officials, licensing entities, financial service providers
and more
c. Luncheon with keynote address by the Governor and special guest speakers.

The Governor's Conference on Small Business is a great opportunity for small business owners and entrepreneurs to
attend very informative panel discussions, to learn from experts in different areas of business and ask questions. We also
have a large exhibit arca with different vendors who are there solely to answer questions and provide information.

Activity Goals

I.  Assist small business throughout Nevada with advocacy and referral services,
[I.  Promote existing sources and attract new sources of capital for small business.
Ill.  Engage statewide resource partners to facilitate coordination of services for the small business sector and
address community needs and service gaps.
IV.  Maintain the online resource portal to ensure ali resources for Nevada businesses are available in a single
one-stop portal.
V.  Advocate new financing and business supportive services programs and reactivate existing programs to
enable small businesses to succeed.
VL. Increase utilization of the state’s Volume Cap.
Vil.  Provide constituents with timely responses and resolutions to their concerns.
VIll.  Increase private activity bond utilization throughout Nevada.
IX. Increase awarcness of tax-exempt financing for charter school facilities.
X.  Connect and refer qualified businesses with financing made available under the New Market Job Act.
XI.  Assist businesses to structure financing deals through commercial bonding via federal and state NMTC
and other financing programs.
XIIl.  Support the Governor’s job creation goals through the development of the small business sector with
comprehensive programs and services.

Other Programs

Internal Audits — Assists B&I Divisions in resolving LCB audit findings by ensuring the audit findings are
corrected and responses adequately reflect the change in processes, policies and procedures.

Constituents Services — Works with B&I Divisions to investigate and resolve constituents’ complaints from
consumers, homeowners and businesses. Staff receives hundreds of phone calls every month with constituent
issues, such as; regulatory issues with its divisions, homeowners with mortgage issues, small businesses
challenges, etc. We provide assistance quickly and diligently to resolve all of the issues working with our
divisions, other federal, state, and local agencies, national banks and mortgage servicers, and our resource
partners, respectively.

Efficiency Projects — Projects to increase efficiencies by correcting processes, troubleshooting to correct
weaknesses, increasing productivity of staff and optimizing use of resources in organizations.

Non-Profit Oversight — The Department has oversight of two state affiliated non-profit entities that administer
homeowner assistance programs. Representatives from the Depastment serve as advisors and/or board members
of these entities.
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Brian Saadoval Patslck Cates
Governor Director
Peter Lang
Administrator
STATE OF NEVADA
DEPARTMENT OF ADMINISTRATION
Division of Human Resource Management
555 East Washingtor Avenue, Sulte 1400 | Las Vegas, Nevada 89101-1046
Phoae: (702) 486-29G0 | hitp://dop.av.gov
MEMORANDUM
TO: File

FROM: Heather A. Dapice, Supervisory Personncl Analyst
Division of Human Resource Menagement
Compensation, Classification & Recruitment

DATE: August 23, 2016

SUBJECT: Request for Re-Classification, Study 087-17; Karen Schnog

The Nevada Department of Business & Industry, Office of Business Finance & Planning, has
requested the re-classification of PCN #1128 from Management Analyst Il, 7.625, grade 35 to
Management Analyst III, 7.624, grade 37. This rcquest is the result of added duties and
responsibilities to include the Nevada New Markets Job Acts (NMJA) Tax Credit Program,
Community Development Entities (CDE) and Qualified Equity Investments (QEI).

Upon review of the submitted NPD-19, a desk audit with the incumbent and an interview with
Deputy Director Administration Marcel Schaerer, it was determined that the dutics assigned to
this position include, but are not limited to, the following: plan, organize, research, develop,
manage, direct, implement and update multiple program areas to include NMJA, CDE, QEI,
business advocacy, business and industry roundtables/workshops, one stop small business portal,
access to capital programs, charter school bonds, private activity bond programs, Governor’s
Conference on Small Busiress, and outreach; develop policies, procedures, menuals, forms,
operational databases, office workflow and audit functions to cnsure goals and objectives of the
Strategic Plan are met; conduct research and analysis of program operations; manage operational
and technical requirements pertaining to programs to ensure compliance; prepare intemal
controls for fiscal and operational oversight for each individuel program created/managed by the
office; review and recommend revisions to regulations and statutes; testify before the legislature
regarding operations; draft Bill Draft Requests and assist in preparation of follow-up Legislative
Letter of Intent responses; perform program performance reviews and assist in developing
necessary policies and procedures resulting from financial or operational program audits;
conduct statistical and investigative studies, compile and analyze data and present reports to
summarize study results, draw conclusions and make recommendations regarding issues
governing licensees and development of new programs or services based upon research
conducted; prepare grant applications to secure federal funding, oversee grant management to



ensure adherence to program cbjectives and performance measures; ensure the accurate and
timely billing of fedcrally funded reimbursement reports; conduct financial analysis for program
functions and analyze cost estimates; prepare, monitor and maintain biennial budgets; and
supervise a Management Analyst II to include performance evaluations, work performance
standards, work assignment and review, scheduling, training and discipline.

The class specification for the Management Analyst II1 states the following: “Under general
direction, incumbents perform technically complex assignments critical to agency operations.
They conduct the more complex, sensitive, investigative and analytical studies that may involve
any aspect of the agency's operations such as planning, research, policy development, budgeting
and legislative drafting. Additionally, positions in this class typically serve as first line
supervisors for lower level Management Analysts or other professional staff and are singularly
expert in their program or discipline area. This class is distinguished form the Management
Analyst II class based upon the level of technical complexity involved in work assignments and
the specialized knowledge, skills and abilities required to perform these duties. "

This position performs the duties and responsibilities as outlined in the series and class concept
for the Management Analyst IH, is comparable to similarly classified positions in State service
{please refer to scanned studies 021-12, 189-12, 237-14, 394-14, and 418-14), and should be
classified as such.

Due to the information gathered, it is therefore recommended that this position be re-classified
from Management Analyst If, 7.625, grade 35 to Management Analyst 111, 7.624, grade 37.
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1. What is prompting this request? If this is an existing position, state the significant changes
(as defined in NAC 284.126) in duties and responsibilities 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.

This position will assist the Agreement/Procurement Section by reviewing and negotiating all service
agreements with the Nevada Department of Transportation. The incumbent will liaise with relevant internal
stakeholders during the negotiation process and will work closely with legal and finance. Proactively
strategizes with business and technical owners to understand the needs of the organization and implementation
teams in the coordination of contractual and technical commitments. Management of large-scale, enterprise-
wide volume purchase agreements under the guidance of senior team members. The incumbent will facilitate
the agreement documentation, and ensure all contractual obligations are adhered to with regulatory
requirements and business strategy. Analyze, identify and implement process improvements. Leads cross
functional teams to develop meaningful requirements to ensure quality responses from suppliers. The
incumbent will bridge a gap, as the missing link, with proposal team to review terms and conditions received in
an Request for Quote, Request for Proposal, or Request for Information. They will research and develop
adequate sources of supply and evaluate the financial stability of potential suppliers and will perform required
business analysis with strategic focus on total cost of ownership. Schedule and attend negotiation meeting for
service agreements as the NDOT representative with outside business partners. Manage research collaborations
and strategic services for NDOT by providing fact-based recommendations to executive level management.
Proactively manage day to day relationships with service providers and continuously seeks out cost saving
opportunities ns well as leads efforts to realize those savings. Responsible for various Indirect spending
categories which may include Records Management, Customer Operations, Construction and Maintenance, and
other related services. By leading the cross functionality of teams to strategically select products and suppliers
the incumbent will ensure the best possible price, quality, service, and overall terms. Pursucs all avenues by
identifying the opportunities to reduce costs, minimize risk and improve business conditions. Manages overall
supplier performance - including, acting as an escalation point in the event of non-performance. Develops a
strategic category plan based on an understanding of business goals and objectives, the supply market and
competitive benchmarking. Effectively documents, communicates and gains buy-in across the organization to
ensure alignment. Oversee and create increased efficiency in our daily operations. By partnering with intemal
stakeholders, to identify and define their requirements we will eliminate inconsistency within projecis, Provides

on-going supplier relationship management. Actively and consistently supports all efforts to simplify and
enhance the customer experience.

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.)

The negotiation portion of the Agreement Services section currently does not exsist and the job responsibilities
are new.

NPD-19 (Rev 11/12)



Briefly describe the major purpose of this job.

Under the general direction of Administrative Services, the incumbent will serve as the Procurement Specialist
providing oversight on performance to ensure all steps in the agreement process follow strict federal and state
guidelines. Supparts the development and approved activities required by a procurement matrix and compliance
of all agreements through the agreement section. Supports the agreement development and maintenance process
to ensure consistent management of all agreements. Review and negotiate price and product specification from
various supplies to determine which would provide the best deal to meet organization’s needs. Provides
administrative support for the analysis and development of strategies for agreement negotiations. Learning and
understanding contract language and legal terminology to effectively communicate with legal and other
stakeholders. Interfaces with relevant internal stakeholders during the negotiation process while working closely
with legal, finance and the implementation teams of coordination and technical commitments. Maintain and
communicate deadlines on deliverables. Monitor the procurement of goods and services contracis to ensure
consistency, uniformity and cost-effectiveness for the Nevada Department of Transportation in accordance with
applicable laws, regulations, and applicable policies. Negotiate with the finalist on deliverables, costs, and other
items to secure the highest quality of service and the best value for the Department. Currently NDOT procures
5150 million in professional services each year.

The Incumbent will perform technically complex assignments critical to agency operations. By providing services
to pursue opportunities to reduce cost, minimize risk with all stakeholders and to identify and define their
requirements of negotiation and management of complex contracts. Leading the negotiation and agreement
management of large-scale, enterprise wide volume under guidance of the senior team member. Proactively
strategize with business and technical owners to understand the needs of the organization. Continually seeking
out cost saving opportunities and lead efforts to realize those savings. Conducting a variety of studies, research
and financial analysist,

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 (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 existing position, please put an asterisk (*) next to each duty that is new.

DUTYVY# DUTY FREQUENCY
1* Canducts studies, research and analysis of agreement procurements both 25%
Management | of management and administrative areas including financial analysis,
Analysts departmental operations such as policy and workflow; management

research make recommendation and assist in or implement new or
required procedures and systems.

NPD-19 {Rev 1)112)



2 Plan, organize, and manage the agreement process. Review, evaluate 25%

Plan, Organize | and negotiate complex procurement opportunities advertised for NDOT,
and Manage | recommending approval or modification to services based on laws and

regulations. Compare outcomes to program goals. Develop
enhancements to improve efficiency and effectiveness. Evaluate
alternative courses of action and autonomously implement the most
desirable solution in the majority of cases. Analyze complex issues
considering all stakeholders, risks, and consequences, and make
decisions as to the course of action that best serves the interests of the

department.
3* Liaise with stakeholders, legisiators, industry representatives, business 20%
Review and | owners and other interested parties. Including working groups,
Advise subcommittees or committee meetings as necessary to accomplish the

goals and objectives of Administrative Services. Analyze, negotiate
solutions to, and resolve problems where competing interests and
conflicting opinions exist. Remain apprised of the latest developments
in the contracting and consulling. Provide training, consultation, and
expert opinion on matlers pertaining to program areas.

4* Evaluate the most complex proposals and bidding. Apply regulatory 20%
Negotiations | and procedural requirements, understanding when the department has
discretion to make decisions and when regulations dictate a course of
action. Provide thorough research and in-depth analysis regarding the
issues and provide justification for each recommendation made.
Proactively strategize with business and technical owners to understand
the needs of the organization. Continually seeking out cost saving
opportunities and lead efforts to realize those savings.

5* Clearly and effectively communicates with project team, individuals and 10%
Communication | groups. Responsive to the various styles and needs of the project teams
Responsiveness | and groups with who he/she is commutating. Plans work activities to

Team Work | meet project schedules, budgets, cost and baselines. Timely resolution
of issues and conflicts. Builds constructive working relationships
characterized by a high level of acceptance, cooperation and mutual
regard.

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

NPD-19{Rev $1/12)




All duties require the incumbent to evaluate and monitor the procurement of services to ensure consistency,
uniformity and cost effectiveness in accordance with applicable state and federal laws and regulations,
Coordinate and participate in the evaluation of proposals for technical compliance and cost comparison.

Negotiate with finalist on costs and other items to secure the highest quality, service and best value for NDOT.
Ensure potential vendors are treated fairly and equitably in the procurement of services. Communicate with

senior staff, vendors, deputy attorneys and others to identity and resolve complex negotiations and proved
information.

The incumbent must make decisions by gathering input from stakeholders and subject matter experts, crafting
workable solutions, evaluating each solution on its merits and drawbacks, then either moving forward with the
best decision or putting forth specific recommendations. The position requires constant making of choices and
determining solutions based upon the incumbent’s judgment.

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

Management Analysis Il 070006
Management Analysis Il 075010

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

X Final selection Work assignment Performance appraisal [X) Discipline
Training Work review [] Other (specify):
8. List any licenses, certilicates, degrees, or credentials that are required by law for this job.

Certified Contract Manager Course

9. List equipment which is used that requires specialized training.
This position will require an understanding of several computer software programs:

ePats — proprietary Electronic Pracurement and Tracking System

B2(GNow — contract compliance software
LCP Tracker - prevailing wage reporting software

10a. List the name, title, and position control number of the position's supervisor.
Kandee Bahr Worley, Admin Service Officer Il PC #075001
Vacant, Admin Service Officer Il PC #070007

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

NPD-19 (Rev 13:112)



This position receives no day-to-day supervision. Robert Nellis provides general direction and passes on any

specific requests from the Transportation Board or Director’s Office. It is the incumbent’s responsibility to
manage the operations.

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

Knowledge of regulations refated to External Civil Rights, low-bid procurement, and quality-based
services procurements both state and federal.

1. Federal:
= United States Code of Federal Regulations Title 23 - Highways

» United States Code of Federal Regulations Title 49 - Transportation

o The Brooks Act - quality-based service procurement
2. State:

e NRS 333 & NAC 333 Purchasing State

* NRS 338 Public Works - prevailing wages, subcontractor reporting, contractor bidding
¢ NRS 408 Highways, Roads and Transportation Facilities

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

NPD-19 (Rev 11712)



This position has regular contact with a wide variety of people, many at executive levels of government and
private industry, including:

* Transportation Board {comprised of the Governor, Lieutenant Governor, Controller, and 4 other
members appointed by the Governor) - preparing monthly reports of agreements and contracts,
providing testimony at Transporiation Board meetings, providing one-on-one updates on items such as
NDOT consultant procurement processes, contractor prequalification, or the Disadvantaged Business
Enterprise program.

» Associated General Contractors of America, Northen and Southern Nevada Chapters - perform a
liaison function between the ACEC and NDOT on issues related to NDOT's procurement of licensed
contractors. Provide updates on NDOT activities, provide training on systems, policies and procedures,
discuss legislative changes and their impacts, work collaboratively on regulatory changes, and consult
on the impacts of NDOT processes on the contracting industry in Nevada.

* Nevada Legislature - participate on subcommittees to provide input and feedback regarding pending or
suggested legislative changes.

e Lawyers, judges and court officials when testifying in court.

= Other NDOT agencies including State Purchasing to coordinate activities, understand processes and
apply them consistently, discuss legislative changes, and make necessary program updates to be in
compliance with laws and regulations.

* NDOT Director’s Office — to make recommendations of specific courses of action related to
procurement, compliance, and other high-liability or politically sensitive areas.

= NDOT Division Heads - to coordinate activities affecting Administrative Services goals and objectives
such as coordinating with Design on the timing of procurement of critical projects.

13.  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, etc.

None

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 is essential to provide high-level management and technical expertise to the Agreement Services
section of Administrative Services. The incumbent will develop efficient strategies which will meeting
budgetary and other operations requirements of NDOT. They will ensure staff adhere to a strategy with both
federal and state faw requirements are being observed. With cost being a key factor, ability of negotiation and
communication are at a higher level.

NPD-19 (Rev 11/12)
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MEMORANDUM

TO: File

FROM: Keisha Harris, Personnel Analyst
Human Resource Management
Compensation, Classification and Recruitment

DATE: 4/10/2018

SUBJECT: Request for Reclassification, Study 289-18; PCN 071011

The Nevada Department of Transportation (NDOT), Administrative Services Division has requested
the reclassification of position control number (PCN) 071011, Reprographics Technician I, 9.726,
grade 27 to a Management Analyst II1, 7.624, grade 37. The division is requesting the position to
complete the negotiation aspect of the Agreement Services section. The position will serve as the
procurement specialist and be responsible for reviewing and negotiating service agreements;
managing large-scale, enterprise-wide volume purchase agreements; facilitating service agreement
documentation; ensuring contractual obligations are adhered to; analyze, identify and implement
process improvements; reviewing terms and conditions received in a request for quote, request for
proposal or request for information; researching and developing sources of supply; monitoring the
procurement of goods and services contracts; evaluating the financial stability of potential suppliers;
performing business analysis; scheduling and attending negotiation meeting for service agreements;
providing recommendations; managing the day-to-day relationships with service providers;
identifying and defining provider requirements; developing a strategic category plan; and conducting
various studies, research and financial analyses.

Position Analysis

This position will report to the Administrative Services Officer 1lI, serve as the procurement
specialist, directly supervise two Management Analyst [l, including supervisors, and indirectly
supervise professional and administrative support staff responsible for procurement and service
agreement activities and will not perform any of the previous Reprographic Technician 11 duties.

Upon review of the submitted NPD-19, it has been determined that the duties assigned to PCN
071011 include, but are not limited to, the following: conduct studies, research and analysis of
agreement procurements both of management and administrative areas including financial analysis,
departmental operations such as policy and workflow; make recommendations; assist in or
implement new or required procedures and systems; plan, organize and manage the agreement
process; review, evaluate and negotiate complex procurement opportunities advertised for NDOT;
recommend approval or modification to services based on statutes and regulations; compare
outcomes to program goals; develop enhancements to improve efficiency and effectiveness; evaluate
alternative courses of action and autonomously implement solution; analyze complex issues
considering all stakeholders, risks and consequences; make decision as to the course of action the
department should take; liaise with stakeholders, legislators, industry representatives, business
owners, working groups, subcommittees, committees and other interested parties; analyze and
negotiate solutions to and resolve problems where competing interests and conflicting opinions exist;
remain apprised of the latest developments in the contracting and consulting; provide training,
consultation and expert opinion on matters pertaining to program areas; evaluate the most complex



{ (

proposals and bidding; apply regulatory and procedural requirements, understandings when the
department has discretion to make decisions and when regulations dictate a course of action; provide
thorough research and in-depth analysis regarding issues; provide justifications for recommendations
made; proactively strategize with business and technical owners to understand the need of
organization; seek cost saving opportunities and lead efforts to realize those savings; plan work
activities to meet project schedules, budgets, cost and baselines; resolve issues and conflicts in a
timely manner; supervise two Management Analyst II to include final selection, work assignment,
performance appraisal, discipline, training and work review.,

Class Specification

A preponderance of the duties assigned to PCN 071011 align with the Management Analyst IlI class
as described in the class concept. The class concept states that incumbents, “under general direction,
... perform technically complex assignments critical to agency operations ... conduct the more
complex, sensitive, investigative and analytical studies that may involve any aspect of the agency’s
operations such as planning, research, policy development, budgeting and legislative drafting ...
serve as first line supervisors for lower level Management Analysts or other professional staff and
are singularly expert in their program or discipline area ... is distinguished from the Management
Analyst I class based upon the level of technical complexity involved in work assignments and the
specialized knowledge, skills and abilities required to perform these duties.”

Comparable

The requested classified position performs comparable duties as Management Analyst 111, 7.624,
grade 37, personnel within other state agencies (please refer to study 021-18, 141-18, 021-16 and
082-12), and should be classified as such.

Position Determination

In agreement with the requesting agency and in line with all the information gathered, it is therefore
established that Management Analyst IlI, 7.624, grade 37, is the appropriate classification for the
duties assigned to PCN 071011.

Note: This reclassification must be approved by the Interim Finance Committee (IFC) before it is
effective, because the position is moving from one occupational group to another. Once the

reclassification is approved by IFC, the retroactive effective date of your reclassification will be
February 21, 2018.
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1. What is prompting this request? If this is an existing position, state the significant changes (as
defined in NAC 284.126) in duties and responsibilities which have been made in the position since it
was established or last reviewed by the Department of 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.

Due to the ever-increasing complexity of the department’s mission, the duties of the Management Analyst II,
Position Control Number (PCN) 0004 for the Director’s Office are being restructured. The incumbent will now
require an increased level of knowledge, skills and abilities; which under general administrative direction will
include the use of highly developed methods, techniques and foresight for identifying potential problems and
solutions, providing recommendations to the Department’s Director, Deputy Director, Administrators, and/or
various management staff relating to both departmental and divisional issues, providing broad based planning
which will require analytical research and analysis into past and current processes to be used to update and improve
existing policies, procedures, regulations and practices as well as to create new policies, procedures, regulations
and practices.

The MATI’s duties currently require the review, tracking and reporting of all Bill Draft Requests (BDR), bills and
repulations to determine any potential affect on the Department and it’s Divisions which include; The Director’s
Office, Hearings, Public Information Office, Motor Carrier, Central Services, Compliance Enforcement, Motor
Vehicle Information Technology, Administrative Services, Management Services and Programs and Human
Resources. The restructured duties will require all of the aforementioned duties and in addition will require

Fiscal Note coordination and legislative drafting of BDR’s, bills, and regulations as well as providing in person,
televised testimony before various committees within the Nevada State Legislature.

The new restructured duties will require the incumbent to act as a project lead with the responsibility to manage
projects ensuring project costs do not exceed project authority, scope and that all goals and objectives are met
within specified timeframes. The new duties will include project status report preparation and presentation to the
Director, Deputy Director and Department Administrators.

The addition of the advanced level job duties and specialized skills required to fulfiil the duties as described above,
are believed to be outside the scope and responsibilities of the Management Analyst I and are more in line with the
Management Analyst IIl. Therefore, the Department is requesting 1o upgrade the MAII position to a

Management Analyst ITI position,

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.)

Class Title Pos. Ctrl. #
Director 0001
Deputy Director 0002

NEPD-19 (Rev, 5:09)
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3. Briefly describe the major purpose of this job.

Under general administrative direction, the incumbent is required to develop,track and maintain both the
Director’s Office and Hearings Office budget accounts. Included in the Director's budget account is Human
Resources Training Staff, Public Information Officers and the Internal Audit Team. This position has a high
degree of authority to review and make recommendations and decisions concerning the various programs within
the 2 budget accounts. This position also participates in strategic planning and goal-setting activities, plans,
develops, coordinates and oversees projects to determine the effectiveness of new or revised programs and
provides statistical information as requested. This position coordinates work processes and financing for major
new projects and programs and assists Administration as needed. This position also develops, drafts and
finalizes bill draft requests to be submitted in a timely manner prior to each Legislative Session and provides in
person, televised testimony before various committees within the Nevada State Legislature. In addition, this
position develops new and/or revises existing regulations; following the procedural guidelines of the
Administrative Rulemaking manual.

-

Attach 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 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# DUTY FREQUENCY

1 *Project lead responsible for planning, developing, coordinating and overseeing 45%
projects to ensure project costs do not exceed project authority, scope, and that all
goals and objectives are met within specified timeframes. Participates in strategic
planning and goal-setting activities, provides statistical information and analysis
as requested and investigates and analyzes current business practices in order to
evaluate and make recommendations for improvement or discontinvation. *In
addition, this position has a high level of authority for making decisions and
recommendations regarding the department’s position on issues or future course
of action.

D

Develops, maintains and tracks the Director and Hearings Office budget accounts. 35%
This position provides budgetary oversight for two multi million dollar budget
accounts under the Director’s Office. This position is responsible for budget
analysis, projections, tracking, forecasting and maintenance for the Director’s
Office biennial budget. This position is responsible for the Department’s
operating expenses including approval and denial of all requests for purchases and
expenditures to include: all supplies, travel requests, vehicle inventory and
maintenance, computer hardware/software and other equipment necessary to
perform daily operations,

NPD-19 (Rev. 309}




. O d

3 Develops new and/or revises existing reguiations, following the procedural 10%
guidetines of the State Administrative Rulemaking Manual. This position also
plans, organizes and coordinates the development and implementation of revised
operating policy and procedures, issues oral and written directives in memo form
and policy statements; utilizing a variety of analysis such as; work flow, space
allocation, staffing, etc.

4 Develops, drafts, and finalizes Bill Draft Requests (BDR's) to be submitted in a 10%
timely manner prior to each Legislative Session. This position is responsible for
tracking and assessing all pending legislation which may impact the Department
and informs management of any possible implications. This position is also
responsible for maintaining and tracking any future proposed legislation for the
Department.

6. What duties are performed that require the incumbent to make choices, determinations, or
judgments? Please give examples.
Under General Direction:
1 — This position is responsible for budget development, oversight, analysis, projections, forecasting,
expenditure approval/denial and tracking. This position is required to make sound decisions as they relate to the
Director’'s Office budget accounts.
2 — This position is responsible for planning, developing, coordinating and overseeing projects to ensure project
costs do not exceed project authority, scope and that all goals and objectives are met within specified
timeframes. Participates in strategic planning and goal-setting activities, provides statistical information and
analysis as requested and investigates and analyzes current business practices in order to evaluate and make
recommendations for improvement or discontinuation. In addition, this position has a high level of authority for
making decisions and recommendations regarding the department’s position on issues or future course of
action.
4 — This position develops, drafts, and finalizes Bill Draft Requests (BDR’s) to be submitted in a timely manner
prior to each Legislative Session. This position is responsible for tracking and assessing all pending legislation
which may impact the Department and informs management of any possible implications and is responsible for
maintaining and tracking any future proposed legislation for the Department. In addition, this position is
responsible for providing in person, televised testimony before various committees within the Nevada State
Legislature.
5 — This position develops new and/or revises existing regulations, following the procedurat guidelines of the
State Administrative Rulemaking Manual. This position also plans, organizes and coordinates the development
and implementation of revised operating policy and procedures, issues oral and written directives in memo form
and policy statements utilizing a variety of analysis such as; work flow, space allocation, staffing, etc.

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

N/A

NPD-19 (Rev, $/19)
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7b.  Describe the extent of supervisory responsibility exercised over these employees.
(Check appropriate boxes.)

[] Final selection [l Work assignment [ ] Performance appraisal [ ] Discipline
{] Training (] Work review (] 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.
Personal Computer and related software, i.e. Kodak Scanner, Microsoft Office Suite Pro, Windows Client, Host
Explorer (Hummingbird) and Internet.

10a. List the name, title, and position control number of the position's supervisor.
Bruce Breslow, Director, PCN# : 0001

10b. Describe the type and extent of supervision received.
General Administrative Direction.

11.  What statutes, laws, rules, procedures, or guidelines are used in performing assipnments?
Federal Laws, State Laws, Nevada Administrative Code, State Rules and Regulations, Department Policies &
Procedures, State Administrative Manual and Nevada Revised Statutes;

NRS 481.0475, 353.210, .215, .220, .245, .253, .255, .260, .3235, & .333. NRS 408.235, NRS 481.031, .035,
047, .0473, .051, .052 & .055. Sam Chapters 0200, 2500, 2600, 2700, 2800, 3000,

NPD-I2 (Rev, 5109)
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12.  What people are contacted in carrying out the duties of this position? Explain the purpase of each
contact.

Director & Deputy Director: To ensure that the Director and Deputy Director are fully aware of Management

Analyst assigned assignments and projects and kept apprised of the various Division projects and programs

within the Department.

Administrators, Managers and Supervisors: To provide suggestions, strategy and information on program

development and implementation, to ensure budgetary integrity is maintained, to authorize expenditures from

the Department’s budget, to enforce the policies and procedures for the Department, to extract and analyze data

for the purpose of identifying inconsistencies, cost savings, budget projections and potential improvements.

Legislative Staff: to establish an effective and efficient communication regarding fiscal and program activities

for the Department and to act as liaison between the Department and members of the Nevada Legislature during

Legislative Session.

LCB and DMV Budget Staff: To communicate the Department’s needs including projections, forcasting

methodologies, division statistics, and budget justifications.

Governor’s Office Staff: To ensure the Department properly implements it’s respective biennial budget and

programs within the State parameters established and to act as liaison between the Department and the

Govemor’s staff in regards to legislation which affects the Department, customer correspondence, research, etc.

13.  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, etc.
N/A

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 has a high degree of authority to review and make recommendations and decisions concerning the

various programs of the Department. It is required to forecast and review revenue projections and expenditures,

to analyze the fiscal impact of potential legislation, prepare, review and analyze fiscal reports and special

projects, under general administrative direction.

NPD-19 {Rev, 5/09)
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Support Staff
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Services
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Alys Dobel, 0058
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RaeJean Boyer, Pers. Tach. I}, 0059

Mary Gerdon, Personnel Analyst I, 6120

Lou Anne Geissler, Mgmt. Analysl |I, CC4021
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Kelly Leonard, PO lll, CC4083
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Deputy Director
Troy Dillard, 0002
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Public Information Officers

Tom Jacobs, PIO II, 06051
Kevin Matone, PIO |, 0052
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BRESLOW/DILLARD MEETING RE PCN 4744-0004
8/29/11

Present from DMV: Alys Dobel, Personnel Officer III; Bruce Breslow, DMV Director; Troy
Dillard, DMV Deputy Director

Breslow and Dillard reiterated that the role of the subject position had expanded since the
previous incumbent accepted a different job in the department. Dillard had been with DMV since
2004 and was a division administrator prior to becoming Deputy Director, thereby having
considerable familiarity with how the position functioned under two previous incumbents

Breslow emphasized the budget coordination responsibility, extending beyond the immediate
director’s office budgets to coordinating with the ASO IV’s budget people on POG and other
fiscal matters affecting the entire department. He also mentioned that the position was
responsible for helping the divisions prioritize pending projects by providing guidance to the
divisional Management Analysts as to the Director’s plans, especially those of particular interest
to him or requiring active coordination out of his office

Breslow and Dillard also confirmed that the former role of bill tracking had greatly expanded to
include coordination of implementation of legislation and liaison with the LCB between
sessions. The incumbent will also be responsible for wotking with the divisions to prepare a
Governor-mandated comprehensive review of regulations to determine what should be changed
or abolished

It appears that the position has evolved from routine research, analysis, and statistical reporting
to include additional significant responsibilities for project management (including guidance to
the 10 divisional MA III incumbents), along with budget coordination. These duties represent a
higher level of management analysis than normal for MA II and are consistent with the historical
application of the MA III class concept to DMV as well as to other large ngencies

F

Frank Steinberg
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DMV Director's Office
8/17/11 Meeting/Desk Audit, PCN 4744-0004

Present from DMV: Alys Dobel, Personnel Officer III; Renee Clark, MA 11, incumbent,
currently detailed to Compliance Enforcement Division; Sandi Bailey, MA III, currently detailed
to Director's office

Both Alys and the Director are fairly new to DMV and have no personal recollection of the
position as it was upon its establishment in 1999 (before the DMV/PS split)

The immediate office of the Director is small, with the “support staff” consisting only of the
Executive Assistant and the position being studied. Each division has one or more Management
Analyst positions, all at the III level except for the position in IT, which is a II

Principal duties of the position are project leadership and developing and managing two budgets
for the Director’s office. Other duties relate to development and implementation of regulations
and policies along with attention to Legislative matters. This includes liaison with the LCB both
during and between sessions. A new requirement is preparation of a detailed quarterly report to
the Governor, which requires coordination, clarification, and analysis of input from all divisions
through direct interaction not only with their Management Analysts but also with their Division
Administrators

The increased emphasis on project leadership is a result of greater complexity of many major
projects, most of which involve activities by multiple divisions (three or four are not
uncommony), which can only be effectively coordinated out of the Director’s office. Examples
include establishment of data linkages to eight rural county assessors to allow for debit card
registration payments; maintenance of the master list of completed Legislative actions, ensuring
that the various divisions are properly tasked with implementation; preparing justifications for
additional IT resources to allow for reduction or redeployment of DMV Technicians; and
coordinating corrective actions specified in reports by DMV’s internal audit unit, which also
reports directly to the Director

The previous incumbent took another position within DMV in the middle of the Legislative
session, and his previous involvement in the process appears to have been more limited than
what the Director is contemplating for the next session, which would include testimony by the
incumbent

The position now functions under general direction in regard to both projects and budgets, and
the Director is provided an overview relating to various issues and reports on a weekly basis

A meeting with the Director has been scheduled for 8 1 to obtain his perspective

postponed by Aqency +o 6729
—

Frank Steinberg
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STATE OF NEVADA - POsiTION QUESTIONNAIRE

J New Pasition

$ Existing Position
AGENCY IDNO. 810 DEF? RTMENT Department of Motor Vehicles DIVISION Administrative Services
POSITION CONTROL/NO. 0004 AGENCY ORG.# 4745 FUND# 201
EMPLOYEE NAME D man
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L]
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ﬁ\\ [% ............ o 4
Signature of Appointing Autho ignated Representative

Lelilue NDBsrna s ._ﬁjz..ﬂfa

Signature of Employee

FOR COMPLETION BY BUDGET DIVISION ONLY
(Required for new positlons and when NAC 284.126, subsection 3 applies.)
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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 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, efc., if applicable.

The last time this position was reviewed by Personnel or management was more than 5 years ago.
This position originally was responsible for Contracts, leases and facilities management. As the
position stands today it does none of the previous job requirements. This job is a financial position
with the principal assignments of financial, statistical, and investigative studies of the over $1 billion
in revenue collected and distributed. This pesition has evolved into one that requires the knowledge
and ability to read and understand statistical data and material. Statistical analysis is a prerequisite
for this position.

Because of the growth in th{‘erartment in the collection of dollars the responsibility has also
increased requiring more complexity and assignment of additional duties in the area of compiling
and analyzing of data. The new responsibilities have increased the knowledge required to maintain
this position.

This position is tasked with analyzing division programs and all accounting aspects to identify
deficiencies, weakness, problems, and recommend potential improvements, It is also responsible for
coordinating the development or revision of Policy and Procedures related to the work unmit or
program by analyzing workflow, staffing, and automated system changes.

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.)

As many of these duties are new to the Department, no position was responsible for performing
them.

Briefly describe the major purpose of this job.

This job has a number of major purposes.
a, Compile and analyze data between the Departments application and the IFS system.

b. Conduct financial, statistical or investigative studies of cash between the Departments
application and the IFS system.

c. Parse, analyze, verification and reconciliation of monthly Credit Card fees, staternents
and ACH settlements between the Department, credit card vendor and state bank
account.

d. Analyze and review of departmental operations to insure that all internal controls are
established and being followed.
e And apalyze revenue trends.

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

See attached

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 on a weekly, monthly or
annual basis. If this is an existing position, please put an asterisk next to each duty that is new.
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DUTY NO. DuTY FREQUENCY

Conduct financial, statistical or investigative studies of cash between 239,
the DMV application, the state IFS system and the state banking
institution.

Compile and analyze data between the DMV applications and IFS 23%
quarterly by monitoring fiscal transactions to ensure that all monies
collected and distributed are in conformance with State and departments
policy. Make correcting entries or work with other Departments to help
take corrective action to avoid future prablems or errors.

Parcing, analysis, verification, and reconciliation of monthly credit card 10%
fees, statements and ACH settlements between credit card vendor, state
bank account and DMV application.

Analyze Division programs and all accounting aspects thereof to 50,
identify deficiencies, weaknesses, problems, and recommend potential
improvements, Supply reports of findings and process recommendations
to management.

Coordinate the development or revision of Policy & Procedures related 5%
to work unit or program by analyzing workflow, staffing, and automated
system changes.

Prepare annual Federal Highway Administration reports (FHWA), 3y,

7 Revenue Trends — analyze ratios and trends 59,

Analyze and review of departmental operations to insure that all internal 5%,
controls are established and being followed.

9 Assist in the development of computer automation design of manual or 8%
inadequate operations. Revise the system processes based upon new
automation process. Perform user acceptance testing, debugging and
monitoring of the computer system change in the productions region of
the DMV application.

10 Other duties as assigned. Including detailed analysis of revenue 13%
accounts, ad hoc reporting and assisting with the budget unit on the
development of annual or biennial budgets for division,

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

Duty #1

In conducting financial, statistical or investigative studies between the cash on the DMV
application and the state system a determination is made as to whether there is an out of balance
condition. If an out-of-balance situation exists judgments and choices must be made in identifying
the problem and making the necessary corrections. An example of this situation is when while
compiling data for cash reconciliation for FY05 year-end, the credit card totals were out of balance
between the DMV application and IFS. I spent 5 days identifying the problem by researching every
deposit in IFS to that of DMV. I was in comtact with the Treasurer’s Office, the credit card
companies, the Revenue section, the budget unit, the Chief of Administration at DMV and the



Director. The error was determined to be a deposit that was not credited to the Departments cash and
a timing difference between FY 05 and FY06.

Duty #2

In compiling and analyzing the data between the DMV application and IFS quarterly it is
necessary to make judgments or determinations as the incumbent is monitoring fiscal transactions
to ensure that all monies collected and distributed conform to State and department policy. If
review finds problems the incumbent must makes judgments in making the corrections. An
example of this is while matching the trial balance on IFS to that of DMV, a difference is found, I
must go back through all of the distributions to ensure that they have gone to the right Budget
account and GL. Once the problem is found I will request of Revenue to prepare a JVD to correct the
problem. I was in contact with the Revenue Supervisor, the Budget unit and the ASQ III. The latest
problem took two days to research and correct. It was a Budget account that was used by mistake and
a timing difference due to DMV processing problems.

Duty #3

In analyzing, verifying and reconciling the credit card fees it is necessary to make judgments and
determinations while monitoring that all fees have been correctly charged as the incumbent must
work between the DMV application, state system and the statements. Timing issues make
validating data difficult causing judgment and determination of the information reconciled to be
legitimate and within pre-established parameters and guidelines. An example of this is while
checking the credit card figures between IFS, the DMV daily totals and the bank statements the dollar
amounts vary. I researched and found that a refund was processed back to a credit card but instead
of showing it separately as a refund and then the amount collected, it netted the amounts together.
This situation resulted in several hours of research and contacting the credit card company and the
Treasurer's Office to solve the problem.

Duty #4

In analyzing division programs to identify deficiencies, weakness and problems it is necessary to
make choices, judgments and determinations to ensure that any changes made are within
statutory guidelines and have the proper internal controls and safeguard the assets. An example
of this is while reviewing the refunds on a weekly basis it was determined that a refund was processed
in error. A refund was processed for a transaction that, although the check amount was put in as the
dollar amount, the account codes and drawer totals were in balance. This refund created a problem
with the technician’s cash balance as well as the account code. The result of this had it not been
found was that the division’s budget would have been shorted by over $289,000.00, This analysis
allowed me to find a deficiency in the training of the staff and I have requested of the Revenue Unit
refresher training for the staff to ensure that this type of error does not continue,

Duty #5

In developing or revising Policy and procedures it requires judgment and determination to
identify the process, the staffing requirements and system changes that affect the work units
activities and functions. An example of this is when revising the policy Jor refund approval. The
previous policy stated that the Revenue section would be responsible Jor determining if the customer
was eligible for a plate turn in refund. The Revenue section is only responsible Jor the issuance of
the refund. The supervisor must make sure that all of the requirements have been met prior to
approving the refund in the second level. They have the necessary data in Jfront of them to make an



accurate determination. I worked with the Revenue unit and different divisions and supervisors
within the DMYV.

Duty #6

In lzreparing the Federal Highway Administration Reports it requires judgment that the
comprehensive data is accurate and that all reports reconcile. This data represents the State of
Nevada on a Federal level and determines the amouat of monies available to the state through the
Department of Transportation for road maintenance. An example af this is when the figures
received from MVIT for FY2005 Registered vehicles were incorrect, I had input all of the numbers
and the totals for the year were lower than that of the previous year. Using an approximate growth
rate of 5% this number should be higher. It was determined that the figures used were not using the
same set of criteria as in the past. This information has been documented and a new set of data was
run. The reports were compiled with the new numbers and reconciled,

Duty #7

Revenue trend analysis requires judgment and determination. Incumbent must be able to review
comprehensive data to ensure that all figures are accurate and determine if projected dollars or
trends are within acceptable measures. They must use good judgment in determining the best
methods to present finding to management. An example of this is analyzing the credit card
merchant fees. It is necessary to plot the trends of credit cards to ensure that the funds are available
to pay the merchant fees. This requires looking at the credit card nsage on a monthly basis and
applying a growth rate to determine the necessary funds needed. I keep a spreadsheet to show the
usage and to show the merchant fees due. It requires skills and knowledge of credit cards and
statistics to calculate the fees. I am in contact with the Revenue unit, the Budget unit and the
Treasurer’s Office for this information,

Duty #8

When analyzing and reviewing the internal controls to ensure compliance, a determination must
be made regarding any statutory or regulatory requirements that have changed. Internal controls
may have changed since the last review and need to be reviewed to ensure the safegnarding of
assets. An example of this is insuring that the staff has been crossed trained to be in compliance with
the Departments Internal controls. We have to insure that the person creating a refund is not the
person approving them and that all necessary verifications for duplicate check have been followed by
the Supervisor. I review the refunds on a weekly basis to make sure that all staff is in compliance
with all Department requirements. In this review I am looking at the reason issued, the technician
requesting, the supervisor approving and the account codes to determine if that all requirements have
been met. In my normal review I found a refund that was issued to the same person two times. I was
able to find the problem and stop the check before it went out to the customer. I spent several hours
researching and stopping this check. I had dealings with the Treasurer’s Office, the Revenue Unit
and the Emissions Unit who issued the duplicate checks.

Duty #9

Assisting in the development of computer automation design required judgment to make the
changes and to ensure that they are in compliance with policy & procedure and statute.
Performing user acceptance testing, debugging and monitor changes to the computer system
require both judgment and determination to ensure that all material is tested and accurately
validated. This judgment will prevent problem when the changes are moved to the production
system, which directly affects the public. An example of this is when we created the Extract Jor the
DMV accounting system. Iwas involved with the initial meets to determine what we needed and how
it was to look. 1 assisted in the development of the program extract rules. I completed testing and
debugging of the system as we created and made changes to it. To this day, I still test to ensure that



7a.

7b.

10a.

10b.

11.

12.

any changes made, in different areas, have not adversely affected the expected outcome of our
revenue or cause a delay for our customers. I worked with outside contractors, different state
agencies and many divisions within the DMV on this program development.

Duty #10
Other duties as assigned could include making choices, determinations and judgments; however,
these duties vary so no examples can be given.

List the class fitles and position control numbers of all employees that work under the
supervision of this position.

Currently this position does not supervise.

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

[] Final selection [] Work assignment [J Performance appraisal O Discipline
[0 Training [ Work review [ Other (Specify)

List any licenses, certificates, degrees, or credentials that are required by law for this job.
None
List equipment, which is used, that requires specialized training.

None

List the name, title and position control number of the position's supervisor.
Charles Mahoney, ASO III, PCN 0027
Describe the type and extent of supervision received.

The level of supervision is under general direction. This position performs techaically complex
assignments critical to agency operation.

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

NRS, NAC, Department Policies and Procedures, State Personnel Rules and
Regulations, State Treasurer’'s Office Rules and Regulations, State Controller's Office
Rules and Regulations, the State Administrative Manual, Generally Accepted
Accounting Principles (GAAP), Governmetal Accounting Audting Standards (GAAS),
and pronouncements from the Government Accounting Standards Board (GASB).

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

a. The Treasurer's Office — Questions arise concerning the distribution and
reconciliation of funds. The individual contacted will vary from the Deputy State
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Treasurer to various Accountants.

b. The Controller’s Office — Questions arise concerning the collection, distribution
and reconciliation of funds.
c. The Motor Carrier — Questions arise concerning the collection, distribution and

reconciliation of various funds collected by the Motor Carrier Program area. The
individual contacted will vary from the Division Administrator to the Program
Managers.

d. The ASO-Ill for Revenue within the Department of Motor Vehicles ~ Questions will
arise concerning the collection, distribution and reconciliation of revenue by the

Department.
e. The Chief of Administration for the Department — This position Is the backup for

the ASO-lil revenue position.

f. Financial institutions such as Bank of America, Discover, and American Express.

g. Contact with other state Department of Motor Vehicles to gather information of
many sorts.

h. Departments IT section for user acceptance testing, debugging and monitoring of

the computer system changes in the production region of the DMV application.

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, etc.

None

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

The department needs this position to assist with the complexities that are encountered
in a rapidly changing environment in order to ensure the collection, reconciliation,
distribution, and internal controls remain in compliance with governmental accounting
standards, NRS, NAC and SAM.
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STATE OF NEVADA - POSITION QUESTIONNAIRE (NPD-19) B awPonkion |
Filled Position
DEPARTMENT: Department of Health & Human Services (DHHS) 2. Dwision of Hlumzn Resource
ManaEgceEr?gg[t) date stamp
DDl L) NEVADA DEPT OF PERSONNEL
GEOGRAPHIC LOCATION
OF POSITION: Carson City JUN 2 4268
AGENCY ID# (3 digits): 406 FUND#
(3 digits): 101 COMPENSATION & CLASSIFICATION DIV
AGENCY ORG/BUDGET# (4 digits): 3223 Posmgn_fc;%mom. CARSON CITY, NEVADA
CURRENT CLASS TITLE New - CLASS GRADE:
(If vacant or filled position): CODE:
REQUESTED CLASS TITLE: Grants & Projects Analyst I CLASS GRADE: 35
CODE: 7.755
EMPLOYEE ' PHONE#: EMAIL:
NAME:
SUPERVISOR PHONE#; 715-604=1202 EMAIL: slishneentheaithrnv.gov
NAME:
_ 1. APPOINTING AUTHORITY/EMPLOYEE CERTIFICATION
AGENCY CERTIFICATION: | eanify that | have read the instructions page and the statements provided in this
PERSONNEL OFFICE | NPD-18 &
date stamp Changed unsibilitles werelwill be eff Data:
Appointing Authority or { — Date:
nated entative ature: i
Employes signature: Date:
1 )5 this reques! being submitied with agency approval or knowledge? L] No L] Yes
3a. FOR COMPLETION BY BUDGET DIVISION ONLY
BUDGET D VISION Required for new positions and when NAC 284.126 (3) applies.
dzte stamp
 Ti¥Approved effective dale (if change Is approved by DHRM) - [ Date: ,0: /-7 5
ved — dale to be detlermined and ch fo be DHRM
Di
XY W | Expire date: —
nalure; £4 n ate:
il 107,778 0 5.9 754 © /743
Notes: e
O3 SESSion] - DEC. URLITT EF25
_ 3b. FOR COMPLETION BY ENTERPRISE IT SERVICES ONLY
EITS Required when NRS 284,172 applies for positions {o be classified 1o of changing classification within the
date stamp | Management & Staff Services: Information Technology subgroup.
ad [ | Disa _
Signature: Date;
| 4. FOR COMPLETtON BY DIVISION OF HUMAN RESOURCE MANAGEMENT ONLY
Dept code: : Expire date:
Division code:
 Class code: Title: :
sscode: 4 ;25 * management Analyst 2 Grade: a
Class option: IFC/Legisiative approval required? [ONo ] Ves, date approved: HE

incumbent meets MQ's: 3 Study#: S22

] Other: Anw_lhz bl Date:w_q_"-b

BM )3 HL Ao BAyS S . o i

NPD-19 (Rev, 11412)
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1. What is prompting this request? If this is an existing position, state the significant changes (as
defined in NAC 284.126) in duties and responsibilities which have been made in the position since it
was established or last reviewed by the Department of 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 organizationsl goals, etc.,
if applicable.

In early 2009, the Health Division, as part of it's reorganization, centralized the Division's financial accounting and
budget services. However, the centralization didn’t address the Division’s need for a centralized grants
management unit. Most of the Division’s program managers are required to track the federal funds categorically
for the awarded federal funding. However, most all of the Division’s grants do not run on the State Fiscal Year
and tracking state authority and federal grant dollars across state fiscal years is complex and requires a level of time
and detail that the program staff are unable to satisfactorily perform. Additionally, it has become fiscally evident
through factors such as the number of work programs requested, over and under expenditure of federal funds and at
times reversion of unspent federal dollars or carryover of funds that most programs are not able to do this function
to the level and detail required due to the expertise and limited time available with other programmatic
responsibilities. Therefore four Grants & Projects Analyst IIs are being requested to centralize the grant
reconciliation functions division-wide for the 80 plus grants that the Division currently receives.

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.)
Currently, four temporary Grants & Projects Analyst Il employees have been fulfilling these duties as a pilot
program to evaluate the number and Ievel of staff required to perform this function.

3. Briefly describe the major purpose of this job.

The four Grants & Projects Analyst Ils that arc being requested will perform the federal grant and corresponding
state authority reconciliation functions division-wide for the 80 plus grants that the Division currently receives.
Each GPAII will be responsible for the concurrent tracking of approximately 20 grants,

Additional duties will include participating in the preparation, monitoring and maintenance of the work units
program and/or biennial budget(s) by estimating future grant expenditure levels based on historical data, making
projections for future costs and providing justification for those projections.

This position will also be the primary liaison between the centralized grants management, budget, accounting,
contract/subgrant units and with the multiple bureau program managers related to the grants being tracked.

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

NPD-19 (Rev 11412)
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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.

DUTY# DUTY FREQUENCY

1 Monitor and maintain grant budget reconciliations for assigned grants by estimating 25%
future expenditure levels based on historical data; make projections for future costs;
monitor fiscal transactions to ensure expenditures are in conformance with Federal,
State, Department and Division rules, regulations and budgetary limits; develop
comprehensive narrative and financial reports for presentation to administration,
bureau and fiscal staff as well as other entities that might require this information,
Monitor program spending to ensure adherence to State and Federal rules and make
suggestions regarding improvements to be made. Conduct audits of financial
records, transactions and reports submitted by programs to ensure the appropriate
and efficient usage of dollars.

2 Develop various budgetary and financial reports, prepare correspondence and track 15%
program needs and expenditures. Conduct financial studies; compile and analyze
data; prepare and present reports summarizing study results/conclusions; make
recommendations regarding policies and procedures.

3 Plan organize and coordinate the development and implementation of new forms, 10%
work methods and automated systems used to process financial/grant information
related to the assigned grants,

4 Provide technical assistance to programs to ensure program operations are in 25%

compliance including grants management, interpretation and analysis of
regulations, and policies and procedures.

5 Serve as the primary liaison between the Division’s centralized grants 25%
management, budget, accounting, contract/subgrant units and with the multiple
bureau program managers related to the assigned grants being tracked.

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

Incumbent will be required to make determinations regarding grant reconciliation policies and procedures to
ensure compliance with State and Federal guidelines. Decisions will be required on a daily basis based on the
analysis of information, statistical data, and financial information. Continual interpretation of government
regulations, federal directives and grant guidance for the assigned federal grants. Decision regarding the
accuracy and appropriateness of data required for recurring federal reports, including submission in a timely
manner,

7a.  List the class titles and position control numbers of all employees that are supervised by this
position.
This position will not supervise.

NPD-19 {Rev, 11/12)
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7b.  Describe the extent of supervisory responsibility exercised over these employees.

(Check appropriate boxes.)
[[] Fina! selection [] Work assignment {_] Performance appraisal [] Discipline
[] Training ] Work review [] Other (specify):

8. List any licenses, certificates, degrees, or credentials that are required by law for this job.
None.

9. List equipment which is used that requires specialized training,
General office equipment, computers, calculators etc.

10a. List the name, title, and position control number of the position's supervisor.
Vacant, Management Analyst IV, PCN 320

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

Employee will work under general direction and will perform technically complex assignments critical to
agency operations. Employee will be responsible for complex and analytical studies related to federal grants
management functions and policies.

11.  What statutes, laws, rules, procedures, or gnidelines are used in performing assigniments?
Nevada Revised Statutes

Nevada Administrative Code

State Administrative Manual (SAM)

Federal Grant Guidance

Departmental Policies and Procedures

Health Division Internal Controls

Generally Accepted Accounting Principles

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

contact.

Day to day contact with Health Division program staff will be necessary to complete grants management
activities correctly and timely. This position will serve as the primary liaison between the Division’s centralized
grants management, budget, accounting, contract/subgrant units and with the multiple bureau program managers
related to the assigned grants being tracked.

13.  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, ete.
NA

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

NPD-1% (Rev. 11112)
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DEPARTMENT OF HEALTH AND HUMAN SERVICES
POSITION CLASSIFICATION CHECKLIST

This form is to be compleled before assigning duties that could result in reclassification or
upon notification from the Department of Personne! that they are in receipt of a NPD-19. Refer
to DHHS Classification Policy & Procedures.

SECTION 1 - POSITION INFORMATION (To be completed by Supervisor/Manager)

Employee’s Name: Vacant - New Position

Division: Health/Public and Behavioral Health Bureau/Section: Admin. - Fiscal Svc.
Current Classification: N/A Class Code: Grade:
Requested Classification: Grants & Projects Analyst 2 Class Code: 7.755 Grade 35
Budget Account No.: 3223 Position Control No.: 0713

New Position: R YES [ONO

SECTION 2 — JUSTIFICATION FOR CHANGE IN DUTIES (To be completed by
Supervisor/Manager for reclassification requests)

1. What is the purpose of assigning/removing duties toffrom this position: What organizational
need do you propose to accomplish by this action?

2. When are you proposing the duties be reassigned/removed, or when were they
assigned/removed?

3. Have these duties previously be performed by any other positions? Which ones?
(indicate budget account, position control, class title and grade)

4. Are there other positions that should be established or which were established to complete
duties? Which positions? (Indicate budget account, position control, class title and grade)

Revised 7/05
Revised 10/07




: 0. @

3. What would be the consequences to the agency of this position not being reclassified?

SECTION 3 — FISCAL/IPERSONNEL INFORMATION (To be completed
by Division Personnel Officer)

1. Is this request agency or employee initiated? Agency O Employee
2. Is this reclassification approved in the current budget? OYES & NO
If YES, approval effective:
If NO, state reason.
3. Is this reclassification requested in the budget for the next biennium? ®YES 0O NO

if YES, approval effective: 10/1/13
If NO, state reason:

4. Has this request been approved by your budget analyst? RYES 0O NO
5. If reclassification Is approved, is IFC approval required? OYES NO
6. Is approval of the Director of DolT required? COYES ®® NO

7. If occupied, does incumbent meet the minimum qualifications of requested class:

OYES [OONO DO UNKNOWN  N/A

8. The following positions in this division, DHHS or other state departments have been
identified as those which should be considered by the Department of Personne! in their

analysis. Include comments regarding comparability to the subject éosition.
(Complets for new positions and reclassification requests) _( PRI 's S

3220/0017 - GPA 2 f?,y - 3/57/0/05 ) 0252
3224/0080 - GPA 2
OCFS — M5 /o503 ) OSOF
O U ~SAPTA 3170/ 826/
. N qﬂ'alna.%qgg.._]ﬂ’s .j 2 ,
Revised /05 ;
Revised 1007 6f ‘OC’«FS = 3}4;5-/0357 f n; : //o?’g

FoblaQs Behaw Yolfr3 2 /5 / 0 150



P
O

9. Other comments:

SECTION 4 - DIVISION’S POSITION (To be completed by the Division
Administrator for reclassification requests)

1. The Division:

& Supports the request. Explain:

() Does not support the request.  Explain:

[ Is unable to determine appropriate classification. Indicate comments/concemns:

2. How will the Division fund the request if it is approved?

Approved in the 2014/2015 Budget,

Supervisor's Signature: Date:
Agency Personnel Officer’s Signature Date:
Division Personnel Officer's Signature (only)__20ttyug  gipe s é€ Date;_4 /ys/r 3

Division Administrator's Signature: (only) } 1 Q’_/Q, = Date: S !Ef l[ 5
DHHS Deputy Director, Adm. Sves.'s Signature: ( ‘)—Zﬁ/m Date: ///3
Revised 7/05
Revised 10/07
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- STATE OF NEVADA - POS{ .ON QUESTIONNAIRE o rﬁw

1 72006 O New Position
MAY UL G & E::ting Posi

HEALTH DIVISION ﬁEcEWED

AGENCY IDNO. 406 DEPARTMENT HEALTH & HUMAN SERVICES DREBIONVEL HEALTH

POSITION CONTROL No. 0008 AGENCY ORG.# 3213 FUND# 101 APR 0 4 2006
EMPLOYEE NAME VACANT HEALTH DIVISION
CURRENT CLASS TITLE GRANTS & PROJECTS ANALYST Il CLASSCODE7.755 GRADE BERSONKEL
{if existing position}
REQUESTED CLASS TITLE MANAGEMENT ANALYST I CLASS CODE 7.625 GRADE 35
GEOQOGRAPHIC LOCATION OF POSITION  CARSON CITY, NEVADA EMPLOYEE PRONE NO
APPOINTING AUTHORITY/EMPLOYEE CERTIFICATION
CERTIFICATION: . Eerfilyé It L1 rcad ¢ information on page |, and the statements provided in this NPD-19 are correct and complete.

Chanped tlex-wererwil
r“AY 19 2006 NN AANA— -‘é\?xl 0¢

Signature of Appolnting Authority or Designulecl Represenlative \ N Date

DREC TS OrFICE Vel fﬂu"f_u,f ‘I?f,&ifim

Signature of Employee Date

FOR COMPLETION BY BUDGET DIVISION ONLY
(Required for new positions and when NAC 284.126, subsection 3 applies.)

Nt ..dﬁ%@mnd b‘& ........... n"‘ba" . O Disspproved
TN j/

cs‘ e '\’%\';*‘) FOR COMPLETIQON BY DEPARTMENT OF INFORMATION TECHNOLOGY

& Approved Effective Date (If change is spproved by Stale Personne

% y (Required when NRS 284.172 applies)
N S v‘*‘ﬁ'
@QD d‘q’i"\%‘@‘ O Approved [ Disapproved
@J\ (}\\*\
‘A sﬁ* -
q@ &\?‘ SiElall.ll’l: Dale
M\< FOR COMPLETION BY STATE PERSONNEL AND BUDGET DIVISION
Agency ID. 11
Position Effective Dat l.'.) D.(Expire Date Type.
Action

Part-time (Percent)

Clnss Coderr il e nuM(Lﬂ(LQLIMkLP\n@%t@LméX

Class Option - E/
Division Code HD) IFC/Legislative Approval Required? N0 [JYes .wvmseseesssens

Daie Recelved

INSTRUCTIONS TO APPOINTING AUTHORITY

Use the NPD-3 procedure

] Submit Personnel Action form and refer 1o NAC 284, ., subsection .
Incumbent meets MQs: O] Yes O Ne

0O Other.
NPD-19 {Hev 399}




What is prompting this req(:}? If this is an existing position, stn,tt(. o 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? Ifyes, please explain. Attach documentation relative to legislation, board/commission
proceedings, new organizational goals, etc., if applicable,

This is an existing position. As currently classified, the position is & Grants & Projects Analyst II in the
Immunization Program responsible for the following duties:

* Vaccine Management: Develop, implement, and oversee the vaccine inventory control, distribution,
and management system.

» Fiscal Management: Develop, implement, and oversee the fiscal components of the immunization
program.

* Subgrants and Contracts: Participate in the subgrant and contract development and monitoring
process.

» Federal Grant: Research, develop, and write assigned portion of the annual immunization grant
required by CDC.

¢ Staff Supervision: Oversees work assignments, trains employees, performs evaluations and work
reviews, and disciplines staff when necessary.

Due to gradual changes in expectations and duties assigned to this position and due to difficulty in recruiting
qualified Grants & Projects Analyst II applicants, the Bureau of Community Health has reviewed the
classification specifications and has determined that the current position should be reclassified to a
Management Analyst If. No change in grade and step would result. Reclassification of the position to the
Management Analyst series would result in several benefits to the Bureau;

» The Management Analyst series is one that is widely used throughout the State. As such, there are
qualified applicants at each level of the series so recruitment of candidates to fill positions is less
complicated.

= Since this proposed position is a Management Analyst II, many applicants who qualify at this level
are familiar with the State system due to previous experience as a Management Analyst I.
Experience at the journey level is very valuable to applicants for this position which is responsible
for completing complex and difficult assignments under general direction.

» The Management Analyst series requires testing that helps identify candidates that are more likely to
succeed in performance of duties and assignments.

» The Management Analyst series focuses on budgeting and financial analysis, developing projections
monitoring programs performance and fiscal transactions, performing operational duties such as
policy and procedure development, coordination of operational efficiency and workflow, research
issues, write legislative analysis, and review and recommend legal contracts, subgrants, etc.

¢ The Grants & Projects Analyst series has limited use throughout the State. Therefore, it is often
difficult to recruit applicants at the Grants & Projects Analyst II level that have the required
background and experience to perform the essential job elements without extensive training.

The current position is responsible to the Immunization Program Manager for daily operations. However,
the position also is part of the Bureau's Fiscal Team that gets direction from the Administrative Services
Officer I in the Bureau’s Grants Management Unit. The Grants Management Unit is responsible for Bureau
budget development and monitoring, processing and reviewing continuing and competitive grants
applications, reviewing subgrants to community-based agencies, reviewing work programs developed by
program staff for submission to the Interim Finance Committee, performing bill analyses during legislative
sessions, and developing and implementing fiscal policies and procedures for the Bureau. Therefore, duties
assigned to the current position have taken on a broader aspect through time.
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When this position was created, the Immunization Program had fewer employees, a smaller budget, and the
fiscal oversight required was less complex. As the program grew, there was & preater need for more
extensive monitoring of fiscal issues. The original focus of the Grants and Project Analyst Il was more
directly related to the grant application process. As time passed, a greater proportion of time was devoted to
fiscal duties and aspects of budget development and maintenance than were originally included in the
position specifications.

The position is currently performing duties that are not specifically outlined in the Grants & Projects Analyst
class specifications, but fall within the Management Analyst series. These duties include:

* * Developing work programs for submission to the Interim Finance Committee (IFC). This position
has written work programs for the Immunization Program that are very complex and require
extensive justification and analysis.

» * Preparing monthly financial reconciliations for Inmunization Program and Bureau review. This
task includes reviewing the Budget Status Reports (BSR) and ensuring the amounts reconcile for
each category within the budget account, and calculating revenue and expense projections based on
existing data,

¢ * Reviewing legislative issues and preparing analyses for consideration by the Program Manager,
Bureau Chief, and Health Division Administration. The need for comprehensive review of proposed
legislation that includes fiscal review is extremely important. This duty has been added to those
performed by the incumbent.

e * Participating in the development and implementation of operating procedures that address the fiscal
management of the Immunization Program and therefore the Bureau. The need for efficient and
effective processes take on more importance as workload throughout the Bureau increases without
significant increase in personnel asked to perform additional duties.

In addition, it is expected that the position will participate in the preparation of the Immunization Program’s
biennial budgets. It is also expected the position will assist with budget monitoring for the program. In

addition, the incumbent is expected to research legislative issues that have a program and/or fiscal impact on
the Immunization Program.

What pesition(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.)

There are no other state positions that perform these duties.

Briefly describe the major purpose of this job.

Prepare, monitor and maintain the Immunization Program budget; monitor program fiscal transactions;
develop and present financial reports to management; prepare grant applications; and provide technical

assistance, monitor, and audit service providers to ensure grant compliance.

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

See attached.
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5. List the dutics 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.

Asterisked duties are not necessarily new duties performed by the position but the amount of time that is devoted to
these duties has grown significantly through time to change the essential functions of the position to more closely fit
the Management Analyst 11 job description compared to the Grants and Projects Analyst II description.

1 # Participate in the preparation, monitoring and maintenance of the 5%,
Immunization Program biennial budgets by estimating future
expenditure levels based on historical data; make projections for future
costs; monitor fiscal transactions to ensure expenditures are in
conformance with State and department rules, regulations and budgetary
limits; develop comprehensive narrative and financial reporis for
presentation to management and other entities.

BUVRo | ouTy 08 T

9 * Develop various budgetary and financial reports, prepare 2594
correspondence, and track program needs and expenditures. Conduct
financial studies; compile and analyzes data; prepare and present reports
summarizing study results/conclusions; make recommendations
regarding policies and procedures.

3 * Plan, organize and coordinate the development and implementation of 10%
new forms, work methods and automated systems used to process
financial information related to assigned programs.

4 Prepare grant applications to secure federal funding for state and/or state | 50,
sponsored programs including writing/amending program descriptions
and financial data. Review and evaluate proposals submitted by
organizations for program participation.

5 Provide technical assistance to service providers to ensure program 10%
operations are in compliance including grants management, program
planning, and interpretation and analysis of regulations, policies and
procedures, Provide guidance to service providers and program

applicants regarding program requirements, policies and procedures.

6 Monitor service provider operations to ensure adherence to program 10%
objectives. Document and report all discrepancies to service provider
and makes supgestions regarding improvements to be made. Conduct
audits of financial records and reports submitted by service providers to
ensure the appropriate and efficient usage of monies reimbursed.

7 Related duties / special projects as assigned. 50
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What duties are performed that require the incumbent to make choices, determinations or
judgments? Please give examples.

The position is asked to research, monitor, and provide technical assistance regarding a wide variety of
programmatic and fiscal issues that may have significant impact on the direction the program may take.
Sound judgment regarding interpretation of federal and State regulations and policy decisions are required
on a regular basis.

Contact with contractors and grant sub-recipients require determination of compliance with
grant/contractual objectives and determinations of appropriateness of financial expenditures required for
reimbursement.

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

PCN 0004 — Accounting Assistant II]
PCN 0007 — Administrative Assistant II

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

Final selection [ Work assignment [ Performance appraisal Discipline
B Training XiWork review [ Other (Specify)

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

The minimum qualifications of the Management Analyst Il Class Specification apply. No specific license
certificate, degree, or credential is required by law.

List equipment which is used that requires specialized training.

General office equipment, including personal computers, fax machines, photocopiers, telephones etc.
MS Office Suite (Word, Excel, Access, Outlook)

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

Vacant, Health Program Manager I, Budget Account 3213, PCN 0005

Describe the type and extent of supervision received.

General supervision.

What statutes, laws, rules, procedures or guidelines are used in performing assignments?
Nevada Revised Statutes (NRS), Nevada Administrative Code (NAC), State Administrative Manual
(SAM), Nevada Open Meeting Law, Health Division Policy and Procedures, Bureau of Community

Health Internal Controls, Department of Human Resources’ Prohibitions and Penalties, Federal Laws and
Regulations including OMB A-122 and OMB-87 cost principles, and Grant Program Guidance.
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13.

14.
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What people are contacted in carrying out the duties of this position? Explain the purpose of each
contact.

Routine contact is made with State and local public health department staff and other health related
organizations. Contacts may include staff under contractual agreement with the Inmunization Program.
The primary purpose is to ensure compliance with terms and conditions of contractual agreements
between contractors/sub-recipients, thus ensuring attainment of overall grant objectives and
appropriateness of expenditures by sub-recipients.

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, etc.

Travel up to 25%.

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

Failure to fill this position would impact the Program’s ability to manage the daily functions required of
this position on an ongoing basis. Therefore, the Program would not be able to meet the required grant
objectives, Failure to meet the required prant objectives may impact the Program’s federal funding
allocations and could result in a loss of funding. Staffing is essential to establish and ensure the
effectiveness and efficiency of Immunization Program operations.
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Dg-ARTMENT OF HUMAN RESOUR(Q; RECEIVED

POSITION CLASSIFICATION CHECKLIST

’ MAY 0 1 7008

This form is to be completed before assigning duties that could result in reclassification or
upon notification from the Department of Personnel that they are in receipt of 3t Eﬁ
Refer to DHR Classification Policy & Procedures.

SECTION 1 — POSITION INFORMATION (To be completed by Supervisor/Manager) HEC

New Position: oYES xNO

EIVED

Employee's Name: Vacant APR @ 4 2006
Division: Health Bureau/Section: BCH Immunization HE%LEE%I‘\“E‘!PN
Current Classification: GPAI Class Code: 7.755 Grade; 35

Requested Classification: MA I Class Code: 7.625 Grade: 35

Budget Account No.: 3213 Position Control No.: 0008

SECTION 2 - JUSTIFICATION FOR CHANGE IN DUTIES (To be complated by
Supervisor/Manager for reclassification requests)

1. What is the purpose of assigning/removing duties to/from this position: What organizational
needs do you propose to accomplish by this action?

Due to gradual changes in expectations and duties assigned to this position and due to
difficulty in recruiting qualified Grants & Projects Analyst |] applicants, the Bureau of
Community Health has reviewed the classification specifications and has determined that
the current position should be reclassified to a Management Analyst Il. No change in
grade and step would result. Reclassification of the position to the Management Analyst
series would result in several benefits to the Bureau;

» The Management Analyst series is one that is widely used throughout the State.
As such, there are qualified applicants at each level of the series so recruitment of
candidates to fill positions is less complicated.

» Since this proposed position is a Management Analyst I, many applicants who
qualify at this level are familiar with the State system due to previous experience as
a Management Analyst I. Experience at the journey level is very valuable to
applicants for this position which is responsible for completing complex and difficuit
assignments under general direction.

e The Management Analyst series requires testing that helps identify candidates that
are more likely to succeed in performance of duties and assignments.

e The Management Analyst series facuses on budgeting and financial analysis,
developing projections, monitoring programs performance and fiscal transactions,
performing operational duties such as policy and procedure development,
coordination of operational efficiency and workflow, research issues, write

PERS/ClassCheck 8/03



legistative analysis, and review and recommend legal cuntracts, subgrants, etc.

« The Grants & Projects Analyst series has limited use throughout the State,
Therefore, it is often difficult to recruit applicants at the Grants & Projects Analyst il
level that have the required background and experience to perform the essential
job elements without extensive training.

. When are you proposing the duties be reassigned/removed, or when were they
assigned/removed?

The duties assigned to this position have been assigned over the course of time since
the position was created. It is the percentage of time spent on fiscal duties that makes
the change in classification preferred. The Management Analyst series has more
emphasis on fiscal monitoring and report preparation than the Grants & Projects Analyst
series supports.

. Have these duties previously be performed by any other positions? Which ones?
(indicate budget account, position control, class title and grade)

These duties have not been performed as a primary duty by any other position in this
budget account. BA3213 PCN 0005, Health Program Manager 1, Grade 37 and BA3215
PCN 0051, ASQ |, Grade 37 have performed various functions on an emergency or back-
up basis.

. Are there other positions that should be established or which were established to complete
duties? Which positions? (Indicate budget account, position control, class title and grade)

No.
. What would be the consequences to the agency of this position not being reclassified?

The position would continue as a Grants and Projects Analyst Il. Historically, there has
been difficulty recruiting qualified applicants from the GPA 1l list. The previous incumbent
was recruited from the comparable Management Analyst Il list after the GPA 1l list was
exhausted. The extra time needed to recruit results in the vacancy of a position that is
vital to efficient and effective fiscal management of the Immunization Program budget.

SECTION 3 - FISCAL/PERSONNEL INFORMATION (To be completed
by Division Personnel Representative)

1. Is this request agency or employee initiated? x Agency D Employee

2. |s this reclassification approved in the current budget? oYES xNO

If YES, approval effective:
If NO, state reason. This reclassification does not have a budgetary impact.

3. Is this reclassification requested in the budget for the next biennium? oYES xNO

PERS/ClassCheck 8103
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If YES, approval effective: -
If NO, state reason. This reclassification will have no impact on the budget as the
» Management Analyst [l is comparable in Grade to the Grants & Projects Analyst |l

4. Has this request been approved by your budget analyst? oYES xNO
5. If reclassification is approved, is IFC approval required? oYES xNO
6. Is approval of the Director of DolT required? oYES xNO

7. If occupied, does incumbent meet the minimum qualifications of requested class:

oYES oNO o UNKNOWN - Position is currently vacant

8. The following positions in this division, DHR or other state departments have been
identified as those which should be considered by the Department of Personnel in their
analyses. Include comments regarding comparability to subject position. (Complete for new
positions and reclassification requests)

BA 3220, PCN 0046 — Management Analyst Il — This position was created in the SFY 06
budget year to perform equivalent duties to those assigned to the current GPA Il PCN 0008 in
BA 3213. The Management Analyst series was chosen specifically because it more
comprehensively addresses the duties that are expected to be performed by this position.

9. Other comments:

The requested reclassification will have no adverse budgetary affect and will have a positive
affect on recruitment of qualified applicants. There is more applicant interest in the
Management Analyst series due to its greater use of the series throughout State government
and due to opportunities for personal advancement.

SECTION 4 - DIVISION'S POSITION (To be completed by Division
Administrator for reclassification requests)

1. The Division:
‘M Bupports the request. Explain, to include, if applicable, how the division
will fund the request if it is approved:

o Does not support the request.  Explain:

PERS/ClussCheck B/03
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o Is unable to determine appropriate classification. Indicate comments/concerns:

Supervisor's Signature:_wJ Date: 4-11-0Ob

Agency Personnel Representative’s Signature Date:

Division Personnel Representative's Signature :y; Date: 5 -2 0L

Division Administrator's Signature: _D’_\ d ( T Dat&;\l\ u:?

DHR Personnel Officer's Signature: Moate =z m

Comments: Poes. .o s afelmct o Qf?:»%—u”ﬁ'
Grovzd) Y17y Pratyo
P-4 ;ﬂ“‘* i S e

Y Y UCLCCI-—g fa;'p/"”t—"--

..-A#‘Lﬂ'“-‘*-'c’é_
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O d
MEMO FOR FILE

The purpose of the request from the Department of Health and Human Services, Health Division,
is to reallocate a position classified as a Grants & Projects Analyst I in 1996, to a Management
Analyst 1T for the Immunization Program. This position is currently vacant and the position
supervising it is vacant as well.

In reviewing the specifications and WPD-19 for the requested position, as well as a review of
WPS for Management Analyst IIs within the Health Division, 1 determined that the
preponderance (60%) of the new duties assigned to the position align with the duties indicated in
the specifications for the series concept. In addition, the requested position appears to be
performing duties similar to BA 3220, PCN 0046, classified, and performing duties, as a
Management Analyst Il for the Division.

In addition io performing grant-related duties, the incumbent will ,b{ also review, monitor and
research bills submitted to the legislature impacting the work unit; recommend administrative
policies for the work unit and/or programs; participate in the preparation, monitoring and
maintenance of the work unit's biennial budget and/or program budget(s) by estimating future
expenditure levels based on historical data; making projections for future costs; monitoring fiscal
transactions to ensure expenditures are in conformance with State and department rules,
regulations and budgetary limits; and developing comprehensive narrative and financial reports
for presentation to management, commissions and other entities; conduct financial, statistical
studies; compile and analyze data; prepare and present reports summarizing study
results/conclusions; make recommendations regarding policies, procedures; assist in the
development and implementation of operating procedures for the unit ;coordinate the
development of new forms, work methods and automated systems used to process information
related to assigned programs; operate a personal computer to develop various budgetary and
financial reports, prepare correspondence, and track program needs and expenditures and perform
related dutijes as assigned.

The duties pointed out in the NPD-19 fall within both the series and class concepts for the
Management Analyst II. My recommendation is to classify the requested position as a
Management Analyst II,

RRB/rb



1 P r\{/-?

& 3-'2.7
STATE OF NEVADA - POSITION QUESTIONNAIRE (NPD-19) "}':;::’;L'L‘:am
Fillad Position
DEPARTMENT: Nevada Departmant of Wildilfe s?at:?:ﬁ::?a
Dépardrier] of Admmvsiration
DIVISION: Directors Office - Fiscal Sarvices Seclion IVISION OF HUKAM RESOURCE MANAGEMENT
GEOGRAPHIC LOCATION b
OF POSITION: Reno FEB 23 2016
AGENCY ID¥ (3 digita: 702 D COMPENSATION, CLASSIFICATION
(3digits): 101 ____ RECRUTMENT DIVISION
AGENCY ORG/BUDGET# (4 digits): 4460 POSITION CONTROLY: 0202 CARSON CITY, NEVADA
CURRENT CLASS TITLE CLASS GRADE;
if vacant or fillad pasition): CODE:
REQUESTED CLASS TITLE: Managament Analyst It CLASS GRADE:
CODE: 07 625 35
EMPLOYEE PHONE®#; EMAIL:
NAME:
SUPERVISOR PHONE#; EMAIL:
NAME:

1. APPOINTING AUTHORITY/EMPLOYEE CERTIFICATION _
CERTIFICATION: I cerlify that  have read the Instructions page and the slatements provided in this
R ECE 'V E D NPD-18 are correct and complale.
Changed re sibilities ware/will be effacteg of: o Dals:
Appainting Autharity ar Date:
IR Fo - > B i/i7
Employes signature: Data;” *

[ADA DEPT. OF WILDLIFEHR | I
RENO, NEVADA Is this requesl bainE submitted with agency approval or knawlagae? | ] No [ | Yes
Ja, FOR COMPLETION BY BUDGET DIVISION ONLY
S _.r_“_"-'._'"__--—-—_—____.____

Required for new posilions and when NAC 284,126 (3) applies.

Approved effective data (ff changa is approved by DHRM) Date: - —
vad -- dale to ba determined and 8loba g vad by DHRM
Di roved

Part-lime [%): ] Expire data:

Signatu . Dale:

o Rovic Coudfull A

Operond J05 olig Sipsioyy

3b. FOR COMPLETION BY ENTERPRISE [T SERVICES ONLY

Required when NRS 284,172 applies for posilions o be classified to or changing classlfication within the
Fiscal Management & Siaff Services: Information Technola gy subgroup.

Division code: q‘, ' hlﬂ

Class option: IFCfLegislalive approgal requirad? No s, dale approved:
I/

IN AFP A
Incymbent megs MQ's, No ] Yes
114 Other.
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This positions primary purpose is to track and monitor (4) nen-executive budget nccounts. It would create
cost account codes, track/monitor revenue, expenditures and reserve balances, complete work programs to
match anticipated budget spending levels and prepare budget reports for each Division Administrator. It
would also participate in the preparation, monitoring and maintenance of the departiment’s biennial budget.
This positivn would annually review current indirect cost centers in the department, prepure an indirect cosls
rate proposal puckage and work with the US Department of the Interior, Indireet Cost Section to answer
questions and get a final approved rte as well as conduct complex federat cash draws on 90 department
grants. The final 1ask is to plan, organize, update and coordinate the development and implementation of
new or revised policy and procedures regarding the above tasks which are currently outdated,

4. Altach a copy of the agency organizational chart to this form. Please circle this position.
(sce attached)

=E List the duties performed in this job. Assign 0 number to each duty and estimate the percentage of
time spent on cach duty (pereentages should add (o 100%). 1If it is not possible to estimate the
percentnge of tinie spent in each area daily, estimate the time on 2 weckly, monthly, or nunual basis,
If this is an existing position, please put nn asterisk (*) next to each duty that is new.

DUTY# DUTY FREQUENCY

| Monitor, research and track revenue and expenditures for three budget accounts 309
which consist of a 1012l fificen million dollars in reserve. These budget accounts
include the following; the Wildlife Trust Fund, NDOW Habitat Enhancements
and the NDOW Heritage Account. These budget accounts are restricted by
Nevada Revised Statuce so all expenditures need to be review and approved for
compliance, Budget account tracking would include unigue cost aceounting codes
ussigned to incoming revenue and oulgoing expenditures, Budget account
suthority for each categorv would be monitored ond projecied so overspending
does not oceur, At [cast momhly meetings will occur with Division
Administralors and program siaff to review new projects or that existing projects
have adegquate fiscal year expenditure calegory authority. State work programs
would be completed to make sure expenditures calegorics in the Stafe accounting
system have adequate budget authority for all projects to be completed. Monihly
reports would be prepared for Division Administrators and program staff 1o
review for budgeting and planning purposes as well as these reports would contain
statistical and information analysis which would be used towards future coursc of
action. The Deputy Director would utilize these reports as updates need to me
mude periodically to the public, NGO's, the Budget Oftice and the Interim
Finunce Committee,

NN IS (e (L2
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Monitor, rescarch and track revenue and expenditures for one budget account 15%
which consist of three and a half million doblurs in reserve, This budget account s
the CIP Wildlife Capital Prajeuts or Question 1 bonds recejved through DCNR.
This budger account will see additional preceeds from anoather three million dollar
bond salc in one year. This budyet account is restricted by Nevada Revised Statuc
so all expenditures need to be review and approved for compliance. The duties for
this tusk are the sume as Duty #labove with the exception of the following,
Review each expenditure and obtain a cash advance from DCNR. Review project
cost balances every wo weeks and either bill DCNR 1o seek reimbursemient or
selun excess revenue recived from DCNR for actual costs, Work willy program
stafl to prepare, gain appropriate signatures and submit new or amended Work
Plans to DCNR. Revoncile on monthly basis cach NDOW project cost balance
10 the DCNR monthly Q1 Cost Report.

3 Participate in the preparation, monitoring and mainlenance of the department’s %4
biennial budget andfor program budget(s) by estimating future expenditure levels
based on historical data; moking projections for future costs; preparing and
presenting the budgel and/or justifications to the legislatore; monitor fiscal
transuctions to cnsurc expenditures are in conformance wilh State and department
policies, regulations and budgetary limits; and developing  comprehensive
narrative and financiol veports for presentation to management, commissions and
othier entities,

Ly
-]
o=

4 Review and analyze each depariment indirect cost center and then prepare the !
departiment’s indirect cost rate propusd package. Complele the required rescarch,
caleulations and documents for each seetion of the proposal package. This portion
has 10 be completed and mailed by December of cach year so it can be reviewed
by the US Department of the Interior, Business Center, Indirect Cost Scetion or
(ICS). Then work with ICS through the review process by answering questions
and recaleulnting indirect cost scctions of the proposal. The department’s indirec
cost rate has o be approved no later than June of cach year 5o indirect cost can be
applied lo grant expenditures and the depariment’s intemal cost allocation within
divisions.

5 Conduct complex federal grant cash draws which consist 40% of the depariment's 25%
revenue stream. The “large grants™ will be drawn on a biweekly basis and the
“smal grants™ will be drawn monthly using the cunent Excel draw sheets. Draws
will be completed in accordance 10 OMB Circular A-102 and A-133, Wildlife and
Spurt Fish Restorution Codc of Federal Regulations, Service Manual and General
Guidance Statements. All revenue will be recorded with the appropriate Catalng
of Mederal Domestic Assistance number which conforms lo the Controller’s
Office job number requirement for Schedule of Expeaditures of Federal Awards
reporting, The department’s Grunt Status Report will be reconciled every 1wa
weeks to the federal ASAP draw system and then sent this report to all departmen
prant staff.
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Continually plan, organize and coordinate the development and implementation of 54
revised or new policy and procedures for these lasks, Keep the federal deaw desk
manual updated as federal and state rules, policy and regulation change constently,

6. Whal duties are performed that require the incumbent to make choices, determinations, or
judgments? Please pive examples.
This position is under peneral supervision but would be required to make choices such as spending
authority. are expenditures approprinte for a restricted budget account or a federal grant drow as well as
which state or federal authority 1o apply 1o a situation. Delerminations would be made when completing
the indirect cost rate proposal, whether a category in a budgel secount witl have adequate budpet
authority, when to initiate a work program, if a budget accoum has adequat realized funding or if a cash
advance will be required, Judgment would be used when speaking to the depantment’s Dircetor, Deputy
Directors, Division Administrators. program stafl and other state offices, also when developing or
updating policy and procedures as well as when (o tome 10 your supervisor with a prublem (ie. budget
shortfall) before the issue cannot be contuined and correcied within the department capacity,

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

N/A

Tb.  Describe the extenl of supervisory responsibility exercised over these employces.
{Check appropriate boxes.)

(] Final sclection (] Work assignment [] Performance appratsal [} Discipline

O Training ] Work review (] Other (specify):

8. List any licenses, certificates, degrees, or credentials that sre required by law for this job,
Buchelor's degree from an aceredited collepe ar university.

9, List equipment which is used that requires specialized training,

10a.  List the nnme, title, und position control nuinber of the position's supervisor,
Gabe Pincolini, PCN#0413

10b.  Deseribe the type and extent of supervision received,

NULY 1% (Hev $1412)
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General supervision would be tequired.

11.  What statutes, laws, rules, procedures, or guidelines are used in performing assignments?
The State Administrative Manual
Nevada Administrative Code
Nevada Revised Statue
Department of Wildlife Policy and Procedures
Office of Management and Budget Circulurs
Code of Federal Regulation (CFR)
State Buedgel Manual
State Biennial Budgel Manua)
All Wildlife and Sport Fish Resteration (WSFR) rules, policy, executive orders, service munuals and guidance
statements

MPINIS fHes 11412
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3.

14,

: C)

What people are contacted in carrying out the duties of this positien? Explain the purpose of each
conlact.

The Staie Budges Office

The State Controller’s

Departnent of Wildlife Director, Deputy Dircetors, Division Administrators, program and field staff
Department of Wildlife's, Fiscal Service Section Administrative Service Oificers, Budget Analysts and
accounting staff’

Region 8 Wildlife and Sport Fish Restoration {WSFR) Grants Fiscal Officer and Program Grant Officers
Other govemment agencies like NPS, BOR, USFWS, USFS. BLM. NRCS

Describe any unusual physical demands or w orkintg conditions required in this job, i.c., reqguires
frequent lifting or moving of office furniture, frequent expesure to hazardous materials, etc.
Occasional lifiing of files or boxes,

Provide any additional Informntion about the job which you consider to be important to the
classification, but which has not bees previously nientioned,

REU-W ey 1542y
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CLASSIFICATION STUDY CORRESPONDENCE/CONTACT AND INFORMATION LOG
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STATE OF NEVADA-P{ JITIONQUESTIONNARE (. ——

[J New Position
B3 Existing Position
AGENCY ID NO. 3187 DEPARTMENT DCNR DIVISION NDEP
POSITION CONTROL NO. 0537 EMPLOYEE NAME Vacant
CURRENT CLASS TITLE Environmental Sclentist 11 CLASSCODE 10836 GRADE 35
{if existing pasition)
REQUESTED CLASS TITLE Management Analyst 11 CLASS CODE 7.624 GRADE 17
GEOGRAPHIC LOCATION OF POSITION Carson City EMPLOYEE PHONE NO N/A
== =S = L= e — Bkt e
APPOINTING AUTHORITY/EMPLOYEE CERTIFICATION -I

CERTIFICATION: 1 certify that | have read the inf; -ﬁminn on {ﬁge 1, and the statements provided in this NPD-19 are comrect and complete.
L]

Changed responsibilities were/wiH be effected on o L
NEo fut tra ]0 5 I
‘Sﬁ;nm: of Appointi*; Au&n’ty LY besignated R:ptesen hv: Date

...................

Signature of Employes Date
= e =

LS
FOR COMPLETION BY BUDGET DIVISION ONLY I
{Required for new positlons and when NAC 284.126, subsection 3 applies.)

[ Approved Effective Date (If change is approved by Stote Personnel).. [ Disapproved

ik indine_ ool aly ™=y, lro Nl > %és -

FOR COMRLETION DEPARTME"IT OF INFORMATION TECHNOLOGY
{Required when NRS 284.172 applies)

I Approved [ Disapproved

== = sm — Dat 3

FOR COMPLETION BY STATE PERSONNEL AND BUDGET DIVISION

T
 —— ::sm?nm EWFD?%WME 1ype

Action
Part-time (Percent) I
Class Caode —Z fﬂﬂ 6 Tiﬂt-——mw.w__ radh—é.f
Class Option
| Divislon Code %I) "IFC/Legislative Approval Required? L] No p&fs PO
Date Received
INSTRUCTIONS TO APPOINTING AUTHORITY
. - Stdy No. 4/ (202 = 2— =L
{J Submit Fersomel Action form and refer 1o NAC 284......., subsection... ... / |
Incwrsbent tees MQs: O] Yes [ no Analyss, nme s
0 ow L | oo -ﬂjzfé,é )

NPD-19 (Rev. 3.99) “Too K o é;wéz:/

) i e — TU?O!’O“ ———
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view

by State Personnel. If this is a new position_have g]ggg been gﬂ;[;ggngl ngggg;b;h jes p]gggg on _the
organization? ease ntation relative to lepislation, board/commission
eedi w greanizational poals, ele., if applicable.

A request for a change in class to an existing position control number is being prompted by the significant
increase of responsibility for fiscal analysis, budgetary preparation, contract creation and monitoring duties
and other related fiscal analysis duties and rasponsibilitics as a result of implementation of existing bureau
programs, The responsibilities of this position will be commensurate with a Management Analyst 11,
Through the implementation of the Petroleum Fund Praogram, this position will also be responsible for
prepamation, monitoring and maintenance of all of the bureau budgets and contract activities. The duties
require budgetary oversight at the bureau level with fiscal oversight and assistance from the division’s
Office of Finance and Budpet

2. What positions
position control number of position(s). (4 separate NPD-19 may I_Je reguired for rhgg positions. !

Duties to be performed by this position are now performed by branch supervisors, bureau chief and
administrative assistant I1I. Supervisor IV, Register Professional Engineer, Position Control #s; 0226, 0511,
0227; Environmental Scientist IV, Position Control #s: 0513, 0539, 0576; Chief, Environmental Programs,
Position Control #: 0535 and Administrative Assistani I11, Position Control #; 0527.

3. Briefly describe the major purpose of this job,

To perform difficult assignments related to the preparation, monitoring and maintenance of all of the
bureau budgels, contracts, and the lead on research and analysis requirement of bureau programs. The
bureau has been using Administrative Order on Consent (AOC) with responsible parties to cost recovery
resource costs related directly ta the oversight and coordination of remediation projecis. This requires the
patticipation during legal negotiations with responsible parties, to insure approptiate cost recovery
mechanisms for late payment penalties and stipulated penalties for performance failures, the establishment
of payment schedules, review of quarterly billings, tracking of administsative cost recovery terms, with
associated tasks of the AOC. The position will also prepare documents required by the Board 10 Review
Claims, duties require the technical review of assessment documents, providing approval of remedial
elements, and giving technical guidance to program staff, the regulaied community, and local governments.

4, Attach a copy of the agency organizational chart to this form. Please circle the position,
5. List the duti in this i igp a 1 to each duty and estimate the percentape of
ime n each entages should add to 100%). If it is not possible {o estimate the perce

ti ent in each area daily, estimate the time on a weekly, montht i f this i

existing position, please put an asterisk next to each duty that is new.

Budget preparatmn, monitoring and maintenance, monthly reconciliation, analysis (45%)

Lead Bureau representalive on the preparation of the Bureau's Biennial Budget

Prepare, monitor and maintain Bureau's budget tracking tool

Reconcile Bureau's operating budget monthly and balance with OFPM tracking numbers
Make sugpestions on budget revisions to branch supervisor and chief on monthly basis
Conduct bureaw/divisional studies and analysis of management and administrative areas
Assist OFPM on bureau/divisional fiscal year end-of-year closings
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£ Prepare, monitor and maintain all bureau contracts (40%)
e Lead on all bureau contracts, from [RPs, selection and award
e Review all contract requirements, coordinate billings and contract questions with
appropriate branch supervisor
e  Monilor all transactions
Assist other bureaus on contract preparation and monitoring
e Administrative point of contact with State Purchasing and contractors,

Assist branch supervisors on budget/grant negotiations with EPA (5%)
s Assist branch supervisors on federal grant nepotiations
e  Prepare, monitor and review with chief and branch supervisors grant applications
* Review all grant requirements submitted for bureaw/divisional programs.

Insure federal grant compliance (5%)
e Review, monilor and initiate approval of fiscal prant documents and monitor the related
grant work plans.
¢  Attend technical and repulatory meetings between federal, state, and local agencies.

Research, analysis, planning and monitoring (5%)
e Review, write, revise and recommend administrative policies and procedures for the
bureau/division.
e Review, monitor and research legal inquires, legislative bills (state/federal) and provide
appropriate management of potential impacts
e Plan, organize and coordinate development and possible implementation of revised
cperational procedures for branch/bureaw/division effectiveness end efficiency,

6. t_duties are perfo at_require the incumbent e _choi determinations _or

judgments? Please give examples.

All of the duties of this positicn require the incumbent to make choices, determinations, or judgments
which will guide the branch supervisor, bureau chief, deputy administrator on the best course of action.
Within the Bureau the incumnbent will be require daily interaction with the branch supervisors, bureau chief
and divisional budget analyst making decisions.

7a. List the class titles and position control numbers of all employees that work under the supervision
of thi ition.

This position is not a supervisory position.

7b. Describe the ervisory responsibili i v mployees.
NIA
8. ist any licenses, certi r credentials that ar ired by law [or this job.

This position requires a bachelor’s degree in public/business administration, finance, social sciences,
mathematics or related ficld. Education and/or experience in environmental sciences or equivalent fields
would be helpful end three years of appropriate work experience.
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9. List equipment which i that requj ialized traini

The position requires familiarity with office equipment, computer also requires the use of specialized state
computer software, databases,

10a. List the e, title and position conty r of the position’ ervisor

The position's supervisor (Psn #0537) is vacant. Currently, the pasition is being supervised by the Branch
Supervisor, Environmental Scientist [V Psn #0539,

10b. Describe e and ext ervision ivi

Position is required 1o work independently with peneral supervision being provided by the position’s
supervisar,

11. t statutes, law les, proced r puideline: in performing assignments?

The following Nevada statutes and regulations are used regularly:

NRS 459.610-658 and NAC 459.973-9743—Voluntary Cleanup Program
NAC 445A.226-22755—Action Levels for Contaminated Sites

NAC 445A,346-348—Notification of Release Required

NRS 445A—Waler Conirols, General Provisions

The following Federat laws and regulations are used:

40 CFR 300—Netional Contingency Plan

Comprehensive Environmental Response, Compensation, and Liability Act
Superfund Amendments and Reauthorization Act

Emergency Planning Community Right-to-know Act

Brownfields, Small Business Lizbility Relief Act

12, What le are contacted in carrvin uties ol thi ition? Explai ose of
contact.

The following people are contacted while carrying out of duties in this position:

= Representatives of Responsible Parties—contacted in order to work out requirements of federal and
State laws and regulations.

= Contractors and Consultants—contacted to discuss Workplan for assessment and remediation
strategies, data inierpretation, statements of work, related lo cost allocations and budget menitoring.

*  Federal Employees—contacted to provide site status updates, interface on multi-agency oversight
cleanups, and receive occasional technical and regulatory guidance.

=+ Local Governments—the grant and loan provisions of the federal program means the position must
have close contact with local government officials who will be receiving these monies.

= Public—this position must present information during public meetings as required for the Cleanup
Program or sensitive cleanups done under an Agreement Order with a Responsible Party.

requent lifti moving of iture, frequent exposure t dous maleri |

Occasional site visits maybe required which can expose the incumbent to physical and chemical hazards.
The position may require 40 hours of OSHA waining consistent with 1910.120 (Hazardous Waste
Operator).

14. Provide itional_in ion_abou job_which ider_to be jmporant to_the
glassification, but which have not been previously mentioned.
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STATE OF NEVADA ¢ cuim coemor

R Department of Conservation & Natural Resources Alfen Bioggi, Director
NEVADA B DIVISION o DIVISION OF ENVIRONMENTAL PROTECTION Leo M. Drozdoff, PE. Administrator
ENVIRONMENTAL PROTECTIO A
protecting the future for generations BUREAU OF CORRECTIVE ACTIONS

P: 775.687.9368 F: 775.687.8335

August 10, 2006

MEMORANDUM
To: J. Mike Nolan, Budget Analyst R ECE , VED
Through: Leo Drozdoff, P.E., Administrator @ {] SEP ¢ 5 2006

Tom Porta, P.E., Deputy Administrator’r NEVADA e

Dave Emme, Chief, OFPM LOF p

CARSON Gy pmothEL

From: Jim Najimg| Chief\BCA
Subject: Request to'reclassify position control number 0537 from an ES I to MA 1II

I am requesting your consideration and concurrence to reclassify position control #: 0537 from
an Environmentai Scientist II (Grade 35) to a Management Analyst I1I (Grade 37).

A request for a change in class to an existing position control number is being prompted
by the significant increase of responsibility for fiscal analysis, budgetary preparation,
contract creation and monitoring duties and other related fiscal analysis duties and
responsibilities as a result of implementation of existing bureau programs. The
responsibilities of this position will be commensurate with a Management Analyst III.
Through the implementation of the Petroleum Fund Program (fiscal program), this
position will also be responsible for preparation, monitoring and maintenance of all of
the bureau budgets and contract activities. The duties require budgetary oversight at
the bureau level with fiscal assistance oversight from the division’s Office of Finance
and Budget. The position is funded from Cat. 08, Petroleum Fund.

Your consideration of this request is appreciated. If you have any questions please contact me.

‘@- 900 S. Stewart Street, Suite 4001 « Carson City, Nevada B9701 « p: 775.687.4670 « £:775.687.5856 » www.ndep.nv.gov b
printed an recycled paper



CLASSIFICATION STUDY CORRESPONDENCE/CONTACT AND INFORMATION LOG
Study # 100-2-07
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AUDIT NOTES
100-2-07 CNR NDEP 3187/0537
Study Number Department Division Budget Acct/PCN
Vacant 10/12/06
Incumbent Phone Number Date Analyst Signature

Environmenta! Scientist 11, 10.536, grade 36

Current Class

Management Analyst I, 7.624, grade 37
Proposed Class

Management Analyst Il, 7.725,.grade 35

Decision

COMMENTS:
This position will be for fiscal analysis, budget preparation, contract creation and
monitoring in implementing the Bureau of Corrective Action programs. Poisiton
has responsibility of cost recovery of resource cosis related directly to the
oversight and coordination of remediation projects. This requires participation
during legal negotitations with responsible parties to insure appropriate cost
recovery mechanisms for late payment penalties and stipulated penalties for
performance failures, the establishment of payment scheduels, review of
quarterly buillings, tracking of administrative cost recaovery terms with associate
tasks in using administrative orders of consent. The position will correctly align
at one grade lower with the Budget Anaiyst Il, grade 36, in the Admin section that
has full responsibility for this and several other budget accounts. The agency is
in agreement with the Department of Personnel’'s determination that his position
will be appropriately classified at the Management Analyst [l, grade 35 level.
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STATE OF NEVADA - POSITION QUESTIONNAIRE (NPD-19) 21} "’::. ::;E:t:on
| DEPARTMENT: Department of Businass and industry Q C:ﬁ:’—“&g——-q
raciors o Sule S e
DMISION OF FUAAN RESOLRCE ARAGEMENT |
PHIC LOCA Las Vegas, Navada
| % o3 digits): 740 "IND 101 SEP 10 2013
‘5 AGENCY ORG/BUDGETH (4 Oigitay: 681 N CONTROLS: 0014 GOMPRENC%?J%NE. ﬁ#nisllsﬁlg;nou

lion Requast 3

CURRENT COBS T v P CTASS SRy SRR
(¥ vacen! or filad B CODE:
REGUESTED CLABS THE Viamaseman Az — EAsE SDE

CODE:; 7.625

"PHONER: L
NAME:
[ SUPERVIEOR NAME: Ash Mirchandan | FHONEY: Gi6484d62___ | ; ami siness.v.
1. APP NG AUTH TEMPL! ICATION
Page and the statemants provided in this
R GO 5N BY BUDGE nnnsu 5
Requirad for new poaillons and when NAC 284,128 p
[ Date
Dais:
4jaliz
L_HIUa 2015 1FC- WheaT1o¢
ab. FOR COMPLETION BY ENTERPRI SERVICES ON
ﬁaqmmd whan NRS 284.172 applies for posmons to ba classuﬁed lo orchanglng classification within the
Fiscal Managem nt & R Services: Information Technology s :
Signature: ale:
Fﬂ COMPLETION BY DIVI§ION OF HUMAN RESOUiEE MAN:GEMENT ONLY
Dep! code: T7L/ O | Effective date, Expire date

Divigion code Zi/(c,gf _ q - /O' iOl 5

"C ass code: 7 62\3 .AP\'HLYST E &85‘5:’)-
"Class opton: Mo~ [ Yes, date approved. Ex
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1. What is prompting this request? If this is an existing position, state the significant changes (as defined
In NAC 284.126) in duties and responsibilities which have been made in the position since it was
established or last reviewed by the Department of Personnel. If this is a new position, have there been
additional respousibilities placed on the organization? If yes, please explain. Attach documentation
relative to legistation, board/commissien proceedings, new organizational goals, etc., if applicable.

This request is primarily the result of a complex new program placed under the Director’s Office of Business
and Industry through Senate Bill 357, approved by the 2013 Legislature, enacting the Nevada New Markets
Jobs Act.

Under the administrative direction of the Department’s Deputy of Programs position, located in the
Director’s Las Vegas office, the incumbent will be responsible for addressing this new program as well as
the existing statewide level programs and projects assigned to the Departruent. A listing of the programs
overseen by the Deputy of Programs in Las Vegas is attached to this request,

The Management Analyst series is requested based upon the neced for a support position trained and
experienced in statistical and financial analysis, legislative and regulatory analysis and development, the
development and maintenance of control policies and workflow procedures, the establishment and oversight
of program operations end the implementation of new and revised programs for the Director’s Office of the
Department of Business and Industry.

SB357, New Market Jobs Act:

The 2013 Legislative Scssion, through SB357, added another new program to this section that will require
substantial analytical and administrative fiscal support in developing and implementing regulations, rules
and applications. This will include application review procedures and determinations for Director’s findings,
ongoing financial monitoring and the collcction and accounting for fees, bonds and security deposits. This
Program became effective June 12, 2013 and creates a substantial reguletory burden for the Director's

office.

Until this time the Director’s Office was a fiscal, budgetary and administrative support office. While it
administered programs, the Directors Office did not have ultimate regulatory responsibility of the programs
on its own. As a result, dedicated program staff for SB 357 do not currently exist within the Director’s
Office, nor were they addressed for the office within SB357.

The requested position is also nceded to address future program growth and regular long range, broad based
planning and program and policy development including economic development and small business
advocacy and complex program arcas statewide and across local and national government jurisdictional
lines,

For the Director’s Office of the Department of Business and Industry. this position will be singularly expert
u their work assignments with the assignments revolving around support for and assistance 10 the Dcputy
Director of Programs and the Director of the Department, With the addition of this position, the Director's
Office will have resources 1o provide higher level technical support for the Programs scction of the
Dircctor’s Office.

NOTE:
A) Sce the attachment entitled *Summarv of Curent Business & In stry Director’s Office

Programs” for the current listing of Programs under the supervision of the Deputy Director
of Programs for which the Dircctor’s Office is now responsible but lacks sufficicnt staff to
address.
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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 positiens,)

This is a new request based upon the anticipated workload required for a more cxpansive business support
program with multiple projects that requires an analyst dedicated to program development and financial
statement evaluation and compliance reviews primarily as a result of the upcoming New Market Tax Credit
Program approved by the 2013 legislature.

Briefly describe the major purpose of this job.

This position will function as program analyst working directly for the Deputy Director of Programs
within the Las Vegas office. This posilion will independcntly develop policies and procedures
manuals, forms and operational databases for use by staff and industry including first-time licensing
requirements, licensing renewals, office workflow, delinquency collection and audit functions.

and oversee and manage various programs developed and supervised by the Director’s Office of
Business and Industry.

The position responsibilities in conjunction with the Deputy Director of Programs:

-Conduct research and analysis of program operations, prepare and maintain statistical information,
manage operational and technical requirements pertaining to programs to ensure compliance with
budget limitations, applicable laws, regulations, policies and procedures.

-Prepare internal controls for fiscal and aperational oversight responsibilities of each individual
program created/managed by the office.

-Review and recommend revisions to Dcpartment regulations and related statutes on a regular basis.
-Perform program performance reviews and directly assist thé Deputy in developing necessary
policics and procedures as a result of Legislative and Executive Branch or federal or other financial
or operational audits of Depariment Programs.

- Devclop and maintain reports to monitor program needs

-Conduct statistical and investigative studies, compile and apalyze data and present reports to
summarize study resulls, draws conclusions and makes recommendstions regarding
policy/procedures and the department’s position on issues governing licensees and development of
ncw programs or services based upon research conducted.

-Analyze, plan, develop and implement new policies, procedures, workflow changes, new processes
and programs to ensure Department and Divisions goals and objectives of the Strategic Plan are met.
-Ensure the accurate accounting of Depariment bonds, trust and non-executive accounts within the
Divisions,

-Prepare grant applications to secure federa) funding for State and’or State sponsored programs and
oversec grant management and program implementation to cnsure adherence to program objectives
and performance measure expectations

- preparc. monitor and mamtain the biennial budgets by estimating future expenditure Jevels hased on
historical data; projects future costs: monitors fiscal transactions to ensure expenditures are in
conformance with State and department regulations and budgetary limits; and develop budgetary and
Iinancial reponts and comprehensive narratives.

-Conduct financial analysis for program functions and analyze cost estimates for temporary contracs
cmployees and increases in payroll cost associated with the approved budgets.

-Testify beforc the Legislature regarding Department and Division opcrations and review. analyze
and prepare various financial reponts und draft Bill Dratt Requests and assist in preparation of follow-
up Legislative Letter of Intent responses
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4. Attach a copy of the agency organizational chart to this form. Please circle this position.

The chart is attached and 1he requested position requested is shaded.

5. List the duties performed In this job. Assign # 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.

For the 1 fiscal year this position will be dedicated to implementation of the NEW MARKET JOBS ACT.
There will be specific job duties assigned for the development and continued oversight of the program.
These duties are explained in detail on the atiached summary entitled “SPECIFIC DUTIES REQUIRED
OF THIS NEW REQUESTED MANAGEMENT ANALYST POSTION IN IMPLEMENTING THE
NEVADA NEW MARKETS JOBS ACT APPROVED THROUGH SENATE BILL 357,
EFFECTIVE FY 2014

When the program is fully implemented this postion will perform continue to process and manage this new
program but will additionally be able to focus on new program development and oversight of cxisting
programs including the New Market Jobs Act. The below is an estimate of the continuing duties that will be
performed.
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DUTY#

DUTY

FREQUENCY

Program Development and Existing Program Oversight:

Assist the Deputy Director of Programs and the Director in the development and
maintenance of new outreach and financial programs coordinating administrative
objectives and program scrvices with federal and state policies and regulations.
Ensure that issucs are carefully researched and information provided is consistent
with information researched and/or information and/or data received from the
federal government, program representatives, licensees or regulated entities,

Assist in setting accounting policies and assists in directing accounting systems
for all primary and flow-through funding including systems for bond services,
general program and administrative activities, business enterprises and division
program and administrative activities.

In oversceing applications and performance requirements of licensces, perform a
compliance review and certify outside financial reports received from licensed
entities including investment funds and trust fund review and managemeant.

If applicable, review and authorizes ali applications for primary and flow-through
grant funding prior to approval by the Deputy Director of Programs

Review all program strategic plans and cost analyses. Ensure legislative
performance measures are addressed in the strategic plan and maintained timely
and accuratcly.

Ensure compliance with all laws and regulations and recommends alternative
solutions for any problem areas consistent with Departmental budgetary and
administrative goals.

In conjunction with the Deputy Director of Programs assists in the development
of Departmental plans of direction; initinte and cvaluate departmental research
projects and needs assessments; assigns available resources in compliance with
Departmentat goals,

Performs a review of new and revised Departmental outreach and support
programs to cnsure soundness and consistency with financial principals and 10
review for any potential fiscal impact.

80%
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2 Daily Accounting, Reporting and Post Audit: 15%

Assist the Deputy Director of Programs who oversees and approves all fiscal
procedures and transactions submitted on behalf of the Department to the
Legislature, Budget Division, or the Federal Government.

This position is responsible for the initial review, posting and processing of
applications and other source documents includiog the maintenance of all
accounting transactions, budgeting and financia) planning, acceptance of funds
and preparation of deposits, set up and processing of vouchers, reconciling daily
transactions and preparing program financial statements as related to daily
program fiscal support on behalf of the Deputy Director of Programs.

Provide program performance reports regarding relevant tasks and budget process
and generates monthly reports for the Deputy Director of Programs including
analysis and necessary journal adjustments in order to ensure funding.
Recommends options and altematives in the event agency funding proposals are
not available,

Conduct financial analysis for program functions and analyzes cost estimates for
temporary contract employces and increases in payroll and operating cost
associated with the approved budgets,

Ensure the accurate accounting of Department Private Activity bonds, trust and
other non-exccutive budget accounts within the Office,

Conduct research and analysis of operations, legislative impact, statistical
information, and technical requirements pertaining to the Department to ensure
compliance with budget limitations, applicable laws, regulations, policies and
procedurcs. Review and recommend revisions fo Depastment regulations and
rclated statutes on a regular basis.

3 Federal Grant Requests and Reporting 2%
Prepare grant applications to secure federal fundin g for State and/or Statc
sponsored programs and oversee grant management and program implementation
to cnsure adherence to program objectives and performance measure expectations

If applicable, cnsure the accurate und umecly billing of federally funded
reimbursement reports cash in-flows and cash out-flows in accordance with the
federal Cash Management Improvement Act (CMIA).

Testify before the Legislature regarding Department and Division operations and
review, analyze and prepare various financial reports and draft Bill Draft Requests
(BDR) monitor review and monitor and assist in preparation of Legislative Lenter
of Intcnt responses.
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Audit Follow-up 3%
Ensures audit findings are addressed and policies and procedures are updated
timely in response to Executive, Legislative Counsel Bureau and outside cognitive
agency reviews and audits of Department programs. Ensures all plans regarding
correction of audit exceptions are attained and maintained. Assists in negotiating
audit findings with federal and state authorities on behalf of the Director.

Review and directly assist the Deputy of Programs in developing necessary
policies and procedures in response to Legislative and Executive Branch or
federal or other financial or operational audits of Department Programs.

6.

Ta.

7b.

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

All reviews, operational studies, and projects will require the incumbent to make choices, determinations
end judgments which demonstrate the proper advice to the Deputy Director of Programs sad the
Department Director. The incumbent will also need to make choices and formulate responses or official
determinations to provide effective and timely support. Will also decide on research methods and
analytical methodology and the approach to the presentation of information, findings and proposals to
top management.

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

None at present time.

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

{T] Final selection Work assignment Performance appraisal [} Discipline
(] Training Work review Other (specify):

10a.

List any licenses, certificates, degrees, or credentials that are required by law for this job.
None beyond those required for the classification

List equipment which is used that requires specialized training.

Network hardware, Computer and analytical and statewide systems database applications

L.ist the name, title, and position control number of the position’s supervisor.
Ash Mirchandani. Deputy Director of Programs, U4111, PCN 4681-0006.
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18h. Describe the type and extent of supervision received.

Minimal supervision for workload, deadlines and related duties.
Works under the general and specific direction of the Department’s Deputy Director of Programs.
Independently develops and completes all assignments in a manncr that favorably reflects upon the
Department and the Administration. The Supervisor and Director are kept informed of highly sensitive
matters but, incumbent gencrally has full range of discretion in completing work.

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

Thorough understanding of all statutes and agency regulations supporting the activities of the
Department of Business and Industry.  Numerous Nevada Revised Statute (NRS); Nevada
Administrative Code (NAC); federal laws; State Administrative Manual (SAM); Department of Business
and Industry Policies; Govemor’s Directives. and all other applicable laws, rules, procedures, and
policies. The incumbent will need to possess a widely diverse knowledge of ali programs within the
Department as well as prevailing statewide issues.

P10 e 1713
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What peaple are contacted in carrying out the duties of this position? Explain the purpose of each
contact.

1. Director, Deputy Director for the Department of Business and Industry. Exchanges information
and provides direct oversight and assistance on Departmental projects and development of
centralized processes within the Department.

Accountant in the Office of the Controller ~ as related to coordination of audits of agencies bonds

and securities and federal reviews and performance measurement.

3. Internal and External Public and Private Auditors as refated to financial and operational reviews
and recommendations.

4. Program Analyst for the Legislative Counsel Bureau — all program and budget related items.

Bond Counsel and financial advisors for multiple programs as related to application neview and

preparation of bond documentation and verification of financial standing for Board of Finance

Review and approval.

6. Department of Information Technology staff and Director’s Information Systems Manager — as
related to all process reviews and discussion of alternatives and process improvements utilizing
technology solutions.

7. Various vendors, contractors and sub-grantees - review and coordination of all project services
provided to the Department.

8. Other Department staff, Govemnor’s Office staff, Local economic development agencies and
various other federal, state and local officials as needed.

v

e

Describe any unusual pbysical demands or working conditions required in this job, i.c., requires
frequent lifting or moving of office furniture, frequent exposure to hazardous materials, etc.

Deadlines for review and analytical responses to the highest level of governmental representation
under short notice requires the ability to work on multiple projects with competing dcadlines and often
alone after hours, requiring the ability to hear and respond to electronic communication, the telephone,
fax/scannet/copier machine, various computer networks, fire or safety alanms, and the ability to exit the
building unassisted,

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

At the Direcior's Office level. complex tasks and responses 10 public issues are addressed directly to the
highest levels of state and federal govemment organization. As a result, this position must present the
highest level of training and skill sets, combined with professionalism and communication skills
equivalent to the individuals served

SERA19 (Rev. 1112y



NP9 R 1)

]

BA | D MG AT fTR

PRSCTOR'S CEFICT: ALY 2613
T mECToN
BRUCE PIROW
1ol stgrant -1 -}
AL
Ll ]
Ly ]
< ] i
P C IV IPMATE Durb A man a1 - B4, JafcTee
orgn OGAMM araniunos
#on el roveIn prereneaiasimascd | vnes
S0y .42;‘: Ll H T 02
udill il FOb -7 ]
-V { —iil
[} 1
- e el e e
(ST F LI TT) ™
L= 1] L= RITTY
S T S— an 000001 |" LI
Gl 34 o 8
: 113
1
Lo LOF e T
n
Lot 3] OThd
8 Au ey
I E——
ALET A3TT ) bt U VT
o Ot - oy an on
| S .L - S— N I | MY : BN 1]
L2y LT T T o Paplgapat it 1
SJOBIT Ahi %7 ) [ F. 1) N 1300 ] L= 1)
“ | any
’l = ADR ALST ) AW ALIT § [ T
[ on g1t B T sewsze
A3 [T} T MDY a4 3 ! EJ‘I f‘:ai
oy Y rChN Pl B0} iy A 2yt ) ALVARTD T lonas s §
| Fhst ) 3
i N Mamn L1113
AT ANAIYIT ) MCAST i YEY } VAT AL TET § L U] [ i}:]
i e LT ] ] 0N 100N A AZET ) ADabadiT )
-—Qil’—. <] _ifJ.L_ ==
=1 i1} L. - Jil1]
AMTTTICN] METAR B ST IO KT TREW & [-7}1] ]
- 1. 73] L 1111 POM DL Aled ATy
-} ,ln 2]
| S roueze
MET ALY ) MITRONE [1¥}]
L]t Ea- o Ut
o}
0 o ehg e
ACTT AT )
L=
1



@

SPECIFIC DUTIES REQUIRED OF THIS NEW REQUESTED MANAGEMENT ANALYST
POSTION IN IMPLEMENTING THE NEVADA NEW MARKETS JOBS ACT APPROVED
THROUGH SENATE BILL 357, EFFECTIVE FY 2014;

Rules and Application

Initially, the department will need ro adopt rules to administer the program and develop a

form which community Development entities, (“CDEs") can use to apply to have Qualified Equity Investments
("QET) certified as eligible for tax credits under the program. This new position will be responsible the
mechanics of program implementation (i.c. the Act sets fonh the items required in the application, scts the time
periods within which funds must be raised and spells out notice and reporting requirements). Semple rules wil]
be the first priority, rules that will promote the efficieacy and protect the integrity of the Nevada Program
beyond what is found in the Act along with explanations of such rules. As part of the rules process, the

Application Review

As part of the initial set up of the program, the department will announce a date on which it

will first begin to accept applications from CDEs. On that date, requests for

certification will be submitted in cxcess of the $200 million available under the program.

This new postion will 1) review and and make recommendationds to the Deputy director of Programs to
approve/decline applications and 2) make allocations,

The review of applications will include verification of compliance for items such as a signed

allocation agreement and performance deposit. Determining allocation amounts {not to

exceed $50 miltion per applicant together with any affiliated applicants), or for the pro rata allocation of the tax
credits and QEI authority.

Under the statute, the department has 30 days to review applications and make allocation

determinations. Once allocations are set, this postion will ensure the department provides each successful
application with a Notice of Certification and Allocation of QE! Authority,

QEI! Fundings
Successful applicants will have 30 days from receipt of Nofice of Certification to issue QEIs in the amount

certified by the Department and ten business days from such issuance 10 notify the Department. Such
nolifications typically include bank statements that evidence (1) a credit to the CDE"s bank account equal o the

amount certified and (2) a debit from the
holder of the QEI's bank account cqual 1o such amount. In the event a CDE does not issue QFEIs in the amount

certified. such certification lapses and reveres hack to the Department for reissuance to other applicants whose
applications were reduced pro rata

under Scction 16 4.
Durning this process. a successful applicant may seck tw allocate part of its award to one or more other CDES

that are its affihates. I so, the CDE will nced official
confirmation of the transfer from the department.
This process will be monitored and maintained by the incumbent in this new postion

Ongoing Monitoring and Reporting
This new postion will be responsible for verifying the compliance or non-compliance of all CDEs involved in
the Nevada Program.

Once the department has made initial awards and received cvidence that the QEls were
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funded within the allotted time period the department is required to conduct an annual review of each CDE to
ensure that it has complied with the Program’s requirements.
These compliance reviews will be conducted by this requested postion.
The three main compliance issues with CDEs will be

1) continued status as a CDE; 2) initial and continued investment of at least 85% of QEI proceeds in

qualifying businesses and 3) distributions that arc not in excess of the CDE's operating income.,

The new postion will be required to have working knowledge of the federal program to police item #1 as it is
the CDFI Fund that certifies (and
can decertify) an entity as a CDEs.
The new postion will cetrify compliance with items 2 and 3, through review of annual reports submitted by
CDESs that demonstrate their investment and distribution activities. The CDE must demonstrate that it has
invested at least 85% of the amount of QEls certified by the first anniversary of issning the QEL Failure to do
so results in recapture of Nevada tax credits and forfeiture of a performance fee described below. CDEs will be
required to notify the Department that they have complied with this provision of the Act and should submit
paperwork evidencing investments in qualifying businesses. Distribution limitations are verified by a review of
a CDE’s financial statements, which are required as part of the CDE’s annual report to the department,
The Act also requires the Department rcport to the legislature every other year on the impact
of the program and the compliance of CDEs involved in the program. The incumbent in this new postion will
use annual reports submitted by the CDEs to elicit information with respect to job creation and retention that
resulted from their investments and other community and economic impacts.

Accounting for Performance Fees

Failure to issue QEIs that the department certifies or to invest at least 85% of a QEI's proceeds in Nevada
businesses (with no one business receiving greater than 25% of the QEI proceeds) within one year of issuance
will result in the forfeiture of a performance fees submitted with each application. This new poositon will be
responsible for full accounting of perfromance fees held in trust. Each CDE will have to provide evidence in its
initial annual report that it has met the required investment threshold (bank statemcnts, wires, information on
the Nevada companies funded). Once this new postion verifies compliance with these two requirements and
formally notifies the CDE, the CDE may request a refund of the pesformance fee 30 days after

demonstration of such compliance. The Department, this postion as the Director's designate, then has 30 days to
refund such fee.

NPD- 9Rev. 1113



Summary of Curent Business & Industry Director’s Office Programs

Under the current administration, The Department of Business & Industry is responsible for
several programs which assist businesses, homeowners and other constituents. These programs
are summarized as below;

Business Advocacy

Under NRS 232.522 the Department of Business & Industry is empowered to assist businesses through its
various programs. The Business & Industry small business advocacy program serves as an advocate for small
businesses in their dealings with State govemment agencies.

Business & Industry advocates on behalf of small businesses and meet with businessos one on one and assist
with business challenges, such as - access to capital, regulatory assistance within and outside of Siate
Government, training assistance, connecting businesses with various resource partners.

Business & Industry Roundtables

Quarterly ‘roundtables’ to ensure better collaborations amongst business cntities statewide: The roundtable
mission is lo indeatify challenges and work on strategies to overcome these challenges. These roundtables are
attended by rcpresentatives of over fifty entities throughout Nevada and focus on increasing communication and
collaboration between resource partners statewide and also in inercasing efficiency in service delivery to small
businesses.

One Stop Small Business Information Porta}

Business & Industry has developed a comprehensive business portal (business.nv.gov) which has extensive
small business resources for Nevadans in a single place. Updating the portal with current information, new
resources, and enhancing its aesthetic appeal is a continuing pracess. The portal also has a calendar which lists
business event in Nevada and a step by step guide with intemet links for a new small business te get the
necessary business licenses and permits.

Access to Capital Programs

To assist smaller businesses tbuild credit and provide financials worthy of sccuring fraditional business toans
and hnes of credit needed o grow and expand. Therc are two options avatlable 10 entreprencurs secking to
finance their business: borrow funds (debt cquity) or sell ownership imcerest in exchange for capital (cquity
financing),

The department’s access 1o capital initiates assisis small businesses 10 research and compare the various small
business finance programs available in the State of Nevada to determine which program best meets their needs
and conpect them 1o lenders nationwide. A program goal will also he to create a database of all business
lending programs and products in the Statc of Nevada, Seeking new sources of funding for Nevada businesses
will also be a goal through many traditional and non-traditional mechanisms for obtaining capital such as:

*  (Frants and Inccntives

¢ Nop-Traditivnal Fingncing
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Angel Investors
Venture Capital
Crowd funding
Micro lending
Community Development Financial Institutions
Accounts Recejvables Financing
Peer to Peer Lending
Stote Small Business Credit Initiative
e Traditional Financi

o Coaventional Loans

o SBA Loans

o USDA Loans

* _Bonds Programs.

O 0 000 O0COO

Charter Schools Bonds

Senate Bill 384, 2013 Legislative Session, This bill authorizes the Director of the Department of Business and
Industry 1o issuc bonds and other abligations to finance the acquisition, construction, improvement, restoration
or rehabilitation of property, buildings and facilities for charter schools, Sections 1-22 of this bill enact the
Charter School Financing Law and provide for the issuance of such obligations by the Director. Section 29 of
this bill revises provisions goveming the closure of a charter school to provide, among otber things, for notice
of the closure, the development of a plan for closure, an audit and the winding up of the financial affairs of the
charter school. Section 30 of this bill authorizes a charter school to incorporate as a nonprofit corporation.
Section 31 of this bill authorizes a charter schoo! to borrow money and cncumber its property and other assets,
and to use public money to purchase property with the approval of the charter school’s sponsor.

Home Retention Program

The Home Means Nevada Home Retention Program is designed to assist those individuals and families at risk
of losing their homes who have not been helped by other housing programs. The goal of the program is to
stabilize home ownership and neighborhoods and return home mortgages to current market value. This is a
principle reduction program which leaves the original intercst rate intact as long as it falls within a floor-ceiling
range 10 be determined. Loans that are outside that range may be modified if the program chooses. The new
nowes will be for 100% plus 20% of curreat market value. The 20% is without intercst. 10 incentivize
homeowners to work with our housing counseling agencies to bring their total debt payment below 45% within
the next two years. This will enable homeowners to build their credit profile and enhaoce their cligibility for
retinance within a reasonable timeframe. Once the homeowner is in position to refinance the loan and exits the
program. 20% of the initial note will be forgiven

New Market Tax Credit Program

Scnate Bill ($B) 357 was passed by the Legislature on June 3. 2013 and approved by the Governor on June 12,
2013, The bill is effective June 12, 2013 for the purpose of adopting regulations and October 1, 2013 for all
other purposes. Under the bill a program of insurance premium tax credits for economic devclopment is
created. called the Nevada New Markets Jobs Act (Act) Adjudication of the Act falls to the Department of
Taxation and the Director of the Department of Business and Industry (Director).
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As enrolled, SB 357 creates a substantial regulatory burden for the Director. While the Department of Taxation
is responsible for reconciling tax credits claimed on filed tax returns, all other regulation of the Act falls to the
Director. After parsing the explicit statutory requircments. The following list of regulatory requirements for the
Director has been compiled. The Direclor must:;

® Accept applications from qualified community development entities (CDE) for designation of a

qualified equity investment (QEI). The applications must contain a number of items as specified in the
Act;

® Accept a nonrefundable application fee of $5,000 with each application submitted;
Accept a refundable fee in the amount of 0.5% of the QEL The refundable fee must be deposited in the
New Markets Performance Guarantee Account in the General Fund and refunded or seized as forfeit
under certain statutory circumstaaces;
Grant or deny the application, in full or in part, within 30 days of receipt of a complete application;
Certify completed applications and provide notice of a certified QEI 10 the applicant CDE. The notice
must contain the names of the entities who will earn the credits and the respective credit amounts:
Accept notices when the eatity using a credit changes, pursuant to the provisions of the Act;
Ensure that QEIs are certificd in the order in which the applications are received;
Ensure that QEIs are certified pursuant to the quantitative limitations of the Act;
Accept notice that a QE! has been transferred to a controlling entity within the parameters of the Act:
Receive notice from the CDE of receipt of a cash investment within 10 days of the investment being
made;
Seize and reissue lapsed ccrtifications for QEls pursuant to the provisions of the Act;
Adjudicate requests to lower the low-income commumity investment requirement from 30% to 5o less
than 20%;
Recapture tax credits when the CDE or QEI no longer meet the requirements of the Act;
Issue letter rulings regarding the Act;
Decertify QEIs previously approved;
Review cach CDE annually;
Report on the results of the Act to the Director of the Legislative Counscl Bureau by June 30 of each
even-numbered year;
Adopt regulations; and
¢ Otherwise enforce the provisions of the Act.

Private Activity Bond Programs

Distribution of State Volume Capacity: NRS 348A.020

The Director of the Department is responsible for determination of the aggregate face amount of certain private
activity bonds as defined by and within the calendar year hmitations cstablished by 26 [.S.C. § 146. Ths
distribution, known as the *Volume Cap’ is based upon 50% of the federally approved statc ceiling for a year.
The director is responsible for distributing the state’s share combined with individual county requests to
projects throughout Nevada,

The State of Nevada through this program has scveral Private Activity Bond programs to hcip companies and
individuals get ax-exempt municipal bond/public dcbt instruments to finance specific projects 1o increase
cconomic growth. industry and employment in Nevada. The Department markets its bond program and works
with the Governor's Office of Econemic Development, Regional Development Agencies and private businesses
laoking 10 use thesc financing products.

®  [ndustrial Development Revenue Bonds
Tax exempt bonds used 1o finance development of industrial facihties: research and development facilities; commercial,
cwic. cultural enterpnscs, aceredited educationat institutions and healkth facilitics.
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¢ Renewnble Energy Bonds
Tax exempt bonds used 1o finance the development of renewable energy facilities,

=  Exportation of Goods Bonds
Tax excmpt bonds used to finance the production of goods for export or the expansion of the production of goods for export.

®  Vcnture Capital Bonds
Tax exempt bonds used to provide an attractive opportunity for the investment of venture capital within the Staic of Nevada.

Housing Data/Index Program

Business & Industry in parmership with Lied Institute of Rea] Estate Studies provides monthiy housing data
information. Business & Industry also in partmership with Applied Analysis publishes a quarterly Nevada
Housing Stability Index to provide authoritative and comprehensive information 1o policymakers and the public
about the state of Nevada's housing matket and analyses factors, such as; number of foreclosures, notices of
default, amounts of negative cquity, the “shadow inventory” of foreclasures, and so on. This index provides
historical and baseline data about where Nevada's housing market has been and, more importantly, allows
monitoring and measurement of where it is hcaded,

Constituent Services

Business & Industry regularly assists constituents with their issues, such as; regulatory issues with its divisions,
homeowners with morigage issuss, small businesses challenges, etc. We provide assistance quickly and
diligently to resolve all of the issues working with our divisions, other federal, state, and local ageacies, national

banks and mortgage scrvicers, and our resource partners respectively.

Business & Industry Events

The Office conducts events to benefit Nevadans, such as;

a) Home Means Nevada Qutreach Event - This event helps homcowners get their mortgage issues resolved with a myriad of
lenders onsite. Last year, the ineugural event was attended in Los Vegas by over 3500 homeowners.

b) Governors Conference on Small Business -This annual conference presented in partnership with the Chamber of
Commerce both in Northern & Southern Nevada and held aliematively in Northern Nevade nnd Southern Nevada each year
nrovides small businesses an opportunity to educate themselves on current ssues, resolve issues with yovemmental agencies
by face to face interaction, get assistance to start and cxpand their businesses, have lunch with the Governor and hear his
vision for the State. The charge 10 a smull business to attend this event is § 35.00 all inclusive The inauguml conference was
held last year in Las Vegas and the next one s planned in Reno in August of this vear,

I'tie cunference consists of
a  Panel discussion on mponant small business 1ssues.
b, Expo with free resources for small businesses, licensang and regulatory assistance by various agencies and
departments with federal, state. and local government,
c.  Gionenor's luncheon with small busincsscs.
d. A confercnce sous enir on behalf of the Governor,

¢} Housing Forum - This forum s proposed to be held biannually 10 discuss the analysis of the housing market in Nevada. The

inaugural forum was held last month in Las Vegas. We released our First Housing Stability Index at this meeting. This cvent
was attended by over 250 real estate industry professionals
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STATUTORY REQUIREMENT FOR THE DIRECTOR'S OFFICE PROGRAM SECTION UNDER
THE TITLE, OFFICE OF BUSINESS FINANCE AND PLANNING:

NRS 232.520 Director: Powers and dutles. [Effective July §, 2013.] The Director:

1. Shall appoint a chicf or executive director, or both of them, of each of the divisions, offices, commissions, boards, agencies or
other entities of the Depariment, unless the authority to appoint such a chief or cxecutive director, or both of them, is expressly vested
in another person, board or commission by a specific statute, In making the appointments, the Director may obtain lists of qualified
persons ffom professiona) organizations, associations or other groups recognized by the Department, if any. The chief of the
Consumer Affairs Division is the Commissioner of Consumer Affuirs, the chief of the Division of Financial Institutions is the
Commissioner of Financial Institutions, the chief of the Housing Division is the Administrator of the Housing Division, the chief of
the Manufactured Housing Division is the Administrutor of the Manufactured Housing Division, the chief of the Real Estate Division
is the Rea! Estate Administrator, the chief of the Division of Insurance is the Commissioncr of Insurance, the chief of the Division of
Industiel Relations is the Administrator of the Division of Industrial Refations, the chief of the Office of Lubor Compissioner is the
Labor Commissianer, the chicf of the Tnxicab Authority is the Taxicob Administrator, the chief of the Nevads Transportation
Authority is the Chair of the Authority, the chief of the Division of Monigage Lending is the Commissioner of Morigage Lending and
the chief of sny other entity of the Depertment has the tile specified by the Director. unless a different title is specified by a specific
starute,

2. Ts responsible for the administration of all provisions of law relating to the jurisdiction, duties and functions of all divisions
and other entilies within the Department. The Director may, if he or she deems it necessary to carry out his or her administrative
responsibilities, be considered as a member of the suff of any division or other entity of the Department for the purpose of budget
administration or for carrying out any duty or exercising any power necessary to fulfill the responsibilities of the Direclor pursuant to
this subsection. This subsection does not allow the Director to preempt any authority or jurisdiction granied by statute to eny division
or other entity within the Department or to act or take on a function that would contravenc a rule of court or a statute.

3. Moy:

{n) Esublish uniform policies for the Department, consistent with the policies and statutory responsibilitics ond duties of the
divisions and ather entities within the Depariment, relating to matters concerning budgeting, sccounting, planning, program
development, personnel, information services, dispute resolution, travel, workplace safety, the acceptance of gifts or donations, the
manegenent of records and any other subject for which a uniform departmental policy is necessary to ensure the cfficient operation of
the Dzpartment.

(b) Provide coordination among the divisions and other entitics within the Department, in o manner which does not encroach upon
their statutory powers and dutics, as they adopt and enforce regulations, execute agreements, purchase goods, services or equipment,
prepare legislalive requests and lease or use office space.

{c) Define the responsibilities of any person designated 10 carry out the duties of the Director relating to financing, industriol
development or business support setvices.

4. May. within the limits of the financial resources made available 10 the Dircclor, promote, participate in the operntion of, and
crenle or couse (o be created, any nonprofit corporation, pursuant lo chapter 82 of NRS, which he or she determines is necessary or
convenient for the exercise of the powers and duties of the Department. The purposes, powers and operation of the corporation must
be consistent with the pusposes, powers and duties of the Department.

5. For any bonds which the Director is otherwise authorized to issue, may issue bonds the interest on which is not exempt from
federal inconne tax or exciuded from gross revenue for the purposes of federal income tox.

6. May. except as otherwise provided by specific stawte, adopt by regulation a schedule of fees and deposits to be charged in
connection with the programs administered by the Director purseant to chuplers 3454 and 349 of NRS, Except as otherwise provided
by specific statute, the amount of any such fee or deposit must not excecd 2 percent of the principal amount of the finoncing

7. May designate any person within the Department 10 perform any of the dutics or responsibilities, or exercise any of the
authonty. of the Director on hus or her behalf

8. May negonate and exewnte agreements with publie or private entitics which are necessary 1o the exercise of the powers and
dunies of the Director ar the Department,

9. May estabhsh a trust aceount in the Siate Treasury for depositing and accounting for money that is beld i escrow or s on
deposit with the Department for the paynrent of any direct expenses incurred by the Director in connection with any bond programs
administered by the Director. The interest and incomie earncd on maney i the trust zecount, Yess any amount deducted 1o pay for
upplicable charges, must be credited 10 the trust seeount Any balance remaining in the account at the end of 2 fiscal year may ber

(a) Carried forward to the next fiscal vear for use in covering the expense for which it was originally received: or

{b) Returned 1o any person entitled thersto in accordance with agreements or regulations of the Director relating 10 those bond
prugrams.

(Added 10 NRS by 1963, 1072: A 1969. 1.41; 1973, 1071 . [482; 1975394, 625 1979, 128, 1218: 1981, 1620: 1983, 1475, 1698,
1747, £349. 1873: 1989, | 369, 1998: 1991 H19 4311010608, 1637, 2232, 1993 g4, RS F993. 3260 1997, 1971, 1999 3617 S0l

29045 2003, 3773, 200, 2607, 2733, 0] L. 2632, effecuve July 1. 2013)
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NRS 232521 Director: Duty to provide website link by whick employers may verify soeial security numbers of
employees,

1. The Director shall include on the Intemet website maintained by the Department g link which connects to the Social Security
Administration where an employer may verify the social security number of an employes,

2. The link required pursuant to subscetion 1 must be maintained in the area of the website that encourages and promotes the

growth, development and legal operation of businesses within the State of Nevada,
(Added to NRS by 2007, {27

NRS 232,512 Director: Creatlon of Office of Business Finance and Planning; creation of Center for Business Advocacy
and Services; communication and cooperation among entities within Department. The Director may:

I. Create within the Department. as part of the Office of the Director, an Office of Business Finance and Planning to:

(2) Administer and coordinote programs related to financing for the assistance of catities engaged in business and industry in this
stale;

(b} Provide information to the public conceming the regulatory programs, assistance programs, and other services and activities of
the Depariment; and

(¢) Internct with other public or private entitics to coordinate and improve access to the Department's programs related to the
growth ond retention of business and industry in this state.

2. Create within the Department, as part of the Office of Business Finance and Planning, a Center for Business Advocacy and
Services:

() To assist small businessas in obtaining information about financing and other basic resources which are necessary for success:

(b) In cooperation with the Executive Director of the Office of Economic Development, 1o increase public awnreness of the
importance of developing manufacturing s an industry and to assist in identifying and encouraging public support of businesses and
indusiries (hat manufacrure goods in this state:

(c) To serve as an advocate for small businesses, subject to the supcrvision of the Director or the Director's representative, both
within and outside the Deparmment;

(d) To assist the Office of Business Finance ond Plonning in establishing an information and referrn! service within the
Department thet is responsive to the inquiries of business and industry which are directed 10 the Department of eny entity within the
Depanment; and

(¢) In cooperation with the Executive Direclor of the Office of Economic Development. to advisc the Director and the Office of
Business Finance and Planning in developing and improving programs of the Department to serve more effectively and support the
growth, development and diversification of business and Industry in this sinte.

3. Require divisions, offices, commissions, boards, agencics or other entities of the Department to work together 1o camy out
their statutory duties, 1o resolve or address particular issues or projects or atherwise to increase the efficiency of the operstion of the
Department as a whole and the leve) of communication and cooperation among the various entities within the Depertment,

(Added to NRS by 1905_2343; A 2011, 344K)

NRS 232.525 Director: Employment of stafl. The Director may employ, within the limits of legislative appropriations, such
stafT as is necessary to the performance of the Director’s dulies.
(Added to NRS by 1963, 662; A 1985, 407)
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NEW PROGRAMS ESTABLISHED WITHIN THE DIRECTOR'S OFFICE FOR
FY14:

Senate BIll No. 357-Senator Roberson,
Smith and Atkinson

Joint Sponsors: Assemblymen Neal,
Stewart and Hambrick

AN ACT relating to economic development; enacling the Nevada New Markets Jobs Act
which provides for lax cradits for certain business entities; authorizing the Director of
the

Department of Business and Industry to adopt regulations; and providing other matters
properly relaling thereto.

Legislative Counsel's Digest:

Sectlons 2-27 of this bill enact the Nevada New Markets Jobs Act. Specifically,
section 14 of this bill, in conjunction with sectlon 27.1 of this biil, allows certain
business entities to recelve a credit against the premium tax imposed on insurance
companies in exchange for investing in a qualifled community development entity.
Section 16 sets forth the application procedures, which include the payment of
cariain fees, which must be followed by a qualified community development entity
that seeks to have an equity Investment or long-term debl security designated as a
qualified equity Investment and eligible for tax credits. Section 186 also sets forth
certain requirements that the Department of Business and Industry must follow
when determining whether to approve or disapprove such an application,

Section 17 sets forth certaln conditions under which the tax credits allowed
pursuant to the provisions of this bill must be recaptured. Sectlon 18 providas that
the recapture provisions of section 17 are subject to a 6-month cure period, Section
18 also prohibits any recapture until the qualified community development entity
has been given notice of noncompliance and afforded 6 months aftar the date of
notice to cure the noncompliance.

Section 19 sels forth: (1) the amount of the performance fee that a qualified
community develepment entity must include with an application made to the
Depariment pursuant to section 16; and (2) the procedure for abtaining a refund of
such a fee.

Sactlon 20 requires the Department to issue lstter rulings regarding the tax

credit program authorized by this bill and sets forth the procedures for issuing those
letter rulings.

Section 22 sets forth the requirements for decentifying a qualified equity
investment

Section 24 authorizes the Director of the Department to adopt regulations to

carry out the provisions of this bill.

Sections 25-27 set forth certain further requirements for a long-term debt

security, a qualified active low-income community business and a qualified
community development entity.

NP IR 1T 0
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SENATE BILL NQ. 384—-SENATOR HAMMOND
MARCH 18, 2013

Refarred to Committee on Education

SUMMARY-—Revises provisions relating to charter schools.
(BDR 34-687)

FISCAL NOTE: Effect on Local Govaernment: No.

Effact on the State; No.

EXPLANATION - Matter in bolded italics is new; matter between brackets [omitted material) is
material to be omitted.

AN ACT relating to charter schools; renaming the State Public

Charter School Authority the Nevada Public Charter

Schoal Authority; authorizing the Authority to issue

bonds, notes and other obligations to finance the

acquisition of property, buildings and facilities for charter

schools; establishing the procedure for the Issuance of

such obligations; providing for tha payment of the

obligations; revising provisions ralating to the closure of a

charter school and the payment of its debts; authorizing a

charter school to incorporate as a nonprofit corporation,

borrow money and encumber its assels; and providing

other matters properly relating thereto.

Legislative Counsal's Digest:

1 Under existing law, the State Public Charter School Authority, consisting of

2 seven members appointed by the Govemnor, the Majority Leader of the Senate, the
3 Speaker of the Assembly and the Charter Schoo! Association of Nevada, exists

4 primarily to sponsor certain charter schools and oversee their operations, (NRS

5 386.509, 386.5095, 386.515) This bill changes the name of the State Public Charter
6 School Authority to the Nevada Public Charter School Authority and authorizes it

7 to Issue bonds and other obligations to finance the acquisition, construction,

8 improvement, maintenance or furnishing of property, bulidings and facilities for

9 charter schools. Sections 1-22 of this bill enact the Charter School Financing Law
10 and pravids for the issuance of such obligations by the Authority.

11 Section 29 of this bill revises provisions govarning the closure of a charter

12 school to provide, among other things, for notice of the closure, the development of
13 a plan for closure, an audit and the winding up of the financial affairs of the charter
14 school. Section 30 of this bill authorizes a charter school to incorporate as a

15 nonprofit corporation. Section 31 of this bill autherizes a charter school to borrow
16 money and encumber its property and other assels, and lo use public money to

17 purchase property with the approva! of the charter school's Sponsor.
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ESSENTIAL FUNCTIONS

CLASS TITLE: MANAGEMENT ANALYST 2, Depaniment of Business and Industry, Director's Office
BUDGET ACCOUNT NO: 468! POSITION CONTROL NO: New Propased: 00 1
DATE PREPARED: 7/01/13

INTERVIEWER:
Ability ta read, speak, write and understand the English language effectively.

Ability to read and understand typed ar hand-writien materials submitted In electronic and
non-electronic format.

Ability to foliow oral or written instructions and/or established procedures.
Ability to hear conversation in a quiet/noisy environment.

Abiitty to communicate by telephone.

Abiiity to prioritize projects and organize workload to effectively meet deadlines,
Ability to write clear, concise reports and instructions for customer agengies.
Ability to learn new technology and apply i to solutions for new projects.

Abiiity to work Indapendently.

Ability to respond to alamms or emergency lights In an office setting.

Abillty to exit building withoul assistance.

Ability to use a desklop compuler and software through standard interfaces,

Ability to type or atherwise use repetitive hand motions extended periods.

Can you perform these essemial fupetions with or w ithaut reasunable accommodations”?

Yes No

CANDIDATE'S SIGNATURE: DATE:
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