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A. The Nevada Department of Conservation and Natural
Resources, Division of Forestry requests the addition of a
class to the list approved for pre-employment screening
for controlled substances and requests approval of a class
specification amendment to include pre-employment
screening for controlled substances

1. Class requested for approval of pre-employment
screening for controlled substances................25-26

9.205 Seasonal Forestry Equipment Operator,
PCNs: All

2. Request for approval of class specification change to
include pre-employment screening for controlled
SUDSTANCES . ueuurnininininruenrucesaienesinrasasacnsenn 27-29

9.205 Seasonal Forestry Equipment Operator

B. The Nevada Department of Transportation requests the
addition of a position to the list approved for pre-
employment screening for controlled substances:....30-31

6.209  Supervisor Ill, Associate Engineer, PCN:
018-037

C. The Nevada System of Higher Education, Business
Center North requests the addition of a position to the list
approved for pre-employment screening for controlled
substances, the approval of removal of classes and
positions previously approved for pre-employment
screening for controlled substances, and requests approval
of class specification amendments to remove pre-

1. Position requested for approval of pre-employment
screening for controlled substances............... 32-34
7.647  Program Officer Il, PCN: 41234

2. Classes and positions requested for removal of pre-
employment screening for controlled substances...35

7.649  Program Officer I, PCN: 41234

10.237 Health Program Specialist I, PCNs: All

10.238 Health Program Specialist 11, PCNs: All

10.358 Nurse I, PCNs: All

10.524 Radiation Control Specialist 11, PCNs: BCN,
UNR — All Environmental Health & Safety
PCNs

10.528 Radiation Control Specialist I, PCNs: BCN,
UNR — All Environmental Health & Safety
PCNs

11.522 Safety Representative, Consultation, PCNs:
BCN - All



12.376 Family Services Specialist 1l, PCN: UNR
42051

3. Request for approval of class specification changes to
remove pre-employment screening for controlled
SUDSEANCES..uvviureninieniniininceinieninceeniennne. 36-57

10.237 Health Program Specialist |

10.238 Health Program Specialist I1
10.524 Radiation Control Specialist I1
10.528 Radiation Control Specialist |
11.522 Safety Representative, Consultation
12.376 Family Services Specialist 11

FOR POSSIBLE ACTION V. Discussion and Approval or Denial of Proposed
Regulations Changes to Nevada Administrative Code,
Chapter 284...cuiieiiiiiiiiiiniieiniieiiesnieasessessnsosnmone 58-68

A. LCB File NO. ROB0-16....cccutuierucenenineninrnracasans 69-71
Sec. 1. NAC 284.204  Adjustment of steps within
same grade.

FOR POSSIBLE ACTION VI Discussion and Approval or Denial of Class Specification
Maintenance Review of Classes Recommended for
Revisions and Abolishment

A. Clerical & Related SErviCes...ceveeeereenceeneracnnanns 72-79
1. Subgroup: Legal Support Services
a.  2.154 Legal Office Manager Series
B. Fiscal Management & Staff Services............... 80-85
1. Subgroup: Financial
a. 7.135 Accountant Series
2. Subgroup: Revenue Collections & Management
A 7.223 TaX Manager...ccceeeeeensensesnsosnss 86-88
b.  7.263 Contributions Examiner Series.......89-92
3. Subgroup: Personnel & Training
a. 7.507 Equal Employment Opportunity Officer..93-95
4. Subgroup: Actuarial/Research/Grants Analysis.......96-107
a. 7.707 Chief Economist
b.  7.718 Executive Branch Economist
C. 7.719 Economist Series
C. Medical, Health & Related Services
1. Subgroup: Health Related Services
a. 10.222 Registered Dietitian Series....... 108-114
b. 10.243 Workers’ Compensation Nurse Series..115-118
2. Subgroup: Public Health Dental
a. 10.265 Dental Equipment Technician...119-121
3. Subgroup: Health & Support Services
a. 10.340 Consumer Services Coordinator...122-125
4. Subgroup: Environmental & Health Protection
a. 10.500 Deputy Administrator, Health....126-129
5. Subgroup: Laboratory Services
a.  10.707 Chemist SerieS..cceeererereeansenes 130-137
D. Social Services & Rehabilitation
1. Subgroup: Employment Security Claims
Examination & Placement......cceeeveievenenses 138-141
a. 12.144 ESD Program Chief



2. Subgroup: Social Services...ccoeereeennens 142-144
a. 12.368 Crime Victim Compensation Specialist
3. Subgroup: Rehabilitation
a. 12.423 Client Assistance Specialist........ 145-147
b. 12.455 Rehabilitation Manager Series...148-152

FOR POSSIBLE ACTION VII. Discussion and Approval or Denial of Individual
Recruitment..........cocviiieiniiiiiiiiieiiiiiiinennn. 153-155

A. Tammy Moore, Accountant Technician 2
Department of Corrections, Ely State Prison

VIII.  Report of Uncontested Classification Changes...... 156-177

Postings: #19-16, #20-16, #21-16, #22-16, #23-16, #24-16,
#25-16, #26-16, #27-16, #28-16, #29-16, #30-16, #31-16, #32-
16, #33-16, #34-16, #35-16, #36-16, #37-16.

(AVA Discussion and Announcement of Dates for Upcoming
Meetings

Next Meeting Scheduled for September 30, 2016;
Discuss/schedule the following meeting.

X. 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)

XI. Adjournment

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

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 materials, you may contact Tawny Polito at (775) 684-
0131 or at tpolito@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.

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 Street
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STATE OF NEVADA
PERSONNEL COMMISSION
MEETING MINUTES

(Subject to Commission Approval)

Friday, March 4, 2016

Held in Carson City at the Legislative Counsel Bureau, 401 S. Carson Street, Room 3138, Carson City,
Nevada 89701; and via video conference in Las Vegas at the Grant Sawyer State Building, Room 4401, 555
East Washington Avenue.

COMMISSIONERS PRESENT
IN CARSON CITY: Katherine Fox, Chair
David Read, Commissioner

STAFF PRESENT IN CARSON CITY:
Peter Long, Interim Administrator, DHRM
Tawny Polito, Executive Assistant, DHRM
Jennifer Chisel, Deputy Attomey General
Rachel Baker, Supervisory Personnel Analyst, DHRM
Denise Woo-Seymour, Personnel Analyst, DHRM
Katie Holmberg, Personnel Analyst, DHRM

COMMISSIONERS PRESENT

IN LAS VEGAS:
David Sanchez, Commissioner
Andreas Spurlock, Commissioner
Gary Mauger, Commissioner

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

L CALL TO ORDER, WELCOME, ROLL CALL, ANNOUNCEMENTS

Commissioner Sanchez: Opened the meeting at 9:16a.m. He started by taleing roll. There were no
announcements. A quorum was established.

1I. PUBLIC COMMENT NOTICE: Read into record by Commissioner Sanchez

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.

Commissioner Sanchez: Asked if there were any public comments. There were none.

III. APPROVAL OF MINUTES OF PREVIOUS MEETINGS Action Item



A. December 4, 2015

MOTION: Motion to approve the minutes of the meeting dated December 4, 2015.

BY: Commissioner Read
SECOND: Commissioner Spurlock
VOTE: Motion passed unanimously

B. September 25,2015

MOTION: Motion to approve the minutes of the meeting dated September 25, 2015.

BY: Commissioner Spurlock
SECOND: Commissioner Sanchez
VOTE: Motion passed unanimously.

Chairperson Fox: Arrived for the meeting.

IV. DISCUSSION AND APPROVAL OR DENIAL OF PROPOSED REGULATIONS
CHANGES TO NEVADA ADMINISTRATIVE CODE, CHAPTER 284  Action
Item

A. LCB File No. R076-15
Sec. 1. New Removal of ineligible grievance from procedure.
Sec. 2. NAC 284.658 “Grievance” defined.
Sec. 3. NAC 284.678 Submission, form and contents of grievance; informal discussions.
Sec. 4. NAC 284.6955 Hearing before Employee- Management Committee: Procedure.

Sec. 5. NAC 284.6957 Hearing before Employee- Management Committee:
Continuance; Abeyance.

Denise Woo-Seymour: Explained, LCB File number R076-15 includes changes related to the formal
grievance process. Page 28 of your PC binder, the amendment in Section One of this LCB file adds a new
section to Chapter 284 of the Nevada Administrative Code. This new section provides if the Division of
Human Resource Management determines that a request for the adjustment of a grievance is not eligible
for the procedure, the Division will remove the request. This is an effort to direct an employee to the
correct venue at the earliest possible point and avoid the expectation that the issue is being handled when
the employee is not actually eligible to file a grievance, or when it is in the wrong venue.

For example, because the grievance process is available only to permanent, classified employees, a request
for the adjustment of a grievance would be removed from the process, if it is filed by a probationary
employee, or an employee in the unclassified, or non-classified service. Subsection 2 of NAC 284.658
defines what a grievance is not, and includes issues such as classification appeals, which are heard by the
Personnel Commission, catastrophic leave appeals heard by the Committee on Catastrophic Leave, and an
appeal of a suspension, demotion, or termination which is heard by a Hearing Officer.

Grievances filed that relate to these issues, would also be removed. The new language explains that in
addition to the removal of the grievance from the process, the Division must notify the employee that the
grievance has been removed and the reason for the determination. Also, the Division must inform the



employee of the proper procedure for resolving his or her concern and advise the employee that she or he
has the right to appeal the detenination directly to the Employee-Management Committee.

The issues that do not fall within the grievance process also have deadlines, some as short as five days and
it’s very important to inform the employees of the proper procedure to follow at the earliest possible
moment.

Chairperson Fox: Asked if there were questions from the Commissioners.

Commissioner Mauger: Asked for a history on where this is stemming from and wanted clarification on
whether these were things already being done that needed to be streamlined. He questioned whether this
is something being done currently but is being streamlined to identify the fact that exempt employees do
not have grievance rights and they’re going to have to go straight to the Committee if they don’t agree.

Denise Woo-Seymour: Explained, they receive enough grievances that unfortunately, go through the
process, and actually the employee is the only one that is allowed to withdraw that grievance, but in the
meantime, while they may be in the wrong venue, or not eligible to file a grievance, then they may miss
deadlines in the venues where it would be appropriately reviewed, such as I think it’s sexual harassment
allegations, there’s a very short timeline to file allegations. She further explained, it’s also for the employee
that is not eligible to file their issue, to make sure they’re in the correct venue, and to know that their issue
is being addressed as expediently as possible. At this point, if there is a grievance in the wrong venue, it
may go through all the steps, all the way up to, before the EMC, and then have wasted time for the employee
and effort for the employee, when it should be in another venue.

Commissioner Mauger: Asked, currently they’re going through the step procedure and now you’re
changing it to streamline it, because they’re nonexempt and not eligible for that. He noted, he’s trying to
determine whether they’re already receiving it, and now you’re taking it away.

Denise Woo-Seymour: Stated, it’s not being taken away. Only classified permanent employees are
eligible so non-classified, and unclassified employees are at-will employees. They are not eligible to
become permanent, so they may address their issues in a less formal process, such as maybe a meeting with
their chain-of-command, through management, or mediation is also available to them. At this point they
may go through each step of the grievance process and have response from each level of management, even
including Division of HR Management advising that they should be addressing their issues in another
venue, but at this time, that person is the only eligible to withdraw the grievance.

Commissioner Mauger: Asked, the Committee that makes the final decision on this, that’s final and
binding on them or can that employee go beyond that say go to court?

Denise Woo-Seymour: Stated, they could, if they decide to pursue it further.

Commissioner Mauger: Asked, the savings on that, wouldn’t it be more expensive if they had to go to
Court, instead of having a procedure that would identify with that and whatever the decision of the hearing
also would be, it would be binding. He continued, there could be a situation where they have to go get an
attorney to fight what they feel is something they’ve been aggrieved and that becomes a money situation.
So I’m just trying to get this clarified as to what your thinking is on this.

Peter Long: Added, bottom line what we’re trying to do is what was mentioned at the beginning. We’re
trying to streamline the process. We’re not taking any rights away from employees that had them before.
We’re clarifying that employees who don’t have them, can file the grievance, they would be advised if they
didn’t have the right, but then rather than going through each step, whether to their supervisor, or their



manager, the director of their department, and ultimately the Employee-Management Committee, if they
disagree that this isn’t the appropriate venue, or that they are still a qualifying employee, they would go
straight to the Employee-Management Committee, who would then make that determination of whether
they were qualifying or not, or whether it was the appropriate venue. So it’s streamlining it for the
employee, as far as being able to do something after the Employee-Management Committee makes a
determination they have now and have always had the right for judicial review, so this wouldn’t change
that, and it’s not our belief that this would either decrease or increase that ultimate review process.

Chairperson Fox: Asked if there were additional questions from the Commissioners.

Kimberley King: Introduced herself as, Human Resource Manager for NDOT. She noted, NDOT would
support this language, it would actually probably reduce work load for both department and give employees
clear direction on where they should be filing their appeal. She thinks that this is a good change in the
language.

Denise Woo-Seymour: Continued with proposed changes. She explained, on page 29 of the PC binder.
Section two of LCB file number R076-15 clarifies that the grievance process is available to classified
employees who have attained permanent status. This is consistent with how this section has been
historically administered. Also, because the new section being added to NAC 284 will need to be
referenced and NAC 284.658, the phrase in section one of this regulation has been added to this regulation.
If adopted by the Personnel Commission, a number will be assigned to the new section by the Legislative
Counsel Bureau, which will be included here upon codification.

Page 30. The next section of this LCB file is a housekeeping item that will create consistency in the
language. The term “event leading to the grievance” is already used in this regulation. And the term “event
date” is used in the Nevada Employee Action and Timekeeping System (NEATS). When an employee
files a grievance electronically, thus using “event”, rather than the word “origin” throughout NAC 284.678
is more appropriate.

Page 32. Section four of LCB file number R076-15 makes a number of changes to NAC 284.6955 that
will reduce administrative burden, reduce time and expense related to certain aspects of the Employee-
Management Committee, and establish regulations regarding the issuance and enforcement of subpoenas.
The first change is to require that packets of documents be sent to the clerk of the Committee, rather than
the Chair, which is current practice.

Due to open meeting law requirements, additional packets are necessary in order to have a copy available
for the public at each hearing location. Changing the due date of packets of documents which include a
list of witnesses to 15 working days prior to a scheduled hearing will reduce confusion, because request
for subpoenas, if necessary, are also due 15 days prior to a scheduled hearing.

The next amendment in this section creates flexibility by allowing a member of the Committee that’s
designated by the Chair to reschedule a hearing in the event an employee or the employer fails to comply
with subsection one of this regulation, which is providing the packets to the hearing members.

Next on page 33, a new subsection was added to NAC 284.6955 related to subpoenas for documents
containing confidential information. Because hearings are typically conducted via video conference,
requiring two copies of the original document submitted under seal, will allow a copy to be available to the
Committee in the North and South.

Only one copy of the redacted copy is necessary because the number of Committee members serving is not
always the same, and the EMC clerk will prepare the correct number of documents for each hearing.



The next change allows the Committee to take testimony from an individual by phone or a video conference
from a location that has not been included on the agenda. This increases the ability of an individual to
testify, and will reduce potential travel costs.

And the final amendment clarifies that the member of the Committee acting as the Chair of a hearing will
recognize a member to ask a question. Sometimes the elected Chair of the Committee does not act as the
Chair of a hearing, and one of the co-vice chairs or another member of the Committee acts in that capacity.

Page 34. Finally, section five of this LCB file creates regulations allowing a grievance to be placed into
abeyance and includes a method to make such a request. There are situations when placing a grievance
into abeyance could be appropriate, such as when the grievant will be away from the office for an approved
extended period of time, or when the outcome of an ongoing investigation may affect a grievance.

The second amendment to NAC 284.6957 allows the Chair or a member of the Committee designated by
the Chair to grant a request for a continuance, or to have a grievance placed into abeyance, no longer
requiring that the Committee perform that function. Allowing the Chair or a member of the Committee
designated by the Chair to grant such request expedite decisions regarding developing issues.

Chairperson Fox: Asked, in Section Five where you talk about something being held in abeyance, the
grievance to be placed in abeyance, which would be very different than postponing the hearing of a
grievance, because perhaps not all the interested parties are available. Is there language in the regulation
that discusses postponing or rescheduling a grievance to a later date?

Denise Woo-Seymour: Stated, she believes there is. She can’t quote that regulation, but yes there is.

Chairperson Fox: Asked, but it would be two very different kinds of mechanisms and reasons why
something would be postponed versus have an abeyance. Denise Woo-Seymour: Confirmed.

Chairperson Fox: Asked if there were additional questions from the Commissioners. Noted, the
regulation changes really provide better communication to an employee regarding what does not meet
definition of a grievance, or it is before the wrong party to hear your concem. She is encouraged by the
language changes, because I think it can get confusing for employees to navigate those situations.

MOTION: Approval of changes to Nevada Administrative Code, Chapter 284, LLCB File
Number R076-15, that provides new information regarding an eligible grievance,
defining a grievance, submission of forms, and contents, hearing before the
Employee-Management Committee that procedure, and hearing before Employee-
Management Committee continuance and abeyance.

BY: Chairperson Fox
SECOND: Commissioners Read
VOTE: Motion passed unanimously.

V. DISCUSSION AND APPROVAL OR DENIAL OF CLASS SPECIFICATION
MAINTENANCE REVIEW Action Item

A. Clerical & Related Services
1. Subgroup: Administrative Support
a. 2.222 Clerical Trainee
2. Subgroup: Supply Maintenance
a. 2.811 Supply Technician Series



Katie Holmberg: She presented Item SA, 1A, the Clerical Training Class Specification. The class was
reviewed by various departments and agency human resources’ staff, and it was determined that minor
revisions be made to the class concept to better reflect common duties performed by clerical trainees. The
minimum qualifications and knowledge shills and abilities are consistent with current expectations. We
respectfully request your approval of this class specification effective today.

Chairperson Fox: Asked, if the changes were inred. Ms. Holmberg confirmed.

Heather Dapice: She presented Item 5A, 2A, Supply Technician Series. In consultation with subject
matter experts from multiple agencies, modifications made to the series concept to account for changes and
verbiage used and duties performed. As a result of these adjustments minor changes were made to the
class concept of the Supply Technician III, and Supply Assistant levels. Also, minor changes and minimal
qualifications were required to represent these modifications, as well as to maintain consistency and
structure and format.

Chairperson Fox: Asked if there were any questions from the Commission or the public.

MOTION: Approval of changes to Item 5A, the Clerical and Related Services Group.

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

B. Fiscal Management & Staff Services
1. Subgroup: Financial
a. 7.140 Accountant Technician Series
2. Subgroup: Public Information
a. 7.818 Retail Storekeeper Series

Rachel Baker: She presented Item 5B, 1A, Account and Technician Series. In conjunction with the
biannual class specification maintenance review project, this series was reviewed by subject matter experts
in the various agencies utilizing the classes. Based on input received and agreed upon, Human Resource
Management recommends revisions be made to update the duty statements outlined in both the series and
class concepts to reflect updated class titles, and to describe duties performed within the Nevada System
of Higher Education (NSHE).

Additionally, the knowledge, skills and abilities of the classes were revised to expand and clarify the
relevant acceptable knowledge, skill and/or ability required to be able to perform the duties outlined. And
revisions were made to formatting, to maintain consistency with other class specifications. Furthermore,
the number of credits required for each level were reduced in order to better reflect the accounting
knowledge required at each level. It was felt that these reductions would greatly assist in recruiting efforts,
especially at the II and the III levels.

Human Resource Management was assisted by subject matter experts who offered suggestions throughout
the process and the changes are supported. We respectfully request your approval of this class specification
effective today.

Heather Dapice: She presented Item 5B, 2A. In collaboration with subject matter experts from multiple
agencies, it is recommended to add new language for the Nevada System of Higher Education (NSHE) to
approve duties an incumbent may perform in a University retail environment. Also, language was added
to account for changes in verbiage as well as changes in point of sale and e-commerce related duties. Minor



revisions were made to the minimum qualifications to account for these changes. Also, changes were made
to both the entry level and full performance knowledge, skills, and abilities to maintain consistency with
formatting structure.

Chairperson Fox: Asked if there were any questions from the Commission or the public.

Janine Nelson, HR Manager Business Center North, Nevada System of Higher Education (NSHE):
Introduced herself and noted, a lot of NSHE activity on these specs and if I don’t get an opportunity to say
thank you, I’m just going to say it now.

Commissioner Sanchez: Noted, he’s an employee of NSHE as an adjunct psychology instructor at the
College of Southem Nevada, but doesn’t feel there is a conflict.

Chairperson Fox: Noted, she’s encouraged by the fact that you added a change to the minimum
qualifications because there were some issues where they can apply for accountant instead of accounting
technician. Good work there.

MOTION: Approval for the Fiscal and Management Staff series subgroup, Financial, Accountant,
Technician series, and the subgroup Public Information, Retail Storekeeper series.

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

C. Medical, Health & Related Services

1. Subgroup: Health Related Services
a. 10.229 Mid-Level Medical Practitioner
b. 10.231 Health Information Series

2. Subgroup: Laboratory Services
a. 10.729 Laboratory Assistant Series
b. 10.726 Laboratory Technician Series
c. 10.769 Staff Research Associate Series

Rachel Baker: Introduced herself and noted, she will present the midlevel medical practitioner,
Item 5C, 1A. In conjunction with subject matter experts from the Department of Corrections and
the Division of Public and Behavioral Health, Human Resource Management recommends changes
be made to the duty statement to update those duties performed by incumbents in this class. As
such, the knowledge, skills and abilities were revised accordingly. The special requirements in
education and experience were updated to reflect the professional title change within Chapter 632
of the Nevada Revised Statutes and Administrative Code from advanced practitioner of nursing to
advanced practice registered nurse.

Additionally, it was distinguished in the special requirements that physician’s assistants are licensed
by the Board of Medical Examiners, whereas the advanced practice registered nurse is licensed by
the State Board of Nursing. Human Resource Management was assisted by subject matter experts
who offered suggestions throughout the process, and the changes are supported. They respectfully
request your approval of this classification effective today.

Heather Dapice: Presented the recommendation for changes to the class specification for the
Health Information series. Item 5C, 1B. In consultation with subject matter experts from multiple
agencies, it is recommended to add a trainee level to the series to account for difficulties in
recruitment and to allow for progression from within each agency.



Also, the education and experience section was amended to remove the requirements for certain
certifications and substitute a Bachelor’s Degree at the Health Information Coordinator II level and
an Associate’s Degree at the Health Information Coordinator I. The need for certification as either
a registered Health Information Administrator, or registered Health Information Technician was
moved to special requirements, as only certain agencies require this certification. In addition, minor
revisions were made to the minimal qualifications to allow for experience in a more varied medical
environment. Also, changes were made to both the entry level and full performance knowledge,
skills, and abilities to maintain consistency with formatting structure.

Moving on to Item 5C, 2A, Laboratory Assistant. In consultation with subject matter experts from
NSHE, Business Center North, and the Department of Agriculture, it is recommended to add new
language for NSHE to include duties an incumbent may perform in a University Animal Care
facility. Representative duties were added under the series and class concepts for each level. This
change also resulted in additions to both the special requirements and informational notes to account
for NSHE specific requirements.

Rachel Baker: Presented Items 5C, 2B and C, Laboratory Technician Series and the Staff Research
Series. In conjunction with subject matter experts from the Nevada System of Higher Education
and the Departments of Health and Human Services and Corrections, Human Resource Management
recommends the series and class concepts be revised to update and accurately describe duties
performed by incumbents in these classes. A description of representative duties performed by
incumbents within NSHE was also added. In order for someone to legally draw blood at an
accredited clinical laboratory, which is a laboratory that serves the general public, a person would
need to hold a laboratory assistant license or higher. This is distinguishable from the one who
perform the phlebotomy duties in a physician’s office laboratory and must hold an office laboratory
assistant’s license. It is therefore recommended that a special requirement that some positions need
either a laboratory assistant or an office laboratory assistant be added. Both licenses are offered by
the Division of Public and Behavioral Health. Examples of accredited clinical laboratories include
Dini-Townsend Hospital, Renown Health, Carson Tahoe Regional Center, et cetera. And
additionally, minor changes were made to the knowledge, skills, and/or abilities to maintain
formatting with other class specifications.

Item 5B, 2C the staff research associate series, working with subject matter experts from NSHE,
Human Resource Management recommends revisions be made to the series and class concepts to
update and describe the duties performed by incumbents in these classes. The minimum
qualifications have been revised in order to expand and clarify the type of relevant and acceptable
experience required and again the knowledge, skills and abilities were modified in order to
accommodate the formatting now used.

It is further recommended that a special requirement and informational notes be revised to reflect
that incumbents working in an animal care facility are considered to be essential personnel, and
therefore may be required to work weekends, holidays and report to work during campus closures.

Additionally, that some positions require an incumbent to travel and possess a valid driver’s license.
Human Resource Management was assisted by subject matter experts and offered - who offered
suggestions throughout the process, and the changes are supported. They respectfully request
approval of these class specifications.

Chairperson Fox: Asked if there were any questions from the Commission or the public.



Commissioner Spurlock: Asked Ms. Baker, on the midlevel medical practitioner, he wanted to
ensure that it was something that was changed in NRS, but that NRS change to change the wording
to advance practice registered nurse, was this a reflection of an industry standard.

Ms. Baker: Confirmed.

Commissioner Sanchez: Noted, he’s glad to see that there’s an update to the DSM-5 from the DSM+4,
but in looking at the ICD-10 it’s his understanding that there’s work right now going on with an ICD-11,
if that does occur in the future, then will that change be made and brought before the Commission?

Ms. Baker: Confirmed.
Chairperson Fox: Asked if there were any questions from the Commission or the public.

MOTION: Approval of 5C, Medical, Health and Related Services, Sections 1A, 1B, 2A, 2B, 2C.
BY: Commissioner Read

SECOND: Chairperson Fox/Sanchez

VOTE: Motion passed nanimously.

VL.  DISCUSSION OF REQUEST BY SUNSET SUBCOMITTEE OF THE LEGISLATIVE
COMMISSION; APPROVAL OF RESPONSE Action Item

Peter Long: Explained that the Sunset Subcommittee of the Legislative Commission has selected the
Personnel Commission for review along with other boards and committees for which the Department of
Administration provides support. We have put together a letter for review and response to a set of
standardized questions, a summary of the FY16/17 operating budget, a statement setting forth the incoming
expenses of the Commission for at least three years, the most recent legislative audit, or other audit of the
Commission, any reports required to be filed with the Legislative and Executive Branch over the past three
years, copies of the minutes of the immediately preceding six meetings of the Commission and a copy of
the organizational chart showing the governing structure of the Commission and its staff.

This report is attached and basically we are looking for any input or ultimately approval that this be what
we provide to the Sunset Subcommittee. There will be a meeting in March or April, Chairperson Fox has
agreed to attend.

Commissioner Sanchez: Asked if the meeting date was March 15%. Mr. Long: Confirmed but stated he
was not sure on time as it is a stacked agenda. Commissioner Sanchez: Noted that he’s available to
attend. Mr. Long: Noted that they will provide the agenda and times as soon as they have more
information.

Chairperson Fox: Noted, she is going to attend this hearing before the Sunset Committee and is interested
in leaming from all the Commissioners specifically something they want emphasized, articulated to the
Sunset Subcommittee. One of the things that she’s paid particular attention to in the last four to five years
is the streamlining of processes, and clarification of procedures and information for employees. This
commitment to efficiency and better communication with employees is something that has stood out for a
while now. There’s software implementations to try and expedite whether it’s paid employees, or the
performance evaluation system. She’s never done one of these. She has no sense of how this will or won’t

go.

Commissioner Spurlock: Noted he has thought about this quite a bit. He works in a public agency for
his regular job that has a civil service system, and is making some comparisons. He’s not real concemed



about this kind of a meeting, because the real issue are inactive commissions that haven’t met for 10 or 20
years, and we’re not anywhere near the same category as those kind of bodies. He does agree. One of the
challenges working in a civil service system, and there are similarities here is the streamlining of the
processes.

He added, he thinks no matter what might otherwise be eliminated or be able to streamline, this body will
always serve an extremely important purpose, if nothing else as the final stop for an employeein appealing
their classification issues, even if we did nothing else, that is critical, and a critical need. What is seen in
his work, and it’s reflected here, he is curious for staffing, but maybe at some point is sometimes just as an
extreme example. If he wanted to just change one word in a classification, in his agency that was covered
by civil service, and he only meet twice a month for civil service, and the time from the second meeting of
the month , the first meeting of the next month might not be two weeks, it might be three weeks. Ifhe has
the most minor disagreements with the department that he’s working with, and then certainly the union that
he’s working with, we’re talking about a one-word change that can make something turn into two or three

months very, very easily. And it has significant impact on recruitment times and recruitment processes
and so on.

He further added, he would just be curious. It’s a little different with the State. They tend to look at these
classifications on a cyclical basis, so when they do look at them, as you can see from the work that we just
voted on, it’s very, very thorough, they do a lot at once when they do have to address it. But as an example,

Peter Long, or one of his staff, just in theory, even if it was a one-word change from the time it was first
brought up by a department to the point where it would ever get here, voted on, and implemented if passed,
what kind of minimum timeframes are you talking about? Again, it’s an extreme example, but that would
be the kind of example that you would use to this Commission to show you know yes, there are some
changes that we’d like to see, but only from a streamlining standpoint.

Commissioner Sanchez: Noted, we do have some members of this Committee who have had public
service experience and would have an open ear to your comments.

Commissioner Read: Noted, after hanging around here for quitea long time, he would say that the process
made with Hearing Officers is really to be commended. We’ve made tremendous progress with that. The
system today is much better than when I came on several years ago.

Commissioner Mauger: Noted, he’s relatively new. On behalf of the employees, or employees of the
State from a later prospective, he believes the Personnel Commission is extremely needed on their behalf,
because it gives them a process to go through to get to whatever end is determined. And without this
Commission, the employees of the State of Nevada would suffer.

Chairperson Fox: Asked if there were any questions from the Commission or the public.

Peter Long: Asked to address Commissioner Spurlock’s question on the minimum tum-around time for
a spec revision, and if it’s something minimal as you suggested, a word or two, or if you look at Item 8, or
Item 7 on our Agenda, report of uncontested classification changes, that’s where we would typically deal
with something like that. An agency raises a current concem and if it’s simple that we can do, we make
that change. We post it. But to be honest, and per statute, that posting has to be for 20 working days, it
basically works out to be a month. And by the time the request is received by us and we reach back out to
the agency, and you know can schedule some subject matter experts to talk and that kind of thing, probably
minimally what we’re looking at is 60 days for a small spec revision.

Chairperson Fox: Asked if there were any questions from the Commission or the public. There was
none. She added that if there were additional comments on this or recommendations, email her or Tawny.
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MOTION: Approval of the report being presented to Sunset Subcommittee of the Legislative

Commission.
BY: Chairperson Fox
SECOND: Commissioner Read
VOTE: Motion passed unanimously.

VI. REPORT OF UNCONTESTED CLASSIFICATION CHANGES
Chairperson Fox noted that this Agenda Item requires no action from the Commission.
VIII. DISCUSSSION AND ANNOUNCEMENT OF DATES FOR UPCOMING MEETINGS

Chairperson Fox stated that the next meeting is certain for June 10, 2016. The following meeting was
decided for September 30, 2016.

IX. PUBLIC COMMENT NOTICE: Read into record by Chairperson Fox

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.

Chairperson Fox: Noted that Lee-Ann Easton wanted to make comment.

Lee-Ann Easton: Introduced herself to the Commission and commented: I would like to publicly thank
some very important people. First, I would like to thank Chairwoman Fox and all the Commissioners for
being so impressive to work with and voluntarily contributing so much to ensure that the State is fair and
consistent in our personal practices and how employees are treated. So thank you all very much. It’s truly
been my honor and pleasure to work with each of you.

To all the personnel officers and agencies out there, and representatives, you guys really have put a lot of
effort and time into our workshops and our regulations, the users of the agencies to run your organizations,
we rely on you to review and help us make those changes. And we thank you very, very much. And now
to my staff, and this is going to get harder and harder. But I’m not going far, I just want to state that, I’'m
not going far.

I want to thank my wonderful assistant Tawny Polito, who always kept me organized and on schedule and
everything else she did, sorry. I’m really not going very far with this. Ididn’t expect to be emotional.
And of course my Deputies, Peter Long, who is now acting Administrator and Peter I know you’re going
to do an amazing job. And Shelley Blotter who helped me run the Agency on a day-to-day basis, and just
so you know she is not here today due to a family emergency - she told me it was okay to say on record.
And to all of our HR staff and Human Resource Management for the hard work and dedication over the
last four plus years that I’ve been here.

When I was hired into this role, I was told I needed to foster a more positive work environment and focus
on customer service, while streamlining processes and move the Division in a forward motion - forward
direction. I knew I couldn’t do that without the help of every single staff member. Well, all I can tell you
is they all jumped in, they jumped on board, they’re amazing people. Hands down, the best employees
I’ve ever worked with and people.

But a few of the highlights, I just wanted to bring up that they’ve accomplished, that we’ve accomplished
as a team, but I have to give them credit, because they worked very, very hard to implement all of these is
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- we’ve streamlined the recruitment and testing process. We took approximately 83 written tests and
weeded it down to about 27. We - in four basic categories, we unranked over 68 lists of agencies to review
applications and pick the people that are most qualified for their skillset and not just the scores.

We’ve revised multiple processes and regulations to change the recruitment and testing process and other
processes as well. We created a mid-level manager’s academy based on climate study results, showing
that we needed to train our mid-level managers on how to actually deal with situations and employees to
foster a positive work environment. We’ve streamlined classes, we’re moving from a platform training
module to a more consultation training to help agencies better manage their training needs. We’re in the
process of developing a supervisory certification program. We’re in the process of creating a Veteran’s
program. We hired a Veteran’s coordinator to create the Veteran’s program to bring in more Veterans into
our State. We’ve centralized the employee hearing process to provide more consistency in hearing
decisions and which also with the cost savings and to provide more timely responses.

We’ve automated many processes, including the self service module that we just launched in December,
and I want to say thank you to Michael Shannon, he’s been our Project Manager on all the automation, he’s
amazing. We’re working very close to rolling out the training on the ESMTs so the agency personnel,
officers, and reps can enter directly from their desk. We’re automating the work performance standards
and evaluation process, the employee’s service jackets, we’re creating a web-based payroll reconciliation,
and projection module.

And we just recently launched HR 1-2-3, which managers and personnel staff can use as a resource to
quickly find information on special topics, or specific topics and we included the NRS’s and NACs for
those topics in an effort to provide convenience and more consistency statewide.

These are only a few of the highlights that we’ve done over the last four years. 1really cannot tell you how
amazing our staff is. They’ll always have a special place in my heart.

But in closing, I just have thoroughly enjoyed my role as Administrator, but I know without a doubt that it
was largely due to my wonderful, hard-working, dedicated staff. So thank you all for making my time as
your Administrator very memorable and now as your Deputy Director, I look forward to continuing our
great work together. Boy, I’'m glad I got through that. [applause] I really didn’t expect this to be so
emotional for me, but it is, even though I’m not going far. So thank you all very, very much.

Commissioner Sanchez: Commented: I’ve always considered you to be a colleague, et cetera, and I've
tried to count on my hands how many directors I’ve had to say goodbye to, and you’ve listed all of the
things that you have accomplished and are projecting to be accomplished, et cetera. But I think the one
thing that I will personally miss is your shining, bright personality. Best wishes to you.

Commissioner Read: Commented: Lee-Ann it’s been a joy, a kind of long in review, but it has been
wonderful to see the Personnel Commission make the advances. When I first started, to be very truthful
with you, I was a little embarrassed a couple times by staff presentations that are needed. I said we’ve got
to be able to do a little bit better than that. I know Peter and I have had this discussion a few times. And I
have not felt that in probably the last six, seven years. So I want you to know that I really commend you
oh a wonderful job. You had a fantastic reign. And I definitely will miss you. Thank you.

Peter Long: Commented: IfI could, I started thinking this morning that I’ve been in the work force for
over 40 years, and that made me feel pretty old actually but in all that time, I’ve had a lot of supervisors
and a lot of managers, and I can honestly and truly say that Lee-Ann is at the top of that list. The way she
manages and allowing her staff to do their job and the word “micromanager” is nowhere close or doesn’t
even apply to her. Sheuses our expertise and relies on that, and provides constructive input, and that’s one

12



of the reasons that we’re so motivated to do the things that she has asked us to do and progressing the
Division into I'll say the 20th Century, not the 21st, because we have quite a ways to go. But I think we’re
getting there. And you know I appreciate her and Director Patrick Cates in having thetrust in me to appoint
me the Interim Administrator. But I just want to say that whoever ultimately takes this job has very big
shoes to fill. And so you’ve set an example for us and we hope to carry it forward in the future, and we’ll
do our best to meet your expectations.

Chairperson Fox: Commented: Lee Ann, I’m like David and all the other Commissioners that we have
a very long career in Human Resources employee issues, et cetera, and you know there’s this technical
thing that we all do related to our profession. But it pales in comparison in terms of how we relate to
employees, the level of empathy and regard and respect we have for employees. And I think that you’ve
really done a good job in terms of articulating that to this Commission as well as you know role modeling
that to your - not only your employees, but you know other managers within the State of Nevada. So I
applaud you for that. Because atthe end of the day, it’s relationships with people that we love and respect
that really define us as human beings, in my opinion.

I’ll miss working with you. I’ve really enjoyed our time together, and you know I say this every opportunity
I can, you know I have a lot of admiration for the Division of Human Resources Management in the State.
I applaud you for the work you do. I feel like sometimes you aren’t recognized to the extent I think you
should be and also to State of Nevada employees. So I think for 13,000 plus employees, God I love the
State of Nevada, doing really good work. You’ll be missed. Peter, you’ve got some big shoes to fill, but
I’m confident that you will do it in Peter Long style. So congratulations, but I know you’ll be missed.

Lee-Ann Easton: Commented, thank you very much. I can’t evenimagine what it’s going to be like when
I actually retire. I’m going to be - I’m going to need boxes of tissues. But thank you. Ican’t tell you how
much I’m going to miss everyone and working with you all, and just the whole staff. They’ve just - you
know I wasn’t - just for the record, I wasn’t really looking for a position, I really thought I was going to
retire in this, and it just happened to you know come up and I was offiered, and I accepted, and one of the
reasons was you know I knew I was still going to be in the department as the Deputy, so I could still work
with these wonderful people, and everybody else. So thank you so much.

Chairperson Fox: Asked if there were any questions from the Commission or the public.

Commissioner Mauger: Commented, there’s a quality about Ms. Easton that you know andtheold saying
is “enthusiasm rubs off”. It certainly shows with Ms. Easton and the quality of work that comes out of her
department and her enthusiasm for her employees, believe me from an employee perspective that means a

lot. So I want to wish you the best in the future, and it was a pleasure working with you.

Lee-Ann Easton: Commented, thank you so much. I just can’t tell you how much your comments mean
to me, all of them, thank you.

Chairperson Fox: Asked if there were any public comments. There were none.
X. ADJOURNMENT

Chairperson Fox: Adjourned the meeting,
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Personnel Commission Meeting
June 10, 2016

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
CLASSES APPROVED FOR PRE-EMPLOYMENT DRUG TESTING
CHANGES EFFECTIVE DECEMBER 4, 2015

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

CLASS/
TITLE

COBE

TITLE

1.608

*ONLY CERTAIN POSITIONS
AGENCY/POSITION CONTROL NO.

FIELD ASSISTANT Il (PARC)

1.737

BIOLOGIST I*

1.770

AGR - PCN 4600-0025

WILDLIFE AREA SUPERVISOR I

1.771

1.772

|WILDLIFE AREA SUPERVISOR |

[FISH HATCHERY SUPERVISOR 1

1.774

FISH HATCHERY SUPERVISOR |

1.776

FISH HATCHERY TECHNICIAN lil

1.778

FISH HATCHERY TECHNICIAN |l

1.780

FISH HATCHERYT'F_ECHNICIAN |

1.785

WILDLIFE AREA TECHNICIAN 1lI

1.786

WILDLIFE AREA TECHNICIAN I

1.787

WILDLIFE AREA TECHNICIAN |

1.811

[FORESTER I

1.812

FIRE MANAGEMENT OFFICER I

1.813

FORESTER I

1.814

FIRE MANAGEMENT OFFICER |

1.816

BATTALION CHIEF

1.817

CONSERVATION CREW SUPERVISORI Il

1.818

FORESTER |

1.819

FIREFIGHTER Il

1.820

CONSERVATION CREW SUPERVISOR I

1.822

FIRE CONTROL DISPATCHER I

1.823 |

SEASONAL FIRE CONTROL DISPATCHER II*

DCNR-FORESTRY DIVISION - ALL PCNS

1.824

'-S-E;\SONAL FIRE CONTROL DISPATCHER I*

DCNR-FORESTRY DIVISION - ALL PCNS

1.825

CONSERVATION CREW SUPERVISOR |

1.826

FIRE CONTROL DISPATCHERII

1.827

FIRE CONTROL DISPATCHER |

1.828

SEASONAL FIREFIGHTER III*

DCNR-FORESTRY DIVISION - ALL PCNS

1.829

SEASONAL FIREFIGHTER II*

DCNR-FORESTRY DIVISION - ALL PCNS

1.831

SEASONAL FIREFIGHTER I*

DCNR-FORESTRY DIVISION -ALL PCNS

1.835

HELITACK SUPERVISOR

1.850

FIRE CAPTAIN

1.852

FIREFIGHTER |

1.907

[PARKS REGIONAL MANAGER (NON-COMMISSIONED)

1.912

PARK INTERPRETER

1.918

LIFEGUARD I

1.919

LIFEGUARD |

1.921

PARK RANGER 1Il (NON-COMMISSIONED)

1.922

PARK RANGER Il (NON-COMMISSIONED)

1.923

PARK RANGER | (NON-COMMISSIONED)

1.967

PARK SUPERVISOR |1l (NON-COMMISSIONED)

1.968

PARK SUPERVISOR Il (NON-COMMISSIONED)

1.969

PARK SUPERVISOR OR | (NON-COMMISSIONED)

2.124

MAIL SERVICE SUPERVISOR*

BCN - ALL PCNS

2.126

MAIL SERVICE TECHNICIAN*

BCN - ALL PCNS

2.127

MAIL SERVICE CLERK I*

BCN - ALL PCNS

2.129

MAIL SERVICE CLERK II*

BCN-ALL PCNS

2.153

LEGAL SECRETARY II*

TAXI - PCN 0038
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CLASS!/
TITLE
CODE

*ONLY CERTAIN POSITIONS
AGENCY/POSITION CONTROL NO.

2210

ADMINISTRATIVE ASSISTANT IV*

DPS - PCNS 3743-0106, 3743-33, 4702-322, 4709-
42, 4709-70, 4709-71IN4709-72, 4708-73, 4709-206,
4709-625, 4709-645, 4709-665, 4709-1004, 4709-
1006, 4709-1007, 4709-1009, 4709-8004, 4709-
8018, 4709-9013, 4713-0706, 4713-155, 4713-805;
TAXI - PCN 0023

DMVNPCNS RE7015, WF7047; DPSN PCNS 3743-
0028, 3743-5, 3743-15, 3743-17, 3743-32, 3743-34,
3743-60, 3743-61N3743-62, 3743-64, 3743-65, 3743-
1011, 3743-1014,8743-1017, 3743-1020,K8744-10,
3744-13,8744-16, 3744-19,N702-51,NM702-147 N 702

2.21M |ADMINISTRATIVE ASSISTANT il* 315,N702-328 M702-648,M702-705,4702-871, M702-
11033, 4702-11034, 4709-36, 4709-37, 4709-58,
4709-620N709-630,4709-8005Ni709-8007, 4709-
8010, 4709-8011, 4709-8016, 4709-8017, 4709-8019,
4709-8020, 47098021, M709-0001, M709-9002N709-
9011, 4709-9012; TAXIN PCNS 0011, 0061
DPS - PCNS 3743-1021, 4709-2, 4700-0003, 4700-
9004, 4709-9005, 4709-9006, 4709-9007, 4709-9008,
4709-9009, 4709-0010, 470916, 4709-17, 4709-18,
. 4709-25, 4709-26, 4709-34, 4709-57, 4709-62, 4709-
21212 BN ABMINSTRATIVEASSISTANTI 204, 4709-205, 4709-605, 4709-660, 4709-8006,
4709-8008, 4709-8009, 4713-0870, 4733-32; TAXI -
PCNS 0003, 0013, 0020, 0043, 0046, 0066, 0074,
0075, 0092, 0095
7301 |ACCOUNTING ASSISTANT 1I* DPSN PONS 3743.16, 4709-38, 4709-8022
2.303_|ACCOUNTING ASSISTANT I DPSN PCN 4709-15
2.819_|SUPPLY TECHNICIAN III* PURCHASING - PCN 0027
2.824 |SUPPLY TECHNICIAN II* PURCHASING - PCN 0029, BGN - ALL PCNS
2827 |SUPPLY ASSISTANT® BCN - ALL PCNS
2836 |SUPPLY TECHNICIAN I* BCN - ALL PCNS
3.203_|FOOD SERVICE COOK/SUPERVISOR I 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
3506 |DRIVER - VANJAUTOMOBILE
3520 |FAMILY SUPPORT WORKER IIl* BON - ALL PCNS
3.521 [FAMILY SUPPORT WORKER II* BCN - ALL PCNS
3524 |FAMILY SUPPORT WORKER I* BCN- ALL PCNS
5.103 |PRINCIPAL
5104 [VICE PRINGIPAL
5.106 _|ACADEMIC TEACHER §
5.112_|VOCATIONAL EDUCATION INSTRUCTOR
5.174_|CHILD CARE WORKER I BON - ALL PCNS
5175 |CHILD CARE WORKER I BCN - ALL PCNS
x NDOT - PCNS 017000, 017046, ALL PCNS
6.209 |SUPERVISOR Ill, ASSOCIATE ENGINEER e roae. 0170
. NDOT - PCNS 027006, 028006, 25500 NALL PCNS
6.21 |SUPERVISOR II, ASSOCIATE ENGINEER T Ne
: NDOT -PCNS 017021, 017034, 017048, 028008, ALL
6215 |SUPERVISOR |, ASSOGIATE ENGINEER A Ty
6225 | ADMINISTRATOR |, PROFESSIONAL ENGINEER" NDOT - PCN 301012
6.224 |MANAGER |, PROFESSIONAL ENGINEER* NDOT - ALL PCNS BEGINNING W/ 930
A e e NDOT - PCNS 018024, 018025, 018036, 018037,

018046, 018047
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o s *ONLY CERTAIN POSITIONS
fDE- ey AGENCY/POSITION CONTROL NO.
: NDOTN PCNS 020014, 034007N255002, 080007
6229 [STAFF |, ASSOCIATE ENGINEER 080002, 080005, 080006, 080007, 080010
6305 |ENGINEERING TECHNICIAN V* NDOT - PCN 028015
e e R TGN NDOT- PCN 027023, ALL FCNS BEGINNING W
NDOT - PCNS 017037, 017038, 017039, 017040,
017041, 017042,M017050, 017051, 017052, 027019,
6313 |ENGINEERING TECHNICIAN III* 027022, 028010,028011, 028013, 028016, 028021,
028022, 028030, 101342, 255003, ALL PCNS
BEGINNING W/ 930
6355 |ARCHITECTURAL DRAFTER V" BCN - ALL PCNS
6.358 |ARCHITECTURAL DRAFTERNIF BCN- ALL PCNS
6.750 |CONSTRUCTION PROJECT COORDINATOR III* BCN- ALL PCNS
6.751 _|PROJECT MANAGER IIl* BCN-ALL PCNS
6754 |BUILDING CONSTRUCTION INSPECTOR I BCN- ALL PCNS
6.758 |CONSTRUCTION PROJECT COORDINATOR I BCN-ALL PCNS
6.762_|PROJECT MANAGER I BCN- ALL PCNS
6.763 |PROJECTMANAGER I BCN- ALL PCNS
6.966 |DEVELOPMENT TECHNICIAN V" BCN- ALL PCNS
6.078 |DEVELOPMENT TECHNICIAN Il BCN - ALL PCNS
6.979 |DEVELOPMENT TECHNICIAN II* BCN - ALL PCNS
6.980 |DEVELOPMENT TECHNICIAN I* BCN- ALL PCNS
6.981 |ELECTRONICS TECHNICIAN I BCN_NDOC - ALL PCNS
6.987 |ELECTRONICS TECHNICIAN III" BCN, NDOC - ALL PCNS
6.988 |ELECTRONICS TECHNICIAN I BCN, NDOC - ALL PCNS
7.141_|ACCOUNTANT TECHNICIAN II* DPSN PCNS 0030, 4709-1010
7.143 _|ACCOUNTANT TECHNICIAN I* DPS - PCN 4733-30
7154 |AUDITORIF DHHS PBH - PCNS 0031, 0033, 0041
7.217 _|ADMINISTRATIVE SERVICES OFFICER I DPS - PCN 4709-23
7.218 |ADMINISTRATIVE SERVICES OFFICER I* DPS - PCN 37436
7519 _|[TRAINING OFFICER I NDOT - ALL PCNS
7524 |TRAINING OFFICERII" DPS - NHP - HAZARDOUS MATERIALS - PCN 5
7624 |MANAGEMENT ANALYST IIl" DPSN PCNS 4709-3, 4709-200
7625 |MANAGEMENT ANALYST II* DPSN PCN 4709-39; TAXI - PCNS 0002, 0078
7.637 _|MANAGEMENT ANALYST I DPS - PCNS 3743-9, 374379, 4709-40
7643 |PROGRAM OFFICER IIl* DHHS PBH - PCN 0038; DPS - PCN 4702-0086
. DMV - PCN CCA4019; DPS- PCNS 3743-1022, 4700-
T R eoan OERCERT 19, 4709-24, 4709-35, 4709-8003, 4709-8012
DPSN PCN 3744-82; FIRE MARSHALN PCNS 4, 106;
7649 |PROGRAM OFFICER I NDOCN PCNS 3710-0064, 3710-0202; BCN - PCNS
- 41234, 41672, 41673__
7.653_|PUBLIC SERVICE INTERN I NDOT - ALL PCNS BEGINNING W/ 940
7655 |BUSINESS PROCESS ANALYST NIl DPS - PCN 4709-8023
7.656 _|BUSINESS PROCESS ANALYST II* DPS - PCNS 4702-0046, 4709-8024, 4709-8025
N MIN - PCNS 09015, 09016, 09017, 09078, 09019,
7.665 |PUBLIC SERVICE INTERN | A iy
7.713_|TRANSPORTATION TECHNICIAN Il NDOT - ALL PCNS BEGINNING W/ 805 & 813
7714 [TRANSPORTATION TECHNICIAN IV* NDOT - ALL PCNS BEGINNING W/ 805 & 813
7.715 | TRANSPORTATION TECHNICIAN I NDOT - ALL PCNS BEGINNING W/ 805 & 813
7.722_[TRAFFIC CENTER TECHNICIAN SUPERVISOR
7.724_|TRAFFIC CENTER TECHNICIAN Il
7.725 |TRAFFIC CENTER TECHNICIAN |
7.726 | TRAFFIC CENTER TECHNICIAN TRAINEE
7.745 |[STATISTICIANIT DPS - PCN 470921
7.901 _|CHIEF IT MANAGER" DPS - PCN 0005; NDOTN PCN 016060
7.902_|IT MANAGER IIl* DPS - PCNS 0127, 4709-0207, 4733-35
= DPS - PCN 0020; NDOT - PCN 016065; BCN UNR -
7904 [IT MANAGER | e
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CLASS/

*ONLY CERTAIN POSITIONS

TTLE ITLE AGENCY/POSITION CONTROL NO.
CODE
DPS - PCNS 0010, 0025, 0036, 0040, 0045, 0100,
7921 |IT PROFESSIONAL Iv* 01M1, 0125, 4733-1N5; NDOTN PCNS 016061\
016063
DPSN PCNS 0055, 0070, 0105, 01N2, 01N5, 0120,
‘ 0128,0130,10135,10145,M4709-0160,N1733-46;NDOTN
7925l TIEREEE S SO PCNS 016062, 016064, 91001N92001N93002; BCN
UNRNALL FACILITIES SERVICES PCNS
DPS - PCNS 0075, 0050, 010, 0200, 0201, 0202,
0251, 0260, 0450 0677, 0681, 0129, 4733-301; NDOT
7.926 |IT PROFESSIONAL II* - PCNS 91005, 92002, 9300193003, 95001N96001N
92003, 93005, 94003; BCN UNR - ALL FACILITIES
SERVICES PCNS
T B 40;3% _-ZF;(C):NS 0026, 0204, 0205, 4733-230, 4733-235,
5 DPS - PCN 0090 BCN UNR - ALL FACILITIES
7929 [IT PROFESSIONAL | e ecsihe
7937 |IT TECHNICIAN V* DPS - PCN 4733-220
7935 [IT TECHNICIAN IV® DPS - PCNS 0065, 0075, 0080, 0085, 0095, 0096
7.940 |IT TECHNICIAN I DPS - PCN 4733-314, 4733-353
7943 [IT TECHNICIAN TRAINEE® DPS - ALL PCNS =0
5 DPS - ALL PCNS; BCN UNRNALL FACILITIES
7951 _[IT PROFESSIONAL TRAINEE L SaALL RN,
9703 _[HIGHWAY MAINTENANCE MANAGER
9.106_|HIGHWAY MAINTENANCE SUPERVISOR i
9.115_|HIGHWAY MAINTENANCE SUPERVISOR |
9.117 _JHIGHWAY MAINTENANCE WORKER IV
9.120_[HIGHWAY MAINTENANCE WORKER Il
9.127 |HIGHWAY MAINTENANCE WORKER Il
9130 |HIGHWAY MAINTENANCE WORKER |
9.137 _|HIGHWAY CONSTRUCTION AID
9.200 |SPECIAL EQUIPMENT OPERATOR il
9.201 _[EQUIPMENT OPERATION INSTRUCTOR
9.203 |SPECIAL EQUIPMENT OPERATOR Il
9.204 _|GROUNDS EQUIPMENT OPERATORT* BCN-ALL PCNS
9.208_[DRIVER WAREHOUSE WORKER TRAINEE" NDOC - ALL PCNS
9.209 JGROUNDS EQUIPMENT OPERATOR I BCN - ALL PCNS
9.210 |DRIVER WAREHOUSE WORKER |
9.211_|DRIVER WAREHOUSE WORKER IT_
9.212 _[DRIVER WAREHOUSE SUPERVISOR
9.315 |HIGHWAY EQUIPMENT MECHANIC SPVR |
9.317_[HIGHWAY EQUIPMENT MECHANIC 11
9.318 _[HIGHWAY EQUIPMENT MECHANIC I
9.321_|HIGHWAY EQUIPMENT MECHANIC | =
9.322 _|EQUIPMENT MECHANIC IV BCN, DCNR.FORESTRY DIVISION - ALLPCNS
P = v g lB\&#gﬁgR-FORESTRY DIVISION, NDOC, NDOW - |
9326 |EQUIPMENT MECHANIC-IN-TRAINING IV* BCN, NDOT - ALL PCNS
9.327_|AUTO BODY WORKER" NDOT - ALLPCNS
9.328_|[EQUIPMENT MECHANIC-IN-TRAINING 1IT" BON_ NDOT - ALL PCNS
9.330 _|EQUIPMENT MECHANIC-IN-TRAINING TI* BCN_NDOT - ALL PONS
3 BCN. DCNR-FORESTRY DIVISION, NDOG, NDOT, |
9331 [EQUPMENT MECHANIC I R
9332 _|EQUIPMENT MECHANICIN-TRAINING T* BCN, NDOT - ALL PCNS
X BCN. DCNR-FORESTRY DIVISION, NDOG, NDOT,
9333 |[EQUIPMENT MECHANIC | RCN Do Fone;
9334 |FLEET SERVICE WORKER IV* BCN, NDOT - ALL PCNS
9335 |FLEET SERVICE WORKER III* BCN, NDOT - ALL PCNS
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c.h?ﬁ:l TITLE *ONLY CERTAIN POSITIONS
CODE = AGENCY/POSITION CONTROL NO.
9.336_|FLEET SERVICE WORKERII BCN, NDOT - ALL PCNS
9.337_|FLEET SERVICE WORKER I* BCN, NDOTN ALLIPCNS
9.353_|AVIATION SERVICES OFFICER
9.354_|CHIEF PILOT
9.355_|PILOTMI
9.356__|PILOTNII
9.357__|AIRCRAFT MAINTENANCE SPECIALIST
9.359 |PILOTN
9.404__|HVACR SPECIALIST IV* BCN- ALL PCNS
9.408_|[HVACR SPECIALIST II* [BCN_NDOC - ALL PCNS
9.413_|HVACR SPECIALIST Il BCN, NDOC - ALL PCNS
9.417 |WELDER I BCN, NDOC_ NDOTNALLNWPCNS
9.418_|LOCKSMITH I* s, 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
9424 |CARPENTERIF BCN, NDOC - ALL PCNS
9.425_|HEAT PLANT SPECIALIST IIl* BCN, NDOC - ALL PCNS
9.426 |ELECTRICIAN I* BCN, NDOC_NDOT - ALL PCNS
9428 |HEAT PLANT SPECIALIST I BCN, NDOC - ALL PCNS
9.420 |PAINTER I BCN - ALL PCNS
9.430 |WELDER II* BCN_NDOC, NDOT - ALL PCNS
9.431_|LOCKSMITH I BCN, NDOC - ALL PCN'S
9.432_|PLUMBER I L BCN, NDOC - ALL PCNS
9.434_|EVENTS CENTER TECHNICIAN Il BCN - ALL LAWLOR EVENTS CENTER PCNS
9.437 |EVENTS CENTER TECHNICIAN I* BCN - ALL LAWLOR EVENTS CENTER PCNS
9.439_|CARPENTER Il BCN-ALL PCNS
9.441_|MAINTENANCE REPAIR SPECIALIST I* BCN, NDOC_ NDOT, NDOW, NSVH - ALL PCNS
9445 |MAINTENANCE REPAIR SPECIALIST II* BCN, NDOC, NDOW - ALL PCNS
9.447 |ELECTRICIAN I BCN, NDOC, NDOT - ALL PCNS
9.448_|ELECTRICIAN III* |[BCN, NDOC, NDOT - ALL PCNS
9.459 |PAINTER II* BCN -ALL PCN'S
9.460 |PAINTER III* BCN- ALL PCNS
9.462__|PLUMBER II* |[BCN_NDOC- ALL PCNS
9.463 |PLUMBERIIF BCN-ALL PCNS
9.465 |CRAFT WORKER-IN-TRAINING IV* BCN - ALL PCNS
9.466__|CRAFT WORKER-IN-TRAINING IIl" 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 TECHNICIANII BCN - ALL PCNS
9.481__|MAINTENANCE REPAIR AID IV* BCN- ALL PCNS
9.482_|MAINTENANCE REPAIR AID III BCN- ALL PCNS
9.483_[MAINTENANCE REPAIR AID II* BCN-ALL PCNS
9.484 |MAINTENANCE REPAIRAID I*__ BCN-ALL PCNS
9.485_[MAINTENANCE REPAIR WORKER IV* BCN, NDOCNALLWPCNS
9.486_|MAINTENANCE REPAIR WORKER III* BCN.MNDOCNALLNPCNS
9.487__|MAINTENANCE REPARR WORKER II* [BCN, NDOC, NSVH - ALL PCNS
9.488__|MAINTENANCE REPAIR WORKER I* BCN,NDOC, NSVH - ALL PCNS
9.496_|WASTEWATER TREATMENT OPERATOR II* NDOC - ALL PCNS
9.497 |WASTEWATER TREATMENT OPERATOR I* NDOC - ALL PCNS
9.514__|RANCH MANAGER* BCNUNRNPCN 41N54
9534 |RESEARCH AID II* BCN- ALL WOLF PACK MEATS PCNS
9.555 |RESEARCH AID I* |[BCN-ALL WOLF PACK MEATS PCNS
9580 |RESEARCH TECHNICIAN® BCN - ALL WOLF PACK MEATS PCNS
9603 _|FACILITY MANAGER* BCN, NDOC - ALL PCNS
9.606__|FACILITY SUPERVISOR Il BCN, NDOC - ALL PCNS
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10.307

TILE THLE AGENCY/POSITION CONTROL NO.
CODE

9609 |FACILITY SUPERVISOR I" BCN, NDOC - ALL PCNS, NDOT - PCN 302001
9.610 |GROUNDS SUPERVISOR II* BCN - ALL PCNS
9.612_|FACILITY SUPERVISOR I BCN, NDOC - ALL PCNS
9.616_|CUSTODIAL SUPERVISOR IV* BCN - ALL PCNS
9.617__|CUSTODIAL SUPERVISOR III* BCN- ALL PCNS

9620 |GROUNDS SUPERVISOR II* BCN- ALL PCNS

9623 |CUSTODIAL SUPERVISOR I BCN- ALL PCNS
9.625_|CUSTODIAL SUPERVISOR I* BCN - ALL PCNS

9.627 |GROUNDS SUPERVISOR I* BCN-ALL PCNS
9.630__|GROUNDS MAINTENANCE WORKER V* BCN- ALL PCNS

9.631 _|CUSTODIAL WORKER Il BCN- ALL PCNS
9.633__|GROUNDS MAINTENANCE WORKER IV* BCN-ALL PCNS
9.634_|CUSTODIAL WORKER I* BCN- ALL PCNS
9.635_|GROUNDS MAINTENANCE WORKER III* BCN - ALL PCNS

9637 |FACILITY ATTENDANT® BCN - ALL PCNS
9.639__|GROUNDS MAINTENANCE WORKER I BCN- ALL PCNS
9.641__|GROUNDS MAINTENANCE WORKER I* BCN-ALL PCNS
10.124_|PSYCHOLOGIST IV* NDOC - ALL PCNS
10.126_|PSYCHOLOGIST Il 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 3 NDOC - ALL PCNS
10.144_|CLINICAL SOCIAL WORKER II* NDOC - ALL PCNS
10.146_|TREATMENT HOME SUPERVISOR

10.148_|TREATMENT HOME PROVIDER

10.150_|CLINICAL SOCIAL WORKER I* NDOC - ALL PCNS
10.151_|CLINICAL SOCIAL WORKER III* NDOC - ALL PCNS
10.179_|PSYCHOMETRIST * NDOC - ALL PCNS

10.217 |HEALTH PROGRAM MANAGER II* DHHS PBH- PCN 0037
10.229_[MID-LEVEL MEDICAL PRACTITIONER® DHHS_NDOC - ALL PCNS
10.237_|HEALTH PROGRAM SPECIALIST I* BCN - ALL PCNS
10.238_|HEALTH PROGRAM SPECIALIST I BCN- ALL PCNS
10.244_|QUALITY ASSURANCE SPECIALIST I NSVH - ALL PCNS
10.260 |DENTAL CLINIC SUPERVISOR* UNLV- ALL PCNS
10.262_|DENTAL ASSISTANT lII NDOC, UNLV - ALL PCNS
10.263 |DENTAL ASSISTANT II* NDOC, UNLV - ALL PCNS
10.264_|DENTAL ASSISTANT I* NDOC,_UNLV - ALL PCNS
10.300_|DIRECTOR, NURSING SERVICES II* DHHS, NDOC - ALL PCNS,_NSVH - ALL PCNS
10.301_|DIRECTOR, NURSING SERVICES I* DHHS, NDOC - ALL PCNS
10.305_|PSYCHIATRIC NURSE III* DHHS, NDOC - ALL PCNS
10.306_|PSYCHIATRIC NURSE IV* DHHS, NDOC - ALL PCNS

[PSYCHIATRIC NURSE II*

DHHS, NDOC - ALL PCNS

10.309 [PSYCHIATRIC NURSE I* DHHS, NDOC - ALL PCNS
10.310 [CHIEF OF NURSING SERVICES* NDOC - ALL PCNS

10.316 |CORRECTIONAL NURSE III* NDOC - ALL PCNS

10.318 |CORRECTIONAL NURSE II* DHHS, NDOC - ALL PCNS
10.319 |CORRECTIONAL NURSE [* 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* NSVH - ALL PCNS

10.354 [REGISTERED NURSE IV* NSVH - ALL PCNS

10.355 |REGISTERED NURSE III* NSVH - ALL PCNS
10.356 |MENTAL HEALTH TECHNICIAN II* DHHS - ALL PCNS

10.357 [DEVELOPMENTAL SUPPORT TECH II* DHHS - ALL PCNS

10.358 |NURSE I* BCN, DHHS, NDOC, NSVH - ALL PCNS
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;':.IT:SZ TITLE AGENCY/POSITION CONTROL NO.
10.359 |REGISTERED NURSE I ___ NSVH - ALL PCNS
70.360 |LICENSED PRACTICAL NURSE II* DHHS, NDOC, NSVH - ALL PCNS
10.364_|LICENSED PRACTICAL NURSE III* DHHS, NDOC - ALL PCNS
10.365 |LICENSED PRACTICAL NURSE I* DHHS, NDOC - ALL PCNS
10.366 |MENTAL HEALTH TECHNICIAN I DHHS - ALLPCNS
10.367_|DEVELOPMENTAL SUPPORT TECH I DHHS - ALL PCNS
10.369 |CERTIFIED NURSING ASSISTANT* NDOC_ NSVHN ALLIWCNS
10.373_|COMMUNITY HEALTH NURSING MANAGER" DHHS - 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
: BCN UNRNALL ENVIRONMENTAL HEALTH &
10524 |RADIATION CONTROL SPECIALIST II g g & :
5 BCN UNRNALL ENVIRONMENTAL HEALTH &
10528 [RADIATION CONTROL SPECIALIST | e s
10.536 |ENVIRONMENTAL SCIENTIST II* NDOT - PCNS 018012, 018013
10.540 'EEDlCAL MARIJUANA PROGRAM SUPERVISOR
10.541_|MEDICAL MARIJUANA PROGRAM INSPECTOR Il
10.542_|MEDICAL 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 NII* BCN- ALL PCNS
10.713_|CHEMIST II* BCN- ALL PCNS
10.715_[MICROBIOLOGIST I BCN- ALL PCNS
10.717_|MICROBIOLOGIST II* BCN-ALL PCNS
10.721_|MICROBIOLOGIST I* BCN -ALL PCNS
10.724 |CHEMIST IF__ 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 I [BCN- ALL PCNS
10.733_|LABORATORY TECHNICIAN I BCN - ALL PCNS
10.736 |LABORATORY ASSISTANT I BCN - ALL PCNS
10.769_|STAFF RESEARCH ASSOCIATE IV* BCN- ALL PCNS
10.770 |STAFF RESEARCH ASSOCIATE III* BCN- ALL PCNS
10.771_|STAFF RESEARCH ASSOCIATE II* BCN- ALL PCNS
10.772_| STAFF RESEARCH ASSOCIATE I* BCN-ALL PCNS
11.117_|PUBLIC SAFETY DISPATCHER VI
11.118_|PUBLIC SAFETY DISPATCHER V
11.120_|PUBLIC SAFETY DISPATCHER IV
11.122_|PUBLIC SAFETY DISPATCHER 1|
11.124_|PUBLIC SAFETY DISPATCHER Il
11.126 _|PUBLIC SAFETY DISPATCHER |
11.128_|N.C.J.I.S. PROGRAM SPECIALIST SUPERVISOR* DPS - PCNS 4709-13, 4709-14
N DPS - PCNS 4709-41N4709-63, 4709-74, 4709-600,
11129 [N.C.J1S. PROGRAM SPECIALIST Brrois SN D T T o
11.130 |N.C.J.I.S. PROGRAM SPECIALIST TRAINEE
11.132_|MANAGER, CRIMINAL JUSTICE RECORDS" DPS - ALL PCNS
11.133_|FINGERPRINT/RECORDS EXAMINER 11" DPS - PCNS 4709-201, 4709-8015 =
DPS - PCNS 4709-6, 4709-7, 4709-32, 4709-33, 4709
11.134 |FINGERPRINT/RECORDS EXAMINER II* 59, 4709-60, 4709-61, 4709-202, 4709-590, 4709-
8014
11.135_|FINGERPRINT/RECORDS EXAMINER |
11.144_|FINGERPRINT/RECORDS SUPERVISOR" DPS - PCNS 4709-4, 4709-5
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11.239

TITLE

*ONLY CERTAIN POSITIONS
AGENCY/POSITION CONTROL NO.

MILITARY SECURITY OFFICER V

11.240

MILITARY SECURITY OFFICER IV

11.241

MILITARY SECURITY OFFICERIIII

11.242

MILITARY SECURITY OFFICER I

11.243

MILITARY SECURITY OFFICER |

11.260

SECURITY OFFICER SUPERVISOR*

11.263

BCN, NSVH - ALL PCNS

SECURITY OFFICER*

BCN, MILITARY, NSVH - ALL PCNS

11.354

SUPERVISORY COMPLIANCE INVESTIGATOR*

DMV - PCN WF8508

11.358

COMPLIANCE INVESTIGATOR II*

DMV - PCNS RE8018, RE8025, RE8026, RE8028

11.363

COMPLIANCE/AUDIT INVESTIGATOR Ili*

B&I-INSURANCE DIV - PCN 0072; SOS - PCNS
0030, 0031, 0035, 0062, 0063, 0066

11.365

COMPLIANCE/AUDIT INVESTIGATOR II*

B&I-INSURANCE DIV - ALL PCNS; SOS - PCNS
0022, 0028, 0068

11.424

DMV SERVICES TE! TECHNICIAN IiI*

11.506

DMV - PCNS RE5324, RE5328

FIRE & LIFE SAFETY INSPECTOR |

11.510

FIRE & LIFE SAFETY INSPECTORI

11.522

SAFETY REPRESENTATIVE, CONSULTATION*

BCN - ALL PCNS

11.540

SAFETY SPECIALIST, RAILWAY-TRACKS

11.541

SAFETY SPECIALIST, RAILWAY-MOTIVE POWER

11.542

SAFETY SPECIALIST, RAILWAY-HAZARDOUS

11.543

SAFETY SPECIALIST, RAILWAY-OPERATING

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*

12.376

NDOT - PCN 078002

FAMILY SERVICES SPECIALIST II*

BCN UNR - PCN 42051

12.466

SUBSTANCE ABUSE COUNSELOR I

12.469

SUBSTANCE ABUSE COUNSELOR lI

12.470

SUBSTANCE ABUSE COUNSELOR |

12.501

WARDEN

12.510

CORRECTIONAL MANAGER

12.517

CORRECTIONAL ASSISTANT*

12.523

NDOC - ALL PCNS

ASSISTANT SUPERINTENDENT, YOUTH FACILITY

12.532

HEAD ) GROUP SUPERVISOR

12.534

ASSISTANT HEAD GROUP SUPERVISOR

12.535

GROUP SUPERVISOR IV

12.537

GROUP SUPERVISOR Il

12.538

GROUP SUPERVISOR I

12.541

GROUP SUPERVISOR |

12.553

ASSOCIATE WARDEN

12.556

CORRECTIONAL CASEWORK SPECIALIST il

12.559

CORRECTIONAL CASEWORK SPECIALIST I

12.565

CORRECTIONAL CASEWORK SPECIALIST |

12.571

CORRECTIONAL CASEWORK SPECIALIST TR

13.101

AGRICULTURE ENFORCEMENT OFFICER I

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 1]

13.123

GAME WARDEN I

13.124

GAME WARDEN |

13.131

PARKS REGIONAL MANAGER (COMMISSIONED)

13.135

PARK SUPERVISOR Il (COMMISSIONED)

13.136

PARK SUPERVISOR Il (COMMISSIONED)

13.137

iPARK SUPERVISOR | (COMMISSIONED)
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*ONLY CERTAIN POSITIONS
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PARK RANGER Il (COMMISSIONED)

PARK RANGER Il (COMMISSIONED)

PARK RANGER | (COMMISSIONED)

DPS MAJOR

DPS CAPTAIN

DPS LIEUTENANT

DPS SERGEANT

DPS OFFICER I

DPS OFFICER |

UNIVERSITY POLICE LIEUTENANT

UNIVERSITY POLICE DETECTIVE

UNIVERSITY POLICE SERGEANT

UNIVERSITY POLICE OFFICER I

UNIVERSITY POLICE OFFICER |

SENIOR LAW ENFORCEMENT SPECIALIST

SUPERVISORY CRIMINAL INVESTIGATOR I

SUPERVISORY CRIMINAL IN\ INVESTIGATOR |

CRIMINAL INVESTIGATOR IIl

[CRIMINAL INVESTIGATOR I

CRIMINAL INVESTIGATOR |

AG DEPUTY CHIEF INVESTIGATOR"

AG - ALL PCNS

AG CRIMINAL INVESTIGATOR, SUPERVISOR*

AG - ALL PCNS

AG CRIMINAL INVESTIGATOR II*

AG - ALL PCNS

AG CRIMINAL INVESTIGATOR I*

AG - ALL PCNS

CHIEF INVESTIGATOR, COMPLIANCE/ ENFORCEMENT

SUPERVISORY COMPLIANCE/ENFORCEMENT

COMPLIANCE/ENFORCEMENT INVESTIGATORIII

COMPLIANCE/ENFORCEMENT INVESTIGATOR I

COMPLIANCE/ENFORCEMENT INVESTIGATOR |

UNIT MANAGER, YOUTH PAROLE BUREAU

SENIOR YOUTH PAROLE COUNSELOR

YOUTH PAROLE COUNSELOR I

YOUTH PAROLE COUNSELOR |

INSPECTOR GENERAL

CORRECTIONAL CAPTAIN

CORRECTIONAL LIEUTENANT

CORRECTIONAL SERGEANT

SENIOR CORRECTIONAL OFFICER

CORRECTIONAL OFFICER

CORRECTIONAL OFFICER TRAINEE

FORENSIC SPECIALIST IV

FORENSIC SPECIALIST llI

FORENSIC SPECIALIST Il

FORENSIC SPECIALIST |

DIVISION ADMINISTRATOR RECORDS &

DPS - PCN 4709-1

PROGRAM MANAGER OIUGAS/GEOTHERMAL

MIN - PCN 0002

DEPUTY ADMINIS TRATOR MINERALS

MIN - PCN 0006

CHIEF FOR DANGEROUS MINES

MIN - PCN 0007

CHIEF FOR MINE REGULATION

MIN - PCN 0009

FIELD SPECIALIST, MINERALS

MIN - PCNS 0011, 0021, 0031

BUREAU CHIEF, YOUTH PAROLE

DIVISION ADMINISTRATOR, TAXICAB AUTHORITY

|DEPUTY DIVISION ADMINISTRATOR, TAXICAB

|ADMINISTRATOR, MINERALS

MIN - PCN 0001

|CHIEF, NEVADA HIGHWAY PATROL

DEPUTY DIRECTOR, INDUSTRIAL PROGRAMS

DEPUTY DIRECTOR, OPERATIONS SOUTH
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-
U9041 |CHIEF GAME WARDEN
uU9074 |PHARMACIST 1* DHHS, NDOC - ALL PCNS
U9075 |PHARMACIST 2* gg:g - ALL EXCEPT PCN 3243-0014; NDOC - ALL
u9076 |PHARMACIST 3* DHHS,NNDOCN ALLNPCNS
Ug085 |SENIOR INSTITUTIONAL DENTIST (RANGE A)* NDOC - ALL PCNS
U9086 |SENIOR INSTITUTIONAL DENTIST (RANGE B)* NDOC - ALL PCNS
U9087 |SENIOR PHYSICIAN (RANGE C)* DHHS, NDOCNALLNPCNS
U9088 |SENIOR PSYCHIATRIST (RANGE C)* DHHS, NDOC - ALL PCNS
LEGEND. e o e e s
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&l Department of Business & Industry
DCNR Department of Conservation & Natural Resources
DHHS Department of Health & Human Services iR
DHHS PBH rtment of Health & Human Services, Division of Public & Behavioral Health
DMV Department of Motor Vehicles
DPS DeErtment of Public Safety
ESD Department of Employment, Training & Rehabilltatlon, 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
NSVH Office of Veterans Services, Nevada State Veterans Home
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
June 10, 2016

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 Conservation and Natural Resources, Division of Forestry (Forestry) has
requested the following class be added to the classes/positions approved for pre-employment screening
for controlled substances:

CLASS/TITLE POSITION CONTROL
AGENCY CODE TITLE NUMBER

Seasonal Forestry Equipment

Forestry 9.205 Operator

All budgets and positions

Staff recommends approval of the requested class as positions in this class will be required to obtain and
maintain a commercial driver’s license (CDL) with a hazardous materials endorsement. The Lanier
versus City of Woodburn court decision out of the federal court of appeals for the 9% circuit cited types
of jobs that would meet the special needs- standard (pre-employment testing by public entities may
constitute a search within the meaning of the 4® amendment, for that reason courts have indicated that
there must be a special need outweighing a reasonable expectation of privacy) including “operation of
dangerous instrumentalities, such as trucks that weigh more than 26,000 pounds, that are used to
transport hazardous materials...”.

Forestry has indicated that a representative will be available to answer any questions Commission
members may have.
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LEO DROZDOFF, Director BRIAN SANDOVAL JOE FREELAND
Department of Conservation Governor State Farester Firewarden
And Natural Resources

STATE OF NEVADA
DEPARTMENT OF CONSERVATION AND NATURAL RESOURCES

NEVADA DIVISION OF FORESTRY

2478 Fairview Drive
- Carson City, Nevada 89701
Phone (775) 684-2500 Fax (775) 684-2570
MEMORANDUM

March 24, 2016

To:  Carrie Hughes, Personnel Analyst
Division of Human Resource Management

From: Dave Prather, Deputy Administrator /P
Re:  Class Approval for Pre-Employment Drug Testing

The Nevada Division of Forestry would like to request that the following class be approved for
pre-employment drug testing:

> Seasonal Forestry Equipment Operator I ~ Class Codel- 9.205

Employees in this class are responsible for the operation of Nevada Division of Forestry’s
aviation fuel trucks for helicopter support during wildland fires and other emergencies.



Personnel Commission Meeting

June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

The Department of Conservation and Natural Resources, Division of Forestry (Forestry) has requested

the following class be added to the classes/positions approved for pre-employment screening for
controlled substances:

Operator

CLASS/TITLE POSITION CONTROL
AGENCY CODE TITLE NUMBER
Forestry 9.205 Seasonal Eoresty Rqutpiient All budgets and positions

If pre-employment screening is approved for this class, staff recommends revision to the class
specification to reflect the approval of pre-employment screen for controlled substances.

27



STATE OF NEVADA
Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE
SEASONAL FORESTRY EQUIPMENT OPERATOR 28 G 9205

Seasonal Forestry Equipment Operators, under general supervision, operate specialized forestry vehicles and
equipment on a statewide basis, to include aviation fuel trucks, firefighter crew transports, forklifts and other
assigned vehicles and/or equipment; and perform routine equipment maintenance.

Load aviation fuel trucks and equipment using proper loading and placement procedures; secure load; conduct
Department of Transportation (DOT) safety inspections prior to operation; complete appropriate pre-and post-
check paperwork.

Drive aviation fuel trucks to various destinations within or outside the State; fuel helicopters for firefighting or
project work as needed to accomplish the mission; assist Helitack crew with establishing temporary helicopter
bases as needed.

Monitor aviation bulk fuel tanks to ensure fuel levels stay above minimum authorized stock levels; perform
annual filter changes on bulk tanks; monitor and inspect tanks to ensure proper working condition; order fuel as
needed; receive bulk fuel from commercial vendors; perform minor maintenance and housekeeping of fuel
storage area; complete and maintain records in accordance with record and retention procedures.

Perform preventive maintenance to ensure vehicles and equipment are in proper working condition including
changing fluids and filters; conduct visual inspections; review maintenance records; perform and/or schedule
needed service or repair; arrange for emergency repairs if needed; conduct safety inspections on assigned
vehicles; complete and maintain records in accordance with record and retention procedures.

Perform related duties as assigned
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MINIMUM QUALIFICATIONS
SPECIAL REQUIREMENTS:

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

* A valid Class A or Class B Nevada Commercial Driver’s License (CDL) is required at the time of
appointment and as a condition of continuing employment.

* Positions required to drive the aviation fuel truck will be required to have both a HAZMAT and Tanker
endorsement at the time of appointment and as a condition of continuing employment.

* Statewide travel for extended periods and call-out in emergencies is required.

* Positions are subject to call-out or call-back.

INFORMATIONAL NOTES:

* Incumbents are expected to move equipment both for short and long distances under minimum
supervision.

* Incumbents may be required to operate equipment under extremely difficult and hazardous conditions
where skill and judgment are essential.
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SEASONAL FORESTRY EQUIPMENT OPERATOR 28 G 9.205
Page 2 of 2

MINIMUM QUALIFICATIONS (cont’d)
INFORMATIONAL NOTES (cont’d)

* Incumbents may be required to operate vehicles and/or equipment in adverse weather conditions,
mountainous terrain, rough terrain or where no roadways exist, multi-lane freeways, narrow two-lane
roads, residential areas, and heavy urban traffic.

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and one year of
commercial freight and/or commercial fuel delivery experience which included responsibility for loading freight
and/or fuel and operating a Class B commercial motor vehicle; OR an equivalent combination of education and
experience as described above. (See Special Requirements and Informational Notes)

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

Working knowledge of: State CDL requirements; applicable DOT rules and regulations; loading/unloading
operations. General knowledge of: preventative maintenance. Ability to: work independently and follow
through on assignments with minimal direction; understand and carry-out oral and written instructions;
communicate effectively both verbally and in writing; complete required forms and maintain records. Skill in:
driving fuel truck and crew carrier vehicles over long distanced and in a variety of driving conditions; loading,
unloading and securing cargo; performing required service and maintenance.

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

Detailed knowledge of: State and federal regulations pertaining to commercial vehicle operations. Working
knowledge of: agency policies and procedures pertaining to the transport of equipment and aviation fuel.
Ability to: establish priorities; communicate with customers, vendors and staff effectively.

This class specification is used for classification, recruitment and examination purposes. It is not to be
considered a substitute for work performance standards for positions assigned to this series.
9.205

ESTABLISHED: 4/29/16UC
REVISED: 6/10/16PC
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Personnel Commission Meeting

June 10, 2016

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 position be added to the
classes/positions approved for pre-employment screening for controlled substances:

Engineer

CLASS/TITLE POSITION CONTROL
AGENCY CODE TITLE NUMBER
NDOT 6.209 Supervisor I1I, Associate PCN 018-037

Staff recommends approval of the requested position as this position will be performing duties on, or in
close proximity to, roadways with traffic present. Positions in the same class (i.e., 6.209, Supervisor III,

Associate Engineer) have previously been approved by the Commission.

NDOT has indicated that a representative will be available to answer any questions Commission
members may have.
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1263 South Stewart Strest
Carson City, Nevada 88712
Phone: (775) 888-7430
Fax: (775)888-711¢

EVADA

ORANDUM

Human Resources

March 15, 2016

To: Carrie Hughes, Personnel Analyst

Through: Kimberley King, Human Resawces Manager

From:  Rob Easton, Persomnel Officer Il /{°Z .

Subject: Pre-Employment Drug Screen Requirements — Position Updates

Update

The Department of Transportation Is requesting that position 018-037, class 06.209, Supervisor lll, AE be
added to the list of positions requiring pre-employment drug testing under its new position titie. The
position was approved for pre-employment drug screening under its former position title 6.228 Staff I,
Assodiate Engineer.

The duties of this position include: Supervision of employees conducting Stormwater Inspection and
compllance. The position has the potential to impact public safety as these Job duties are performed on
the highway, in work zones, and in high-speed/high-volume traffic areas.
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Personnel Commission Meeting
June 10, 2016

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
position be added to the classes/positions approved for pre-employment screening for controlled
substances:

CLASS/TITLE POSITION CONTROL
AGENCY CODE TITLE NUMBER
BCN 7.647 Program Officer I PCN 41234
Staff recommendation:

Staff recommends approval of the requested position. BCN has stated that the position physically
handles and transports lab waste, both chemical and biological, at multiple BCN campuses.
Additionally, the position requires United States Environmental Protection Agency (EPA) and
Occupational Safety and Health Administration (OSHA) training to include OSHA Hazardous Waste
Operations and Emergency Response (HAZWOPER) certification. Positions in the same class (i.e.,
7.647, Program Officer IT) have previously been approved by the Commission.

BCN has indicated that a representative will be available to answer any questions Commission members
may have.
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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: March 31, 2016

TO: Peter Long, Interim Administrator
Division of Human Resources Management

CcC. Carrie Hughes, Personnel Analyst 3
Division of Human Resource Management

FROM: Tim McFarling, AVP Human Resources L
Business Center North Human Resourc
Janine Nelson, HR Services Manager bV
SUBJECT: Request for Classifications for Pre-Employment Drug Testing

BCN requests consideration of DHRM and the Personnel Commission to approve a position for pre-
employment drug testing.

Program Officer 2
BCN —=UNR PCN 41234 has previously been approved at the Program Officer 1 level. This position has
since reclassified to Program Officer 2.

Position 41234 is assigned to the Environmental Health and Safety Department. As was submitted
previously, the incumbent coordinates the removal of hazardous lab waste, both chemical and
biological, at the UNR campus according to US EPA standards. The incumbent provides training to
campus constituents regarding the safe handling of materials, responds to spill emergencies, and
conducts campus-wide inspections. The position requires EPA/OSHA training, including OSHA
HAZWOPER Certification.

Changes to the Program Officer 2 level resulted in broadened responsibility for managing the materials
waste program. Duties are now performed at multiple Business Center North campuses for which a
broader spectrum of hazardous materials are managed including gasses and peroxide-forming chemical
testing. This resulted in an enhanced knowledge skills and abilities to manage the diverse waste
program.

Titles to be removed from the Approved List
The titles listed below are no longer used by BCN:

e Nurse-10.358
Health Program Specialist = 10.237 and 10.238
Radiation Control Specialist —10.254 and 10.528
Safety Representative, Consultation — 11.522
Family Services Specialist —12.376

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
hetp//www.bcn-nshe.org/

33


http://www.bcn-nshe.org

List of Requested/Changed Titles

Class
Code Classification Action Positions
07.647 Program Officer 2 Move BCN - UNR, PCN 41234
10.237 Health Program Specialist 1 Remove
10.238 Health Program Specialist 2 Remove
10.358 Nurse Remove
10.528 Radiation Control Specialist 1 Remove
10.524 Radiation Control Specialist 2 Remove
11.523 Safety Associate, Consultation Remove
12.376 Family Service Specialist 2 Remove
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Personnel Commission Meeting

June 10, 2016

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
positions be removed from the classes/positions approved for pre-employment screening for controlled

substances:
CLASS/TITLE POSITION CONTROL
AGENCY CODE TITLE NUMBER
BCN 7.649 Program Officer I PCN 41234
BCN 10.237 Health Program Specialist I All PCNs
BCN 10.238 Health Program Specialist II All PCNs
BCN 10.358 Nurse I AllIPCNs
. e UNR - All Environmental
BCN 10.524 Radiation Control Specialist II Health & Safety PCNs
o . T UNR - All Environmental
BCN 10.528 Radiation Control Specialist I Health & Safety PCNs
BCN 11.522 Salct/Repreenitive, All PCNs
Consultation
BCN 12.376 Family Services Specialist II UNR - PCN 42051
Staff recommendation:

Staff recommends removal of all requested positions. BCN has stated that the positions, with the
exception of the Program Officer position, are either no longer classified positions or are no longer used.

Additionally, the Program Officer I position has been reclassified as a Program Officer II.

BCN has indicated that a representative will be available to answer any questions Commission members

may have.
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Personnel Commission Meeting

June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

The Nevada System of Higher Education, Business Center North (BCN) has requested the following
positions be removed from the classes/positions approved for pre-employment screening for controlled

substances:

AGENCY CLAg(S)g]I;TLE TITLE POSIT;%(I;I;TROL
BCN 10.237 Health Program Specialist I AllIPCNs
BCN 10.238 Health Program Specialist II AllIPCNs
BCN 10.524 Radiation Control Specialist I1 Ul}qlill—ﬂ? g g:fg;%%:al
BCN 10.528 Radiation Control Specialist I Ugil—thAg g:gt;%%?:al
BCN 11,522 Safety, Represcruatlye, AIIIPCNs

Consultation

BCN 12.376 Family Services Specialist I UNRL- PCN 42051

If pre-employment screening is removed from these classes/positions, staff recommends revision to the
associated class specifications to reflect the removal of the requirement for pre-employment screen for
controlled substances, as no other positions in these classes at any agency have been approved for pre-
employment screening.
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STATE OF NEVADA

Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE
HEALTH PROGRAM SPECIALIST II 37 B 10.238
HEALTH PROGRAM SPECIALIST I 35 B 10.237
SERIES CONCEPT

Health Program Specialists plan, develop, implement and evaluate health services and activities; conduct
research and analyze health data and statistics; develop goals, objectives, program requirements and procedures;
provide technical information regarding specialized health related conditions; and participate and provide
support to various committees, advisory boards and other work groups. Duties are related to one or more
specialized health programs which operate on a statewide basis and focus on the prevention, early detection,
treatment, education, and tracking of data relevant to a specific communicable or chronic disease, maternal and
child health, nutrition and other conditions which impact the health of under-served or target groups within the
general population.

Health Program Specialists perform analytical work specifically related to the collection and analysis of data,
identification of trends and preparation of statistical reports, and the development, implementation and
evaluation of the programs to which assigned. Positions in this series differ from Health Program Managers
whose work is managerial in nature and includes budget development and control, supervision of professional,
technical and clerical personnel, grant administration, and ensuring compliance with program regulations and
requirements.

Research, collect and analyze health data and statistics; identify health issues, trends and prevalence of specific
diseases and conditions; assess community, regional, and statewide needs and resources; develop
recommendations for program development and expansion, resource allocation, and interventions for at-risk
populations.

Develop objectives, protocols and procedures for assigned health program areas; establish performance
indicators and benchmarks to evaluate program effiectiveness and accomplishment of desired outcomes; develop
quality assurance measures to ensure adherence to agency, federal or other standards and guidelines; establish
program eligibility requirements and approve program participation and reimbursement for services as required.

Develop outreach strategies for target and at-risk populations; collaborate with individual community members
and other public and private services and groups to develop and provide a community outreach coalition; serve
on committees and represent the division on advisory boards to promote awareness and network with special
interest groups.

Serve as a consultant and technical advisor in an assigned program specifically designed to provide prevention,
identification and treatment services to individuals either diagnosed or at risk of contracting life and health
threatening diseases and/or conditions; provide technical assistance to staff and service providers to ensure
program activities comply with established regulations, policies, procedures and program parameters; visit
service providers to establish and maintain provider networks, monitor compliance with program requirements,
and develop and implement corrective action plans as required.

Promote statewide wellness through public education, outreach, and coordination of preventive/specific health

care services; conduct or assist in conducting public education, outreach campaigns, and promotional activities
to publicize disease prevention and health awareness; coordinate informational and educational
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HEALTH PROGRAM SPECIALIST II 37 B 10.238
HEALTH PROGRAM SPECIALIST 1 35 B 10.237

Page 2 of 4

SERIES CONCEPT (cont’d)

conferences and meetings related to program area; develop educational and promotional materials, bulletins,
and newsletters as required; prepare press releases and public service announcements, and legislative testimony
as required.

Prepare funding requests and monitor expenditures; assist in preparing budgets; prepare grant applications to
secure and maintain funding including writing and amending program descriptions and compiling required
financial data; participate in planning and needs assessments for future funding cycles; develop, prepare and
administer agreements and contracts as required; prepare and submit narrative and statistical reports related to
program activities as required.

Supervise technical and clerical staff as assigned.

Perform related duties as assigned.
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CLASS CONCEPTS

Health Program Specialist II: Under direction, incumbents at this level plan, organize and coordinate an
assigned health program which is statewide in scope, and supervise a small staff comprised of professional
and/or technical personnel. Health Program Specialist II’s are distinguished from Health Program Specialist I’s
by greater complexity of the program area, advanced level knowledge, skills and abilities required, and
supervisory responsibility for professional and/or technical staff.

Examples of positions at the Health Program Specialist II level include:

1) The coordinator of the Cancer Registry who has responsibility for compiling and maintaining
comprehensive records related to the identification, treatment and progress of all cancer patients in the
State.

2) The Registered Nurse who oversees and coordinates implementation of maternal/child health programs
such as Baby Your Baby, Perinatal Substance Abuse and others.

Health Program Specialist I: Under direction, incumbents plan, implement, develop and evaluate an assigned
program area and perform duties described in the series concept at the journey level.
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MINIMUM QUALIFICATIONS
SPECIAL REQUIREMENTS:

* Some positions require professional licensure, certification, or registration is required at time of
appointment and as a condition of continuing employment.
* Some positions require a valid driver’s license at time of appointment and as a condition of continuing
employment.
[+ Rursuant to NRS 284:4066 some pesitens irthis sertes heve been identified a5 affecting publie
satery-Fersons efered emplosyment-in these positions, must sabavt to pre ciaployznent sereening for
eentrel ed-substonee
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HEALTH PROGRAM SPECIALIST II 37 B 10.238
HEALTH PROGRAM SPECIALIST I 35 B 10.237
Page 3 of 4

MINIMUM QUALIFICATIONS (cont’d)
INFORMATIONAL NOTE:

* Pursuant to NRS 632, a Bachelor’s degree from a school or professional nursing approved by the State
Board of Nursing is equivalent to a bachelor’s degree from an accredited college or university.

HEALTH PROGRAM SPECIALIST 11

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in a health
science, behavioral science or closely related field applicable to the program area and three years of health-
related experience which included researching, collecting, and analyzing data and statistics, developing
objectives, protocols, and procedures, providing health education services to target groups or the general
public, and/or investigation and prevention of communicable or chronic diseases; OR an equivalent
combination of education and experience. (See Special Requirements and Informational Note)

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

Working knowledge of: program evaluation methods and techniques; public health facilities, programs
and principles relevant to a specified health field such as nursing, nutrition or other area; medical standards
of care as applied to the program area; State, local and federal public health organizations; commonly
prescribed medications, typical side effects and drug interactions applicable to the assigned health program;
development and implementation of program services and activities. Ability to: consult with colleagues,
health care professionals, patients and others to provide technical expertise requiring advanced journey level
experience and/or training; plan, conduct and oversee statewide program activities including providing
public health information, coordinating treatment of under-served patients, and promoting health and
wellness; train, supervise and evaluate the performance of personnel as assigned, and all knowledge, skills
and abilities required at the lower level.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
Working knowledge of: community agencies and resources which provide services to individuals with
health problems or conditions specific to the assigned health program; agency policies and procedures
related to the assigned program area; laws, regulations and requirements applicable to health program
operations; State personnel, purchasing and budgeting processes.

HEALTH PROGRAM SPECIALIST I

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in a health
science, behavioral science or closely related field applicable to the program area and two years of health-
related experience which included researching, collecting, and analyzing data and statistics, developing
objectives, protocols, and procedures, providing health education services to target groups or the general
public, and/or investigation and prevention of communicable or chronic diseases; OR an equivalent
combination of education and experience. (See Special Requirements and Informational Note)

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

Working knowledge of: health care delivery systems; standards of care; prevention, detection, treatment,
transmission and progression of communicable diseases, chronic diseases, and other health conditions; oral
communication skills sufficient to make presentations to groups of program participants, co-workers, the
general public and others; writing skills sufficient to develop narrative reports, instructional materials,
brochures, pamphlets and newsletters. General knowledge of: program evaluation methods and
techniques; public health; commonly prescribéd medications, typical side effects and drug interactions.
Ability to: collect, analyze, and interpret data; interpret, apply and explain complex health policies,
regulations and program requirements; prepare reports and grant applications; participate in developing and
monitoring the budget for an assigned program and/or grant; develop and conduct public education and
information campaigns to publicize and promote good health habits and health awareness; work
cooperatively and collaboratively with health care providers, patients, community groups and other
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HEALTH PROGRAM SPECIALIST 11 37 B 10.238
HEALTH PROGRAM SPECIALIST I 35 B 10.237
Page 4 of 4

MINIMUM QUALIFICATIONS (cont’d)
HEALTH PROGRAM SPECIALIST I (cont’d)

agencies; operate a personal computer and word processing and spreadsheet software programs; work
both independently and as a team member; plan and organize program activities and services.

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

(These are identical to the Entry Level Knowledge, Skills and Abilities required for Health Program
Specialist 11.)

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

10.238 10.237
ESTABLISHED: 7/1/99P 7/1/99P

10/2/98PC 10/2/98PC
REVISED: 7/1/03LG 7/1/03LG
REVISED: 12/8/03UC 12/8/03UC
REVISED: 4/11/14PC 4/11/14PC



STATE OF NEVADA
Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE __EEO-4 CODE
RADIATION CONTROL SUPERVISOR 38 B 10.538
RADIATION CONTROL SPECIALIST III 37 B 10.539
RADIATION CONTROL SPECIALIST II 35 B 10.524
RADIATION CONTROL SPECIALIST I 32 B 10.528
SERIES CONCEPT

Radiation Control Specialists determine compliance with State and federal regulations pertaining to radiation;
inspect and investigate complaints involving radiation sources and radiation producing devices; measure and
evaluate levels of ionizing and non-ionizing radiation; and address other radiological issues. Incumbents work
in one or more specialty areas such as mammography, X-ray, radioactive materials licensing, radioactive
materials inspection, radon, incident response, low-level radioactive waste site management, and oversight of
federal facilities.

Inspect machines, facilities, records, safety equipment, and personnel associated with the operation of the
machines to determine compliance with requirements of the Nevada Revised Statutes, Nevada Administrative
Code, federal regulations, and accrediting bodies.

License the use of radioactive materials; identify and investigate the sources of radiation to determine potential
hazards to the public; inspect licensees to control radioactive materials and ensure compliance with applicable
regulations.

Identify violations by licensees, registrants, certificated facilities and other users of radiological materials and
devices; draft violation letters; take appropriate enforcement actions; review and recommend approval or
disapproval of corrective measures; develop and maintain records, reports, and files relating to inspections,
investigations, radioactive material documentation, and instrument calibration.

Respond to incidents involving accidents, theft, allegations or requests related to possible or confirmed ionizing
radiation; gather information regarding causation and persons involved; evaluate the scope of the incidents;
direct the placement of barriers and other restrictions to control access to the contaminated area; provide
direction and technical advice to responding agencies on the methods and procedures to control and remove
radioactive contaminations; determine when a state of emergency no longer exists; provide radiological training
to first responders and cooperating agencies.

Provide information to the regulated community and the general public conceming regulations and
requirements of radiological programs.

Implement the mammography program in accordance with federal requirements; develop or administer program
budget and contracts; conduct or coordinate pre-certification, renewal, or annual inspections of mammography
machines and facilities; review applications for mammography machine and operator certificates; draft
certificate documents.

Evaluate new technologies utilized in radiological programs and facilities for conformance with current and
proposed State and federal requirements and regulations.
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RADIATION CONTROL SUPERVISOR 38 B 10.538
RADIATION CONTROL SPECIALIST 111 37 B 10.539
RADIATION CONTROL SPECIALIST 11 35 B 10.524
RADIATION CONTROL SPECIALIST I 32 B 10.528
Page 2 of 5

SERIES CONCEPT (cont’d)

Conduct low-level radioactive waste site inspections to ensure compliance with State and federal regulations
and license conditions; develop sampling requirements, collect environmental samples, and review and evaluate
the results of laboratory analysis; determine need for maintenance and repair.

Perform related duties as assigned.
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CLASS CONCEPTS

Radiation Control Supervisor: Under general direction, incumbents perform the full range of duties described
in the series concept and act as first line supervisor of a mammography, X-ray, or radioactive materials unit of
Radiation Control Specialists. Supervisory duties include assigning and reviewing work, developing work
performance standards, evaluating performance, counseling, and initiating disciplinary measures as needed.
Assignments may include oversight of the monitoring of radiological activities at federal installations or acting
as a deputy Food and Drug Commissioner for radiological activities under NRS/NAC 585.

Radiation Control Specialist III: Under limited supervision, incumbents function as leadworkers in a
specialty area and provide training/mentoring to lower level staff in the specialty. Radiation Control Specialist
III’s are also expected to perform as generalists at or above the journey level and are involved in research and
analysis of radiological issues, preparation of technical reports, and drafting of regulations, licensing guides,
application packages, and inspection protocols.

Radiation Control Specialist II: Under general supervision, incumbents perform the duties described in the
series concept at the journey level. Duties are distinguished from the Radiation Control Specialist I class by
greater complexity and independence in performing job assignments.

Radiation Control Specialist I: Under guidance of a higher level radiation control professional, incumbents
perform basic duties described in the series concept in a trainee capacity. Work is assigned through instructions

and reviewed for technical accuracy. This is the entry level in the series, and progression to the next level may
occur upon meeting the minimum qualifications, satisfactory performance, and with the approval of the
appointing authority.
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MINIMUM QUALIFICATIONS
SPECIAL REQUIREMENTS:

* A valid driver’s license is required at the time of appointment and for continued employment.

* Participation in a medical monitoring program is required for some positions.

* Division duty officer rotation and call-back availability for public health incidents/emergencies are
required for all positions.

* A State of Nevada/FBI background check, including fingerprinting, will be required of selected
applicants.

[ Rursuantte NRS 284-4066, seme positions in this series-have been identified as effecting pubhie
safety - Persons-offered-employment in these pesitions: mwmst submit to-pre-employinent ereening for
centroHed substanees-
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MINIMUM QUALIFICATIONS (cont’d)
INFORMATIONAL NOTES:

* Some positions require the incumbent to apply for a specified federal security clearance within the first

six months of employment. Such clearance must be obtained and maintained as a condition of

continued employment.

Depending upon assignment, incumbents may be required to pass a radioactive materials training and/or

X-ray inspection course.

* Incumbents assigned to oversee federal facilities will be required to successfully complete federal
training.

* Incumbents assigned to radioactive materials control will be required to pass appropriate U.S. Nuclear
Regulatory Commission training courses and undergo periodic audits.

* Mammography program incumbents will be required to obtain and maintain U.S. Food and Drug
Administration certification in accordance with the Mammography Quality Standards Act.

* Incumbents must comply with all applicable State and federal security and safeguard requirements.

RADIATION CONTROL SUPERVISOR

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in
radiological science, X-ray technology, health physics, nuclear medicine, chemistry, math, biology, or
closely related field and four years of progressively responsible professional experience in comprehensive
radiation control programs, meeting federal and state requirements and including licensing and registration,
emergency response and management, and investigations; OR an equivalent combination of education and
experience as described above; OR one year of experience as a Radiation Control Specialist III in Nevada
State service. (See Special Requirements and Informational Notes)

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

Detailed knowledge of: health physics, radiation protection, and general environmental protection theories
and practices in order to be considered a primary contact for environmental policies and interpretation of
program results; principles of data acquisition and report writing to present technical and administrative
information in clear, concise language in the preparation of staff papers, reports, studies, regulations,
policies, and contractor evaluations; nuclear physics and advanced mathematics as necessary to review
contractor programs and conduct assessments; radiation and environmental protection regulations defined in
the Code of Federal Regulations and other federal and international requirements; radiation detection and
radiological effects of radionuclides necessary to review the technical accuracy of contracts and programs
and to provide lay persons with information regarding the significance of radiological contaminants.
Ability to: coordinate activities with other State agencies and levels of government to provide radiological
assistance, direct incident responses, and implement preventive detection strategies; 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: precedents for application of license issuance criteria and problem resolution;
public information requirements and policies; security and classification procedures for safeguarding
sensitive or classified information; applicable federal orders, procedures and requirements. Ability to: work
with others to develop policy recommendations, guidance and multi-agency coordination; issue licenses,
initiate enforcement actions and assess administrative penalties; monitor and evaluate radiological
remediation activities; collect and maintain the integrity of various soil, air and water samples for
radiological constituents; train, supervise and evaluate the performance of subordinate staff; develop costs
and justifications for purchases and other budget items; authorize and manage expenditures; support and
participate in presentations at Board of Health and legislative committee meetings and hearings.
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MINIMUM QUALIFICATIONS (cont’d)
RADIATION CONTROL SPECIALIST III

EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in
radiological science, X-ray technology, health physics, nuclear medicine, chemistry, math, biology, or
closely related field and three years of professional radiological regulatory experience; OR an equivalent
combination of education and experience as described above; OR one year of experience as a Radiation
Control Specialist II in Nevada State service. (See Special Requirements and Informational Notes)

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

Working knowledge of: techniques for the evaluation of applications to register radiation machines and
for the licensing of radioactive materials to ensure safe and proper use; inspection techniques and
preparation and use of inspection reports; federal mammography certification requirements and federal/State
inspection protocols; instrument capabilities, limitations and calibration requirements. Ability to: develop
proposed regulation changes; use a scientific calculator and data management systems; use multiple types of
radiation equipment and understand the theories behind their use; 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: current policy issues in radiation control; provisions of the Rocky Mountain Low
Level Radioactive Waste Compact; federal and State statutes, regulations, programs and procedures
regarding mammography certification; U.S. Environmental Protection Agency grant requirements; U.S.
Food and Drug Administration contract requirements; calibrations database; emergency response
procedures; X-ray registration; radioactive materials inspection procedures; low-level radioactive waste
disposal site programs; research and material sources; health physics and radiation protection practices in
order to assess the degree of potential hazard and advise Health Division administration, the Board of
Health and the general public. Ability to: determine policy implications and assess impact; foresee
consequences and assess the need for procedural, regulatory, or statutory changes; prepare technical reports
in a clear and concise fashion including a discussion of various options and their consequences; act in a
consultant capacity on various radiological issues; utilize historical data in presenting information and
formulating conclusions; evaluate technical reports and information; develop new procedures for unusual
circumstances.

RADIATION CONTROL SPECIALIST I

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in
radiological science, X-ray technology, health physics, nuclear medicine, chemistry, math, biology, or closely
related field and two years of professional experience in radiological regulation or licensee/registrant
radiological operations; OR four years of experience as described above plus certification as a Registered
Radiation Protection Technologist by the National Registry of Radiation Protection Technologists or
certification by the American Registry of Radiologic Technologists in radiography, nuclear medicine, or
radiation therapy; OR an equivalent combination of education and experience as described above; OR two
years of experience as a Radiation Control Specialist I in Nevada State service. (See Special Requirements
and Informational Notes)

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

Working knowledge of: technical terminology related to radiation control; federal and State laws,
regulations, and standards for control of radioactive materials and radiation-producing devices; appropriate
actions to minimize or eliminate potential health hazards from radiation; health physics principles to conduct
radiologicalhealth-and safety assessments in both normal and emergency situations; methods of detection
and measurement of radiation; complaint investigation techniques; concepts of radiation quantities and
approaches to dose determination. General kmowledge of: inspection techniques and preparation and
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MINIMUM QUALIFICATIONS (cont’d)

RADIATION CONTROL SPECIALIST II_(cont’d)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (cont’d)

use of inspection reports; radiological licensing and registration requirements; techniques for evaluating
applications for radiological licensing and registration; digital imaging systems; personnel monitoring
devices. Ability to: respond to radiological incidents; read and interpret regulations and technical data;
provide basic regulatory guidance and education to licensees and registrants; 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 Radiation Control Specialist 1II)

RADIATION CONTROL SPECIALIST 1

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in
radiological science, X-ray technology, health physics, nuclear medicine, chemistry, math, biology, or closely
related field and one year of professional experience related to the position; OR an equivalent combination of
education and experience as described above; OR one year of experience as a Health'Human Services
Professional Trainee in Nevada State service. (See Special Requirements and Informational Notes)

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

Working knowledge of: characteristics, biological effects and risks of exposure to radiation; radiation
protection principles and standards; contamination control. General knowledge of: technical terminology
related to radiation control; X-ray machine electronics and film processors. Ability to: write letters and
reports in a clear, concise manner and convey information, instructions, and requirements in an
understandable fashion; orally explain technical findings and requirements to non-technical persons including
licensee or registrant management, Health Division management and members of the general public; work
cooperatively with professional and clerical staff, licensees, registrants, and members of the general public;
research technical issues; use radiation detection devices, laptops, cell phones, and other technical equipment
in the field; work effectively with frequent interruptions and distractions in such locations as hospitals,
clinics, medical offices, and mine sites; organize material and information in a systematic and logical way to
optimize efficiency.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
(These are identical to the Entry Level Knowledge, Skills and Abilities for Radiation Control Specialist II.)

This class specification is used for classification, recruitment and examination purposes.

considered a substitute for work performance standards for positions assigned to this series.

10.538 10.539 10.524 10.528
ESTABLISHED: 5/24/91PC 1/30/87PC 6/29/73 6/29/73
REVISED: 6/26/78-3
REVISED: 7/1/87-12P 7/1/87-12P

1/30/87PC 1/30/87PC

REVISED: 7/1/97P 7/1/97P 7/1/97P 7/1/97P
9/19/96PC 9/19/96PC 9/19/96PC 9/19/96PC
REVISED: 1/16/13UC 1/16/13UC 1/16/13UC 1/16/13UC
REVISED: 4/11/14PC 4/11/14PC 4/11/14PC 4/11/14PC

It is not to be

45



STATE OF NEVADA
Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE
SAFETY SUPERVISOR, CONSULTATION 37 B 11.517
SAFETY SPECIALIST, CONSULTATION 35 B 11.521
SAFETY REPRESENTATIVE, CONSULTATION 32 B 11.522
SAFETY ASSOCIATE, CONSULTATION 30 B 11.523
SERIES CONCEPT

Safety Specialists promote recognized safety practices among businesses covered by State and federal safety
and health laws and regulations. Incumbents identify or train others to identify safety and health hazards and
violations, and recommend reasonable and feasible means of abatement; research specific technology and
industry applications using technical references and consensus codes and standards; prepare written reports
and/or training materials; make public presentations to promote knowledge of safety issues among the public
and industry groups; and maintain current knowledge of new technologies, standards, codes, rules and
regulations.

Conduct surveys of employer sites at the employer’s request; conduct pre-inspection review of files and
technical literature to identify potential hazards and recognized control and abatement procedures; ensure that
appropriate technical and personal protective equipment is available for the visit.

Convene opening conference with management to discuss the purpose of the visit, the employer’s rights and
responsibilities under the Nevada Occupational Safety and Health Act (OSHA), the relationship of the State’s
Enforcement and/or Consultation programs, and the consultant’s right to confer with employees during the
survey, review and evaluate employers’ written workplace safety programs for regulatory compliance,
specificity, comprehensiveness, and implementation effectiveness.

In worksite inspection, review and analyze overall working and environmental conditions and work processes
for compliance and for safety and health hazards; sample common health hazards using routine industrial
hygiene procedures when identified hazards are imminently dangerous, take necessary steps to ensure
employees are removed from danger.

Conduct closing conferences with management to discuss the adequacy of the establishment’s written
workplace safety programs, safety and health hazards identified, standards not met, and the feasibility of
engineering controls and abatement alternatives; issue non-penalty citations as appropriate.

Influence employers to take preventive or corrective actions toward the goal of a safe workplace in the absence
of enforcement authority; assign abatement periods in which serious regulatory violations must be corrected.

Make recommendations extending beyond regulatory compliance to consider state-of-the-art practices for safety
program management, protection of the employer’s investment, and enhanced operating effiectiveness; persuade
management to set up comprehensive systems that prevent hazards from occurring, and to value their safety
management system equally with quality control and production systems; communicate with managers to
promote change which can include significant expenditures and shifts in management philosophy,
organizational culture, and work processes; document findings and recommendations in comprehensive reports.

Provide informal on-site instruction and training on hazard recognition, regulatory requirements, inspection
techniques, safety program management, and safe methods of performing operational procedures.

Perform related duties as assigned.
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CLASS CONCEPTS

Safety Supervisor, Consultation: Under general direction of the Safety Consultation and Training Section
(SCATYS) Chief Administrative Officer, incumbents serve as first-line supervisors for Safety Specialists and
Industrial Hygienists. Supervisory duties include assigning and reviewing work, evaluating performance, and
initiating disciplinary action as required. Each office conducts safety and health surveys at employers’ request,
and prepares comprehensive reports of findings and recommendations. Incumbents review and approve survey
reports and recommendations, which typically extend beyond regulatory compliance to consider state-of-the-art
practices for safety program management and enhanced operating effectiveness, and must communicate
persuasively with managers to promote change which can include significant expenditures and shifts in
management philosophy and work processes.

Safety Specialist, Consultation: Under general supervision, incumbents perform the full range of duties
outlined in the series concept. Incumbents regularly receive complex assignments requiring a broad knowledge
of a variety of industries or specialized expertise in a particular industry or process. Incumbents orient and train
Safety Associates and Representatives, may serve in a lead capacity on functional or team assignments, and
may be assigned to focus on special projects. This is the journey level in the series.

This level is to be used only when activities are part of a regulatory program directed toward external entities or
in the State’s Risk Management Division which serves all agencies.

Safety Representative, Consultation: This is a continuing training level for positions whose activities are part
of a regulatory program directed toward external entities. Incumbents are assigned all or most of the
consultation duties described in the series concept. At the continuing trainee level, progression to the journey
level is not automatic but may occur upon meeting the minimum qualifications, satisfactory performance, and
with the recommendation of the appointing authority. Positions assigned to a single State agency are
permanently allocated at this level.

Safety Associate, Consultation: Under close supervision, incumbents receive training in performing some or
all of the duties described in the series concept. Progression to the next level is not automatic but may occur
upon meeting the minimum qualifications, satisfactory performance, and the recommendation of the appointing
authority.
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MINIMUM QUALIFICATIONS
SPECIAL REQUIREMENT/S]:

* A valid driver’s license is required at the time of appointment and as a condition of continuing
employment.

[2 - Pursuant-to-NRS- 284-4066; seme-positions—have-been—identified-as-atfecting-publie-safety- Persons
- offered-employment-maust submit to o pre-employment sereening-for-eontroled-substanees. |

INFORMATIONAL NOTE:

* Travel to out-of-state locations for mandatory federal OSHA safety and health training is required for
some positions.
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MINIMUM QUALIFICATIONS (cont’d)
SAFETY SUPERVISOR, CONSULTATION

EDUCATION AND EXPERIENCE: Bachelor’s degree in occupational safety and health or industrial
hygiene from an accredited college or university and three years of professional experience which included
responsibilities in the following areas: hazard identification, hazard evaluation in relation to existing
standards, hazard control design, hazard controls verification, safety/health program design, and
safety/health program evaluation; OR Bachelor’s degree in environmental, biological or physical sciences,
public health, or engineering, and five years of experience as described above; OR certification as a
Certified Safety Professional (CSP) or Certified Industrial Hygienist (CIH) or Certified Safety and Health
Manager (CSHM) and one year of experience as described above; OR graduation from high school or
equivalent education and seven years of experience as described above; OR an equivalent combination of
education and experience; OR one year of experience as a Safety Specialist, Consultation or Enforcement,
or an Industrial Hygienist III (Consultation or Enforcement option) in Nevada State service. (See Special
Requirement and Informational Note)

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

Working knowledge of: federal Occupational Safety and Health Act, regulations, and directives related to
State consultation activities. Ability to: independently conduct comprehensive surveys in complex
worksites involving multiple disciplines and state-of-the-art processes; originate feasible means of
abatement in unique situations; motivate employers to take proactive steps to achieve workplace safety;
communicate effectively and persuasively with managers regarding survey findings and recommendations
for improvement; analyze management and workplace safety systems to identify system breakdowns which
allow hazards to occur.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
Working knowledge of: principles and practices of personnel supervision. Ability to: assign work,
evaluate performance and train employees in occupational safety and health consultation; implement
policies and procedures to ensure consistency in consultation activities; allocate staff resources to maximize
effectiveness.

SAFETY SPECIALIST, CONSULTATION

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in
occupational safety and health, safety engineering, or related field and two years of experience which
included primary responsibility in four of the following areas in construction and/or general industry:
hazard identification, hazard evaluation in relation to existing standards, hazard control design, hazard
controls verification, safety/health program design, and safety/health program evaluation; OR Bachelor’s
degree in environmental, biological or physical sciences, public health, or engineering, and four years of
experience as described above; OR certification as a Certified Safety Professional (CSP), Associate in Risk
Management (ARM), or Certified Safety and Health Manager (CSHM); OR graduation from high school or
equivalent education and six years of experience as described above; OR an equivalent combination of
education and experience; OR one year of experience as a Safety Representative, Consultation or
Enforcement in Nevada State service. (See Special Requirement and Informational Note)

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

Working knowledge of: practical means to abate a broad range of known workplace hazards. General
knowledge of: fundamentals of engineering. Ability to: motivate employers to take proactive steps to
achieve workplace safety; independently conduct comprehensive surveys or compliance inspections in all
industry classifications; direct the work of others on team assignments and train new employees; maintain
updated knowledge of changing standards, codes, and regulations; properly document case files; make
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MINIMUM QUALFICATIONS (cont’d)
SAFETY SPECIALIST, CONSULTATION (cont’d)

ENTRY LEVEL KNOWLEDGE, SKILLS, AND ABILITIES (cont’d)

effective oral presentations to defend findings and recommendations; operate and calibrate safety and health
field equipment; understand and communicate the rationale behind a wide variety of safety and health
standards; analyze management and workplace safety systems to identify the system breakdown which
allowed a hazard to occur.

FULL PERFORMANCE KNOWLEDGE, SKILLS, AND ABILITIES (typically acquired on the job):
Ability to: independently conduct comprehensive surveys or compliance inspections in complex worksites
involving multiple disciplines and state-of-the-art processes; originate feasible means of abatement in
unique situations.

SAFETY REPRESENTATIVE, CONSULTATION

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in
occupational safety and health, safety engineering, or related field and one year of experience in at least
three of the following areas: hazard identification, hazard evaluation in relation to existing standards,
hazard control design, hazard controls verification, safety/health program design, and safety/health program
evaluation; OR Bachelor’s degree in environmental, biological or physical sciences, public health, or
engineering and two years of experience as described above; OR certification as an Associate in Loss
Control Management, Associate Safety Professional, Occupahonal Safety and Health Technologist, or
Associate Safety and Health Manager and two years of experience as described above; OR municipal, State,
or national instructor certification in safety and health, hazardous materials, environmental sciences, ﬁre
science, or related field and two years of experience as described above; OR graduation from high school or
equivalent education and four years of experience as described above; OR an equivalent combination of
education and experience; OR one year of experience as a Safety Associate, Consultation or Enforcement in
Nevada State service. (See Special Requirement and Informational Note)

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

Working knowledge of: principles and practices of industrial hygiene. Ability to: independently conduct
comprehensive surveys or compliance inspections in construction or general industry; identify workplace
health hazards of sufficient complexity to require referral to an Industrial Hygienist; communicate
effectively and persuasively with managers regarding survey findings and recommendations for
improvement; 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 Safety Specialist,
Consultation.)

SAFETY ASSOCIATE, CONSULTATION

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in safety
and health, engineering, chemistry, biological or physical sciences, fire science, or business administration;
OR Associate’s degree in safety or closely related field and two years of experience in the building trades,
industrial operations, or occupational safety and health enforcement or consultation in which safety hazard
recognition and correction was a specific duty; OR graduation from high school or equivalent education and
three years of experience as described above; OR an equivalent combination of education and experience.
(See Special Requirement and Informational Note)
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SAFETY ASSOCIATE, CONSULTATION (cont’d)

MINIMUM QUALFICATIONS (cont’d)

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

General knowledge of: current workplace safety issues; standard mechanical and scientific terminology,
measures, and concepts relevant to workplace safety; the practical application of statistical data and
mathematics including algebra and geometry. Ability to: research and understand applied technical
information from a variety of scientific and mechanical disciplines; write organized, grammatically correct
reports and correspondence; communicate effectively; establish and maintain cooperative working
relationships; maintain composure in the face of resistance, indifference, and hostility; analyze operations
problems and business practices, identify relevant factors and relationships, recognize alternatives and their
implications, and formulate logical, objective conclusions; physically conduct inspections requiring
prolonged standing, walking, climbing, bending and twisting, stooping, and/or reaching.

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

This class specification is used for classification, recruitment, and examination purposes. It is not to be

considered a substitute for work performance standards for positions assigned to this series.

11.521 11.522 11.523
ESTABLISHED: 12/10/10PC  7/1/97P 7/1/97P 7/1/97P
REVISED: 9/19/96PC 9/19/96PC 9/19/96PC
REVISED: 12/24/970C 12/24/97UC 12/24/97UC
REVISED: 3/29/01UC 3/29/01UC 3/29/01UC
REVISED: 12/8/03UC 12/8/03UC 12/8/03UC
REVISED: 4/4/06UC 4/4/06UC 4/4/06UC
REVISED: 6/15/07PC 6/15/07PC 6/15/07PC
REVISED: 7/17/09UC
REVISED: 12/10/10PC 12/10/10PC 12/10/10PC
REVISED 2/18/11PC 2/18/11PC 2/18/11PC 2/18/11PC
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STATE OF NEVADA
Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE
FAMILY SERVICES SPECIALIST III 32 E 12.374
FAMILY SERVICES SPECIALIST 11 31 E 12.376
FAMILY SERVICES SPECIALIST 1 28 E 12.379
SERIES CONCEPT
Family Services Specialists perform a variety of paraprofessional duties to assist families in achieving self-

sufficiency. Incumbents determine eligibility for a variety of public assistance and health related programs;
provide coordinated employment and training services including assessment, vocational guidance, support
services and education to clients; and/or provide child support enforcement services. Positions in this series
may specialize in one service area, or may work in multiple areas depending upon the needs of the agency.
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CLASS CONCEPTS

Family Services Specialist III: Incumbents allocated to this class either:

1)

2)

Function as a leadworker the majority of the time on a regular and recurring basis and may carry a
caseload as required. Incumbents are assigned to a small rural satellite office or a large unit in a
metropolitan office. In a small satellite office, incumbents report to a Family Services Supervisor;
oversee office operation; resolve customer relations issues; and report facility maintenance and
equipment repair needs to management. In all settings, incumbents review work products for proper
completion and timeliness; resolve routine problems; demonstrate proper work methods; provide
on-the-job training, work direction, and input to performance evaluations; may prioritize and assign
work to a unit of lower level Family Services Specialists; and perform supervisory duties in the absence
of the Family Services Supervisor. They also check eligibility determinations; respond to questions
from staff; gather and analyze performance data and prepare related reports; track performance issues to
provide feedback to the Professional Development Center to improve curriculum; lead corrective action
planning; and provide technical expertise to the unit concerning automated systems; or

Perform the full scope of child support enforcement duties to include locating non-custodial parents;
establishing paternity and determining ability to support their minor dependent children; obtaining
support orders and acknowledgments of paternity; obtaining and reviewing existing court orders for
child support; petitioning the court for orders to establish paternity and/or for payment of child support.
Incumbents elicit information relative to child support services; initiate administrative and/or judicial
procedures to ensure compliance with child support regulations and court orders; enforce established
court orders for child support according to applicable federal regulations and State laws, policies and
procedures by notifying the non-custodial parents, initiating income withholdings, liens and seizure of
assets directly or indirectly through the district attorney’s office, intercepting unemployment benefits
and income tax refunds, and initiating other means of collection to recover monies owed the State and
caretaker of the children. In addition, they prepare and present case summaries to the administrative
hearings officer or court master for the hearing process; describe non-custodial parents’ personal history
and financial status to assist the court in establishing patemity, determining the amount of child support
and arrearage, ordering appropriate repayment to the State, and enforcing or modifying current child
support orders.
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CLASS CONCEPTS (cont’d)
Family Services Specialist I1I (cont’d)

This is the journey level in the series for child support enforcement positions. Positions at this level are
distinguished from Family Services Specialist II’s in child support enforcement by the broader scope of
duties and greater responsibility in initiating administrative and/or judicial procedures to establish or enforce
orders for payment of child support.

Family Services Specialist II: Incumbents perform duties in one or more of three program areas. This is the
journey level for positions that determine program eligibility or facilitate employment and training of clients.

Representative duties of positions that DETERMINE PROGRAM ELIGIBILITY:

Interview benefit applicants and recipients as specified by policy; explain conditions of initial and
continuing eligibility; elicit information to determine which public assistance programs are applicable and
what information and verifications are needed to establish eligibility and continue, reinstate, terminate or
deny benefits.

Assist clients in completing required applications and declarations which may include information
concerning residency requirements, household composition, income and resources, health status,
educational levels and employment history.

Research and verify information provided by clients by accessing State and federal vital statistics and
contacting landlords, employers, utility companies and personal creditors in order to confirm citizenship,
residency, household composition, current and previous earnings, and projected household expenses.

Access computer databanks to review client history relative to income and resources, employment status,
unemployment benefits, vehicle ownership and public assistance benefits; document information on
standardized forms according to program requirements and agency procedures; contact agencies within and
outside the State to verify the number of months recipients received cash benefits which count toward
lifetime limits.

Evaluate and process information by comparing facts and case circumstances to establish eligibility and
payment guidelines; compute income and evaluate other factors impacting the level of benefits; make
determinations regarding initial and continuing eligibility and benefit levels according to required
timeframes and program regulations, policies and procedures.

Review case files to determine if decisions under appeal are appropriate and timely; compare the elements
of eligibility to applicable policies and procedures; conduct pre-hearing conferences with clients to explain
agency position and policies; listen to and document appellant statements and explain the appeal process;
notify the hearings office and appellants of changes in the disposition of cases.

Prepare written summaries and chronological exhibits of cases for presentation at hearings; coordinate
hearings activities with legal representatives for the agency and appellants, and process required forms and
reports.

Review overpayment referrals and initiate recovery; verify the accuracy of information contained in case
files; substantiate client overpayments and compute overpayment amounts; notify clients and secure
agreements for repayment; collect and document repayment activity; initiate legal action in civil court when
warranted to ensure recovery of overpayments.
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CLASS CONCEPTS (cont’d)
Family Services Specialist II (cont’d)

Representative duties of positions that FACILITATE EMPLOYMENT AND TRAINING OF CLIENTS:

Interview clients to elicit and collect information regarding barriers to employment, education, work history,
career goals and personal characteristics to assess their vocational potential and available employment
options; administer basic education and skills tests and analyze results; refer clients for professional
assessments as necessary; identify existing job skills, prior work experience and immediate employment
barriers such as the lack of transportation, child care, housing and basic life and job skills; evaluate client
circumstances for work program exemption and hardship classification.

Conduct workshops and training sessions to enhance client skills and employability; assist with resume
writing and filling out employment applications; provide guidance on appropriate grooming for
employment; advise clients regarding vocational choice, change and adjustment; refer clients to community
resources; and facilitate the clients’ paid employment to reduce their dependency on public assistance.

Provide group and individual orientation for clients to encourage cooperative participation, achieve client
employment goals, and promote self-sufficiency; explain program objectives, requirements and services,
and respond to client questions.

Advise clients, individually and in groups, regarding time limits and program expectations, vocational
choice, change, and/or adjustment problems; establish practical and realistic vocational goals and assist
clients in effecting positive changes in their personal, educational, and/or occupational lives.

Develop a comprehensive personal responsibility plan in collaboration with the Temporary Assistance for
Needy Families (TANF) head of household utilizing individual and/or professional assessments; design an
individualized job training plan based on client career objectives, existing employment barriers, and
employment/educational opportunities in the community; provide job referrals to employers or other
employment staff; encourage clients to seek employment consistent with established vocational goals and
provide coaching in job search techniques.

Manage ongoing cases by coordinating services through community providers and referring clients to other
service providers for training, education, financial assistance and job searches, and resolution of health,
housing, child care and transportation problems; evaluate progress toward employment goals; co-manage
cases with other agency personnel; identify and refer clients with employment barriers such as domestic
violence, substance abuse, and mental illness to social workers and/or the appropriate authority; transfer
information to other State and divisional programs in accordance with policies and procedures; initiate
and/or apply corrective action when clients fail to comply with program requirements.

Monitor and document client activities with the use of timesheets, home and worksite visits, progress
reports, telephone calls, and office visits in accordance with policy and procedure.

Review and monitor client program eligibility by verifying reported information; approve and make
payments to non-contract vendors and providers for clothing, tools, transportation and support services
within budget limitations; examine the accuracy of bills and receipts, verify and compute hours and
monetary obligations, and apply appropriate program policies, procedures and regulations.
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CLASS CONCEPTS (cont’d)

Family Services Specialist II (cont’d)

Representative duties of positions that FACILITATE CHILD SUPPORT ENFORCEMENT:

Under general supervision, incumbents perform a limited scope of child enforcement duties below the
journey level. Interview individuals to obtain preliminary information in a district office or satellite office
following their application for public assistance or application for child support services. Provide
information concerning the requirements to pursue child support; elicit information regarding paternity of
children and location of non-custodial parents; explain child support services, benefits, policies and relevant
federal regulations and State laws; assist applicants in completing application forms; review information for
accuracy and completeness of facts and data presented. Ensure information provided is consistent with case
history data in computerized records; confer with eligibility staff and representatives of other public service
entities and community organizations.

Act as child support liaison for social service programs, district attorney offices, child support enforcement
offices and community providers; research and assist applicants in resolving non-cooperation issues with
district attorney offices; audit cases to resolve sanction issues; and provide completed documents required to
establish paternity and/or court orders to district attorney offices and out-of-state jurisdictions. Provide
child support training to public assistance staff to enhance data integrity; research rejected referrals report
and provide resolution by updating information on computer systems.

Family Services Specialist I: Under close supervision, incumbents receive formal classroom and/or on-the-job
training provided by the agency while performing some or all of the duties described. Cases assigned may be
diverse and complex; however, assistance in selecting and applying the appropriate regulation or procedure is
provided by a higher level Family Services Specialist or supervisor, and the results are subject to closer review.

This is the entry level in the series which provides for progression to the journey level upon satisfactory
completion of the required training period, meeting minimum qualifications, and with the recommendation of
the appointing authority. (Positions performing the full range of child support enforcement duties progress
directly to Family Services Specialist III; positions performing a limited scope of child enforcement duties may
progress to Family Services Specialist II upon meeting minimum qualifications, satisfactory performance, and
with the approval of the appointing authority.)
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FAMILY SERVICES SPECIALIST II1

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and two years of
paraprofessional experience performing social services case processing duties which included application of
rules and regulations, conducting personal interviews with applicants for the purpose of exchanging
information; documenting facts pertinent to program requirements, researching financial circumstances and
determining eligibility; OR one year of experience as a Family Service Specialist II in Nevada State service
in eligibility or employment and training; OR one year of experience as a Family Services Specialist I in
Nevada State service performing the full scope of child support enforcement duties.
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MINIMUM QUALIFICATIONS (cont’d)
FAMILY SERVICES SPECIALIST III (cont’d)

ELIGIBILITY AND EMPLOYMENT TRAINING POSITIONS:

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

Detailed knowledge of: eligibility requirements for various public assistance programs including, but not
limited to, Temporary Assistance for Needy Families (TANF), Family Medical Coverage (FMC), Food
Stamps, and Medical Assistance to the Aged, Blind and Disabled (MAABD). Working knowledge of:
automated systems and equipment used in processing applications and ongoing eligibility. Ability to:
analyze data and draw conclusions; prepare narrative and statistical reports; 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: coaching and mentoring techniques. Ability to: provide on-the-job training;
assign and review the work of others; implement corrective action plans; in a satellite office, oversee office
operations and ensure proper maintenance and repair of facilities and office equipment.

CHILD SUPPORT ENFORCEMENT POSITIONS:

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

Working knowledge of: rights to privacy and confidentiality of information; operation of computers
including data entry and retrieval; case processing practices; parental obligations to support minor children
as required by federal regulations and State laws; family court records; local, State, national and other
resources used in locating non-custodial parents; procedures for establishing paternity, support obligations
and securing compliance with court orders; calculate child support obligations, arrearages, penalties and
interest. Ability to: read, understand and apply court ordered child support obligations; evaluate financial
information and make appropriate recommendations; calculate child support obligations and arrearages;
maintain and adjust account balances; communicate and coordinate support enforcement efforts with
federal, State and county agencies; recognize signs of abuse or neglect and report it to the proper authority;
work independently and follow through on assignments with minimal direction; and all applicable
knowledge, skills and abilities required at the lower levels.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
Working knowledge of: federal regulations, State laws and agency policies and procedures related to
paternity and child support; family court and processes involved in establishing paternity and child support
obligations; administrative and judicial hearing processes; procedures, practices and methods used to locate
non-custodial parents and their assets; computer systems sufficient to access information provided by child
support, public assistance, employment and unemployment programs, motor vehicle records, and other
agencies; State formulas and processes used to establish child support obligations; good cause provisions.
General knowledge of: availability of social service programs affecting child support enforcement; child
support laws of other states; social services available within the community; proper court procedures
sufficient to prepare relevant evidence and present the facts of the case; practices and protocol of district
attorney offices, district courts, and administrative hearings. Ability to: negotiate and exchange ideas,
information and opinions with others to formulate joint decisions, conclusions or solutions; persuade others
to cooperate in achieving program goals; analyze information, issues, situations, practices or procedures to
identify problems, recognize alternatives and their implications, and propose solutions.
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MINIMUM QUALIFICATIONS (cont’d)
FAMILY SERVICES SPECIALIST 11

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and one year of
paraprofessional experience performing social services case processing duties which included application of
rules and regulations, conducting personal interviews with applicants for the purpose of exchanging
information; documenting facts pertinent to program requirements, researching financial circumstances and
determining eligibility; OR one year of experience as a Family Services SpecialistI in Nevada State service.

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

Working knowledge of: rules, regulations, policies and procedures pertinent to available social service
programs; available community resources including their roles, services and responsibilities; federal and
State non-discrimination and Privacy Act laws applicable to social service programs; case management
practices; education and training requirements for a wide variety of occupations. General knowledge of:
laws applicable to reporting child abuse and neglect. Ability to: conduct effective interviews and explain
complex regulations and requirements; recognize evidence of domestic violence and take appropriate action;
recognize and make referrals for substance abusers; ask questions and evaluate responses; defuse potentially
volatile situations; organize and prioritize work to meet required timeframes; establish and maintain rapport
with applicants and benefit recipients; set priorities which accurately reflect the relative importance of job
responsibilities; speak one-on-one or to groups with persons of various ethnic, cultural and educational
backgrounds; write concise, logical, grammatically correct summaries to document and explain case
activities; compare data to program standards; document facts and prepare clear and understandable case
notes; navigate effectively in a Windows-based computer system; type narrative materials using word
processing software; read and interpret technical and legal documents such as divorce decrees, property
deeds, insurance policies and program manuals sufficient to determine client resources; work independently
and follow through on assignments with minimal direction; and all knowledge, skills and abilities required
at the lower level.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
Working knowledge of: rules, regulations, policies, and procedures pertinent to assigned program(s);
guidelines and requirements of other social service programs available in the community.

FAMILY SERVICES SPECIALIST 1

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and two years of
experience in a clencal/admm1stratlve/program support role which included customer relations; obtaining,
verifying and evaluating information; organizing and prioritizing work in order to meet timelines and
standards; applying and explaining program rules, regulations, policies and procedures; and performing
mathematical computations; OR two years of experience as an Administrative Assistant II in Nevada State
service; OR sixty semester credits from an accredited college or university in general studies, business
administration, social science or human services and one year of experience as described above, OR an
equivalent combination of education and experience.

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

Working knowledge of: functions and operations of an administrative office. General knowledge of:
recordkeeping; basic interviewing practices; social service programs and their purpose; rights to privacy and
confidentiality of information. Ability to: read and apply rules, regulations, policies and procedures; learn
federal, State and local resources serving the needs of applicants; maintain confidentiality of client records;
receive inquiries and provide information; verify information from a variety of sources; compile information
and prepare reports; communicate effectively both orally and in writing; operate computers and peripheral
equipment to store, record and retrieve information; establish and maintain accurate records; work as part
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FAMILY SERVICES SPECIALIST I (cont’d)

32
28

MINIMUM QUALIFICATIONS (cont’d)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (cont’d)

of a team; interact effectively with persons from varying social, economic and cultural backgrounds. Skill
in: making accurate mathematical calculations including addition, subtraction, multiplication, and division
of whole numbers, fractions and decimals.

12.374
12.376
12.379

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
(These are identical to the Entry Level Knowledge, Skills and Abilities required for the Family Services

Specialist II.)

This class specification is used for classification, recruitment and examination purposes.
considered a substitute for work performance standards for positions assigned to this series.

ESTABLISHED:

REVISED:
REVISED:
REVISED:
REVISED:
REVISED:
REVISED:
REVISED:
REVISED:

REVISED:

REVISED:

REVISED:
REVISED:
REVISED:

12.374

7/1/03P
10/14/02PC

4/10/070C
4/11/14PC

12.376
5/18/78

6/19/78-3
8/1/78
12/19/85-12
7/1/93P
10/23/92PC

7/1/03P
10/14/02PC
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10/6/09UC
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12.379
6/1/69

10/21/71
11/16/72
1/5/73
9/27/74
9/29/77
5/18/78
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It is not to be
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Personnel Commission Meeting
June 10, 2016

FOR INFORMATION ONLY

The minutes of the January 27, 2016 regulation workshop have been included for your review and
consideration of the proposed regulations. The Small Business Impact Statement has also been
included for your review and consideration of the proposed regulations.
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STATE OF NEVADA
DEPARTMENT OF ADMINISTRATION
DIVISION OF HUMAN RESOURCE MANAGEMENT

REGULATIONS WORKSHOP
MEETING MINUTES

Wednesday, January 27, 2016

Gaming Control Board
1919 College Parkway
Carson City, Nevada

and
Grant Sawyer State Building, Room 2450

555 East Washington Avenue
Las Vegas, Nevada

STAFF PRESENT IN CARSON CITY:
Shelley Blotter, Deputy Administrator, DHRM
Lee-Ann Easton, Administrator, DHRM
Peter Long, Deputy Administrator, DHRM
Carrie Hughes, Personnel Analyst, DHRM
Rosana Woomer, Personnel Analyst, DHRM
Angelica Gonzalez, Personnel Analyst, DHRM
Beverly Ghan, Personnel Analyst, DHRM

STAFF PRESENT IN LAS VEGAS:
Adrian Foster, Personnel Analyst, DHRM

OTHERS PRESENT IN CARSON CITY:
Melody Duley, NDOT
Kimberly King, NDOT
Alys Dobel, DMV
Allison Wall, DETR
Stephanie Neill, NSHE
Jared Keller, NDOT
Tonya Sieben, NDOT
Nicole Waddell, NDF
Deborah Harris, BHHS
David Wright, NDOC
Ann Para, ADSD
Kathleen Kirkland, AHRS
Dave Badger, DMV



Susie Bargmann, DPBH
Scott Anderson, SOS
Sue Dunt, NSHE

Renee Depaoli, DWSS

OTHERS PRESENT INLAS VEGAS:
Allan Gliponeo, DMV
Dottie Martin, ADSD
Lori Gaston, ADSD
John Scarborough, CSN

L CALL TO ORDER

Shelley Blotter: Opened the meeting and explained the reason for the workshop was to solicit comments
from affected parties with regard to the regulations proposed for permanent adoption. She noted that based
on the feedback received, the proposed language may be changed, be deleted, additional regulations may
be affected, or they may not move forward.

Lee-Ann Easton: Commented that the Division staff are here to listen and that nothing is set in stone.
Asked that everyone give their comments because they do want a cooperative relationship with agencies.

IL Review of Proposed Changes to NAC 284

NEW “Professional employee” defined.

284.5405 Annual leave: Credit upon reinstatement, rehiring, reemployment or
transfer.

284.551 Sick leave: Credit upon rehiring, reemployment or transfer.

284.204 Adjustment of steps within same grade.

284.581 Adoption by reference of federal law and regulations.

284.52315 “Child” defined.

NEW Use of medical marijuana.

284.650 Causes for disciplinary action.

Shelley Blotter: Explained that staff explain each section and then time would be allowed for comments.

Carrie Hughes: Introduced herself as a Personnel Analyst with the Division of Human Resource
Management. She explained, The Nevada System of Higher Education employs individuals in positions
which are categorized as professional or administrative faculty. The proposed new regulation, as well as the
amendments to NAC 284.5405 and 284.551 are intended to address the inconsistent treatment of Nevada
System of Higher Education professional employees when they transfer into classified or unclassified
positions.

The proposed new regulation defines a Professional Employee as an employee of the Nevada System of
Higher Education, with administrative duties that is not in the classified or unclassified service.

The proposed amendment to subsection 9 of NAC 284.5405 provides that a professional employee’s annual
leave is recomputed based on what it would have been had the employee been in a classified or unclassified
position and made available following a transfer into a classified or unclassified position without a break in
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service.

The proposed amendment to subsection 5 of NAC 284.551 provides that a professional employee’s sick
leave is recomputed based on what it would have been had the employee been in a classified or unclassified
position and made available following a transfer into a classified or unclassified position without a break in
service.

Shelley Blotter: Requested comments.

Kimberly King: Introduced herself as being from NDOT. She asked if something could be put in front of
‘professional employee’ to identify that it’s for Nevada System of Higher Education. Her concern is that it
would not be clear as NDOT also has professional employees.

Shelley Blotter: Noted that the Legal Division of the Legislative Council will draft a lead line for that to be
clearer.

Stephanie Neill: Introduced herself as being from NSHE. She noted that she feels this is a wonderful
regulation as a long-term classified employee. She felt this guarantees the security of her leave accrual
regardless of her decision to stay classified or move to administrative faculty type position.

Shelley Blotter: Asked Carrie Hughes if administrative faculty is also included.

Carrie Hughes: Stated that it is her understanding that it also include administrative faculty, and that may
be something to clear up in the definition.

Shelley Blotter: Moved to the next item, NAC 284.204.

Peter Long: Introduced himself as Deputy Administrator for the Division of Human Resources
Management. He explained, the revision is proposing modifications to NAC 284.204, adjustment of steps
within the same grade, at the request of and in coordination with the Office of the Governor, the Governor’s
Office of Finance and the Department of Administration.

He reiterated that, this is the draft and they are looking for any and all comments on how it can work for
agencies. He noted, basically what this does is modifies when an accelerated rate may be given, clarifies an
adjustment for equity among positions within the same department or agency and not across State service.
It removes the ability to create an inequity unless approval is obtained from the Office of the Governor and
makes revocation of the accelerated rate a requirement when the criteria that caused the adjustment no longer
exists or the employee moves to a position in an area where a recruiting problem does not exist.

He noted, there was feedback in written form from the Secretary of State’s Office, specifically from Scott
Anderson, Chief Deputy Secretary of State and that memo will be entered into the record as part of the
minutes from this meeting.

Scott Anderson: Introduced himself as Chief Deputy Secretary of State from the Office of the Secretary of
State, Barbara Cegvaske. He appreciated the opportunity to give comments in regards to this and from the
letter that was sent, there were a couple of concerns. They have spoken with the Governor’s Office and
understand the concerns which brought this regulation forward. They did have a few concerns, especially
about the ‘mandating’ and the ‘must’, as far as taking back an increase that may have been otherwise
warranted.

There were no objections to subsections 1(a) or 1(b). It was mainly in regards to subsection 1(c). They feel
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that there could be problems with a supervisor that has to say, discipline somebody that was the cause for the
supervisor’s increase and there may be some hesitation to do that, knowing that if they were to demote or
dismiss an employee that it wouldn’t negatively impact on the supervisor’s pay. He noted, there are some
issues, unforeseen issues that may occur because of that.

Further he noted, there were also some concerns about the mandate and the ‘must’ language. They felt that
leaving it as a ‘may’ and perhaps adding some additional review of such circumstances by DHRM, that there
could be still some discretion left to the agency.

Kimberly King: Stated she had some questions. She asked, what is to be accomplished with these
regulations?

Peter Long: Explained that what they are trying to accomplish is to maintain fairness and equity across
agency lines, specifically for equity adjustments. He stated, EMC has had their fair share of grievances
lately, from departments that can’t afford to adjust pay based on equity and those employees are comparing
themselves with agencies that can. Per the feds, the State could be perceived as one employer. To allow
adjustments within one agency and not across other agencies, could be seen as an Equal Pay for Equal Work
issue. The intent is to narrow the criteria. They’re certainly not trying to stop someone or any agency who
does have a need for an accelerated rate or equity adjustments, they’re just trying to get a handle on how to
maintain faimess across State service.

Kimberly King: Stated, her comment on that would be, everyone knows there is a problem. They’ve been
doing budget Band-Aids for a while now. Those budget Band-Aids are now coming into play that there are
inequities across the State, even within departments. That’s what is happening with the employees
complaining and what the EMC is seeing.

Her understanding of this regulation in the past, is that they couldn’t make an adjustment of a step unless it
was fiscally possible to adjust others to make sure there were no equities. It appears that this regulation
change is actually going to give the ability to create inequities. She thinks that’s going to be problematic.

She further stated, now it looks like an inequity can be created, it makes it clear that is allowable if the
Governor’s Office approves it. The question there is, how will discriminatory type decisions be prevented,
or defended if it’s not discriminatory? Because, what will happen is, the agencies no longer have delegated
authority, so they’re actually giving them what they need but it’s going to be up to them to make that decision.
She thinks that might become problematic in the big picture.

She further noted the term “critical to agency operations.” That might be difficult to defend. She is unsure
on the definition of that is, so that would be another question.

Also, in subsection 3, this subsection applies to only initial appointments. She noted, that makes it so that if
there are recruitment difficulties, if there is an exceptional candidate, as long as they don’t work for the State,
they can look at an accelerated salary, but if they work for the State—let’s say they came in as a clerk because
they needed a job, but this person has experience, they have the criteria and now they want to put them up
here and they want to keep them that employee would not be able to receive an accelerated rate. Should that
be allowable for existing employees? Because it’s telling State employees, you aren’t valued as much as the
outside candidates.

Lee-Ann Easton: Stated, that’s not the intent.

Kimberly King: Acknowledged that and stated, they get a lot of comments. She stated, she thinks she
knows what this means, but the subsection only applies to initial appointment in State service. It does not

a4

62



apply if a selective criteria was used in the recruitment and it does not apply if the adjustment will cause an
inequity between current employees, which would require the adjustment of steps for those employees,
unless upon submitting written justification the appointed authority obtains written concurrence from the
Officer of the Governor. She thinks that plays into that the Governor’s Office can create an inequity.

She further noted, this does not apply if selective criteria was used in their recruitment. They have a 15.39
vacancy rate in her department. They are recruiting. They have snow plows that don’t have people to put in
them. They don’t believe in shortening the recruitment period because that just means that you get less
numbers, it doesn’t mean that you get the best qualified.

She explained, they use selective criteria to get the best qualified for those jobs, which in reality, if selective
criteria is used, it’s going to make it even more difficult to show that somebody has exceptional qualifications
because they will be compared to other people who have those great criteria. Ifthey can use selective criteria,
they’re getting the better crop that they’re comparing to.

In addition, they do vacancy based recruitment at NDOT as much as they can. They want to give managers
lists that they can use that people are interested in. Currently, they would not be able to continue doing that
because DHRM requires a selective criteria if there is an existing list. That would be problematic.

The matrix. The matrix is already required procedurally by DHRM. It’s been an interesting process. Those
matrixes can take staff two full days to do one, because they’re doing a good comparison. They look at the
minimum qualifications and the exceptional qualifications for a job.

She stated, they’ve been using those matrixes and doing accelerated offers, and they are having people turn
them down. They have a couple of problems. One is that it takes too long and candidates are getting other
jobs. They’re also having people turn them down because they can’t meet the salary needed because they
can’t get it up any higher and create an inequity with existing employees.

She noted that under subsection 4(a) the term “criteria” is used, and believes that is more vague than what
was there before, and that a definition of exactly what is meant be included.

Lee-Ann Easton: Gave thanks and appreciation for the comments and added she just wanted to state that
Ms. King is not alone in this. They do know that there are issues with hiring and there are a lot of difficult
positions to fill out there. They’re trying to do the best they can on regulations, and do understand the
concerns.

Kimberly King: Proposed getting a task force together and do some brainstorming to find solutions to the
big picture.

Lee-Ann Easton: Explained that the Governor’s Office has a task force put together that is going to be
meeting in the next week to look at exactly this and as a global, overall State process. Unfortunately, revenue
streams haven’t been at a level where everyone can be adjusted at this point. The Governor’s Office
definitely recognizes the difficulties with hiring.

Peter Long: Noted that he and the Department understands the concerns with this. He asked that any
solutions to these concerns would be useful and that they could be submitted to him.

He stated, “critical” was just a termthat was used. Another broader term could be used, possibly a term that
is already in regulation, for example, “urgent and compelling.” That is when someone contests an exam and
an agency can still get a list if they demonstrate an “urgent and compelling” need.
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The intent is to remain a little vague on these so that they address your concemns as they come up and not be
tied to something so specific that they have to say no. If there is another word that might fit better there,
please suggestit. The intent is to limit this to positions that really do need an accelerated rate.

The intent was not to devalue State employees at all. In the merit system, they were tasked to do internal
recruitments before going to open competitive. Open competitive must be requested first. What this is doing
is saying, there are no internal candidates, then the rate for an outside candidate may be accelerated. This is
clarifying what is already in practice based on questions from agencies. There’s a regulation related to the
pay on promotion. Also, the Division has assisted agencies in the last few years by unranking a number of
lists. So, there’s no need to do an internal promotional recruitment for someone to be in the top 5 ranks.
This enables agencies to reach candidates down to what used to be six or seven or eight, which may be the
better candidate. It was not intended to devalue State employees in any way.

Kimberly King: Recognized it wasn’t intended. She explained that at this time, State employees are leaving
State employment. They do better leaving State employment and coming back because of the recruitment
difficulties. Basically, they’re unable to retain good employees. In addition, when they do these evaluations
on whether or not there should be an accelerated salary, they are comparing to everybody else on that list.
They have to create that matrix, first of all comparing everybody on that list, and then if they’re going to do
the accelerated salary, then they have to do a matrix comparing to everybody else in that job class, in her
Department, unless the can identify a location that’s different. This isn’t something where they’re going
down to just pick an internal candidate where they’re asking for the accelerated salary. These are the truly
exceptional and outstanding employees that they need to keep the State moving forward.

Peter Long: Added that the way the regulation is written now, it could be open to abuse. An agency is
fortunate to get a list of 20-30 people, and they are starting to produce lists with more people. He can’t
address the quality of the list, except through feedback that they’ve gotten since they started with Careers in
Govemment and being out on some of the social media; they have gotten feedback that the quality of the
applicants has improved. They don’t ask you to compare every person on the list. They ask you to compare
five or six. The system could be abused if the five least qualified on that list are compared against the person
for which an accelerated rate is being requested. They don’t go through all the other 15 or 25 to see if maybe
they had better qualifications than the five that was used for comparison. They were just trying to tighten that
up so that it truly is the top candidate that’s being asked to receive an accelerated rate.

Kimberly King: Recognized the comment. Wanted to make it known how they work the selective criteria
to bring up the cream of the crop instead of having a two or three day recruitment to get applicants in, if a lot
of good candidates are expected, they will put a selective on there. The next thing that they do is to use the
clarifying questions to help hiring managers identify which people are going to be most qualified for that
position so that they’re interviewing those people. They have to be able to define what their selection criteria
was for the interviews. And then from there, they make their selection. She noted, if there is concern about
that, she would rather do a comparison of everybody on the list rather than to make it so that selective criteria
cannot be used. This could be more work for them and the managers.

Peter Long: Noted, he’s not suggesting that. If the selective is working, then that was just put in there.
There is a statement included that any experience or education which is considered by the appointed authority
must be given a greater weight for those areas which are directly related to the position than general education
and experience. If an open recruitment is done, the desired experience could be included. When a selective
is used, it doesn’t really tie to what’s written there, other than general education and experience, because
everyone is going to have the selective criteria to be on the list. He was actually trying to clarify that when
he wrote it. He thanked Ms. King for the feedback on how it could be more difficult to administrate.

He continued by discussing the term “create an inequity.” He noted, they may be doing that now in equity
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adjustments in that someone is selected based on special experience and the years of experience that they
have to get the accelerated rate. Then other employees are adjusted or asked to have their steps adjusted for
equity based on what he’s seen, and he may be missing something, based on their years of experience. It is
not years of experience tied to the specific type of experience that caused the original candidate to get the
accelerated rate. He furthernoted, if they’re adjusting for equity, it should be for the specific employees that
have the experience related to why that person got an accelerated rate, not every employee that has a certain
number of years’ experience that ties to that employee who got the accelerated rate.

He added, what they’re seeing is, the system itself is a little messed up due to the freeze of MSIs. They’re
seeing employees that are upset because someone comes in at an accelerated rate and they’ve been there a
year and they’re at a higher step than someone who worked through the years without MSIs, was a dedicated
State employee, and can’t be adjusted if the Department doesn’t have the money to adjust them. What it also
does is limit the Department from hiring a good employee because they can’t afford to adjust everyone else.
So they’re taling an employee that is at a lower step so they don’t create an inequity. The intent was that,
yes, they can create an inequity if that specific experience was what they needed and not just based on years
of experience across the board.

Kimberly King: Stated that could create a problem with morale amongst current employees. They’ve got
people starting to leave the State and get other jobs and then they’ll come back because they do have
exceptional experience and education that they want to retain but are losing. Some come back, some don’t.

Peter Long: Acknowledged that may not be working, but that was the intent to try and address that situation
so an inequity could be created.

Kimberly King: Stated she would go through the regulations and see if there was anything she could make
recommendations on. She stated, she thought the regulations were already clear that each agency is different.

Peter Long: Explained that it was clear to those in HR, but not to the layman, and that’s why we have seen
some grievances going beforethe EMC. The changes are trying to clarify what DHRM already thought was
clear.

Kimberly King: Stated she thought the regulations were already clear, and at the same time, she doesn’t
believe they should be making inequities.

Shelley Blotter: Asked for further comment. There was none. Move on to NAC 284.52315 and 284.581.

Carrie Hughes: Explained, that the repeal of NAC 284.52315 and the amendment to NAC 284.581 will
apply to the Family Medical Leave Act’s definition of the term “child” to the use of “child” in the Attendance
and Leaves section of Nevada Administrative Code, Chapter 284. The intent is to provide a uniform
definition for family sick and administrative leave use, both when the FMLA does and does not apply. The
FMLA’s current definition of ‘child’ will be provided in an informational note, in the Rule State Personnel
Administration publication.

Shelley Blotter: Asked for further comment. There was none.
Carrie Hughes: Explained that SB 447 of the 2015 Legislative Session amended NRS 453A.800 to include
new subsections allowing law enforcement agencies to prohibit an employee from engaging in the medical

use of marijuana. Two versions of the new amendment were proposed based on these statute changes.

In subsection 1 of both versions, employees who are “peace officers,” as defined in NRS 289.010, employees
who are in positions that have been determined by the Personnel Commission to “affect the public’s safety”
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and positions and subject of random testing such as those under the Federal Motor Carrier Safety
Administration’s rules are prohibited from using medical marijuana.

Also in both versions, it provides that an employee who is pre-employment tested when conditionally
offered another position and who tests positive for marijuana but holds a valid registry identification card
to engage in the medical use of marijuana will be removed from all lists requiring pre-employment testing
and will have the offer withdrawn but will not be subject to disciplinary action on the basis of being under
the influence of medical marijuana nor will the employee be subject to a return to work test.

Version 2 differs in that it additionally addresses post-accident and reasonable suspicion testing. It provides
that an employee who tests positive due to a post-accident or reasonable suspicion test and holds a valid
registry identification card to engage in the medical use of marijuana may be disciplined as provided for in
NAC 284.650. However, the employee will not be subject to a return to work test.

The intent of exempting an employee who holds a valid registry identification card to engage in the medical
use of marijuana from a return to work test is to prevent an automatic disciplinary separation as most
agency’s Prohibitions and Penalties allow for or require a disciplinary separation upon an employee’s
testing positive twice. This gives an agency an opportunity to investigate whether it is possible to “make
reasonable accommodations for the medical needs” of the employee as outlined in NRS 453 A.800.

Shelley Blotter: Stated that they know that this is a very contentious issue and that many have concerns
regarding this. She noted, they are still going through the process of trying to determine what is legally
appropriate under Nevada State Law and federal law. They welcome comments, either on the topic in general
or one of the two versions.

Kimberly King: Noted she had a statement and then one comment. NDOT has concems as a recipient of
federal funds which requires the agency to follow the federal Drug-Free Workplace Act. The agency would
not want to risk any federal funding. She further stated, her other comment related to 284.650(15), use of
marijuana. It is important to be clear on that; if the intent is not smoking or ingesting on the work site. Her
understanding is, if an employee has a positive test and it’s in his or her system, he or she is using marijuana.

Deborah Harris: Introduced herself as Deputy Director, Administrative Services, Department of Health
and Human Services. She thinks that it’s been discussed in prior meetings but their main concern is that they
did obtain an Attorney General opinion from Linda Anderson who was also responsible for the medical
marijuana program with the State. Ms. Anderson feels that the regulations suffice as currently written.

She further noted, they don’t really believe that there’s a need to separate medical marijuana from any other
drugs or controlled substances that employees are utilizing due to medical conditions. They believe that they
should manage them consistently across the board. The concern is, why is medical marijuana now any
different from any other prescription that an employee may have for a medical condition?

Version two is the most palatable but they still have concemns because they believe it’s an unnecessary
regulation changes and they are comfortable with regulation as it currently stands.

Kimberly King: She noted that she was coming up as a private citizen of the State of Nevada. She explained
that she has made the State her home and she intends to retire here in the future.

She stated she understands that the Legislature and the State of Nevada support medical marijuana. She also
supports the availability of medical marijuana for individuals for whom this drug will help with their medical
needs. However, she is concerned that these regulations, as written, will not allow agencies to receive federal
funding to comply with the federal Drug-Free Workplace Act.

8

66



Although the State of Nevada has legalized medical marijuana, at this time the federal government has not,
and still considers medical marijuana an illegal drug. The Drug-Free Workplace Act requires the recipient
of federal funds to publish a statement notifying employees that the unlawful manufacturing, distribution,
dispensing, possession, or use of a controlled substance is prohibited in the grantees workplace and
specifying the actions that will be taken against employees for the violations of such prohibition.

She sees this regulatory language as contrary to the law, the federal law. She’s requesting the Division of
Human Resource Management and subsequently the Personnel Commission, review and ensure that the
regulatory language will allow agencies that are federal recipients to be in compliance with the Drug-Free
Workplace Act.

Sue Dunt: Introduced herself as being Risk Manager with Nevada System of Higher Education. From their
perspective of the two versions, they would clearly prefer Version 2. That allows them to do management
in regard to liability if they have employees that may be over-utilizing their medical marijuana or maybe not
using it at night, versus during the day. They would definitely support, if this were to move forward, that
this second version be the one that would be considered.

She further explained that they are also a recipient of a large amount of federal funds. They think it would
be beneficial to have some kind of acknowledgment within the regulations that, if there are federal funds
involved, that maybe legality of allowing this in the workplace should be looked at.

Overall, NSHE has developed an internal policy that doesn’t allow the use of medical marijuana, primarily
due to the federal funding issues. So, they just would be hopeful that it could somehow work out that the
issue is considered and it’s somehow being worked into the regulation.

Shelley Blotter: Asked if there were further comment.

Lee-Ann Easton: Explained that she also had some concern after the workshop and this is why these
workshops are so important, that we all try to work together and get as much information as possible.

Shelley Blotter: Noted, there is one otherregulation —284.650. One of the commenters already commented
on the changes, but in the event someone wants to speak to that one directly, comments would be accepted
on that before closing. She commented that, with that, it looks like all the territory had been covered. She
expressed appreciation and reminded attendees to feel free to send any written comments to her, or Lee-Ann
or Peter.

L ADJOURNMENT

Shelley Blotter: Adjourned the meeting.
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Brian Sandoval
Governor

STATE OF NEVADA
DEPARTMENT OF ADMINISTRATION

Division of Human Resource Management
209 E. Musser Street, Room 101 | Carson City, Nevada 89701
Phone: (775)684-0150 | www.hr.uv.ggy | Fax: (775)684-0122

May 4, 2016

Regulation Small Business Impact Statement

The Division of Human Resource Management has determined that the adoption of this
proposed regulation does not impose a significant economic burden on small businesses, nor
will it restrict the formation, operation or expansion of small business.

These regulations only impact the classified service of Executive Branch departments and
the Nevada System of Higher Education.

Icertify thatto the best of my knowledge or belief, a concerted effort was made to determine the

impact of the proposed regulation on small business and that the information contained in this
statement is accurate.

S/s /6

Date

Patrick Cates
Director

Peter Long
lor
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Personnel Commission Meeting
June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

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

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

LCB File No. R060-16

The Division of Human Resource Management recommends the amendment to NAC 284.204 to
clarify that an adjustment in steps to resolve an equity issue or to is intended to be among positions
in a department or agency, and not among positions across state service. Additionally, this
amendment removes the requirement that when an appointing authority makes a request to the
Division to adjust steps, the request must document that the adjustment will not actually create an
inequity. Lastly, this amendment adds the ability to remove an adjustment of steps if the employee
receiving the adjustment moves to another department or agency where the criteria that caused the
adjustment no longer exists.

These proposed changes were discussed at a workshop on January 27, 2016. There was testimony
by the Human Resource Manager of the Nevada Department of Transportation citing concerns
with the proposed changes, as well as testimony from the Chief Deputy Secretary of State, Office
of the Secretary of State, citing concerns with reversing a step adjustment.
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LCB File No. R060-16

Section 1. NAC 284.204 is hereby amended to read as follows:

Explanation of Proposed Change: This amendment, proposed by the Division of Human
Resource Management, clarifies that an adjustment for equity is among positions within
departments/agencies and not across State service, removes the requirement that an appointing
authority must ensure that an adjustment will not create an inequity, and adds the ability to remove
an adjustment if an employee moves to a position in a department/agency where a similar recruiting
problem does not exist.

NAC 284.204 Adjustment of steps within same grade. (NRS 284.065, 284.155, 284.175)

1. The Division of Human Resource Management may approve an adjustment of steps within
the same grade to:

(a) Allow an appointing authority the flexibility to adjust the rate of pay for a position that will
be filled by a person from a pool of eligible persons who are applying for the position on an open
competitive basis in order to:

(1) Meet a difficult recruiting problem in which an effort to recruit a person for a position or
class has failed to produce at least five eligible persons who are available to work, or the recruitment
for the position or class has been deemed historically difficult. Such an adjustment of steps may be
approved by the Division of Human Resource Management for a class for a period of 1 year.

(2) Employ a person whose education or experience is superior to those of another eligible
person and who exceeds the minimum qualifications of the class. Any experience or education
which is considered by the appointing authority pursuant to this subparagraph must be given a
greater weight for those areas which are directly related to the position than general education and
experience.

(b) Maintain an equitable relationship in the status of steps among the employees of the
appointing authority if a disparity exists. An adjustment will not be granted pursuant to this section
if the disparity in steps is:

(1) Among employees of different departments or agencies; or

(2) Aresult of:

(D) The length of service of employees;
(II) An adjustment in pay which was attained in a former class; or
(III) An adjustment in pay for an employee who resides in a particular geographical area.

(c) Maintain an appropriate differential, not to exceed two steps, between the base rate of pay
of a supervisor and the base rate of pay of an employee who is in the direct line of authority of the
supervisor. An adjustment may be granted pursuant to this paragraph if, before the adjustment, the
base rate of pay of the employee is the same or greater than the base rate of pay of the supervisor.

2. Before granting an adjustment of steps pursuant to this section, the appointing authority
must submit a request on a form prescribed by the Division of Human Resource Management to
the Division of Human Resource Management which:

(a) Specifies the qualifying conditions and justification for the request; and

(b) Certifies that the appointing authority has, where applicable:

(1) Considered the requirements for the pay required to meet the need described in
subparagraph (1) of paragraph (a) of subsection 1;

(2) Considered the qualifications of any other eligible person who is available for work for
the purposes of subparagraph (2) of paragraph (a) of subsection 1;
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(3) Ensured that the adjustment is feasible on the basis of its fiscal effects;

H43 -Fnsured-thet-the adjustment-will Rot-cause wmequity bebween surrent emplovees which
would-require adiustwrents ia-the steps of thase emplevees which are not feasible on-the besis of
the fiseal effeets of such-adjustnents:] and

[(5)1 (4) Prepared and maintained an accurate record of the consideration of the factors listed
in this section.

3. If an adjustment of steps pursuant to this section is approved by the Division of Human
Resource Management, the effective date of such an adjustment is the date on which a request that
complies with subsection 2 is received by the Division of Human Resource Management or the
personnel office of the department or agency at which the employee who is receiving the
adjustment is employed. If a request for an adjustment of steps is delayed because an administrative
or clerical error prevented the delivery of the request, the effective date must be determined by the
appointing authority and must be based on the date on which the request should reasonably have
been submitted. A retroactive adjustment must not exceed 6 months from the date on which the
Division of Human Resource Management receives the request.

4. An adjustment of steps which is made pursuant to subparagraph (1) of paragraph (a) of
subsection 1 may be revoked when:

(a) The recruiting problem which caused the adjustment was due to the geographical location
of the position; and

(b) The employee ftransfers-te-aa] moves from one position to another position in either a
different area {where| within the department or agency in which the employee is currently
employed or a different department or agency than the department or agency in which the
employee is currently employed, and a similar recruiting problem does not exist {} in the new
area, department or agency.
= The employee must be placed at the step he or she would have received if he or she had not
received the adjustment.

(Added to NAC by Dep’t of Personnel, eff. 8-14-90; A 7-1-94; R197-99, 1-26-2000; R147-01,
1-22-2002; R015-02, 5-2-2002; A by Personnel Comm’n by R134-12, 10-4-2013)
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Personnel Commission Agenda
June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

The Division of Human Resource Management has conducted a maintenance review of class specifications
in the Occupational Group(s) listed below. Itis recommended that the following classes be revised effective:
June 10, 2016.

Item VI-A-1-a
CURRENT: PROPOSED
CODE TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
2.154 Legal Office Manager 33 F 2.154 Legal Office Manager 33 F
2.151 Supervising Legal Secretary 31 F 2.151 Supervising Legal Secretary 31 F
2.153 Legal Secretary II 29 F 2.153 Legal Secretary IT 29 F
2.156 Legal Secretary I 27 F 2.156 Legal Secretary I 27 F
2.158 Legal Secretary Trainee 25 F 2.158 Legal Secretary Trainee 25 F
EXPLANATION OF CHANGE

The Nevada Department of Administration, Division of Human Resource Management conducted a class
specification maintenance review for the Legal Secretary series. In consultation with management and
agency Human Resource staff from agencies that utilize this classification, it was determined that minor
revisions be made to the class concepts to better reflect common duties that may be performed by Legal
Secretaries. Additionally, minor changes were made to the education and experience to maintain consistency
in formatting.

Legal Secretaries perform specialized secretarial duties for attorneys, administrative law judges, and/or
hearings/appeals officers including preparing legal documents and correspondence; calendaring; maintaining
records; and providing assistance on routine problems and inquiries which are not of a legal nature.
Incumbents may maintain current knowledge of assigned caseload and status of cases; provide general
information to the public, State and local govemments, attorneys, court personnel, and various office
personnel; act as liaison between professional legal staff, departmental personnel, and the public; provide
clerical support to assigned professional legal staff; draft routine correspondence, reports/statistics and other
materials requiring specific knowledge of operational methods, policies and procedures for professional staff
review; prepare and type requisitions and purchase orders, as required; process requests for payment and travel
claims; format, prepare and type legal documents and correspondence in final format according to jurisdictional
requirements; process and file documents with appropriate courts or quasi~judicial bodies in accordance with the
specific procedures of each body, including manner of filing and established timelines. They also may gather,
compile, organize, and prepare relevant material for professional staff to use in legal proceedings; review files
and references to obtain information needed by professional legal staff; establish and maintain legal and general
correspondence filing and cross filing systems as necessary; maintain a library references including legal
publications, law digests, reports, opinions and court decisions; and distribute or assign appropriate clerical work
to lower level staff.
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2.154 - Legal Office Manager, Grade 33: Under direction, incumbents are responsible for general
office services of a legal office. Assignments vary considerably and require the selection of different
and often unrelated processes or procedures, depending upon highly variable circumstances of
individual cases or situations. The incumbent must interpret and apply information to specific
situations and problems for which there may be no clear-cut procedures, guidelines or precedent.
Solutions to problems frequently require independent research, factual comparisons, and the
examination of detailed information. Oversee the overall operation of one or more legal offices;
manage support staff which must include a Supervising Legal Secretary; assist with budget preparation
and monitoring; develop and implement standard operational procedures; and review requests for
purchase orders for need and form accuracy. Assist the Accounting Division with annual inventory;
responsible for ongoing inventory disposal, transfers and excessing. Provide administrative support to
professional staff including acting as an executive assistant; overseeing special projects; gathering
information and preparing program related reports and statistics; and performing legal secretarial
duties as assigned.

2.151 — Supervising Legal Secretary, Grade 31: Under general supervision, incumbents perform the
full range of duties outlined in the series concept and supervise multiple positions including two or more
Legal Secretary II’s. Incumbents at this level have full supervisory responsibility for assigned staff,
oversee the flow of work, provide technical assistance in the preparation of documents, and act as liaison
between professional and clerical staff. Supervising Legal Secretaries may be assigned to perform the
more difficult or complex legal secretarial duties for the work unit. In addition, they compile unit
statistics, provide training, prepare reports, may have limited responsibility for monitoring office
supplies, and arrange for archiving and storage of legal documents.

2.153 - Legal Secretary II, Grade 29: Under general supervision, incumbents perform the full range of
duties outlined in the series concept at the jouney level. Decisions regarding what needs to be done
involve evaluation of an issue or issues and may require selecting a course of action from several
alternatives. The work involves conditions and elements that must be identified, analyzed, or evaluated
to discern interrelationships. Guidelines are available and are applicable to major portions of the work,
but leave gaps in specificity. Incumbents use judgment in interpreting and applying guidelines for
application to specific cases or problems.

2.156 - Legal Secretary I, Grade 27: Under direct supervision, incumbents perform the duties
outlined in the series concept in a continuing trainee capacity. Progression to the joumney level may
occur upon meeting the minimum qualifications, satisfactory job performance and with approval of
the appointing authority.

2.158 - Legal Secretary Trainee, Grade 25. Under immediate supervision, incumbents acquire skills
and experience in performing the duties outlined in the series concept. This is the entry level in the
series, and progression to the continuing trainee level may occur upon meeting the minimum
qualifications, satisfactory job performance and with approval of the appointing authority.

- Human Resource Management worked closely with the agencies involved, and they support the changes.

Note: Changes, additions and/or deletions on the class specification are noted in red.



STATE OF NEVADA
Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE  EEO-4 CODE
LEGAL OFFICE MANAGER 33 F 2.154
SUPERVISING LEGAL SECRETARY 31 F 2.151
LEGAL SECRETARY II 29 F 2.153
LEGALSECRETARYd 27 F 2.156
LEGAL SECRETARY TRAINEE 25 F 2.158
SERIES CONCEPT

Legal Secretaries perform specialized secretarial duties for attomeys, administrative law judges, and/or
hearings/appeals officers including preparing legal documents and correspondence; calendaring; maintaining
records; and providing assistance on routine problems and inquiries which are not of a legal nature.

Maintain current knowledge of assigned caseload and status of cases; provide general information to the public,
State and local governments, attorneys, court personnel, and various office personnel; act as liaison between
professional legal staff, departmental personnel, and the public; determine what information may be provided and
which requests must be referred to professional legal staff; refer calls to another office if necessary.

Provide clerical support to assigned professional legal staff; receive and screen visitors and telephone calls; respond
to inquiries on a variety of matters such as the status of pending cases; open and review incoming mail and
determine priority of professional legal staff’s attention when routing; mail items according to postal and statutory
requirements; maintain a calendar for professional legal staff’s appointments, due dates for documents, court
appearances, conferences, meetings and other engagements; schedule meetings and training and make travel
arrangements.

Draft routine correspondence, reports/statistics and other materials requiring specific knowledge of operational
methods, policies and procedures for professional staff review; prepare and type requisitions and purchase orders,
as required; process requests for payment and travel claims.

Format, prepare and type legal documents and correspondence in final format according to jurisdictional
requirements, from rough draft, electronic documents, dictaphone, template or notes; proofread and review for
proper citation format; prepare and attach exhibits, special sections such as indexes, table of points and authorities,
certificates of service, and brief covers.

Process and file documents with appropriate courts or quasi-judicial bodies in accordance with the specific
procedures of each body, including manner of filing and established timelines; track responses and receipts due
upon or after submittals, and dates for other required actions subsequent to submittals.

Gather, compile, organize, and prepare relevant material for professional staff to use in legal proceedings; review
files and references to obtain information needed by professional legal staff; locate and verify/abstract information
from legal files and records; and verify the accuracy of citations and quotations by checking legal sources.

Establish and maintain legal and general correspondence filing and cross filing systems as necessary; record case
inventory information in order to maintain accurate records and provide for efficient retrieval of information;
prepare files for archiving and storage in compliance with established retention schedules.

Maintain a library of references including legal publications, law digests, reports, opinions and court decisions.
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LEGAL OFFICE MANAGER 33 F 2.154
SUPERVISING LEGAL SECRETARY 31 F 2.151
LEGAL SECRETARY II 29 F 2.153
LEGAL SECRETARY 1 27 F 2.156
LEGAL SECRETARY TRAINEE 25 F 2.158
Page 2 of 6

SERIES CONCEPT (cont’d)

Distribute or assign appropriate clerical work to lower level staff; provide instruction and guidance and review
work completed by clerical personnel.

Perform related duties as assigned.
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CLASS CONCEPTS

Legal Office Manager: Under direction, incumbents are responsible for [elt] general office services of a legal
office. Assignments vary considerably and require the selection of different and often unrelated processes or
procedures, depending upon highly variable circumstances of individual cases or situations. The incumbent must
interpret and apply information to specific situations and problems for which there may be no clear-cut procedures,
guidelines or precedent. Solutions to problems frequently require independent research, factual comparisons, and
the examination of detailed information.

Oversee the overall operation of one or more legal offices; manage support staff which must include a Supervising
Legal Secretary; [manage and perforn budget-and aeeounts matntenanee aetivities theluding aceounts payable and
reeeivable;—budget-preparation—and-monitoring;-develop-and-implement-standard- eperational proeedures: -and
purehase-effiee-equipment-and-suppties:] assist with budget preparation and monitoring; develop and implement
standard operational procedures; and review requests for purchase orders for need and form accuracy; assist
the Accounting Division with annual inventory; responsible for ongoing inventory disposal, transfers and
excessing.

Provide administrative support to professional staff including acting as an executive assistant; overseeing special
projects; gathering information and preparing program related reports and statistics; and performing legal
secretarial duties as assigned.

Supervising Legal Secretary: Under general superv1s1on incumbents perform the full range of duties outlined in
the series concept and supervise multiple positions including two or more Legal Secretary II’s. Incumbents at this
level have full supervisory responsibility for assigned staff, oversee the flow of work, provide technical assistance
in the preparation of documents, and act as liaison between professional and clerical staff.

Supervising Legal Secretaries may be assigned to perform the more difficult or complex legal secretanal duties for
the work unit In addition, they compile unit statistics, provide training, prepare reports, may have limited
responsibility for monitoring office supplies, and arrange for archiving and storage of legal documents.

Legal Secretary II: Under general supervision, incumbents perform the full range of duties outlined in the series
concept at the journey level. Decisions regarding what needs to be done involve evaluation of an issue or issues
and may require selecting a course of action from several altematives. The work involves conditions and elements
that must be identified, analyzed, or evaluated to discem interrelationships. Guidelines are available and are
applicable to major portions of the work, but leave gaps in specificity. Incumbents use judgment in interpreting
and applying guidelines for application to specific cases or problems.

Legal Secretary I: Under direct supervision, incumbents perform the duties outlined in the series concept in a
continuing trainee capacity. Progression to the journey level may occur upon [suecessfil cempletion of the
probationary-period]| meeting the minimum qualifications, satisfactory job performance and with approval of the
appointing authority.
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LEGAL OFFICE MANAGER 33 F 2.154
SUPERVISING LEGAL SECRETARY 31 F 2.151
LEGAL SECRETARY I 29 F 2.153
LEGAL SECRETARY 1 27 F 2.156
LEGAL SECRETARY TRAINEE 25 F 2.158
Page 3 of 6

CLASS CONCEPTS (cont’d)

Legal Secretary Trainee: Under immediate supervision, incumbents acquire skills and experience in performing
the duties outlined in the series concept. This is the entry level in the series, and progression to the continuing
trainee level may occur upon [sueeessful-eempletion—of-the-probationary—period]| meeting the minimum
qualifications, satisfactory job performance and with approval of the appointing authority.

Aok Ak ok sk Kok ok ok ARk sk Kok ok Ak Aok sk K sk ok o Ak oK sk Kok ok ok sk K sk ok kKKK ok o Ak ok ok sk ks sk ok sk K sk K ok ko o
MINIMUM QUALIFICATIONS
SPECIAL REQUIREMENT:

*  Some positions require incumbents to be a notary public.

INFORMATIONAL NOTE:

* Educational Equivalents:
(1) An Associate of Science degree with a legal secretarial emphasis is equivalent to one year of legal
secretarial trainee experience.
(2) Completion of a legal secretarial diploma program from an accredited business college is equivalent
to one year of legal secretarial trainee experience.

LEGAL OFFICE MANAGER

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and five years of
clerical experience, three of which were performing progressively responsible legal secretarial work and one
year of which included supervision of legal secretarial staff, OR one year of experience as a Supervising Legal
Secretary in Nevada State service; OR an equivalent combination of education and experience as described
above. (See Special Requirement and Informational Note)

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

Working knowledge of: legal terms, forms, document processing, procedures and protocol; principles of
supervision and training; the clerical and administrative support needs and requirements of attorneys,
hearings/appeals officers and/or administrative law judges. Ability to: make operational decisions related to
program activities and office management within established limits of authority; compile and analyze records,
numerical and descriptive information and present findings and recommendations; provide administrative
assistance and legal secretarial support to the manager of professional staff; manage staff and equipment to
achieve optimum efficiency; establish office practices and policies; 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: legal terms, forms, document processing, procedures and protocol. Working
knowledge of: agency mission, functions, programs, activities and operating policies; State statutes,
regulations, rules and requirements related to purchasing, budget development and maintenance, and
personnel administration; basic principles and State practices used in financial management including
clerical accounting, purchasing, and budgeting. Ability to: assist in the preparation and maintenance of the
agency budget and related activities; assist in a variety of projects and attend programs, conferences and
meetings.
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LEGAL OFFICE MANAGER 3 F 2.154
SUPERVISING LEGAL SECRETARY 31 F 2.151
LEGAL SECRETARY II 29 F 2.153
LEGAL SECRETARY 1 27 F 2.156
LEGAL SECRETARY TRAINEE 25 F 2.158
Page 4 of 6

MINIMUM QUALIFICATIONS (cont’d)
SUPERVISING LEGAL SECRETARY

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and four years of
clerical experience, three of which were performing progressively responsible legal secretarial work; OR one
year of experience as a Legal Secretary II in Nevada State service; OR an equivalent combination of education
and experience as described above. (See Special Requirement and Informatzonal Note)

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

Working knowledge of: variety of altermative recordkeeping and filing systems; document archiving
techniques and requirements. Ability to: organize office workflow and adjust assignments of staff as required
to meet schedules and timelines; develop and implement work performance standards and evaluate
performance; compose effective correspondence, announcements, training materials, and statistical 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 Legal Office Manager.)

LEGAL SECRETARY II

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and three years of
clerical experience, two of which were performing progressively responsible legal secretarial work in a training
capacity; OR one year of experience as a Legal Secretary I in Nevada State service; OR an equivalent
combination of education and experience as described above. (See Special Requirement and Informational
Note)

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

Working knowledge of: legal practices and procedures for various courts and judicial districts; legal
terminology; clerical requirements for preparing and typing a variety of complex legal documents, forms, and
other related materals; procedures for processing and filing documents with courts, boards and/or
commissions; proper format for legal citations; legal office procedures. Ability to: work independently and
follow through on assignments; interpret and apply complex rules, regulations, policies and procedures to
specific problems and issues; receive inquiries and resolve complaints from staff and clientele; establish,
organize and maintain complex filing systems including indexed and cross-referenced materials; research
information from a variety of departmental and available sources; compile and update information and prepare
reports related to specific management activities; transcribe dictation which may be of a complex nature and
which requires a comprehensive knowledge of legal procedures and terminology; 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 Supervising Legal
Secretary.)

LEGAL SECRETARY 1

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and two years of
clerical experience, one of which was performing legal secretarial work in a trainee capacity; OR one year of
experience as a Legal Secretary Trainee in Nevada State service; OR an equivalent combination of education
and experience as described above. (See Special Requirement and Informational Note)



LEGAL OFFICE MANAGER 33 F 2.154
SUPERVISING LEGAL SECRETARY 31 F 2.151
LEGAL SECRETARY II 29 F 2.153
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LEGAL SECRETARY TRAINEE 25 F 2.158
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MINIMUM QUALIFICATIONS (cont’d)
LEGAL SECRETARY I (cont’d)

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

General knowledge of: legal practices and procedures for various courts and judicial districts; legal
terminology; clerical requirements for preparing and typing a variety of complex legal documents, forms,
and other related materials; procedures for processing and filing documents with courts, boards and/or
commissions; proper format for legal citations; legal office procedures. Ability to: accurately prepare,
type, format, process and file a variety of complex documents in accordance with established timelines and
procedures with appropriate court, board or commission; maintain accurate calendaring of documents and
court appearances; compose general correspondence and forms; read and comprehend court rules and
provisions of State law; proofread documents for correct format, grammar and punctuation; maintain
accurate time records for various projects; set up and maintain legal files; differentiate between public and
confidential information; work as part of a team and act as a liaison with other entities; perform a variety of

tasks often changing from one assignment to another; 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 Legal Secretary II.)

LEGAL SECRETARY TRAINEE

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and one year of
general clerical experience; OR an equivalent combination of education and experience as described above.
(See Special Requirement and Informational Note)

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

Working knowledge of: standard office procedures such as filing, typing, duplicating materials, answering
telephones and distributing mail; data entry techniques; telephone etiquette; correct English usage, grammar
and punctuation; proper spelling of commonly used words; operation of current computers and other modem
office equipment; manual and computerized filing methods; basic math. General knowledge of: business
English; basic customer service skills. Ability to: use computers, telephones, copiers, facsimile machines and
other office equipment; apply and understand statutes, regulations, rules, policies and procedures related to a
specific program or service; read and understand manuals and other detailed written instructions; review
documents for completeness and conformance to established procedures and requirements; maintain records
including manual and electronic files; type proficiently at a rate of speed acceptable to the hiring authority;
type, format and produce routine business correspondence, reports and other materials using a personal
computer; understand and follow oral and written directions; communicate and work cooperatively with others
including co-workers, clientele and the public; add, subtract, multiply and divide numbers accurately; schedule
meetings and appointments; perform reception duties. Skill im: the operation and use of modem office
equipment.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
(These are identical to the Entry Level Knowledge, Skills, and Abilities required for Legal Secretary I.)
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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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Personnel Commission Agenda
June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

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

June 10, 2016.

Item VI-B-1-a
CURRENT PROPOSED
CODE TITLE GRADE | EEO-4 | CODE TITLE GRADE | EEO4
7.135 Accountant I1I 38 B 7.135 Accountant IT1 38 B
7.136 Accountant II 36 B 7.136 Accountant I1 36 B
7.137 Accountant I 34 B 7.137 Accountant 1 34 B
EXPLANATION OF CHANGE

The class specification for Accountant was reviewed by the Human Resource Personnel and Subject Matter Experts at
the Controller’s Office, Division of Human Resource Management, Division of Welfare and Supportive Services,
Division of Public and Behavioral Health, Division of Aging and Disability Services, Division of Health Care
Financing and Policy, Division of Environmental Protection, Departments of Transportation and Corrections, and the
Public Employees Retirement System. It was determined that the concepts, minimum qualifications and knowledge,
skills and abilities are consistent with current expectations. No changes were necessary.

Accountants are responsible for preparing financial statements in accordance with Generally Accepted Accounting
Principles (GAAP) and the standards of the Governmental Accounting Standards Board (GASB). Incumbents
establish and maintain accounting systems and procedures which provide necessary documentation and audit trails for
fiscal transactions, classification of expenditures, current fund balances; prepare and analyze working trial balances,
identify and correct errors, and prepare journal entries; prepare balance sheets, income statements, and changes in fund
balance statements; use internally generated data and external source material to prepare notes to financial statements;
and establish internal accounting procedures for preparing financial statements and managing work flow to ensure
compliance. They also provide overall support to agencies and divisions regarding accounting problems and
management information systems; reconcile or supervise the reconciliation of trust accounts, general ledger accounts,
bank statements, sub-ledger accounts and controller’s reports; and schedule and coordinate audits with independent
auditors. In addition, they may provide full supervision or work direction for professional, technical or clerical staff.
The Accountant series is distinguished from the Accountant Technician series in that Accountants are called upon to
make decisions based upon a formal body of knowledge obtained through extensive post-secondary accounting
education. Accountants must understand and regularly use Generally Accepted Accounting Principles and must have
knowledge of governmental financial reporting standards.

7.135 — Accountant IIl, Grade 38: Under general direction, incumbents perform the full range of duties described
in the series concept at the advanced journey level. They are responsible for the compilation and accurate
reporting of several funds of different types such as in the Controller’s Office or for a single large fund as in the
Department of Transportation or the Public Employees Retirement System. Assignments include the development
of financial statements and review of more complex funds and account groups as defined by size, reporting
requirements, source of revenue and expenditure limitations. Accountant III’s are expected to supervise
Accountant II, Accountant I, and Accountant Technician positions and may be the supervising accountant for all
accounting activities in a department or division.

7.136 — Accountant II, Grade 36: Under direction, incumbents perform the full range of duties described in the
series concept and normally supervise Accountant I or Accountant Technician positions. The class is distinguished 80



from the Accountant I and III levels by the size and complexity of the funds and budgets for which the position is
responsible and the consequence of an error in the work performed. This is the journey level class in the
Accountant series.

7.137 ~ Accountantd, Grade 34: Under general supervision, incumbents perform some or all of the professional
level accounting duties described in the series concept. This is the entry level in the series and progression to the
next higher level is not automatic.

Note: Changes, additions and/or deletions on the class specification are notedin red.
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STATE OF NEVADA

Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE
ACCOUNTANT Il 38 B 7.135
ACCOUNTANT II 36 B 7.136
ACCOUNTANTI 34 B 7.137
SERIES CONCEPT

Accountants are responsible for preparing financial statements in accordance with Generally Accepted
Accounting Principles (GAAP) and the standards of the Governmental Accounting Standards Board (GASB).
General purpose financial statements may be audited and include balance sheets; statements of revenue,
expenditures/expenses, and changes in fund equity/balances; and statements of cash flow. Financial statements
are typically combined statements which present information by fund type, account group, and discretely
presented component units. Fund types include general fund, special revenue funds, debt service funds, capital
project funds, enterprise funds, internal service funds, and trust and agency funds. Accountants are also
responsible for preparing various other financial reports which include reports for federal, private grant, or
national repository purposes, and ad hoc reports for use by outside entities such as internal/external auditors,
legislative bodies, and the public.

The Accountant series is distinguished from the Accountant Technician series in that Accountants are called
upon to make decisions based upon a formal body of knowledge obtained through extensive post-secondary
accounting education. Accountants must understand and regularly use Generally Accepted Accounting
Principles and must have knowledge of governmental financial reporting standards. They must be able to
compile and analyze information needed to develop complex and specialized financial statements normally
found in year end audit statements of financial position which are distributed to the public.

Establish and maintain accounting systems and procedures which provide necessary documentation and audit
trails for fiscal transactions, classification of expenditures, current fund balances.

Prepare and analyze working trial balances, identify and correct errors, and prepare joumal entries in order to
prepare reliable and accurate balance sheets and statements of revenues, expenditures/expenses, and changes in
fund equity/balances.

Prepare balance sheets, income statements, and changes in fund balance statements from working trial balances
to provide reliable and accurate financial information.

Use internally generated data and external source material to prepare notes to financial statements with
supporting workpapers, tying in all amounts to the basic financial statements.

Establish internal accounting procedures for preparing financial statements and managing work flow to ensure
compliance with governmental accounting statutes, regulations, policies and principles.

Provide overall support to agencies and divisions regarding accounting problems and management information
systems; provide advice, consultation, direction, and training to agency staff; manage agency accounting
functions by developing work plans, assigning work, establishing work performance standards and evaluating
work performance.

Analyze fiscal data to identify and correct errors; reconcile or supervise the reconciliation of trust accounts,
general ledger accounts, bank statements, sub-ledger accounts and controller’s reports.
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ACCOUNTANT OI 38 B 7135
ACCOUNTANT I 36 B 7.136
ACCOUNTANTI 34 B 7137
Page 2 of 4

SERIES CONCEPT (cont’d)

Schedule and coordinate audits with independent auditors; prepare supporting work papers and provide other
assistance to auditors in periodic audits; review audit reports and write summaries of findings and
recommendations; discuss audit findings with agency management and implement audit recommendations.

Determine if leases are capital or operating and prepare amortization schedules.

Review agency fixed asset listings and ensure that current year additions and disposals have been properly
reported; reconcile fixed asset purchases to the accounting system and run depreciation schedules.

May provide full supervision or work direction for professional, technical or clerical staff.

Perform related duties as assigned.
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CLASS CONCEPTS

Accountant ITI: Under general direction, Accountant III’s perform the full range of duties described in the
series concept at the advanced journey level. Incumbents are responsible for the compilation and accurate
reporting of several funds of different types such as in the Controller’s Office or for a single large fund as in the
Department of Transportation or the Public Employees Retirement System. Assignments include the
development of financial statements and review of more complex funds and account groups as defined by size,
reporting requirements, source of revenue and expenditure limitations. Work is assigned through goals and
objectives developed by incumbent’s supervisor, or incumbent is reviewed as goals and objectives are achieved
and as unusual circumstances occur. Accountant III’s are expected to supervise Accountant II, Accountant I,
and Accountant Technician positions and may be the supervising accountant for all accounting activities in a
department or division.

Accountant II: Under direction, Accountant II’s perform the full range of duties described in the series
concept and normally supervise Accountant I or Accountant Technician positions. The class is distinguished
from the Accountant I and III levels by the size and complexity of the funds and budgets for which the position
is responsible and the consequence of an error in the work performed. This is the journey level class in the
Accountant series.

Accountant I: Under general supervision, Accountant I’s perform some or all of the professional level

accounting duties described in the series concept. This is the entry level in the series and progression to the
next higher level is not automatic.
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MINIMUM QUALIFICATIONS
SPECIAL REQUIREMENT:

* Appointment to any level in this series requires successful completion of a written examination.

INFORMATIONAL NOTE:

* The required 18 college credits in accounting must include 6 credits of beginning accounting, 6 credits
of intermediate accounting, and 6 credits of upper-division accounting courses.
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ACCOUNTANT 11 38 B 7.135

ACCOUNTANT II 36 B 7.136
ACCOUNTANTA 34 B 7.137
Page 3 of 4

MINIMUM QUALIFICATIONS (cont’d)
ACCOUNTANT III

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in
accounting and two years of experience performing professional accounting work; OR a bachelor’s degree
in business administration, finance or closely related field which included 18 credits in accounting; and
three years of experience performing professional accounting work; OR one year as an Accountant II in

Nevada State service and 18 college credits in accounting. (See Special Requirement and Informational
Note)

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

Working knowledge of: governmental accepted accounting principles; basis of accounting and

measurement focus for all fund types and account groups, including governmental fund types, proprietary

fund types, general long-term debt account group, and general fixed assets account group. Abilitly to:
0

interpret and apply GASB pronouncements; and all knowledge, skills, and abilities required at the lower
levels.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
General knowledge of: State governmental legislative processes and the State accounting system, policies,
and procedures. Ability to: prepare and analyze complex financial statements that include all fund types
and account groups, and notes to the financial statements.

ACCOUNTANT I

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in
accounting and one year of experience performing professional accounting work; OR a bachelor’s degree in
business administration, finance or related field which included 18 credits in accounting and two years of
experience performing professional accounting work; OR one year of experience as an Accountant I in

Nevada State service and 18 college credits in accounting. (See Special Requirement and Informational
Note)

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

Working knowledge of: generally accepted accounting principles (GAAP) including cost, managerial and
fund accounting principles and practices; automated and manual management reporting systems to create
output formats and obtain accurate and complete financial information. Ability to: analyze and interpret
financial reports and complex technical fiscal data; develop procedures and practices to increase work
effectiveness. Skill in: communicating orally to negotiate sensitive issues such as budgeting, contracts, and
other fiscal transactions; and all knowledge, skills, and abilities required at the lower level.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
Working knowledge of: supervisory techniques including organizing work flow, assigning and reviewing
work, training, evaluating performance, and disciplinary procedures; governmental financial reporting
standards; governmental accounting policies and procedures; federal regulations pertaining to grants;
relevant NRS; budgeting activities including preparation, justification, maintenance, analysis, and status
reporting.



ACCOUNTANT II 38 B 7.135
ACCOUNTANTII 36 B 7.136
ACCOUNTANTH 34 B 7.137
Page 4 of 4

MINIMUM QUALIFICATIONS (cont’d)
ACCOUNTANTI

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in
accounting; OR a bachelor’s degree in business administration, finance or a related field which included 18
units in accounting, and one year of experience preparing GAAP-based financial statements; periodic State,
federal or private grant fiscal reports and/or fiscal ad hoc reports used by intemal and external entities; OR
four years of experience in the accounting field, two years of which were at the Accountant Technician I1
level in Nevada State service performing the duties described above and 18 college credits in accounting.
(See Special Requirement and Informational Note)

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

General knowledge of: Generally Accepted Accounting Principles including cost, managerial and fund
accounting principles and practices; spreadsheet and word processing software; principles and practices of
bookkeeping. Ability to: perform complex reconciliations to determine accuracy of account balances; read,
understand, and interpret manuals, polices, procedures, statutes, and administrative codes and regulations;
write/draft bill draft requests, contracts, policies, and procedures for complex financial processes.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
General knowledge of: Governmental Accounting Policies and Procedures; federal regulations pertaining
to grants; relevant NRS; supervisory techniques including organizing work flow, assigning and reviewing
work, training, evaluating performance and disciplinary procedures. Ability to: develop procedures and
practices to increase work effectiveness. Skill in: communicating orally with agency representatives to
convey complex fiscal issues clearly; and communicating orally with outside auditors and others regarding
agency accounts.

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

7.135 7.136 7.137
ESTABLISHED:  7/1/93P 7/1/93P 7/1/93P
9/24/92PC 9/24/92PC  9/24/92PC
REVISED: 12/4/95UC
REVISED: 6/5/98UC 6/5/98UC 6/5/98UC
REVISED: 3/29/01UC 3/29/01UC  3/29/01UC
REVISED: 6/19/1SRNC  6/19/1SRNC 6/19/15SRNC
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Personnel Commission Agenda
June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

The Division of Human Resource Management has conducted a maintenance review of class specifications
in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
June 10, 2016.

Item VI-B-2-a
CURRENT PROPOSED
CODE TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
7.223 Tax Manager 41 A 7.223 Tax Manager 41 A
EXPLANATION OF CHANGE

In consultation with the Subject Matter Expert (SME) from Taxation, Human Resource Management
conducted a class specification maintenance review for Tax Manager class. It was determined that the
concepts, minimum qualifications and knowledge, skills and abilities are consistent with current expectations
and no changes were necessary. However, the statement “as described above” was added to the equivalent
combination of education and experience in order to maintain consistency with other class specification
formatting.

Under administrative direction, Tax Managers oversee the staff, activities and operations of a geographical
region or functional area within the Department of Taxation including establishing procedures, supervising
subordinate supervisors and recommending and implementing the budget. Incumbents plan, organize and
direct tax and audit programs for the department; plan, organize, coordinate and manage tax assessment,
collection and auditing activities and operations in accordance with applicable laws, regulations and legal
requirements; supervise and evaluate the performance of subordinate supervisors; review, respond to, and
mediate taxpayer disputes and determine appropriate course of action. They also direct the preparation of
testimony for presentation before a Hearings Officer and present the position of the department; represent the
department at taxpayer meetings and speaking engagements; review, authorize or deny revised audits or
audits involving large credits to ensure accuracy and compliance with established policies and regulations;
and develop and recommend the biennial budget.

Note: Changes, additions and/or deletions on the class specification are noted in red.
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STATE OF NEVADA
Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE  EEO-4 CODE

TAXMANAGER 41 A 7.223

Under administrative direction, Tax Managers oversee the staff, activities and operations of a geographical
region or functional area within the Department of Taxation including establishing procedures, supervising
subordinate supervisors and recommending and implementing the budget.

Plan, organize and direct tax and audit programs for the department including developing, recommending and
implementing methods for administering the program, prioritizing work and establishing work performance
standards to ensure efficient and effective operation.

Plan, organize, coordinate and manage tax assessment, collection and auditing activities and operations in
accordance with applicable laws, regulations and legal requirements.

Supervise and evaluate the performance of subordinate supervisors in directing the daily operations of each
work unit; select, train, and discipline personnel as required.

Review, respond to, and mediate taxpayer disputes and determine appropriate course of action.

Direct the preparation of testimony for presentation before a Hearings Officer and present the position of the
department at such hearings as required; prepare and present appeals of the Hearings Officer's decision before
the Tax Commission.

Represent the department at taxpayer meetings and speaking engagements in order to provide information
regarding the functions, purpose, goals, objectives, practices, and policies pertinent to the assignment.

Review, authorize or deny revised audits or audits involving large credits to ensure accuracy and compliance
with established policies and regulations.

Develop and recommend the biennial budget; monitor expenses to ensure compliance with approved budget
limitations.

Perform related duties as assigned.

3k 3k 3k 3k ok 3k 2k b 3k ok ok 3k 3k 3k 3k ok ok 3k ok 3k 3k 3k 3k 3k ok 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k Ak Ak 3k 3k Ak ok ok ok 3k 3k 3k 3k Ak Ak Ak ok ok 3k 3k Ak Ak ok ok ok 3k 3k 3k Ak Ak ok ok 3k 3k Ak Ak ok ok ok Ak Ak Ak ok ok 3k Ak ok Ak ok ok Ak o ok ok ok ok

MINIMUM QUALIFICATIONS

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in accounting,
business administration, finance or related field and five years of professional level experience in accounting,
auditing and/or tax administration programs involving interpretation and application of statutory provisions,
including three years of supervisory experience; OR an equivalent combination of education and experience as
described above.

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

Detailed knowledge of: accounting and audit principles and practices; tax collection procedures. Working
knowledge of: supervisory techniques including selection, training, work assignment and review, performance
evaluation, and discipline; methods used in the examination of financial records and taxpayer reports; staffing
levels and performance requirements; budget preparation and monitoring; conflict resolution and mediation

87



TAXMANAGER 41 A 7.223
Page 2 of 2

MINIMUM QUALIFICATIONS (cont’d)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (cont’d)

techniques. Ability to: plan, organize, coordinate and manage assigned operations and activities; analyze
information, problems, situations, practices or procedures to define issues or objectives; identify relevant
concemns or factors and identify patterns tendencies and relationships; formulate logical and objective
conclusions; recognize altemmatives and their implications; organize materials, information and resources in a
systematic way to optimize efficiency; communicate effectively both orally and in writing.

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

Detailed knowledge of: federal and State rules, regulations, guidelines and statutes governing tax collection
and auditing. Working knowledge of: the State budgetary process; applicable sections of the State
Administrative Manual, Nevada Administrative Code, and principles and practices of personnel administration.

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

7.223
ESTABLISHED: 06/07/65
REVISED: 07/17/67
REVISED: 08/23/71
REVISED: 11/16/72
REVISED: 07/01/93P
REVISED: 09/24/92PC
REVISED: 08/18/97UC
REVISED: 12/17/04PC
REVISED: 6/10/16PC
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Personnel Commission Agenda
June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

The Division of Human Resource Management has conducted a maintenance review of class specifications
in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
June 10, 2016.

Item VI-B-2-b
CURRENT PROPOSED
CODE | TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
7.263 Contributions Examiner III 33 E 7.263 Contributions Examiner II1 33 E
7.265 Contributions Examniner IT 30 E 7.265 Contributions Examiner I1 30 E
7266 | Contributions Examiner I 28 E 7.266 Contributions Examiner I 28 E
EXPLANATION OF CHANGE

The Nevada Department of Administration, Division of Human Resource Management conducted a class
specification maintenance review for Contributions Examiner. In conjunction with the Department of
Employment, Training and Rehabilitation that utilize this classification, it was determined that minor
revisions be made to the class concepts and minimum qualifications to maintain consistency with formatting
structure and language usage. It is recommended that the class specification be revised with minor,
non-substantial changes. Regarding the Minimum Qualifications, revisions were made by replacing “federal
regulations and State statutes” with “rules, regulations and laws” within class level II to maintain consistency
in the language used in all three class levels.

Contributions Examiners are responsible for the accurate registration of liable employers for unemployment
insurance, reporting and collection of federally and State mandated unemployment taxes and State mandated
employment taxes, and determination of liability of employers’ tax liability dates, tax rates, and eligible
years of experience rates. Incumbents review and analyze delinquent employer accounts and accounts in
collection to determine if legal action is warranted; calculate monies owed and investigate the location of
employer assets and initiate gamishment papers to verify existence of assets; place a hold on disposition and
establish writs of execution and instructions to the Sheriff’s Office to effect seizure of assets if necessary.
They also maintain accounts, review statistical reports, identify and investigate errors, and make necessary
adjustments to ensure accuracy; review status of accounts and initiate actions to bring delinquent accounts
current by contacting employers to promote compliance with requirements and/or arrange for payment of
outstanding liabilities including installment payment plans. Additionally, incumbents communicate with
employers, claimants, attorneys, accountants and other interested parties regarding issues of unemployment
taxes which may require explanation and interpretation; verify the accuracy of billing statements for
reimbursable accounts prior to mailing and make appropriate adjustments as necessary; and analyze
information received on disputed benefit claims including claimant statements and field reports to determine
employers' liability and if information is sufficient to resolve claims.

7.623 — Contributions Examiner III, Grade 33: Under general supervision, incumbents direct the
activities of a work unit within the Contributions Section of the Division of Employment Security within
the Department of Employment, Training and Rehabilitations. Incumbents are responsible for
implementing policies and procedures to accurately collect and report federally and State mandated
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unemployment taxes. They supervise lower level Contributions Examiners including selection, training,
work assignment and review, performance evaluation and discipline. They also coordinate scheduling of
the production of statements; review status of accounts; approve actions to bring delinquent accounts
current and refund or waive monies due; maintain accounts by compiling and reviewing reports; and
identify and investigate errors and coordinate necessary adjustments. This is the supervisory level in the
series.

7.625 — Contributions Examiner 1I, Grade 30: Under general supervision, Contributions Examiner II
perform the full range of duties described in the series concept. This is the journey level in the series.

7.626 — Contributions Examiner I, Grade 28: Under close supervision, Contributions Examiner I receive
training in performing the duties described in the series concept. This is the entry level in the series and
progression to the next level may occur upon meeting minimum qualifications and with approval of the
appointing authority.

Agencies utilizing these classifications support the changes.

Note: Changes, additions and/or deletions on the class specification are noted in red.



STATE OF NEVADA

Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE
CONTRIBUTIONS EXAMINER II 33 E 7.263
CONTRIBUTIONS EXAMINER II 30 E 7.265
CONTRIBUTIONS EXAMINER I 28 E 7.266
SERIES CONCEPT

Contributions Examiners are responsible for the accurate registration of liable employers for unemployment
insurance, reporting and collection of federally and State mandated unemployment taxes and State mandated
employment taxes, and determination of liability of employers’ tax liability dates, tax rates[;] and eligible years
of experience rates.

Review and analyze delinquent employer accounts and accounts in collection to determine if legal action is
warranted; calculate monies owed; verify the accuracy of all information and prepare necessary documents to
be filed with the District and/or County Court in order to initiate or terminate legal action.

Investigate the location of employer assets and initiate garnishment papers to verify existence of assets; place a
hold on disposition and establish writs of execution and instructions to the Sheriff’s Office to effiect seizure of
assets if necessary.

Maintain accounts, review statistical reports, identify and investigate errors, and make necessary adjustments to
ensure accuracy.

Review status of accounts and initiate actions to bring delinquent accounts current by contacting employers to
promote compliance with requirements and/or arrange for payment of outstanding liabilities including
installment payment plans; monitor and follow up on agreements to ensure employer compliance.

Communicate with employers, claimants, attorneys, accountants and other interested parties regarding issues of
unemployment taxes which may require explanation and interpretation; advise employers of their rights and
responsibilities under the unemployment compensation program.

Verify the accuracy of billing statements for reimbursable accounts prior to mailing and make appropriate
adjustments as necessary; calculate annual charges for reimbursable non-profit, government, political
subdivision and voluntary election accounts; and prepare and submit the information to the research section.

Analyze information received on disputed benefit claims including claimant statements and field reports to
determine employers' liability and if information is sufficient to resolve claims; authorize or deny usage of wage
credits for claimants or refer cases to supervisor for further investigation.

Perform related duties as assigned.

3k 2k 3k 3k 3k 3k 3k 2k 3k ok ok 3k 3k 3k 3k 3k ok 3k 3k 3k 3k %k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 2k 3k 3k ok 3k 3k 3k 3k %k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 5k 3k 3k 3k 3k 3k 3k ok 3k 3k 2k 3k 3k 5k 3k 3k 2k 3k 3k ok 3k 3k ok 3k 3k ok 3k 3k 3k 3K o ok ok Ak %k

CLASS CONCEPTS

Contributions Examiner ITI: Under general supervision, incumbents direct the activities of a work unit within
the Contributions Section of the Division of Employment Security. Incumbents are responsible for
implementing policies and procedures to accurately collect and report federally and State mandated
unemployment taxes. They supervise lower level Contributions Examiners including selection, training,
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CONTRIBUTIONS EXAMINER I 33 E 7.263
CONTRIBUTIONS EXAMINER I 30 E 7.265
CONTRIBUTIONS EXAMINER I 28 E 7.266

Page 2 of 3

CLASS CONCEPTS (cont’d)

Contributions Examiner III (cont’d)

work assignment and review, performance evaluation and discipline. They also coordinate scheduling of the
production of statements; review status of accounts; approve actions to bring delinquent accounts current and
refund or waive monies due; maintain accounts by compiling and reviewing reports; and identify and
investigate errors and coordinate necessary adjustments. This is the supervisory level in the series.

Contributions Examiner II: Under general supervision, incumbents perform the full range of duties described
in the series concept. This is the journey level in the series.

Contributions Examiner I: Under close supervision, incumbents receive training in performing the duties
described in the series concept. This is the entry level in the series and progression to the next level may occur
upon meeting minimum qualifications and with approval of the appointing authority.
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MINIMUM QUALIFICATIONS
CONTRIBUTIONS EXAMINER III

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and four years
of collections experience involving the interpretation and application of rules, regulations(;] and laws, two
years of which included collection of taxes; OR one year of experience as a Contributions Examiner II in
Nevada State service; OR an equivalent combination of education and experience as described above.

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

Working knowledge of: various types of business enterprises such as sole proprietorships, corporations,
partnerships, and non-profit groups; federal regulations and State statutes regarding unemployment taxation;
automated systems used to input and retrieve information and coordinate the production of reports and
statements; federal bankruptcy guidelines; 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: supervisory techniques including selection, training, motivation, establishing
work performance standards, performance evaluation and discipline; applicable sections of the State
Administrative Manual, Nevada Administrative Code and Rules for State Personnel Administration.

CONTRIBUTIONS EXAMINER I1

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and three years
of bookkeeping or collections experience .involving the interpretation and application of [federal
regulations-and-State-statutes)| rules, regulations and laws; OR one year of experience as a Contributions
Examiner I in Nevada State service; OR an equivalent combination of education and experience as
described above.

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

Working knowledge of: investigative techniques to identify employer assets; practices and terminology
of accounting and bookkeeping; interviewing techniques; analyzing and interpreting reports, records and
information; mathematical computations necessary to effectively calculate taxes, assessments and
penalties; automated systems sufficient to enter and retrieve information; and all knowledge, skills and
abilities required at the lower level.
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Personnel Commission Agenda
June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

The Division of Human Resource Management has conducted a maintenance review of class specifications
in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
June 10, 2016.

Item VI-B-3-a
e
CURRENT PROPOSED
CODE TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
7507 quutaili lI:icx;u:bloyment Opportunity 37 B 2,507 qu;f_ cE;rnploymem Opportunity 37 B

EXPLANATION OF CHANGE

In conjunction with the Biennial Class Specification Maintenance project, as well as Subject Matter Experts
from various agencies, Human Resource Management recommends minor revisions be made to update the
duty statements. Additionally, the knowledge, skills and abilities were revised to expand and clarify the
relevant acceptable knowledge, skill and/or ability required to be able to perform the duties outlined. The
minimum qualifications were revised to reflect standard verbiage used and to expand the type of relevant and
acceptable experience.

Under general direction, Equal Employment Opportunity Officer assists in the design, development,
implementation and evaluation of Equal Employment Opportunity (EEO) and Affirmative Action (AA)
programs in a large State department such as Nevada Department of Transportation (NDOT) or Nevada
Department of Corrections (NDOC), or in the State’s centralized human resources department. Incumbents
collect and evaluate EEO statistics and reports relevant to the overall status of employment, EEO and AA
programs; act as a consultant to employees and management regarding EEO AA, and/or ADA issues;
develop and implement statewide EEO/A A programs to include plans of action. They also prepare responses
to EEO charges related to violations of Title VII to the federal government and other regulatory agencies;
consult with or assist agencies in preparing reports regarding the success of recruitment and hiring methods;
provide reports to the State’s centralized human resources department; the EEO Officer may investigate
complaints and makes recommendations for resolution; and maintain current knowledge of changes and new
developments affecting employers. They also consult with agencies regarding outreach activities,
employment goals, and under-utilization of protected groups; may participate in outreach recruitment (i.e.
attend job fairs and community meetings to market the State as an employer of choice.

Agencies utilizing these classifications support the changes.

Note: Changes, additions and/or deletions on the class specification are noted in red.
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STATE OF NEVADA
Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE
EQUAL EMPLOYMENT OPPORTUNITY OFFICER 37 B 7.507

Under general direction, Equal Employment Opportunity Officer assists in the design, development,
implementation and evaluation of [statewide] Equal Employment Opportunity (EEO) and Affirnative Action
(AA) programs in a large State department such as Nevada Department of Transportation (NDOT) or
Nevada Department of Corrections (NDOC), or in the State’s centralized human resources department.

[Respensibilities-inelude-the]Collect[ien] and evaluate [ien-ef] EEO statistics and reports relevant to the
overall status of employment, EEO and AA programs; [AA-plans-and-lconduct analysis and [preduetion-of
analytieal] prepare reports along with recommendations to the Administrator, EEO [Bireeter|Administrator,
personnel manager and/or agency [Direetor] management.

Act as a consultant to employees and management regarding EEO, AA, and/or ADA issues; develop and
present training programs in the areas of equal opportunity /aws and affirmative action, cultural awareness,
sexual harassment and discrimination prevention and reporting, and mediation services.

Develop and implement statewide EEO/AA programs [;; fo include [iag] plans of action; and prepare[s]
progress reports; aid departments in their overall development of A4 goals and objectives, ard| monitor
progress of programs, [and] prepare mandated reports [for-the-EEO-Direetor-and-departaent-direetors| and
special reports as requested by department directors or the State EEO [Direetor|4ddministrator, and provide
recommendations and assist agencies in eliminating barriers to equal employment opportunities.

Prepare responses to EEO charges related to violations of Title VII to the federal government and other
regulatory agencies; consult with or assist agencies in preparing reports regarding the success of recruitment
and hiring methods; provide reports to the State’s centralized human resources department.

[The-EEO Officer propare -speeial reperts te federal ageneies sueh as the Hederal Highwey Administution.
Provide repertsto the Rersonnel Department; and moeniter speeiat-BEQ eounseling pregrams: |

The EEO Officer may investigate complaints and makes recommendations for resolution; develop and maintain
positive working relationships with regulatory agencies such as the Department of Labor (DOL), the Equal
Employment Opportunity Commission, Nevada Equal Rights Commission, and [lieisen] with various
community groups; [ead-establish-liaisens-with-various-enforeement-ageneies| maintain current knowledge of
changes and new developments affecting employers; may supervise staff.

[Eenduet-outreach reeruitrrent by developing & system-that- pmdes—ﬂae—e&p&b&h&es—te—reaehuaad-mj\eb
candidates from female handicapped-and-ethnie groups:| Consult with agencies regarding outreach activities,
employment goals, and under-utilization of protected groups; may participate in outreach recruitment (i.e.
attend job fairs and community meetings to market the State as an employer of choice).

Perform related duties as [fequired] assigned.
3 o 2t ok o 3k 3 o o ok o e ke 2k ok ok ale 3k ok ale ok 2k 2k ok ok ok ok ofe ok ofe e 2 ok ok ok ok sk s sk she sk 2k sk ok o ok ok afe afe abe ol ake ofe afe ok ok sk g ok 3k ok S o s e e o ke ok 3k 2k sk 3k ok o 3k e 3k ok e ke 3k ok ok ok o ke ke ok sk
MINIMUM QUALIFICATIONS

EDUCATION AND EXPERIENCE: Bachelor’s degree from [Graduation-frem] an accredited [four-yeas]
college or university in business or public administration, [persennel edministration; business;| human
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EQUAL EMPLOYMENT OPPORTUNITY OFFICER 37 B 7.507
Page 2 of 2

MINIMUM QUALIFICATIONS (cont’d)

resource management, psychology or related area and three years of progressively responsible professional
experience in AA [plaaning;| and EEO compliance [megitering| planning and reporting; OR an equivalent
combination of education and experience.

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

Working knowledge of: EEO laws and regulations [krewledge]; AA policies, programs and
planning; employment selection criteria and qualifications to [evaluate] identify and eliminate artificial barriers
to employment. General knowledge of: human resource laws and regulations including Title VII, ADA, and
FMLA. Skill in: effective communication [skills]. Ability to: analyze [iAg] statistical data and prepare [iag]
and present [iag] reports on employment of protected group members; 1dent1fy [irg] problems and offer [ing]
practical solutions; conduct [ing-ADA;] EEO, sexual harassment prevention and AA training programs;
develop [irg] comprehenswe AA programs for [all] State agencies; maintain effective working relationships
with State, federal and other governmental agencies and the general public.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): Weorking
knowledge of: State [persennel rules and} human resource regulations that impact EEO/AA; principles
and practices of public {persennely human resource management including recruitment,
examination, selection, and classification; State policies and procedures related to EEO/AA and [persernel]
human resources; State departments, divisions and sections and their respective objectives; mediation
techniques. Ability to: analyze statistical data and prepare and present reports on employment of protected
group members; conduct in-depth investigations of alleged discrimination; conduct mediation.

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

7.507
ESTABLISHED: 11/13/87
REVISED: 07/01/93P

9/24/92PC

REVISED: &/10/16PC
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Personnel Commission Agenda
June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

The Division of Human Resource Management has conducted a maintenance review of class specifications
in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
June 10, 2016.

Item VI-B4-a:
CURRENT PROPOSED
CODE | TITLE GRADE | EEO4 | CODE | TITLE GRADE | EE04
7.707 | Chief Economist 42 B ABOLISHED
Item VI-B-4-b:
CURRENT PROPOSED
CODE | TITLE GRADE | EEO4 | CODE | TITLE GRADE | EE0-4
New 7.718 | Executive Branch Economist 41 B
Item VI-B4-c:
CURRENT PROPOSED
CODE TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
New 7.707 | Chief Economist 42 B
7.718 | Economist IV 41 B ABOLISHED
7.719 | Economist III 38 B 7.719 | Economist IIT 38
7.723 | Economist II 36 B 7.723 | Economist II 36
7.740 | Economist I 33 B 7.740 | Economist I 33
EXPLANATION OF CHANGE

The Nevada Department of Administration, Division of Human Resource Management conducted a class
specification maintenance review for the Economist series.

In consultation with Subject Matter Experts from the Department of Employment, Training &
Rehabilitation, Department of Business & Industry, Department of Health & Human Services and the
Governor’s Finance Office, it is recommended that the Chief Economist be combined into the Economist
series and that the Economist IV be removed from this series and placed into its own series with a title
change to Executive Branch Economist.

As a result of this recommendation, the duty statements from the Chief Economist series were moved to
the class concept, with minor revisions to the duty statements of the combined class specifications to
account for this change. Also, minor changes were made to the minimum qualifications to account for
these changes and to maintain consistency with formatting structure.



The previous class concept for Economist IV was combined with the previous duty statements to create
the new series concept for the Executive Branch Economist. Also, minor revisions were made to the
minimum qualifications to account for these changes.

Economist Series

7.707 — Chief Economist, Grade 42: Under administrative direction, the Chief Economist is
responsible for planning, organizing and directing the work of a research section within a department,
as well as, performing research activities involving the application of recognized economic and
research principles.

7919 — Economist III, Grade 38: Under general direction, Economist III’s perform the full range of
duties as described in the series concept involving the application of recognized economic research
principles and a high level of complexity. Incumbents are expected to have full supervisory authority
over Economist II’s and Economist I’s and/or perform comprehensive, broad based research and
analysis involving the application of more advanced economic principles and statistical/econometric
techniques to difficult problems. This is the advanced journey level in the series.

7.723 — Economist II, Grade 36: Under general direction, Economist II’s perform the duties as
described in the series concept involving the application of recognized economic and research
principles and a high level of complexity. This is the journey level in the series.

7.740 — Economist I, Grade 33: Under general supervision, Economist I’s perform the duties as
described in the series concept in an entry level capacity. Work is assigned through direction and
review for technical accuracy. This is the entry level in the series, and provides for progression to the
next level upon meeting the minimum qualifications, satisfactory performance and with the approval
of the appointing authority.

Executive Branch Economist

7918 — Executive Branch Economist, Grade 41: Within the Governor’s Finance Office, under
administrative direction, the Executive Branch Economist plans, organizes, develops and manages
research related to complex, long and short range forecasting of diverse tax revenue and social
welfare caseload projections; acts as the primary spokesperson for the Executive Branch of State
government, and the Governor’s Finance Office.

Throughout the course of the study, management and agency staff participated by offering
recommendations and reviewing changes as the process progressed, and they support this
recommendation.

Note: Changes, additions and/or deletions on the class specification are noted in red.
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STATE OF NEVADA

Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
HA-E GRADE EEG-4 EODE]
[CHIEF ECONOMIST 42 4 7.707|

[Hader administrative direction, the Chief Economist is respensible for planning, organizing and-directng-the
work—of—a—researeh—seetion—within—g- -departraent—as- wel--as-performing -researeh—aetivities- invelving-the
apphieation of reeognized eeonomie and researeh prineiples:

Supervise-enrd- exahinte the performanee of Eeonemist-HEs-in condueting vevious -economie-and-statistieat
researeh -studies to inelude seleetion (raining work assigament ord-resiew -eswblishing werk performence
stapdards end diseipline.

Anelyze prejeet requirements and-assoeiated-eosts approve methedelogies-and timeframes- monitor progress of

prejeets;—and —make—appropriate — pdjustiments—as -freeessary -to—ensure —completion - aceording—to —projeet
speeifientions, esteblished-trmefrumes and eost perameters

Seeure funding for seetion prejeets b selietting of responding to advertised bids and negetiating eontraets with

State-and-federal-ageneies;-consult-with-ether department supervisers-in-developing-propesals-ineluding-budget
ane projeet design.

Develop -recomrmend and-monitorthe-seetion budget: aHoeate-expenses and-resources as-appropriate and melke
adjustrents-as-Reeessary:

Direet-andior-eonduet researeh, analysis and studies of eeonomtie. oeial- fiseal and other faetors-in relation to
the tepie of study:

Rartieipate-in-the development of strategies and State and-national peliey pesitions by sepving on-ecmrmitiees
and-advisory-beoards and preoviding expertise-in-the-areas-of eeonemies: statistieal -analysis-and researeh- and
lebor market tnformation

Provide information-te-legislative bedies, industey— media. eivie groups- and the general publie regarding
economie- data—laber force statisties— employment demeographie . research efforts and pending legislations
testify at-hearings-issue statesments; melie speeches-and respend te individual requests: for-information.

Ensure business -leader: - erganization: and others are—~ro: ded—writh -eurrent-and -prejected eeconemie
information:

Perform related-duties as assigred:

ook ook o 2 o o sk e o e o o o o ek o b Ae o o s o o o o o o e o o e e o e o o o ke ofe e o o o e o e o oo o sk o o o fe o e e o o e e oe e e 2 ok o e ok o e ek e ok ok

———MINIMEM-QUALIKICATIONS

EDUCATION-AND- EXRPERIENCE:~ Baehelor's- degree- fron+ an aceredited eolege or university in economies,
labot _eeconomies. - econometries - statisties -or—related Held- end five years of experionee- in eendue&;:g
statistieal/economie_data_coHeetion_and_analysis_invelwing the applieafien of statistieak meéaemeaea-l

economie-prineiples-and-researeh desigh” and proeedures; two years of whiek must have ineluded supervising
fower-level-eeconomists—and one-year of whieh must have ineluded maldng formel presenteaene t9 ¥arieus

: “OR-"tweoyears” of experienee as an Economist HI i Nevadd State serviee; OR afi equivalent
m«i&eﬁ of edueation and experienee’
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MINIMEM QEALIFICATIONS (cont’d)
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STATE OF NEVADA
Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION

TITLE GRADE EEO-4 CODE

EXECUTIVE BRANCH ECONOMIST 41 B 7.718

Within the Governor’s Finance Office, under administrative direction, the Executive Branch Economist plans,
organizes, develops and manages research related to complex, long and short range forecasting of diverse tax
revenue and social welfare caseload projections; acts as the primary spokesperson for the Executive Branch of
State government and the Governor’s Finance Office.

Conduct research and analysis of economic, social, industrial and/or employment factors in order to identify
trends and/or possible implications on the State; present research findings and recommendations to the
Governor, the Governor’s senior staff, the budget director and/or the chief financial officers at the agency level
Sfor the purpose of budget and policy development.

Collect, analyze and interpret data such as labor market trends, population projections, and industrial activity in
order to produce economic or caseload forecasts to be used by other State agencies in forecasting budgetary and
service delivery levels.

Provide technical assistance to State and local officials by providing and interpreting data and analysis and
assisting in strategic planning based upon analysis.

Present and defend the State revenue forecasts to the State Economic Forum; make presentations to community
groups regarding national and State economic trends and resulting implications.

Prepare in-depth research papers and reports of statistical and economic data containing graphs, tables, written
analysis and recommendations for internal use, submission to the State and federal government, professional
publication and/or for publication and distribution to local governments and the general public.

Prepare and conduct various required and specially assigned statistical surveys including designing or updating
collection form, evaluating and analyzing data, and developing narrative summaries of analysis.

Update information stored in data base and assist in developing a complex information system in order to
enhance the efficiency and effectiveness of work performed; extract and manipulate data stored in a data base to
perform economic and statistical analysis.

May supervise professional, technical or administrative staff as assigned to include performance evaluations,
work performance standards, scheduling, work assignment and review, training and discipline.

Perform related duties as assigned,

LR SRR R RS R EE SRR E R R R R R R R R R LR RS R T

MINIMUM QUALIFICATIONS

EDUCATION AND EXPERIENCE: Master’s degree from an accredited college or university in economics,
labor economics, econometrics, statistics or related field and three years of professional experience which
included economic research, model building, forecasting, fiscal and trend analysis and interpretation and the
development of presentations, reports and recommendations. This experience must have involved the application
of advanced statistical mathematical and economic principles and research modeling; OR two years of
experience as an Economist 111 in Nevada State service performing duties as described above; OR an equivalent
combination of education and experience as described above.
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EXECUTIVE BRANCH ECONOMIST 41 B 7718
Pagec of 2

MINIMUM QUALIFICATIONS (cont’d)

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

Working knowledge of: selection and application of research models appropriate to project; fiscal analysis and
Jforecasting techniques; new and alternative economic and statistical research and forecasting approaches; data
processing and computer system capabilities in the areas of economic and fiscal forecasting and trend analysis;
computerized presentation techniques; economic trends and their implications on the development of research
models for forecasting; national, State, regional and local economictrends and climate. General knowledge of:
State econometric and demographic measures and estimation procedures; project management techniques
including cost estimating and resource scheduling; data processing and computer system capabilities. Ability to:

analyze and interpret complex interrelated financial, economic, social and demographic information; prioritize
projects and organize work activities accordingly; analyze long range program performance, revenue and
expenditures and develop recommendations and alternatives. Skill in: designing and creating databases and
developing informational programs, systems and forecasting models; writing comprehensive reports and
recommendations using correct English grammar, spelling, vocabulary and punctuation; making effective verbal
presentations to individuals and groups; operating a personal computer to effectively input and retrieve
information; and motivating others to effective action.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
Detailed knowledge of: tax revenue, gaming fee tax, caseload trend, fiscal analysis and forecasting techniques;
the State’s computerized financial system to monitor budget trends. Working knowledge of: economic trends
and their implications in the development of research models for forecasting State tax revenue and social welfare
caseload; legislative and executive budget processes within State government; national, State, regional and local
economic trends and climate. General knowledge of: organization and functions of State agencies. Ability to:
provide expert technical advisement regarding revenue and caseload economic forecasts to the governor, budget
director and other high level officials; defend research findings and provide information and justifications to the
highest level groups and individuals in State government. Skill in: presenting in both verbal and written form
highly technical research information to a variety of individuals and groups for the purpose of clarification
and/or persuasion; organizing, planning and implementing multiple projects and areas of responsibility where
little precedent exists in solving complex problems.

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

7.718

ESTABLISHED:  6/10/16PC
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STATE OF NEVADA
Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE
CHIEF ECONOMIST 42 B 7.707
[ECOMONIST IV 41 B s
ECONOMIST IIT 38 B 7719
ECONOMISTHI 36 B 7723
ECONOMIST I 33 B 7.740
SERIES CONCEPT

Economists prepare and conduct research, analysis and studies of economic, social, fiscal and other factors in
relation to topic of study.

Conduct research and analysis of economic, social, industrial and/or employment factors in order to identify trends
and/or possible implications on the State.

Collect, analyze and interpret data such as labor market trends, population projections, and industrial activity in
order to produce economic or caseload forecasts [ard/er| to be used by [ether] State agencies in forecasting
budgetary and service delivery levels.

Provide technical assistance to State and local officials by providing and interpreting data and analysis and assisting
in strategic planning based upon analysis.

Make presentations to community groups regarding national and State economic trends and resulting implications.
Produce reports containing graphs, tables, and written analysis of statistical and economic data for internal use,

submission to the State and federal government, or publication and distribution to local governments and the general
public.

Prepare and conduct various required and specially assigned statistical surveys including designing or updating
collection form, evaluating and analyzing data, and developing narrative summaries of analysis.

Update information stored in data base and assist in developing a complex information system in order to enhance

the efficiency and effectiveness of work performed; extract and manipulate data stored in a data base to perform
economic and statistical analysis.

May supervise professional, technical, or administrative staff as assigned to include performance evaluations,
work performance standards, scheduling, work assignment and review, training and discipline.

Perform related duties as assigned.
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CHIEF ECONOMIST 42 B 7.707
[EECOMONIST ¥ 4 B 18]
ECONOMIST OT' 38 B 7.719
ECONOMIST II 36 B 7.723
ECONOMIST I 3 B 7.740
Page 2 of 6

CLASS CONCEPTS

Chief Economist: Under administrative direction, the Chief Economist is responsible for planning, organizing
and directing the work of a research section within a department as well as performing research activities
involving the application of recognized economic and research principles; analyze project requirements and
associated costs, approve methodologies and timeframes, monitor progress of projects, and make appropriate
adjustments as necessary to ensure completion according to project specifications, established timeframes and
cost parameters; secure funding for section projects by soliciting or responding to advertised bids and negotiating
contracts with State and federal agencies; consult with other department supervisors in developing proposals
including budget and project design; develop, recommend and monitor the section budget; allocate expenses and
resources as appropriate and make adjustments as necessary; direct and/or conduct research, analysis and
studies of economic, social, fiscal and other factors in relation to the topic of study; participate in the
development of strategies and State and national policy positions by serving on committees and advisory boards
and providing expertise in the areas of economics, statistical analysis and research, and labor market
information; provide information to legislative bodies, industry, media, civic groups, and the general public
regarding economic data, labor force statistics, employment demographics, research efforts, and pending
legislation; testify at hearings, issue statements, make speeches and respond to individual requests for
information; ensure business leaders, organizations and others are provided with current and projected
economic information; and supervise a staff of Economist III’s to include performance evaluations, work
performance standards, scheduling, work assignment and review, training and discipline.

|Eeonemist 1¥: Under administrative direction of the Deputy Budget Administrator; the Beonemist B/

e full renge of duties deseribed-in the series-eonsept invelwing plonning: orzanizing, developing endwrenaging the
State Budget Offiee researchrelated to eomplex, long and shortrange forecasting of diverse tax revenue and social
weelfure caseload predjections: Fhe Beoromist 1M presents reseaseh Sndings and ressmmendeiions tothe governor,
the geverner s seniorstaff; the budget directer and/er ehief finaneial officers at the agene levelforthe purpose of
budget and- peheydevelepmem»-As the primary spokespersen forthe Exeeutive Branch of State government end the
Budget Division, the Beonemist I\ presents and defends the State revenue forseasts to the State beonomie Forum
and-prepares- m—dep&h-feseereh»papefs— eeports. speeches and recommendations for distribution througheut State
gevernment-and-in-professional publications. |

Economist ITI: Under general direction, Economist III’s perform the full range of duties as described in the series
concept involving the application of recognized economic and research principles and a high level of complexity.

Work is assigned through goals and objectives and reviewed through goal attainment and as unusual circumstances

occur. Incumbents are expected to have full supervisory authority over Economist II’s and Economist I’s and/or
perform comprehensive, broad based research and analysis involving the application of more advanced economic

principles and statistical/econometric techniques to difficult problems. This is the advanced journey level in the
series.

Economist II: Under general direction, Economist II’s perform the duties as described in the series concept
involving the application of recognized economic and research principles and a high level of complexity. Work is
assigned through goals and objectives and reviewed for technical accuracy. This is the journey level in the series.

Economist I: Under general supervision, Economist I’s perform the duties as described in the series concept in an

entry level capacity. Work involves the application of recognized economic and research principles and amoderate
level of complexity. Work is assigned through direction and reviewed for technical accuracy. This is the entry level
in the series, and provides for progression to the next level upon meeting minimum qualifications, satisfactory
performance and with the approval of the appointing authority.
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CHIEF ECONOMIST 42 B 7.707
[EECOMONIST IV B B FH18]
ECONOMIST IIT' 38 B 7.719
ECONOMIST I 36 B 7.723
ECONOMIST I 33 B 7.740
Page 3 of 6
MINIMUM QUALIFICATIONS

CHIEF ECONOMIST

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in
economtcs, labor economics, econometrics, statistics or related field and five years of professional experience
in conducting statistical/leconomic data collection, analysis and research involving the application of
statistical, mathematical and economic principles and research modeling, two years of which must have
included supervising lower level economists; OR two years of experience as an Economist 111 in Nevada State
service; OR an equivalent combination of education and experience as described above.

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

Detailed knowledge of: research techniques and methods of analysis; current economic trends and the
implications of the particular area of research; economic and statistical theories, principles, practices and
techniques. Working knowledge of: data processing and computer system capabilities; project management
techniques including cost estimation and resource allocation; statistical and quantitative techniques
including correlation methods, regression analysis, time series analysis, analysis of frequency series,
sampling methods and compilation of index numbers. General knowledge of: supervisory principles and
practices. Ability to: make formal presentations to various groups; provide effective training to staff and
customers. Skill in: advanced mathematical computation; composing narrative summaries of research
findings and analysis; designing and creating database and informational programs and systems; motivating
others to effective action; operating a personal computer for database management, statistical analysis, word

processing and web-based software products; 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: federal and State laws regarding employment service programs and unemployment
compensation; governmental accounting and budgetary procedures to effectively develop budgets, interpret
financial analyses, develop contracts and make adjustments to budgets to ensure limits are not exceeded,

[ECONOMIST-IV

EBUEATION-AND EXPERIENCE: -{A-master’s degree-from an-aceredited-eollege or university in-econofties,
laber economies, econometries or related fie Id- and -three-years of experience which included eeonemie
researeh, model building, fereeasting, fiseal and trend- analysis and interpretation and the development
of presentations, reports and reeemsendations. This experience mmust have invelved the appheation of
advenced stetistieal, mathematieal and economie prineiples. and researeh design and proeedures: OR an
equivelent eombinetion of education and experienee.

ENTRY EEVEL :NOWLEEDGE-SKILES -AND ABILFHES (required at tirne of appHeation):

Werling lknowledge of: selection and application of research rodels eppropriate to prejest fiseatanalysisand
forecasting techniques; new and alternative economic and statistieal research-and foreeasting approaches; data
proecessing and eomputersystern eapabilities in the areas of economie end fiseal forecasting and trend analysis;
computerized presentation teehriques. General kpowledge oft- projeet management teehniques ineluding east
estimating-andresoureeseheduling—Ability te:-analyze and interpret complex interrelated finaneial;economie;
seeial and demeographie informations prioritize projeets and organive work astivities aecordingly -anelyze Jong
range progran performanee—and -expenditures-and- develop-recommendations and alternetives - Skdll in:
designing and-ereating database and-tnformeational progrems,~ systems and fefeeesaﬂg—mede{s-—wmg
eomprehensive-reports—and-reeommendetions-using-eorrect-English—grammar,—speling;—veeabulary-end

punetuation; malking effective verbal presentations to-individuals end groupsiand f-personat-cormptiter
to-effectively input and retriewe information: and &l knowledee-skifls-and abilities veguired at the lower ovels.
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CHIEF ECONOMIST 42 B 7.707
[BECORMOMIET-1Y 4 B +H8)
ECONOMIST O 38 B 7.719
ECONOMIST II 36 B 7.723
ECONOMIST I 33 B 7.740
Page 4 of 6

MINIMUM QUALIFICATIONS (cont’d)

FULL PEREORMADMNCE-FENOWLEBGE, SIcHLS AND ABILITIES Gypiealy aequired on the4eb):
Detailed linowledge of: -iax revenu gaming fee % and easeload trend and fiseal analysis-and forecasting
teehniques:-the-State-s-computerized-finaneial-system-to-menitor-budget-trends—Woerking-knewledge-of:
econemie-trendsand-their implieations-inthe development ef research-models-for foreeasting State tax revenue
fand-seeial-welfare-caseloadt;-tegislative-and-exeeutive budget-proeesses within-State-government;-national,
State, regionaland loeal economie trends and elimate; povernment acoounting procedures to-etfestively develep
and manage-serviee contracts—General knowledse of:-orcanization- and-fuﬁe&ea&etlStete-ageneiesrAbfhw
to:—provide-expert-technieal-advisement regarding-revenue-and-easeload-eeonomie-foreeasts-te-the-geverner,
budget director and otherhigh lovel offeinls defend fesearehﬁndmgsrané provide infermation
to-the-highestlevel-groups and individuals in-State government—Skill in+ presenting in-both-verbal and-written
fermhighl yteehnieal researeh informetion to-a variety of individuals and groups for the purpese ef elerifieation
and/or persuasion:-organizing, planning and-implementing muliple prejeets and areas-of respensibility where
little precedent-exists-in-selving eormplex problems |

ECONOMIST III

EDUCATION AND EXPERIENCE: Bachelor’s degree | Graduatien] from an accredited college or university
in economics, labor economics, econometrics, statistics or a related field and three years of professional
experience in conducting statistical/economic data collection, [erd] analysis and research involving the
application of advanced statistical, mathematical and economic principles and research modeling; [and reseasch
design-and proeedures]. [One yearmust-beperformed at alevel-equivalentto-the Eeenemist;] OR one year of
experience as an Economist II in Nevada State service; OR an equivalent combination of “education and
experience as described above.

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

Working knowledge of: econometrics, research design, statistical analysis, and quantitative methods and
procedures; economic principles, concepts and theory. General knowledge of: supervisory principles and
practices; selection and application of research models appropriate to project; fiscal analysis and forecasting
techniques; new and alternative economic and statistical research and forecasting approaches; data
processing and computer system capabilities in the areas of forecasting and trend analysis.  Skill in:
planning and designing economic studies and projects; and all knowledge, skills and abilities required at the
lower levels. [Requires-additional knewledge-and skills euthined-in the lower levels within the elass.series. |

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

(These are identical to the Entry Level Knowledge, Skills and Abilities required for Chief Economist.)

[Eomplete and-in depth-lnewledge of:—eurrent eeonetnie-trends-and-their impheations on-the partieular area

eﬁ—feseereh—fespeﬂswﬁy—lénewledge of—supervisory-techniques-sueh-as-training—metivation—werk
and review-and diseipline: projeet management teehniques inetuding eost estirnating and resotree

assignment-
seheduling: data-proeessing-and eomputer sysiem eapeabilities: Skill-in: designing and ereating database and
informational programs and svstems motivating others to elfective action

ECONOMIST I

EDUCATION AND EXPERIENCE: Bachelor’s degree |Graduation] from an accredited college or university

in economics, labor economics, econometrics, statistics or a related field and two years [ef-previeus] of
professional experience in conducting statistical/economic data collection, [erd] analysis and research

involving the application of advanced statistical, mathematical and economic principles and research modeling;

[and researeh design-and proeedures] OR one year o f experience [fust-be-performed ata-level equivalent to the)

as an Economist I in Nevada State service; OR an equivalent combination of education and experience as

described above.
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CHIEF ECONOMIST 42 B 7.707
[ECOMOMNIST IV 4“4 B +H8]
ECONOMIST IIT' 38 B 7.719
ECONOMIST I 36 B 7.723
ECONOMIST I 33 B 7.740
Page 5 of 6

MINIMUM QUALIFICATIONS (cont’d)

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

General knowledge of: current economic trends and their implications on the particular area of research
responsibility. Skill in: performing standard statistical and quantitative techniques including simple
correlation methods, regression analysis, time series analysis, analysis of frequency series, sampling methods
and compilation of index numbers; and all knowledge, skills and abilities required at the lower levels.
[Eeonomists are expeeted at the tithe ofappeointinent to the elass te independently-perform the duties of the

Job by apphring at full performaenece lev:-el all knowledge and skills whieh were aequired endfer utilized
iR the Eeonemist { tevek|

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

(These are identical to the Entry Level Knowledge, Skills and Abilities required for Economist 1II.)
[Fherough-knowledge ofi—econometries; researeh desighs statistieal-analysis; and quantitative metheds-and
procedures; eeonomie -prineiples-eoneepts and theery.—Skill in+ planning, desizhing economie studies and

prejeets:]

ECONOMIST I

EDUCATION AND EXPERIENCE: Bachelor’s degree [Graduation] from an accredited college or university
in economics, labor economics, statistics or a related field; OR an equivalent combination of education and
experience in conducting statisticalleconomic data collection and analysis involving the application of
statistical, mathematical and economic principles.

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

General [K)knowledge of: economic and statistical theory, procedures, practices and techniques; research
techniques and methods of analysis. Skill in: advanced mathematical computation; written English to
sufficiently compose narrative summaries of research findings and analysis which are grammatically correct and
comprehensible; operating a personal computer [terminel] to effectively input and retrieve information.

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

(These are identical to the Entry Level Knowledge, Skills and Abilities required for Economist 11.)
[Knowledge ofi-eurrenit economie trends and their implieations en-the partieuter area of researchrespensibility:
Sleilt in: -performing standard statistien} and quentitative teehnigues tneluding simple eerrelation metheds,-

regresston-analysis, time series-analysis anelysis-of frequeney series, saraphing etheds end-eompiiation of
index-numbers:|

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.

[F=H8] 7707 7.719 1.723 1.740
ESTABLISHED: [6/21490R] 6/1/67 11/20/79R 6/01/67 6/01/67
[12H6/99PC] 4/25/80PC
REVISED: 4/13/70
REVISED: 11/16/72 11/16/72
REVISED: 11/17/76 11/17/76
REVISED: 11/20/79R 11/20/79R
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Personnel Commission Agenda
June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

The Division of Human Resource Management has conducted a maintenance review of class specifications
in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
June 10, 2016.

Item VI-C-1-a
CURRENT PROPOSED
CODE TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
10.222 Registered Dietitian ITI 35 B 10.222 | Registered Dietitian IT1 35 B
10.226 Registered Dietitian II 33 B 10.226 | Registered Dietitian IT 33 B
10.235 Registered Dietitian I 31 B 10.235 | Registered Dietitian I 31 B
EXPLANATION OF CHANGE

In conjunction with the biennial class specification maintenance review and Subject Matter Experts (SMEs) from the
divisions within the Department of Health and Human Services, as well as the Nevada State Veterans Home, that
utilize these classes, the Division of Human Resource Management recommends revisions to the Registered Dietitian
series. The series and class concepts were revised to update and accurately describe the duties performed by
incumbents and to reflect agency/program changes. The minimum qualifications of the levels have been modified to
expand and clarify the type of relevant and acceptable experience required. Furthermore, the knowledge, skills and
abilities of the classes were updated accordingly and to maintain consistency in current formatting. Additionally, an
Informnational Note was added to explain that incumbents appointed to the class must be licensed in the State of
Nevada and that a temporary license may be granted to someone who holds a corresponding license in another state.

Registered Dietitians provide nutritional care and medical nutrition therapy for individuals and groups in institutional,
clinic, research, community and residential settings and provide nutrition education to clients/patients and families in
accordance with accepted professional practices and standards. Incumbents develop, implement and monitor
individual and group dietary plans; identify nutrition education needs; develop and provide education and technical
assistance to patients, families, and caregivers related to normal and therapeutic nutrition; document nutrition care plan
in client/patient records; and participate in interdisciplinary treatment team meetings to obtain and provide information
conceming clients/patients treatment and progress, and coordinate treatment efforts with other team members as
required in the assigned setting. They also plan and conduct training and orientation sessions for professional, technical
and other support staff; establish written priorities, policies and procedures for the provision of nutritional services;
monitor and oversee food service contractors; and supervise subordinate clerical and/or technical staff by training,
evaluating and documenting work performance, conducting case conferences as needed, and implement in-service
training to ensure continuity of care and compliance with clinic and agency standards as assigned.

10.222 — Registered Dietitian III, Grade 35: Under general direction, incumbents supervise lower level
professional and support staff as assigned and provide nutrition related services at the advanced journey level in
one of the following assignments:

(1) Nevada Early Intervention Services: Incumbents provide screening, assessment, intervention,
monitoring and transition services to at-risk clients/patients from birth to three years old to achieve optimal
nutrition and growth for development; provide and monitor therapeutic diets for genetic metabolic disorders
(birth through adult), to protect mental abilities and physiological functioning; document and communicate
changes in clinical, health status, or functional outcomes assuring continuous care and provide case
management and coordination of services to assigned clients/patients; or
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(2) Northem Nevada Adult Mental Health Services/Southem Nevada Adult Mental Health Services:
Evaluates health and disease condition(s) related to developmental disability/psychiatric disorder/chemical
dependency for nutrition related consequences. Demonstrates adherence to evidence-based practice at the
specialty level reflecting the holistic focus of behavioral health as a complex disorder. In addition to
nutrition, assessment, diagnosis, intervention, monitoring and evaluating nutritional care, incumbents
negotiate and administer food service contracts for a comprehensive hospital and associated residential
treatment facilities; ensure contractors are providing services in compliance with contractual agreements and
that contracted staff meet appropriate experience, health, and other qualification standards; and verify that
monthly billing for meals and snacks is calculated in accordance with daily census data, meal/snack orders
and cancellation forms.

10.226 — Registered Dietitian II, Grade 33: Under direction, incumbents perform professional dietitian duties
described in the series concept. This is the journey level class in the series.

10.235 — Registered Dietician I, Grade 31: Under general supervision, incumbents receive training and gain
experience in providing professional nutritional care and services described in the series concept. This is the entry
level class in the series.

Agencies utilizing these classifications support the changes.

Note: Changes, additions and/or deletions on the class specification are noted in red.
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STATE OF NEVADA
Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE
REGISTERED DIETITIAN III 35 B 10.222
REGISTERED DIETITIAN I 33 B 10.226
REGISTERED DIETITIAN I 31 B 10.235
SERIES CONCEPT

Registered Dietitians provide nutritional care and [diet] medical nutrition therapy for individuals and groups in
institutional, clinic, research, community and residential settings and provide nutrition education to
clients/patients and families in accordance with accepted professional practices and standards.

Develop, implement and monitor individual and group dietary plans; review data from patient's medical file;
interview client/patient for information regarding medical and nutritional history, dietary adequacy, feeding
difficulties, physical activity, and other factors; assess anthropometric, biochemical, clinical, dietary, feeding
and behavioral data, and potential for drug-nutrient interactions; determine appropriate energy and nutrient
needs.

Identify nutrition education needs; develop and provide education and technical assistance to patients, families,
and [eare-givers]caregivers related to normal and therapeutic nutrition; instruct individuals preparing formula
and/or food regarding proper food handling procedures including preparation methods, safety and sanitation
techniques.

Document [dietary] nutrition care plan in client/patient records; [review-cherts—forchanges—in-physieian
erders;] prepare written reports, records and summaries; ensure compliance with applicable regulatory
standards. Develop nutrition recommendations and collaborate the nutrition plan of care with physicians,
home health services, and WIC.

Participate in interdisciplinary treatment team meetings to obtain and provide information concerning
clients/patients treatment and progress, and coordinate treatment efforts with other team members as required in
the assigned setting.

Plan and conduct training and orientation sessions for professional, technical and other support staff; research
current nutritional literature, recommendations and practices and present new nutrition information and policy
developments.

Establish written priorities, policies and procedures for the provision of nutritional services; ensure
conformance to local, State and federal licens[ef|ure and funding guidelines; maintain program records and
evaluate services; prepare reports and statistics, and participate in developing the nutrition services budget.

Monitor and oversee [ef] food service contractors; spot check foods delivered or prepared by contractors and
vendors to ensure consistent food preparation, proper food handling, sanitation and safety practicest;}; [end]
assess efficiency and accountability of food service contractors; provide instruction and orientation to new
employees and food service staff; plan and/or approve institutional menu to ensure nutritional adequacy and
client/patient satisfaction.

Supervise subordinate clerical and/or technical staff by training, evaluating and documenting work
performance, conducting case conferences as needed, and implement in-service training to ensure continuity of
care and compliance with clinic and agency standards as assigned.
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REGISTERED DIETITIAN III 35 B 10.222

REGISTERED DIETITIAN IT 33 B 10.226
REGISTERED DIETITIAN I 31 B 10.235
Page 2 of 5

SERIES CONCEPT (cont’d)

Communicate with vendors and other local and State agencies including providing information regarding
agency/program policies, procedures and objectives and by checking or following up on complaints regarding
services and products provided.

Perform related duties as assigned.
dhkddhhrrbhbhhhddddhhbbbrddddrddhhbbbbbbbbdbdbbbdhddddddobbbhdddhbbbbbbbbbbbbbbbbbbbbdbrdddddbonsx

CLASS CONCEPTS

Registered Dietitian III: Under general direction, incumbents supervise lower level professional and support
staff as assigned and provide nutrition related services at the advanced journey level in one of the following
assignments:

(1) [Speeial-Chitdrens—Clinie]Nevada Early Intervention Services: Incumbents provide screening,
assessment, intervention, monitoring and transition services to at-risk clients/patients from birth to
[six] three years old to achieve optimal nutrition and growth for development; [preseribe] provide and
monitor therapeutic diets for genetic metabolic disorders (birth through adult), to protect mental
abilities and physiological functioning; document and communicate changes in clinical, health
status, or functional outcomes assuring continuous care and provide case management and
coordination of services to assigned clients/patients; or

(2) Northern Nevada Adult Mental Health [fustitute] Services/Southern Nevada Adult Mental Health
[Food] Services: Evaluates health and disease condition(s) related to developmental
disability/psychiatric disorder/chemical dependency for nutrition related consequences.
Demonstrates adherence to evidence-based practice at the specialty level reflecting the holistic focus
of behavioral health as a complex disorder. In addition to nutrition [sereening], assessment,
diagnosis, intervention, monitoring and [transition-serviees] evaluating nutritional care, incumbents
negotiate and administer food service contracts for a comprehensive hospital and associated residential
treatment facilities; ensure contractors are providing services in compliance with contractual
agreements and that contracted staff meet appropriate experience, health, and other qualification
standards; and verify that monthly billing for meals and snacks is calculated in accordance with daily
census data, meal/snack orders and cancellation forms.

Registered Dietitian II: Under direction, incumbents perform professional dietitian duties described in the
series concept. This is the journey level class in the series.

Registered Dietitian I: Under general supervision, incumbents receive training and gain experience in
providing professional nutritional care and services described in the series concept. This is the entry level class
in the series.
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MINIMUM QUALIFICATIONS
SPECIAL REQUIREMENT:

* Some positions require experience in pediatric nutrition including treatment of children with metabolic
disorders and early intervention for developmentally delayed children ages birth to three years and will
be designated at the time of recruitment.
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REGISTERED DIETITIAN II 35 B 10.222

REGISTERED DIETITIAN II 33 B 10.226
REGISTERED DIETITIAN I 31 B 10.235
Page 3 of 5

MINIMUM QUALIFICATIONS (cont’d)
INFORMATIONAL NOTES:

* A Master’s degree from an accredited college or university with major work in nutrition, public health
nutrition or dietetics may be substituted for one year of the required work experience.

* Per Nevada Revised Statutes (NRS) 640E, persons appointed to this class must be licensed as a
Registered Dietitian in the State of Nevada. A temporary license may be granted, pending dietitian
licensing in the State of Nevada, to a person who holds a corresponding license in another
jurisdiction.

REGISTERED DIETITIAN III

EDUCATION AND EXPERIENCE: Current [eestifieation] registration and licensure by the Commission
on Dietetic Registration and three years of professional experience as a Registered Dietitian, two years of

which were in a clinic, hospital, or similar health care setting. (See Special Requirement and Informational
Note)

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

Working knowledge of: food safety and sanitation requirements; food quality and grading standards;
Jacility inspection standards and auditing procedures; State and community resources in nutrition and
public health; principles and practices of supervision; local, State and federal regulations related to food
and nutrition services; nutritional care for clients/patients with special health care needs which may include
metabolic disorders, chronic and digestive diseases; program planning processes including writing program
goals, objectives and evaluations; nutritional care of clients/patients with substance abuse problems, mental
illness and/or drug/nutrient interactions. General knowledge of: nutritional care for clients/patients with
developmental [preblems] disabilities. Ability to: formulate and write clinic/facility objectives to address
service delivery problems; supervise subordinate clerical/technical staff including planning, organizing,
and evaluating work; assess staff training needs, and organize and conduct training for professionals,
paraprofessional and clerical employees; work cooperatively as a member of a multi-disciplinary team;
operate a personal computer to facilitate nutritional status assessment, develop and/or evaluate menus,
and prepare other special reports; provide case management and coordination of services to assigned
clients/patients; provide technical assistance to other agency and community programs; write concise,
logical, and grammatically correct correspondence and reports; read, interpret and incorporate local, State
and federal regulations and requirements into agency/program policies and procedures; evaluate nutrition
education programs and materials; develop and conduct training and orientation sessions in pediatric,
adolescent and adult nutrition for other professionals, and technicians; 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: nutritional care for clients/patients with developmental {preblems] disabilities;
agency policies and procedures related to nutrition services and personnel management.

REGISTERED DIETITIAN II

EDUCATION AND EXPERIENCE: Current [eertification] registration and licensure by the Commission
on Dietetic Registration and one year of professional experience as a Registered Dietitian. (See Special
Requirement and Informational Note)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):
Working knowledge of: nutrient content of foods; nutritional requirements of infants, children,
adolescents and adults; biochemistry, microbiology, and physiology as applied to dietetics; appropriate food
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REGISTERED DIETITIAN III 35 B 10.222

REGISTERED DIETITIAN I 33 B 10.226
REGISTERED DIETITIAN I 31 B 10.235
Page 4 of 5

MINIMUM QUALIFICATIONS (cont’d)
REGISTERED DIETITIAN II (cont’d)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (cont’d)

preparation, delivery, service and storage methods and techniques; social, cultural and economic issues
impacting diets and nutrition for infants, children, adolescents, adults, families and individuals. Ability to:
interpret program/facility policies and procedures; and all knowledge, skills and abilities required at the
lower level.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
[Werking-knewledge-o fr—food-sefety-and-sanitation-requirements;-foed-quality-and-grading-stendards;
fueility inspeetion standards and suditing procedures: State and comruRity reseurees R RutFition and.
health; - prineiples-and preetiees- of supervision:-loeal, State-and-federal-regulations related- to- food-and
nutrition-serviees—Ability-te:—formulate-and-write-elinie/faeility-objeetives-to-address-serviee-delivery
preblems——eupemse—_subefdmate—eleﬂea#teehmee%—smg meludmg planﬁmg, OFgaRtZing— ané-ev&lu&¥mg

eleﬂeal—empleyees-—werle—eeepera{»wely—as—&—membef—ef-& ~raulti- drse;pknefy teem—epem%e—&pefsen&l
computer to -factitate nutritional status essessment, dewelep end/er ewaluste menus, end prepare-ether
speeial-reperts:]| (These are identical to the Entry Level Knowledge, Skills and Abilities required for
Registered Dietitian I11.)

REGISTERED DIETITIAN I

EDUCATION AND EXPERIENCE: Current |eestifieation| registration and licensure by the Commission
on Dietetic Registration as a Registered Dietitian. (See Special Requirement and Informational Note)

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

Working knowledge of: current dietary guidelines; nutritional assessment methods; client/patient rights
and confidentiality standards. General knowledge of: nutrient content of foods; nutritional requirements
of infants, children, adolescents and adults; biochemistry, microbiology, and physiology as applied to
dietetics; appropriate food preparation, delivery, service and storage methods and techniques; meal and
menu planning for individuals with special dietary [preblems]| needs; food safety and sanitation
requirements; food quality and grading standards; facility inspection standards and auditing procedures;
social, cultural and economic issues impacting diets and nutrition for infants, children, families and
individuals; food purchasing and consumption practices of individuals and families; principles of
therapeutic nutrition. Ability to: assess nutritional status of client/patient; provide nutrition counseling to
individuals and families; develop educational materials and provide nutrition education in group settings;
interpret health and nutrition related data; evaluate dietary needs in relation to growth, development, and
health; interview clients to obtain dietary and other information; develop, implement and monitor individual
and group dietary plans; establish and maintain cooperative working relationships with co-workers, outside
agencies, vendors, and the public.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
(These are identical to the Entry Level Knowledge, Skills and Abilities required for Registered Dietitian II.)

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

10.222 10.226 10.235
ESTABLISHED: 6/30/78R 11/17/83R  6/30/78R
9/14/78PC 4/13/84PC  9/14/78PC
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Personnel Commission Agenda
June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

The Division of Human Resource Management has conducted a maintenance review of class specifications
in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
June 10, 2016.

Item VI-C-1-b:
CURRENT PROPOSED
CODE TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
10243 | Workers’ Compensation Nurse II 35 B ABOLISHED
10.245 Workers’ Compensation Nurse I 34 B ABOLISHED
EXPLANATION OF CHANGE

In conjunction with the class specification maintenance review process conducted by Human Resource
Management, it is recommended that the Workers’ Compensation Nurse series be abolished. During this
review, it was determined that there are no classified positions within State service or within the Nevada
System of Higher Education.

Agency personnel support this recommendation

Note: Changes, additions and/or deletions on the class specification are noted in red.
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STATE OF NEVADA
Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE  EEO-4 CODE
| COMPENSATION NURSE H 35 B 10.243
WORIERE COMPENSATION NLRSE T 34 B 10.245
SERHLS CONCERT

Wedeers - Compensation Nutses apply medieal lnowledge to the elaims review proeess end ensure quality
medieal-eare is delivered for the treatment of industrially injured werlers in & timely eest effective manner
wehieh encourages-the elients earliest pessible return to work,

Review-injured-worker-elaim- {Hles-referred-by adjusters for-eurfent and antieipated medieal-needs;-conduet
tnterviews with injured worker andior family members, employer. treating physieians, ether relevant health eare

serviee providers—and managed eare organizations to gather information related to the industrial injury and
provide information regarding the elaims proecess.

Assess-tajured-worlcer-needs-and-appropriateness-ef-the physieian’s-treatment plan;-develop-and-implement.a
rrediea}-managerment action plan iR eonjunetion with eolaims adjuster autherize appropriate medieal treatment
ineluding-surgeries: - proeedures:- diagnestie- testing- durable- medieal equipment; therapy: and home health
servtees:-prepare repots-eluding-professional-recommendations related-to-present and future medteal needs:
determine-non-industriet-medieal conditions atfecting the industrieleondition and refer elaim to medieal adviser
for-appropriate apportienment.

Rrovide ongotng medieal management on-eases-referred-and monitor ongeing implementation of the treatment
plan;-inform-medieal providers-of-fee-sehedule:-attend- medieal-appeintments with- worker as- needed; proeess
trenster-of priraary physieian eare when eppreprinte: assess the need for lifetime medieel benefis and -previde

feeommendations-to-adjusters-with-speeifie-needs-outlined-and time-frames-for re-evaluation-of benefits:-assess
diseharge plan and-ensure speeifie requirerrents are met.

Faetlitate-elient's-return-to-worl-as-seon-as-pessible:-estimate-feturn-to -werk -date; -aet-as-a taison -between
parties—invelved—in-the- medieal- elaim- ineluding the injured worker; family members; treating physieian,
therapists, employer of record, empl er representative; atterneys: and managed eare organizations: eoordinate
with- Fehebrk&aaeﬂ—eeanseler— employer- and- health- professionals- to- ensure- the elients health eendition is
addressed n-the work environment and faeitlities are wm comphanee with federal taw-

Prowide advice and essistanee-in the preparetien of medieal deoeumentation and testiraeny for hearings and
appeals: provide testirneny as requested: serve on commitiees to provide health eare loewledge and expertise
related to vendor eontraets internal policies and procedures guality a5 urenee -anRd other areas s asstered -
Moenitor managed-care erganizations A0y medical management praetices:
Providetratning on medical topies to agerey staft

Rerform-related duties-as assigped:

ok o o e o o ok 2k o ok o o o oo ok o s e ok ok akok ok o e sk ko e ok s ok ok Sk ok o o o o e ok o ok s o ok o o ok ok e o o ok ke ok o o o o s ok e ko o ok ok ok
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WORKERS’ COMPENSATION NURSE I 35 B 10.243
WORKERS’ COMPENSATION NURSE I 34 B 10.245
Page 2 of 3

CELASS - CONCEPTS

Werlers— Compensation-Nurse-H: Under direction, tneurnbents perfonn-all of the dut e -described-in the
seﬂes-eeﬁeep&&f-&h&mefe—d*fﬁeakmdiea% -eases. aRd serve as-a lead Werkers™- Compensation MNurse--ead
resporsibibties include-providing teainime-ord teebmicsl expertise-to other Murses-in the unil performing case

Foviews—to—ensure- the- quality- and- unifermity- of medieal management; providing- input for perfermanee
evgluations ef-unn—s%a#«andwm- the absenee of the unit superviser, assigning eases and providing direction to

uhit-stafl -attending meetingsand paricipating in-committees.

Weorkers-Compensation-Nurse-:—Under-general-supervision—ineumbents-perform-the-full-range-of -duties
eutlined in-the series-eoneept— This is the journey tevel in the sefies.

S0 o o o o o oo o ool s ok o e S oo o koo s oo o o o o ok o o o o o ool sl okl ook ok ok
MUDNIMEM QUALIEICATIONS
SPECIAL REQUIREMENT :
*_Velid driver 5 lieense is required at time of appeintrment and as & eonditien of eentinuing employrent.
INEORAMATHONAL NOTE:

*t—A-Bachelor's degreetn-nufsing-is-equivalentto-o diploma-or Asseeiate’s degree-in-nursing-and-one year
of experience

WORKERS’> COMPENSATION-NURSEH

EDHGCAHON AND-EXRERIENCE: -LCurrent-lieense-to practice as o Registered Nurse in-the State-of
Mevada-and-three years-of professional-rursing-experience -one- year of whieh-tnvolved applying medieal
knowledge-to—the -elatms-proeess- for-the treatment-of - industrialy-injured-workers:- OR-one-year as. &
Werkers—Compensation-Murse-1-ia Nevada-State servieer-OR-an-equivalent-eombination of edueation-and

experienee—&See Speciat -Requirenent-and fiformationat Moted

ENIRY-LEMEL kNOWEEDGE-SKHEES AND ABILITES (required at time of applieation):
Werking-lknewledge of: weorkers' eempensation medieal elaims review teehniques and proeedures; State
taws and edministrative eode as applied-to mediesl elaims review: ecomputer systerns—end- applieable
seftware; medical ease manegement-processes. Abiliby-tor- train-and provide werlc direction to. personnel
reviewing medieal-eletms-for industrially-injured workers; provide-teehnieal assistance-to-others-regarding
medieal-management—issues;—interaet—diplomatieally—with—elaimants—supervisers;—ee-workers—mediesal
providers-and-the-general publie-in-reselving eontroversial elaims issuest operate-& eomputer terminak-and
el knowledee slkitls-and-abilities reguired at the-tower-fevel:

FULE PEREORMANCE - KNOWLEDGE, SKIELS AND ABIEHIES ¢typieally aequired on-thejob)-
Werking-knewledge-ofi—aquality-assuranee-and/or-utilization—review—audit-and -eomplianee-aetivities,
potieies and proeedures. —Ability tor maintain current knowledge of werker&-eempense&en«elmms Fowiews
praetiees;-ehanges-in-regulations;-and-aceepted-tregtrents-of tnjured-weorkers;-provide-training-to-unit-and
ageney-staft-and-serve-of-comtnittees-as-assigned;-provide-work-difection-to-unit-staff-and-represent- the unit
ih ggeRey-aRd cOMPBRILY meetings.

WORKERS* COMPENSATION NURSE 1

EDLCATON-AND EXPERIENCE: —Current-lieense-to -praetice as-a& Registered Nurse -in-the State_ef
Newada-and-two-years of professional-nufsing experience: OR-an equivalent eombination of edueation and
experienee—foee-Special Reguirement and Informationa! Neote)
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WORKERS’ COMPENSATION NURSE I
WORKERS’ COMPENSATION NURSE 1

Page 3 of 3

MINIMUM-QUALIEICATIONS-(cont’d)

WORKERS COMPENSATION-NURSE I (cont'd)

35
34

B

10.243
10.245

ENERY LEVEL KMNOWEEDGE SIcILhS AMND ARBILITIES reguicad attime of epphication +
Werking - know%edgewﬁ——med:e&l—&em&emgy,_-ena&emyuand physfel»egy~mehadmg—pmhephyme%egy,

----------------- g peedure A,--:- : r of A 3
preeess meiudmg_&ssessmem é&gnesaes plenﬁmg, m&ewenaeﬂ “and evaluation: tmwersel pfeeau&eﬂe &Hd
m#be&eﬁeen&elteehmqa%aﬂdpseeedme&epemﬂeﬂeaduseeﬁmﬁdefdmedwal

pseeeda;es—au%eﬁaﬂdperseﬂelhygieneesepphedte nteafe-humen
¢ meé*eal-/ehmee-l reeords deeumentation p : uses and eﬁ'ee%s of eommon
medieations. ‘General knowledge of: the Nursé Praetiee Aet. F to epp{y the brurse Praetice Aret to
medieal elaims review: interview “to”elieit & health histery, symptoms and/or eomplaints; elinieally
assess the basie health stalus of & patient: dovelop and evaluate o aursing eare plen; follow detailed eral and
weritten instruetions ~establish and meintainecoperative weorking relationships with supervisers—staff
patients-and-families; explain-eomplex-elaims-and - medieal proeedures—in~lay terms; use modern -offiee
equipinent; write eeneise, logieal; grammatieally eorreet eorfespondenee and repertsrelated to all-aspeets of
elaim” dispesition; assess and evaluate appropriateness of medieal treatment plan for conformance to”best
praeties: seview prd eveluale mediceal elinierl records e detemnine effestiveness and indididuel satert
Fespense to treatrment.

EHEE PEREORMANCE KNOWLEEDGE SKIEES AND ABILITIES (typieally aequired onthejeb):
Werking lenowledge of: “ageney policies and proeedures related to medieal elairms review.

Fhis class-speeifieation—is used for classifieation—reeruitment  and--examination purpeses. 1-is—pot-te-be
eonsidered a substitute for-work perfornance-standards for positions assignred to-this elass-

16:243 16245
ESTABLISHED: F4490p FH90R

10/2/98PC 10/2/98RE
REVISED- 3/29/045€ 3428/615¢
REVISED: #HH03L6 HHO3LG]
ABOLISHED: 6/10/16PC 6/T07/T6PC
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Personnel Commission Agenda
June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

The Division of Human Resource Management has conducted a maintenance review of class specifications
in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
June 10, 2016.

Item VI-C-2-a:
CURRENT PROPOSED
CODE TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
10.265 Dental Equipment Technician 31 G 10.265 | Dental Equipment Technician 31 G
EXPLANATION OF CHANGE

In consultation with the Subject Matter Expert (SME) from the University of Nevada, Las Vegas, Human
Resource Management conducted a class specification maintenance review for Dental Equipment Technician
class. It was determined that the concepts, minimum qualifications and knowledge, skills and abilities are
consistent with current expectations and no changes were necessary. However, the statement “as described
above” was added to the equivalent combination of education and experience in order to maintain
consistency with other class specification formatting.

Under limited supervision, Dental Equipment Technicians install, repair and maintain a variety of electronic,
hydraulic, mechanical and pneumatic equipment in support of dental educational and patient care programs.
Incumbents assemble and install new and replacement parts and equipment in accordance with
manufacturers’ technical manuals and guidelines; diagnose equipment malfunctioning and repair dental
chairs, foot controls, hand pieces, casting machines, laboratory ovens, ultrasonic cleaners and sterilizers,
operatory lights and other items; and determine if equipment can be repaired or needs replacement. They
also service dental equipment according to preventive maintenance schedules and manufacturer’s
recommendations; respond to emergency breakdowns and requests for service as required; and operate a
wide variety of hand and power tools and test equipment used on electrical, hydraulic and pneumatic dental
equipment. Additionally, they maintain an adequate inventory of common repair parts and materials.

Note: Changes, additions and/or deletions on the class specification are noted in red.
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STATE OF NEVADA

Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE
DENTAL EQUIPMENT TECHNICIAN 31 G 10.265

Under limited supervision, Dental Equipment Technicians install, repair and maintain a variety of electronic,
hydraulic, mechanical and pneumatic equipment in support of dental educational and patient care programs.

Assemble and install new and replacement parts and equipment in accordance with manufacturers’ technical
manuals and guidelines; test and calibrate dental equipment to ensure optimum functioning; explain and
demonstrate proper operation of equipment to personnel.

Diagnose equipment malfunctioning and repair dental chairs, foot controls, hand pieces, casting machines,
laboratory ovens, ultrasonic cleaners and sterilizers, operatory lights and other items; select appropriate
methods, materials and techniques to restore proper operation; repair or replace worn or defective parts.

Determine if equipment can be repaired or needs replacement; contact vendors and locate parts; develop cost
estimates and send equipment to external repair facilities as required.

Service dental equipment according to preventive maintenance schedules and manufacturer’s recommendations;
clean, adjust and lubricate parts; change filters; test and recalibrate equipment to acceptable performance levels.

Respond to emergency breakdowns and requests for service as required.

Operate a wide variety of hand and power tools and test equipment used on electrical, hydraulic and pneumatic
dental equipment.

Maintain an adequate inventory of common repair parts and materials; order items and replenish stock
according to established purchasing procedures; maintain inventory and related records.

Perform related duties as assigned.
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MINIMUM QUALIFICATIONS

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and three years of
experience in the maintenance and repair of dental equipment; OR an equivalent combination of education and
experience as described above. :

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

Working knowledge of: hydraulic equipment, x-ray test equipment, mechanical tools, and voltmeters;
operation, maintenance and repair of a variety of dental equipment; health and safety regulations applicable to a
dental laboratory and patient care; standard dental office or dental school practices and procedures; proper use
and care of hand and power tools used to repair and maintain dental equipment. Ability to: install and service
dental laboratory equipment; inspect and test malfunctioning dental and related equipment following
manufacturers’ specifications using test and analysis instruments; maintain, repair and fabricate dental
equipment parts; operate ohmmeters, voltmeters, various electronic testing equipment, and x-ray test
equipment; design and work out operating details of dental equipment; move heavy dental equipment; read and
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DENTAL EQUIPMENT TECHNICIAN 31 G 10.265
Page 2 of 2

MINIMUM QUALIFICATIONS (cont’d)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (cont’d)

interpret complex mechanical and electrical layouts from diagrams or schematics; read and understand

technical repair manuals, maintenance specifications, and service agreements; apply sterile techniques and
infection control procedures as needed; maintain records of equipment maintenance or service such as cleaning,
lubrication and adjustment; disassemble malfunctioning equipment and remove, repair and replace defective
parts; explain and demonstrate correct operation and preventive maintenance of dental equipment to personnel.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
Detailed knowledge of: standard dental school/dental office practices and procedures. Ability to: establish
and maintain effective working relationships with students, employees, and other agencies; use independent

judgment in determining the appropriate method or course of action to take in repairing and maintaining dental
equipment.

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

10.265

ESTABLISHED: 5/28/04UC
REVISED: 6/10/16PC
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Personnel Commission Agenda
June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

The Division of Human Resource Management has conducted a maintenance review of class specifications
in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
June 10, 2016.

Item VI-C-3-a:
CURRENT PROPOSED
CODE TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
10.340 Consumer Services Coordinator 29 E 10.340 | Consumer Services Coordinator 29 E 7
EXPLANATION OF CHANGE

In conjunction with the Biennial Class Specification Maintenance Review project and in consultation with
the Subject Matter Expert (SME) from the Division of Public and Behavioral Health, Human Resource
Management conducted review for the Consumer Services Coordinator class. Revisions were made to the
concept to reflect changes to titles and division names. Additionally, revisions were made to update duty
statements. A Special Requirement was added to require that an incumbent be a Peer Supporter at the time
of appointment (a Peer supporter a qualified individual who is currently, or was previously diagnosed, with a
mental and/or behavioral health disorder and who possesses the skills and abilities to work collaboratively
with and under the clinical and direct supervision of a QMHP). Also, Human Resource Management
recommends the addition of an Information Note to reflect that an incumbent must have the ability to meet
the qualifications of a Qualified Behavioral Aide as outlined in the Medicaid Services Manual. In addition,
minor modifications to the education and experience as well as the knowledge, skills and abilities were made
to account for consistencies in formatting structure and to recognize the type knowledge, skills and abilities
required to perform the duties of the position.

Under supervision of a designated Qualified Mental Health Professional (QMHP), the incumbent plans,
organizes and coordinates the consumer services/peer support program for the Division of Public and
Behavioral Health or provides division-wide support; supervises Consumer Services Assistants working in
various locations and facilities. Incumbents monitor program operations through on-site visits and review of
records and reports; ensure the delivery of services are based on compliance with Medicaid regulations;
participate in statewide service delivery planning, development and implementation to ensure client needs are
met, and policy development to ensure representation of consumer; and supervise Consumer Services
Assistants. They also assist in the budget development for the consumer services program and participate as
a member of the division training committee and as a member of the division performance improvement
team. Incumbents also review written consumer satisfaction surveys for clarity to consumers and to
eliminate cultural/ethnic bias.

Note: Changes, additions and/or deletions on the class specification are noted in red.
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STATE OF NEVADA
Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION

TITLE GRADE EEO-4 CODE

CONSUMER SERVICES COORDINATOR 29 E 10.340

Under supervision of a [Clinieal-Rrogram-Planner—H1] designated Qualified Mental Health Professional
(OMHP), the incumbent plans, organizes and coordinates the consumer services/peer support program for the
Division of [Mental-Health-end-Developmental-Serviees|cPublic and Behavioral Health in the Department of
Health and Human Services or provides division-wide support; supervises Consumer Services Assistants
working in various locations and facilities; develops, implements, presents and evaluates consumer services
training programs; and researches and recommends methods to effectively involve consumers in agency
operations and service delivery systems.

Monitor program operations through on-site visits and review of records and reports; provide direct peer
support services; gather and document input from program personnel and other interested parties; identify
consumer issues and concems; consult with division and facility supervisors to develop plans to resolve issues;
prepare statistical and narrative reports and recommendations for management. Ensures the delivery of
services are based on compliance with Medicaid regulations.

Participate in statewide service delivery planning, development and implementation to ensure client needs are
met, and policy development to ensure representation of consumer; represent the consumer services program
in management meetings to provide feedback on proposed changes; advocate for and represent the mental
health consumer/client perspective to management and the community for the purpose of improving
understanding and services.

Supervise Consumer Services Assistants; participate in selection interviews and recommend hiring; review and
approve work performance standards; provide ongoing performance coaching and mentoring; prepare/conduct
performance evaluations in conjunction with professional staff at the employee’s assigned facility; evaluate
subordinate training requirements and prepare training materials; conduct or schedule required training;
recommend and take corrective action as needed.

Assist in the budget development for the consumer services program; track and review expenditures to ensure
compliance with budgetary limits.

Participate as a member of the division training committee; evaluate division training needs related to consumer
services issues; prepare training materials; may provide group or individual training to professionals and
community groups on the role of consumers in mental health service delivery.

Participate as a member of the division performance improvement team; review written consumer satisfaction
surveys for clarity to consumers and to eliminate cultural/ethnic bias; compile and present Consumer Services
Assistants’ input regarding surveys; recommend service improvements based on survey findings.

Perform related duties as assigned.
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CONSUMER SERVICES COORDINATOR 29 E 10.340
Page 2 of 3

MINIMUM QUALIFICATIONS
SPECIAL REQUIREMENTS:

* A valid driver’s license is required at the time of appointment and as a condition of continuing
employment.

* Incumbent is required to meet criteria as a Peer Supporter at the time of appointment.

INFORMATIONAL NOTES:

*  Sixty semester credits from an accredited college or university that included coursework in psychology,
sociology, human development or business may be substituted for one year of administrative experience.

* Transcripts are required with application if college coursework is to substitute for experience.

* Incumbent must have the ability to meet the qualifications of a Qualified Behavioral Aide as outlined
in the Medicaid Services Manual (MSM).

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and three years of
experience, two years of which included performing or assisting in planning, coordinating or administering a
program; composing business correspondence, reports, recommendations and presentations; presenting
information and recommendations to individuals or groups; participating as a team or committee member; and
using a computer to enter and retrieve data and prepare correspondence and reports. One year of the required
experience must have been working in a [mental| behavioral health consumer advocacy program providing peer
support and assistance; OR an equivalent combination of education and experience as described above. (See
Special Requirement and Informational Notes)

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

Working knowledge of: living with and managing a [mental] behavioral health disorder/illness; self-help
skills required for management of mental illness [sueh-as-taking-respensibity-fer—aetiens;] following a
treatment plan and self-recognition of symptoms related to illness; techniques used to assist clients in
developing independent living skills such as role modeling, coaching and prompting; mental health consumer
movement; national mental health advocacy efforts and groups; English grammar, punctuation, sentence
structure and vocabulary sufficient to compose business correspondence, reports, training materials,
recommendations and presentations; word processing sufficient to prepare business correspondence and reports.
General knowledge of: basic principles of supervision and training; mental health services available in
Nevada; types of mental illness; federal and State regulations related to mental health client rights; client rights,
confidentiality, abuse and neglect issues; impact of mental illness on family and the community; team
leadership and group dynamics. Ability to: present information and recommendations to individuals and
groups; communicate effectively both orally and in writing; investigate issues requiring the review and
consideration of relevant data, patterns and concems; organize, coordinate and oversee the work others;
participate as a team or committee member; establish rapport with consumers of mental health social services
with varied social and cultural backgrounds; listen and respond appropriately during conflict or crisis situations;
maintain patient confidentiality; make basic mathematical computations; use a personal computer to enter and
retrieve data. Skill in: preparing documents using computer word processing software.

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

Working knowledge of: principles of supervision and training; use of a personal computer including
spreadsheet software and the Internet; mental health services available in Nevada; federal and State regulations
related to mental health client rights; division and agency policies and procedures to include client rights,
confidentiality, abuse and neglect; impact of mental illness on family and the community; team leadership and
group dynamics. General knowledge of: State regulations related to personnel administration. Ability to:
develop computer generated reports; organize, develop and make formal presentations; make recommendations
based on investigation and consideration of relevant data, patterns and concerns; compose clear, concise
correspondence, training materials, narrative summaries, reports, proposals and recommendations.
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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.

10.340
ESTABLISHED: 5/6/02UC
REVISED: 7/1/05LG
REVISED: 6/10/16PC

125



Personnel Commission Agenda
June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

The Division of Human Resource Management has conducted a maintenance review of class specifications
in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
June 10, 2016.

Item VI-C-4-a:
CURRENT PROPOSED
CODE TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
10.500 | Deputy Administrator, Health 44 A ABOLISHED
EXPLANATION OF CHANGE

The merging of the Health Division with Mental Health Services functions of the Mental Health and
Developmental Services Division resulted in the creation of the Division of Public and Behavioral Health.
With this change, there is no longer a need for maintaining the Deputy Administrator, Health classification.
Human Resource Management recommends this classification be abolished.

The Department of Health and Human Services supports abolishing this class specification.

Note: Changes, additions and/or deletions on the class specification are notedin red.
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STATE OF NEVADA

Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE
[PEPUFY ADMINISFRATOR HEALFTH—————— 44— A 10500

Under administrative direction of the Health Division Administrater—the Deputy-Adrinistrater, Healthhas
direet responsibility-for the- ﬁseakpersennel»ead-mfemeﬂe&teehne#egy funetions-and prevides administrative
oversight and-eeordination-of statewide-programs-and bureaus- tneluding Community Health, Early Intervention
Serviees: Family Health. Health Rlanning-and-Statisties,- Health Protection Serviees, Aleehel and Deng Abuse,
Lieensure- and—Certifteation,—Epidermiotogy end—Pubhe—Heekh—Pfepafedness—Ensufe—ihe—develepmens
implementation—and- doeumentation of the -division s strategie plan: and-aet-on--behalf-of the-Divisien
Administrator-ih- fratters- related-to- division operations: aetivities-and- personnel-as direeted- by the Administrator.

Provide-administrative-direction and-supervise-statfy whieh may inelude pesitions of the same-grade-level:
delegate-responsibility-to-appropriate-levels:-develop-and-communieate-werk-performanee-standards-eonsistent
with-prineiples-of effective management; evaluate the performanee of suberdinate supervisers and professional,
technieal and suppert- staf:- eounsel and diseipline staff as approprinte: review and authorize personnet aetions

as required.

Plan-and-direst -the-division s -menagement-tearn and-strategie planning -proeess and-cvaluate reswlts—for
eoRnsisteney with-departrent and-division—missions:—eoHaberate with-other -State division- and - department
managers;-and-federal;- county-and-lecal-representatives-te-establish- program-gosals-ebjeetives;-priefities-and

necessary- funding - ropese-suggesied-revisions-and-tmprovements—in-programs,—serviees-and
pfeduefs— plan;- direet and- evalunte operational requirements ineluding alloeation of staft- finaneial resources.
ard ofgaRiretionel Strasture.

Plan, organize-and provide- for statewide coordination of county and leeal health jurisdietions; assist in the
development-and- tmplementation of programs: establish perfermanee wmeasures peliey and procedures tor eaeh
program area: identify areas-of publie health need-snd initiate-approprigte aetion within resoures constraiats

Evaluate organizational perfermanee i meeting prograrm and operational objeetives: identify and direet various
units tn-taking neeessary -steps teward eontinuous irmprovement of serviees and produets for the publies previde
ﬂméwe—staﬂsaeal-md— oral- reports—on program end operational-progress-ie—the division administrater
department direetor; State Board ot Health, loeal beards of health, State-legislaters and other inierested patties:
evaluate effectiveness of progearns in relation to established peébmaeﬁe&meesafes-

Dexelop and wmeniios-the bienniat-and-annual budgets for the division— provide- eversight and coordinatien
develepment and-maintenanece-of bureau-and program budgets-and-contraets: monitor federal funding evels -fee
eoHeetions;—and-related-expenditure-limits—and -ensure-compliance-with-al-applieable-regulations-and -grant
requirements:

Manage-developrent of propesed legisiation and- regulatory- initiatives related to publie health-issuess draft

ageney-proposed-legisiation- eﬁé-prepefe-ﬁsee#—ﬁetes——feseefeh—end—enelyzerlegﬁatwe-pfepesm‘s-&em-euis*de
entities-and -prepare responses: draft-regulatory—text and-position-statements-and provide testimeny to the

legislature: conduet publie werkshops and hearings.

Easure-compliance-with leeal,-State and federal-law s regulations-and requirements-related-to- publie-health

evaluate-the tmpaet-of propesed-legislation: formulate and-implement-petictes—procedures-and-regulations.in
Fesponse-te hew-Statutory -requifements:-ensure-the preparation-and-merntenanee—of mandated-records and

Fepors:
Conduet-speetat-analyses-and-write-comprehensive-reporis-end recormendations;-develop-and-medify- peliey in
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response-to-legal-mandates;-serve-on-commiitees-and-attend-a-variety-of-meetings-to-represent-the-ageney’s
interests.in-loeak- regional and national forums.

PRerform-the duties of the division adminisicator upon request:
Performrelated duties-as assigned.

23 ok ok o ok 3 ek o ok o 3 o e o o 3 ok o ok o e o e e o ok o e o e ko o e A o o e Aok e o e o ok ok e e o o o e %k o o o o ok o ok o o ok o % ok o ko ok o 3 ok ok o e ok o ok o ok % ok k

MINIMUM QUALHICATIONS

EDUCAHTHON -AND EXPERIENCE: Bachelor's degree-from-an aceredited colege-of university-in publie
health, publie administration, human serviees. seeial seieree of related fie end-seven-veafs.eﬂmereamﬂgw
respensible-experienee-in-managing -publie-serviee -programs related -to-publie-health —seeial serviees_and/or
health_eare. Three years-of the required management experience. must- have.beeﬂ. - & eomprehensive. publie
heelth. erganization aad must heve ineluded responsibility for diverse multiple program_areas & large and
diverse_professional staff, eomplex funding sourees and budgets, pohiey_ develepmem and tmplementation,
steatogie planniag end progrem evaluction: BR an equivelent combination of eduention and ewpericnee

ENTRY-ENOWEEDGE SEH-LE AND ABILIFLIES (reguired artime of applicationds

Detailed linowledge of: prineciples-practiees and metheds of publie administration tneluding rmenagement ané
supervision, budgeting and fiseal anagement, personnel administration, and poliey development and
wnplementation. Worldng lknowledge of: strategie and pregram planning prineiples and-praetices: legislative
practiees and precesses. General knowledge ofi. budgetary and program evatiation methods rate
methedetegies. eest analysts. fundamental statistieal aenelysis metheds: eutomated systemns development and
analysis; federal,_State, eounty and_runieipal laws, regulations.and. peheies.gevemmg publie health prograrms
sueh_as Medieaid, Medieare, Maternal and Child Health, WIC, chronie and communiecable disease surveilanee.
treatrRent and prevention, eonsuter health proteetion. redieal_and._health_care. {eeility regulation, mental health
and substarce abtse progrars preventive health programs and other programs whieh impaet publie health sueh

as demestie violenee, ehild and elder proteetive serviees, seheel health eare, and health eare and eonditions for
eorrectional health. Ability 8! plan, organize, direct and manage comprehensive programs related to  publie
health; direet staff to meet ageney geels “and objeetives: present, educate and adveeate for publie health
pregmmsandpehe*es with & broad variety of interest groups; read and interpret statutes, legislative histories,
regulations, and program and fiseal audits’ and seientifie studies and reperts regarding publie health; evaluate
the werk performanee of personnel and take appropriate personnel aetions as required; prioritize work efferts
and assighments and allocate staff and resources effectivel “establish™ and maiminin effeetive working
relationships with employees, supervisors, other federal, State,” eeunty and leeal ageneies and the publie;
mediate between eontending “parties oF groups; Feview and assess program Tunetions and euteomes; analyze
ageney fiseal reposts, reach sound eonelusions and talce appropriate aetion.

FULE PEREORMANCE xNOWEEDGE, SKHLS AMD ABILIFHES toypieally aequired on thejob): Detailed
lenowledge oft State perSennel, budget and purehasiig rules and regulatiohs; tegislative preeess dnd #ts -
relationship to divisional operations: geals, programs, and objeetives of the division iR refation to the
Depariment of Health and Humean Serviees. Weorking knowledge ofi —division programs and aetivities-and
their irapaet on the publie health of the State - pepulation: federal] State, eounty and loeat laws™ regulations and
pelisies regulating the programs sueh as Medieatd, Medieare, Maternal and Child Health WIC; Chrenie and
Communieable Disease survetllanee  treatinent and presention” Censurmer Heealth Proteetion  Medieal and
Health"Care Faeility regulation, Mental Health-and Substanee Abuse Programs, Preventive Health Programs and
other programs whieh impeet publie health sueh™as domestie violenee, ehtld and elder proteetive sefviees:
seheeol health eare” health eare and conditions for prisoners injarsieorrectional faeilities: publie health programs
edmiﬂsteseé‘at‘the‘fedemi'«Levei‘end't»heif'flee&ienship'te'Sm{e‘pregremsi'buégemy‘aﬂd‘pfegfem‘eveluaﬁeﬁ
rethods Ability te: prepare and defend division programs and budgets.
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This elass speeification o used {or elassifreption;- receuiiment and- exaiination o ——ii-js-net-to-be
puspeses. considered & substitute for work performanee standards for pesitiens assigaed to—
this elass.

10.500
ESTABLISHED: —7/28.00R
1246/90UC
REVISED: ———J00H04RE—
REVASED:——————— /H05LG]
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Personnel Commission Agenda
June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

The Division of Human Resource Management has conducted a maintenance review of class specifications
in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
June 10, 2016.

Item VI-C-5-a:

a3t

CURRENT ' mey PROPOSED )
CODE | TITLE GRADE | EEO4 | CODE | TITLE GRADE I EEO-4 |
10.707 | Chemist V 38 A 10.707 | Chemist V' 38 A
10.708 | Chemist IV 36 B 10.708 | Chemist1V 36 B
10.712 | Chemist 111 34 B 10.712 | ChemiseI11 34 B
10.713 { Chemist 11 32 B _)0,71 3 | Chemistl] 32 B
10.724 | Chemist 1 30 B 10.724 | Chemist 1 30 B
EXPLANATION OF CHANGE

The Nevada Department of Administration, Division of Human Resource Management conducted a class
specification maintenance review for the Chemist series. In consultation with Subject Matter Experts from
the Department of Transportation, Department of Agriculture and recruitment experts from Human Resource
Management, minor changes were made to the series concept to account for changes in verbiage used and
duties performed; however, these modifications required no changes to the minimum qualifications.

Human Resource Management also recommends changes to the knowledge, skills and abilities to reflect
what is required in order to perform duties outlined. Additionally, minor revisions were made to the
education and experience, and full-performance knowledge, skills and abilities to maintain formatting
consistency.

Chemists analyze air, water, tissue, milk, petroleum products, antifreeze, soil, cement, paint, construction
materials, pesticide residue and other samples; operate sophisticated laboratory instrumentation; identify and
document sample contents and contaminants; provide testimony to State boards, lawmakers and industry;
and maintain records of results. Incumbents analyze water samples from drinking, surfiace, and industrial
waste water, and sewer treatment plant sources in accordance with Environmental Protection Agency (EPA)
approved procedures; analyze air, sediment, sludge, blood and tissue samples according to established EPA
procedures and standard laboratory methods; conduct chemical testing of State highway construction
materials such as paint, cement and water and analyze construction materials and samples; maintain records
of results. They also evaluate, maintain, update and write specifications for new and existing construction
materials, products, equipment and specifications for special provisions, standard plans, and invitations to
bid; provide testimony to State boards, lawmakers, and industry representatives as requested; evaluate and
maintain new and existing technology, methodology, literature and analyses for possible incorporation into
laboratory procedures and protocols; analyze motor fuels (including diesel, gasoline, alternative fuels and jet
fuels) and motor oil samples for physical characteristics and air quality impact; and determine compliance of
antifreeze samples to specifications set forth by ASTM Intemational; analyze ground water, surface water,
vegetation, soil and tissue for pesticide residues by various extraction techniques. Additionally, incumbents
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analyze water samples for gross alpha and gross beta; analyze pesticide samples according to EPA
guidelines; analyze fertilizer samples for nitrogen, phosphorus, potassium and other nutrients and non-
nutrients; maintain sample integrity and chain of custody; and identify and request laboratory equipment and
instrumentation.

10.707 — Chemist V, Grade 38: Under administrative direction, Chemist V’s plan, organize,
coordinate and oversee the overall operation of a laboratory(ies) in which water, soil, petroleum
products, pesticides, highway construction materials and other materials are tested for chemical
composition, contamination and/or compliance with State and federal regulations and standards.
Train, supervise and evaluate the performance of professional chemists, laboratory technicians and
assistants; develop work performance standards; schedule and assign work and determine priorities;
provide technical expertise as requested by subordinate staff. Establish and revise laboratory policies
and procedures; develop and maintain appropriate quality control and quality assurance procedures;
ensure compliance with current safety requirements including the proper handling, storage, use and
disposal of hazardous materials; coordinate laboratory activities with other State and federal agencies
and entities. Participate in long-range planning and budgeting processes; project personnel and
equipment needs; develop and monitor the laboratory budget; order equipment, supplies and
materials; maintain current knowledge of technological advancements in chemical analysis, computer
applications and specialized instrumentation. May direct the registration of pesticides, fertilizers and
petroleum products, ensuring compliance with applicable federal and State laws and regulations;
issue special need registrations and crisis exemptions; oversee the collection of fees and the licensing
of restricted pesticide dealers in the State.

10.708 — Chemist IV, Grade 36: Under general direction, positions allocated to this class either:

(1) Report to a supervisor who is not a chemist and work independently in providing chemical
analysis of various materials in support of agency programs and activities; oversee and coordinate
activities in the assigned laboratory including analytical equipment and instrumentation; order
supplies and equipment; and implement quality assurance procedures; or

(2) Report to a Chemist V and perform the full range of duties described in the series concept. In
addition, Chemist 1V’s supervise lower level professional chemists including responsibility for
training, evaluating performance, assigning and reviewing work, and counseling and discipline.
Incumbents at this level may also be assigned to participate in budget preparation and monitoring,
requesting equipment and supplies, and recommending the purchase of new equipment and
instrumentation, but the Chemist V has the final decision-making authority.

10.712 - Chemist I1I, Grade 34: Under general supervision, incumbents perform a broad range of
duties outlined in the series concept in an assigned laboratory. This is the journey level for the series.

10.713 —~ Chemist II, Grade 32: Under supervision, incumbents continue to receive training and gain
experience in performing duties outlined in the series concept. This is the advanced trainee level for
the series.

10.724 — Chemist I, Grade 30: Under immediate supervision, incumbents receive training in
performing duties outlined in the series concept. This is the trainee level for the series.
Throughout the process, management and staff within the division participated by offering recommendations

and reviewing changes as the process progressed, and they support this recommendation.

Note: Changes, additions and/or deletions on the class specification are noted in red.
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STATE OF NEVADA

Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE
CHEMIST V 38 A 10.707
CHEMIST 1V 36 B 10.708
CHEMIST III 34 B 10.712
CHEMIST 11 32 B 10.713
CHEMIST 1 30 B 10.724
SERIES CONCEPT

Chemists analyze air, water, tissue, milk, petroleum products, antifreeze, soil, cement, paint, construction
materials, pesticide residue and other samples; operate sophisticated laboratory instrumentation; identify and
document sample contents and contaminants; provide testimony to State boards, lawmakers and industry; and
maintain records of results.

Analyze water samples from drinking, surface, and industrial waste water, and sewer treatment plant sources in
accordance with Environmental Protection Agency (EPA) approved procedures; identify the presence and
concentration of nitrate, nitrite, fluoride, ammonia, kjeldahl nitrogen, and total phosphorus using titrametric,
colorimetric or specific ion electrode techniques; and analyze presence of metals using flame atomic absorption,
graphite furnace atomic absorption, and inductively coupled plasma-mass spectrometer.

Analyze air, sediment, sludge, blood and tissue samples according to established EPA procedures and standard
laboratory methods.

Conduct chemical testing of State highway construction materials such as paint, cement and water; ensure
chemical and physical properties of construction materials are appropriate for projects, and in compliance with
State specifications; assist engineers in solving construction problems related to chemical and physical
properties of materials.

Analyze construction materials and samples; maintain records of results; determine and document sample
contents and contaminants; evaluate new and existing materials for compliance to federal, State and local
regulations and specifications.

Evaluate, maintain, update and write specifications for new and existing construction materials, products,
equipment and specifications for special provisions, standard plans, and invitations to bid.

Provide testimony to State boards, lawmakers, and industry representatives as requested; assist field offices,
other governmental agencies and private entities in resolving conflicts and problems in sample testing.

Evaluate and maintain new and existing technology, methodology, literature and analyses for possible
incorporation into laboratory procedures and protocols.

Analyze [éiesel;-gaselire] motor fuels (including diesel, gasoline, alternative fuels and jet fuels) and motor oil
samples forphysicat—characteristics and air quality impact according to standards set forth by the American
Society for Testing and Materials (ASTM International), the American Petroleum Institute (API) and the
Society of Automotive Engineers (SAE) using gas chromatography, x-ray, near infrared spectroscopy and other
techniques; and determine compliance with labeling and the specifications adopted by law.

Determine compliance of antifreeze samples to specifications set forth by ASTM International, measure
specific gravity and check pH balance, boiling point and temperature tolerances to test for foaming
tendencies.
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SERIES CONCEPT (cont’d)

Analyze ground water, surface water, vegetatlon soil and tissue for pesticide residues by various extraction
technigues. {,deﬁmﬂuen-aaé] Use appropriate gas and liquid chromatography instruments with various
selective detectiomsystems-including mass spectrometry. [i-and-eenfiem] Identify the presence and calculate
concentration of herbicides and pesticides.

Analyze water samples for gross alpha and gross beta and additional radiochemistry as needed.

Analyze pesticide samples according to EPA guidelines; review product label; identify active ingredients,
known problem areas, and possible contaminants; research current literature for available analytical
methodology; select appropriate method for determining the presence and concentration of the sample’s
components; utilize extraction and column chromatography; and modify procedures to meet the specific needs
of the analysis.

Analyze fertilizer samples for nitrogen, phosphorus, potassium and [mires} other nutrients and non-nutrients
using appropriate analytical methods.

Maintain sample integrity and chain of custody; inspect samples for leakage; complete lab data calculations and
worksheets; record processes and results; prepare and submit analytical report; enter findings into computer and
maintain quality assurance.

Identify and request laboratory equipment and instrumentation; maintain and perform minor repairs by
following manufacturers’ instructions and schedules; ensure proper operation of equipment; recommend major
repairs and services; request supplies, chemicals, and equipment; utilize updated computer programs to
accommodate standards and new methodology.

Perform related duties as assigned.

ke ok sk ok ok 3k e s e ok e e e e o s e s s ke sk o e o s sk ok ok o o 8 ke oo ok o o sk s ok o o ok o ok ks sk ok ok o ek ok ok o o s e ok sk ok o sk sl of e o ke e o o e s s ke o ofe s ok e kel ok

CLASS CONCEPTS

Chemist V: Under administrative direction, Chemist V’s plan, organize, coordinate and oversee the overall
operation of a laboratory(ies) in which water, soil, petroleum products, pesticides, highway construction
materials and other materials are tested for chemical composition, contamination and/or compliance with State
and federal regulations and standards.

Train, supervise and evaluate the perfiormance of professional chemists, laboratory technicians and assistants;
develop work performance standards; schedule and assign work and determine priorities; provide technical
expertise as requested by subordinate staff.

Establish and revise laboratory policies and procedures; develop and maintain appropriate quality control and
quality assurance procedures; ensure compliance with current safety requirements including the proper
handling, storage, use and disposal of hazardous materials; coordinate laboratory activities with other State and
federal agencies and entities.

Participate in long-range planning and budgeting processes; project personnel and equipment needs; develop
and monitor the laboratory budget; order equipment, supplies and materials; maintain current knowledge of
technological advancements in chemical analysis, computer applications and specialized instrumentation.
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CLASS CONCEPTS (cont’d)

Chemist V (cont’d)

May direct the registration of pesticides, fertilizers and petroleum products, ensuring compliance with
applicable federal and State laws and regulations; issue special need registrations and crisis exemptions; oversee
the collection of fees and the licensing of restricted pesticide dealers in the State.

Chemist IV: Under general direction, positions allocated to this class either:

(1) Report to a supervisor who is not a chemist and work independently in providing chemical analysis of
various materials in support of agency programs and activities; oversee and coordinate activities in the
assigned laboratory including analytical equipment and instrumentation; order supplies and equipment;
and implement quality assurance procedures; or

(2) Report to a Chemist V and perfiorm the full range of duties described in the series concept. In addition,
Chemist IV’s supervise lower level professional chemists including responsibility for training,
evaluating performance, assigning and reviewing work, and counseling and discipline. Incumbents at
this level may also be assigned to participate in budget preparation and monitoring, requesting
equipment and supplies, and recommending the purchase of new equipment and instrumentation, but
the Chemist V has the final decision-making authority.

Chemist III: Under general supervision, incumbents perform a broad range of duties outlined in the series
concept in an assigned laboratory. This is the journey level for the series.

Chemist II: Under supervision, incumbents continue to receive training and gain experience in performing
duties outlined in the series concept. This is the advanced trainee level for the series.

Chemist I: Under immediate supervision, incumbents receive training in performing duties outlined in the
series concept. This is the trainee level for the series.
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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.

CHEMISTeV

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in
chemistry or closely related field and five years of progressively responsible professional experience as a
chemist in a laboratory setting; OR one year as a Chemist IV in Nevada State service; OR an equivalent
combination of education and experience as described above. (See Special Requirement)

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

Detailed knowledge of: various scientific literature related to a specified field of chemistry; and laboratory
equipment used for analyses; relevant federal and State rules and regulations. Working knowledge of:
agency rules, regulations, policies and procedures. Ability to: determine methodology to be applied and
equipment to be utilized in conducting various tests and analysis; analyze a variety of materials to
determine chemical content and composition; and perform complex chemical analysis without technical
supervision; plan, organize and oversee laboratory operations; prepare and monitor budgets; oversee the
work of professional, technical and support personnel; read and interpret scientific literature and reports;
evaluate and determine equipment, materials, and supplies needed in a laboratory; supervise, evaluate,
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CHEMIST IV 36 B 10.708
CHEMIST I 34 B 10.712
CHEMIST 11 32 B 10.713
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MINIMUM QUALIFICATIONS (cont’d)

CHEMIST V (cont’d)

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (cont’d)
counsel and discipline subordinate staff; 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: pertinent federal and State rules and regulations; providers of chemistry equipment
and supplies; supervisory techniques and practices; and State purchasing policies and procedures.

CHEMIST IV

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in
chemistry or closely related field and four years of professional experience as a chemist in a laboratory
setting; OR two years as a Chemist III in Nevada State service; OR an equivalent combination of education

and experience as described above. (See Special Requirement)

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

Detailed knowledge of: analytical computer systems and applications used in a laboratory setting; organic
or inorganic chemistry including quantitative and qualitative methods of analysis; safety precautions;
laboratory equipment used for analysis. Working knowledge of: agency rules and regulations, policies
and procedures related to laboratory practices. General knowledge of: relevant federal and State laws

and regulations. Ability to: work independently in completing chemical analysis; .write technical and
scientific reports; initiate and develop testing policies and procedures; read and interpret scientific literature

and reports; abstract and summarize technical procedures and complex data; and all knowledge, skills and
abilities required at the lower levels.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
[Detailed kaowledge oft —relevant federal and State rsles-and regulations.— Working knowledge ok
egeney fules; regulation: -po ietes and procedure . Abiity tor—determine methedelegy to be applied and
equipment-to be utilized i conducting-various testy and ana'sis; analyze 4 variety of materials to detesmine

Y] PLTTEd

(These are identical to the Entry Level Knowledge, Skills and Abilities required for Chemist V.)

CHEMIST Il

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in
chemistry or closely related field and two years of professional experience as a chemist in a laboratory
setting; OR one year as a Chemist II in Nevada State service; OR an equivalent combination of education
and experience as described above. (See Special Requirement)

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

Working knowledge of: organic or inorganic chemistry including qualitative and quantitative methods of
analysis; laboratory equipment used for analysis; health and safety precautions applicable to working with
volatile chemicals and other hazardous materials; computer hardware and software used in a chemistry
laboratory. Ability to: compare analytical results with reference standards and form logical conclusions;
systematically arrange information, test results, data, and reports into appropriate categories; determine
laboratory instruments’ reliability and make necessary adjustments; analyze information, methods and
procedures in order to determine the best method for analysis; perform several different procedures
simultaneously using a variety of equipment; and all knowledge, skills and abilities required at the lower
levels.
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CHEMISTeV 38 A 10.707
CHEMISTdV 36 B 10.708
CHEMIST III 34 B 10.712
CHEMIST 11 32 B 10.713
CHEMISTd 30 B 10.724
Page S of 6
MINIMUM QUALIFICATIONS (cont'd)

CHEMIST III (cont’d)

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
[Working laewledge of: —agency rules eaé’fegu#&&leﬂs ,-pelieies and precedures related to laberatory
practices. General-knowledge-of: relevant-federal and-State-laws-and regulations.— Ability -tor —werk
independently. in-completing ehemieal-analysis:] (These are identical to the Entry Level Knowledge, Skills
and Abilities required for Chemist IV.)

CHEMIST 11

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in
chemistry or closely related field and one year of professional experience as a chemist in a laboratory
setting; OR one year of experience as a Chemist I in Nevada State service; OR an equivalent combination
of education and experience as described above. (See Special Requirement)

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

General knowledge of: organic or inorganic chemistry including qualitative and quantitative methods of
analysis; health and safety precautions applicable to working with volatile chemicals and other hazardous
materials; laboratory equipment used in analysis of water, gas, oil and other samples. Skill in: performing
standard laboratory techniques and procedures; 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 Chemist I11.)

CHEMIST I

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in
chemistry or closely related field; OR an equivalent combination of education and experience.

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

Basic knowledge of: organic or inorganic chemistry including qualitative and quantitative methods of
analysis; health and safety precautions applicable to working with volatile chemicals and other hazardous
materials; and laboratory equipment used in analysis of water, gas, oil and other samples. Ability to: read
and understand technical laboratory literature; accurately measure, record and report scientific data;
establish and maintain effective and cooperative working relationships with others; and perform testing
procedures using modern laboratory equipment and techniques. Skill in: performing basic laboratory
techniques and procedures.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
(These are identical to the Entry Level Knowledge Skills and Abilities required for Chemist I1)

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.

10.707 10.708 10.712 10.713 10.724
ESTABLISHED: 7/1/99P 10/25/74 9/1/64 1/1/61 1/1/62
12/16/98PC
REVISED: 10/25/74 10/25/74 10/25/74
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CHEMIST V
CHEMIST IV
CHEMIST III
CHEMIST II
CHEMIST 1
Page 6 of 6

REVISED:
REVISED:

REVISED:
REVISED:

4/11/14PC
6/10/16 PC

7/1/87-12P
7/18/86P

7/1/99P
12/17/98PC
4/11/14PC
6/10/16PC

7/1/87-12P
7/18/86PC

7/1/99P
12/17/98PC
4/11/14PC
6/10/16 PC

7/1/87-12P
7/18/86PC

7/1/99P
12/17/98PC
4/11/14PC
6/10/16 PC

W wwE

7/1/87-12P
7/18/86PC

7/1/99P
12/17/98PC
4/11/14PC
6/10/16PC

10.707
10.708
10.712
10.713
10.724
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Personnel Commission Agenda
June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

The Division of Human Resource Management has conducted a maintenance review of class specifications
in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
June 10, 2016
— s s

Item VI-D-1-a:

GURRENT PROPOSED
CODE TITLE GRADE | EEO<4 | CODE TITLE GRADE | EEO-4
12.144 | ESD Program Chief 40 A 12.144 | ESD Program Chief 40 A
EXPLANATION OF CHANGE

The Nevada Department of Administration, Division of Human Resource Management conducted a class
specification maintenance review for the ESD Program Chief series. In consultation with management and
agency Human Resource staff at the Department of Employment, Training and Rehabilitation and it was
determined that the concepts, minimum qualifications and knowledge, skills and abilities are consistent with
current expectations and no changes were necessary. However, the statement “as described above” was
added to the equivalent combination of education and experience in order to maintain consistency with
formatting structure.

ESD Program Chiefs perform administrative, supervisory, and managerial work in the administration of a
major Employment Security Division (ESD) program and manage the Unemployment Insurance Support
Services or Workforce Investment Support Services section. Incumbents establish and monitor the
accomplishment of program goals and objectives; direct the development and support implementation of
State plans, policies and procedures as well as support and monitoring systems to ensure programs are
administered in compliance with federal and State laws, regulations, and procedures. ESD Program Chiefs
function primarily in a staff capacity and typically have limited, if any, authority for the direct delivery of
program services.

Note: Changes, additions and/or deletions on the class specification are noted in red.
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STATE OF NEVADA

Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE
ESD PROGRAM CHIEF 40 A 12.144

ESD Program Chiefs perform administrative, supervisory, and managerial work in the administration of a major
Employment Security Division (ESD) program and manage the Unemployment Insurance Support Services or
Workforce Investment Support Services section. Incumbents establish and monitor the accomplishment of
program goals and objectives; direct the development and support implementation of State plans, policies and
procedures as well as support and monitoring systems to ensure programs are administered in compliance with
federal and State laws, regulations, and procedures. ESD Program Chiefs function primarily in a staff capacity
and typically have limited, if any, authority for the direct delivery of program services.

Establish, implement and monitor the accomplishment of section and program goals and objectives; analyze
economic and demographic trends and statistical data; determine the availability of resources; consult with
management regarding department and division goals and objectives; coordinate resources and activities with
other program managers; establish meaningful performance indicators and attainable goals and objectives for
the section; lead conferences and discussions for joint planning of staff activities; monitor staff activities to
determine the impact and effectiveness of completed projects and ongoing assignments and plan for future
changes or activities.

Direct the development of State plans, policies, procedures, and support systems for an assigned program;
respond to inquiries and requests for assistance in the implementation of policy, procedures, and system
changes; review and interpret federal and State laws and regulations; determine the financial and operational
impact to program areas; analyze changes required to computer and accounting systems and establish priorities
for system work requests; oversee the development of new or revised policies and procedures and secure
administrative approval; oversee the development and presentation of training; render decisions on exceptional
cases or unusual operational issues; monitor program quality and compliance through review of management
reports and results of on-site reviews.

Participate in the development of program and budget plans and monitor approved budgets; develop cost
estimates and justification for new or expanded programs, purchase of equipment, and additional personnel;
provide recommendations to management for incorporation into the division budget; draft requests for budget
augmentation; recommend alternatives for program operations in shortfall situations.

Supervise managers, professional personnel and support staff as assigned; interview applicants and recommend
selection of personnel; delegate authority and responsibility to staff; develop work performance standards and
complete performance evaluations; provide counseling and guidance; ensure appropriate training is provided;
initiate or recommend disciplinary action as appropriate.

Make oral presentations to department staff, organizations, employers, department staff and the public to
provide information and explain program activities, policies and procedures; represent the division on various
boards and at meetings in the community as requested.

Perform related duties as assigned.

ok e e s ol ol oo o ok o o ol oo o ok e ool b ok s o o ke o s s o o s ol o o s R o stk e s ok ok o o ok a8 ok o o 8 ok ol o ok ok e s s ok o o s ok o ol ofe o sk e o o s ol e ook ok ok o sk ok o o o
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ESD PROGRAM CHIEF 40 A 12.144
Page 2 of 3

MINIMUM QUALIFICATIONS

EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in public or
business administration or other relevant field and four years of progressively responsible professional and
supervisory experience which included managing diverse programs; supervising subordinate professional staff
providing a variety of program support or services; interpreting and applying technical and legal documents and
complex rules, regulations, policies and federal guidelines; analyzing complex information, problems and
circumstances and developing solutions and effective courses of action; applying quality control techniques and
methods to develop and direct program policy and procedure reviews; coordinating the development or
implementation of new services and procedures; and establishing and maintaining working relationships with
agency management, government officials and professionals in the community to improve or expand services;
OR an equivalent combination of education and experience as described above.

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

Working knowledge of: principles and practices of management and supervision; program and data analysis
methods and techniques used to develop recommendations and managerial reports; principles, theories,
techniques and trends in public administration including budgeting, financial management, employee relations
and governmental programs; quality control techniques and methods to develop and direct program policy and
procedure reviews; a variety of training methods and techniques. Ability to: motivate staff into effective
action; respond appropriately to difficult questions from staff, upper management, legislators, and the general
public; write concise, logical and grammatically correct analytical reports, correspondence, and program
documents; establish work priorities; coordinate the work of several diverse work units by determining the time,
place and sequence of action to be taken; review subordinate determinations and decisions and recommend
appropriate action; project workload and appropriate necessary staff and equipment; conduct meetings and
maintain an organized flow and exchange of information; develop and coordinate the implementation of work
processes and procedures; modify and adapt operational designs, procedures or methods to optimize efficiency.
Skill in: making oral group presentations to provide information or explain policies and procedures; reading,
interpreting and applying difficult, technical documents, complex federal guidelines and legal documents for
new and revised policies and procedures; establishing and maintaining effective and cooperative working
relationships with staff, representatives from other agencies, government officials, employers and professionals
in the community; mediating between contending parties; negotiating, exchanging ideas, information and
opinions with others to arrive jointly at decisions, conclusions or solutions; managing space, equipment and
material resources and developing justifications for acquisitions; interacting with complainants in a diplomatic,
tactful and discreet manner.

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

Detailed knowledge of: department, division and section goals, systems, programs, and policies related to
assigned programs; program terminology and acceptable program practices. Working knowledge of: federal
and State laws and regulations governing programs administered by the ESD; goals, objectives and federal
guidelines for workforce investment and unemployment insurance benefit programs; State and agency
administrative regulations regarding budget maintenance, purchasing and supervision; computer capabilities
and programming logic; data processing and operational systems for assigned program area; department data
processing and operational system capabilities to coordinate the development and maintenance of automated
systems; organizational structure, functions and processes related to program areas within ESD. A bility to:
forecast program and community needs; accurately evaluate program effectiveness and accomplishment and
determine what changes may improve the program; perceive and define cause and effiect relationships in areas
of program compliance; modify and adapt policies, procedures or methods to enhance program compliance and
avoid federal penalties; develop budget recommendations and justifications; evaluate and critique training
programs. Skill in: developing recommendations to improve fiscal control and accountability for assigned
programs.
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ESD PROGRAM CHIEF 40 A 12.144
Page 3 of 3

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

12.144
ESTABLISHED: 7/1/03P

7/2/02PC
REVISED: 6/K/kPC
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Personnel Commission Agenda
June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

The Division of Human Resource Management has conducted a maintenance review of class specifications
in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
June 10, 2016.

Item VI-D-2-a:

CURRENT PROPOSED
CODE TITLE GRADE | EEO-¢ | CODE TITLE GRADE | EEO4
Crime Victim Compensation Crime Victim Compensation -
12.368 Specialist L B 12.368 Specialist s i
EXPLANATION OF CHANGE

In consultation with the Subject Matter Expert (SME) from the Department of Administration, Hearings
Division, Victims of Crime Program, Human Resource Management conducted a class specification
maintenance review for Crime Victim Compensation Specialist class. It was determined that the concepts,
minimum qualifications and knowledge, skills and abilities are consistent with current expectations and no
changes were necessary. However, the statement “as described above” was added to the equivalent
combination of education and experience in order to maintain consistency with other class specification
formatting.

Under general supervision, review and determine program eligibility for financial assistance in compliance
with statutory requirements of the Victims of Crime Program. Incumbents review applications for assistance
under the Victims of Crime Program to determine eligibility for program benefits, extent of the injury or
financial hardship, and the amount and type of award sought by victims; contact victims and conduct
comprehensive interviews to obtain statements involving crimes; perform field work to verify victim
statements by contacting local law enforcement agencies, medical providers, employers and insurers to
obtain copies of needed reports and records; and review and interpret police reports, medical records and
claims to determine if eligibility conditions exist in accordance with State law under the Victims of Crime
Program. They also determine eligibility and render written decisions, including orders directing payment of
compensation and provide case files, rebuttal statements and testimony as needed for appellate level reviews;
evaluate claim expenses and supplemental billings to determine which are eligible for compensation and
which are inappropriate or exceed maximum allowed and calculate appropriate payments; and prepare and
maintain files, records and statistics and prepare periodic activity reports for management review.
Additionally, they develop and maintain contacts within the community such as law enforcement officials,
medical providers and other agencies providing support to victims to establish primary and secondary payor
status; may supervise administrative support staff by providing input toward employee selection, conducting
training, assigning and reviewing work, conducting performance appraisals and implementing disciplinary
actions; and conduct outreach presentations to the public, law enforcement officers and staff of various
agencies regarding program objectives and related laws, rules, regulations, policies and procedures.

Note: Changes, additions and/or deletions on the class specification are noted in red.
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STATE OF NEVADA

Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION

TITLE GRADE EEO-4 CODE
CRIME VICTIM COMPENSATION SPECIALIST 32 B 12.368

Under general supervision, review and determine program eligibility for financial assistance in compliance with
statutory requirements of the Victims of Crime Program.

Review applications for assistance under the Victims of Crime Program to determine eligibility for program
benefits, extent of the injury or financial hardship, and the amount and type of award sought by victims.

Contact victims and conduct comprehensive interviews to obtain statements involving crimes; obtain victim
signatures on release forms to obtain medical records, police reports, employer verification of lost wages, and
verification of insurance coverage or other sources of funding such as public assistance or the county sexual
assault fund for which the victim may be eligible.

Perform field work to verify victim statements by contacting local law enforcement agencies, medical
providers,employers and insurers to obtain copies of needed reports and records.

Review and interpret police reports, medical records and claims to determine if eligibility conditions exist in
accordance with State law under the Victims of Crime Program; compare reports to victim statements to verify
facts surrounding cases; and assess issues of provocation and consent or other actions by victims which may
have contributed to the crime.

Determine eligibility and render written decisions, including orders directing payment of compensation and
provide case files, rebuttal statements and testimony as needed for appellate level reviews.

Evaluate claim expenses and supplemental billings to determine which are eligible for compensation and which
are inappropriate or exceed maximum allowed and calculate appropriate payments.

Prepare and maintain files, records and statistics and prepare periodic activity reports for management review.
Develop and maintain contacts within the community such as law enforcement officials, medical providers and
other agencies providing support to victims to establish primary and secondary payor status; refer victims to
other appropriate resources, and promote community awareness.

May supervise administrative support staff by providing input toward employee selection, conducting training,
assigning and reviewing work, conducting performance appraisals and implementing disciplinary actions.

Conduct outreach presentations to the public, law enforcement officers and staff of various agencies regarding
program objectives and related laws, rules, regulations, policies and procedures.

Perform related duties as assigned.
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CRIME VICTIM COMPENSATION SPECIALIST 32 B 12.368
Page 2 of 2

MINIMUM QUALIFICATIONS

EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and three years of
experience conducting interviews and documenting findings; interpreting and explaining program rules,
regulations, policies and procedures; gathering and analyzing information from various sources; and preparing
reports and recommendations; OR an equivalent combination of education and experience as described above.

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

Working knowledge of: interviewing skills; word processing, database and statistical reporting; oral and
written communication skills. Ability to: interpret rules, regulations, policies and procedures; elicit
information through interviewing and investigative techniques; make basic mathematical computations; use tact
and good judgment when eliciting information from victims; write concise, logical, grammatically correct
correspondence and reports to explain facts and render decisions for program eligibility under State law; speak
on a one-to-one basis using appropriate vocabulary and grammar; read medical reports, crime reports and legal
documents at an interpretative level and apply the information to eligibility criteria; effectively interact and
work objectively with persons from a variety of social, cultural, economic and educational backgrounds;
establish and maintain records in a confidential manner; document facts and prepare clear and understandable
case notes; establish rapport and gain the trust of others.

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

Working knowledge of: State law regarding eligibility requirements for the Victims of Crime Program;
federal, State and local laws, regulations and ordinances applicable to victims of crime; supervisory principles,
practices and techniques; potential collateral funding resources such as private insurance plans, workers'
compensation and local sexual assault funds including their responsibilities and requirements. Ability to: work
independently and follow through on assignments with minimal direction and within statutory time frames;
make eligibility determinations for victims of crime compensation; establish and maintain cooperative working
relationships with the public, law enforcement agencies, health care providers and employers.

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.

12.368
ESTABLISHED: 9/22/89PC
REVISED: 7/1/93P

10/23/92PC
REVISED: 7/1/03P

10/14/02PC
REVISED: 6/10/16PC
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Personnel Commission Agenda
June 10, 2016

FOR DISCUSSION AND POSSIBLE ACTION

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

June 10, 2016.

Item VI-D-3-a:
GURRENT PROPOSED
CODE TITLE GRADE | EEO4 | CODE TITLE GRADE T EEO4
12.423 Client Assistance Specialist 35 A ABOLISHED

EXPLANATION OF CHANGE

In conjunction with the class specification maintenance review process conducted by Human Resource
Management, it is recommended that Client Assistance Specialist class be abolished. During this review, it
was determined that the class was used primarily by the Department of Employment, Training and
Rehabilitation (DETR); however, there are currently no positions in this class within State classified service
and there are no plans for the agency to utilize it in the future.

Agencies consulted support the abolishment of the class.

Note: Changes, additions and/or deletions on the cluss specification are noted in red.

Personnel Commission Agenda

June 10, 2016
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STATE OF NEVADA
Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION

[CLIENT-ASSISTANCE SPECIALIST 35 A €2:423

Under general dire tion, de clop direet, and oversee the implementintion and eraluation ofa statewide network
of federolly mandated informetion and elient assistance serviees under the Federal Rehabilitation Act previde
edvoeaey —serviees—for— persens—with— disabHities:— assist- elients— ir- aeeessing- rehabilitetion- services- and
eccrdineting- other- avalable- community cerviees; administer the progrum budget: develop and reeammend
progrura poliey and procedure end supervise prograth - upport staff

Conduct-intake interviewsto decument foets and circumstanees relative to serviee delivery andfor eligibility
for vocntional rehabilitation supperted employment; services 4o the blind orf independent living seviees;
obtain tatements efeHents problems er cencems; provide information regarding aveilable berefits under the
Federal RehabHitation et apd the role of the elient assistance progrem: provide information end referrel
Serviees e individuels whe are not eligible for the elient assistance pragram of rehabilitation sefrices:

Betermine-the ments of elierts- ecnees fequesi-ﬁeeessee—m(bmahen- fromn rehabilitation prefessionals whe
have denied beneiits of are p oviding 5 eFvices; investigate the details of speeifie isoue- of «

preposed- seanee—de!neas—-mé}-reqmremenis~e€—8&ﬁ&e»aad—$edefaklewe—¢egele&ms~eeées—peheles—ané
proeedures:

Feview and anelyze i et f end prepeare & whilteR recommendeation —umarizing elient  eoncerns and
outlining fair conclu ion - schedule eonferences with elients erviee providers and other partie: involved . eet 5
moedibtor between contending paries to-resotve-problems-ot negetiate settlements -seek legal advice and retain
legal representation on behalfof cHents when reecessary: represent clients at administratis e heariag -

Meﬂegethe-pfegsem- budge&, elleea%e-fands—te differeat subeetegeﬂeﬁ beseden pfeg!am needs: prepafe fepeas

idenu?y ersys&em*e éifﬁeﬁihe&ihahmpeéethepfevmeﬂ eﬁmendaieéseﬂes-

ldentify end-recommend- pelxeyﬂﬂép;eeedure—fewswas—deﬁgn—d»evelep ‘and distribute-prometional materials to
explain prograr funetions-and- foster publie awareness of the-elient assistanee prograrm-

Supervise support siaff, assign and review woek, develop-work performeance standards end conduet performance
eveluations it ate disciplnery actisn-asfeqit od:

Perlonm related dutiesasassigned.
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MINIMEM QUALIFICATIONS

EDUCATION-AND~EXPERIENCE -—Master's- degree—in— rehabilitation—ecounseling,— eounseling.—assistive
techrology; seeial seienee of closely celated field- plus emre year of professional level experience
pr-ewdmg negehetoen -edveeeey, eeuaseimg and eeer-dmehea ef- serviees to peepie *M%h dwebl-lmee GR 8

eiatedniield Pl Jonrblot annchieheeras daseribed above,
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CLIENT ASSISTANCE SPECIALIST 35 A 12.423
Page 2 of 2

MINIMUM QUALIFICATIONS (cont’d)

ENTRY LEMEL- KNOWELEDGE: SKIEES AND ABHIATIES (required at tisme e?appheahen)—
w«rkmg»-l.aowledge-eﬁ—mvesugetwe-&eehmques———medaee%-aad—psyeheleg&ee%—&eemmelegys-*he-fele-ef
edveeaey for peeple.m&h dab litie. and appliesble laws and regulattons: intep iew techriques; confidential ty
-of inf ogmation -apreementst -various -dats -eoHeetion -5y:stems-and_praetical-ways_to
gethee mfemeaee_Geaerel- Lknowledge of:_serviees available undet the Federal Rehabiliiation Aek Ability

to:—analy:e prablems and fermulate logienl eonclusions and selutions: write eoncise logieal and gremmatically
eerreet  narfative ™ reperts” and  business™ ceifespondence; read and ™ interpret laws, regulations,
medieal/psyehologieal reports; and iegal docurments; speak on & on€ to  ene basis using appropriate veeabulary
end-grammar to-ebtain/provide information—and-expiein- regulations, policies and procedures; interaet with
persons-of- various-backgrounds- and disabilities— Sldll-in:—negetiating and adveeating on-behalf of-persons
with disabtities:-eounsehng and ecordinatiag serviees for people with disabihties.

FULL PEAFORMANCE KMOWEEDGE -SKHLES AND ABIHHES (typically acquired on the job): Werking
kaowledge oft the rele-of ihe Clieat Assistance Program meludingthe rights of applicants end elients;
serviees offered by serviee-delivery ageneies funded urder the Federal nehabilitetion et; prineiples

g%%ﬁ*_:ﬁmwm services provided by soeiat servieé and rehabilitation goencies througheut thé State
piv I fAanege & Program wﬁﬁﬁﬁﬁﬁm

proeedures; supervise suberdinate staF¥.

This-elass—speeifieation-is-used-for- classifieation,recruitment - and -examination -purpeses—Jt-is-not-te—-be
“on idered a-substitute for work pesformance standards for pesitiens essipned to this elass:

12423

ESTABHISHED: 6/9:83R
+2/0/88RC

AEVASED: FHHD3IR—
$6/23/92PC

REMISED: >

OH0/03RET
6/10/16PC
ABOLISHED:
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FOR DISCUSSION AND POSSIBLE ACTION

The Division of Human Resource Management has conducted a maintenance review of class specifications
in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
June 10, 2016.

Item VI-D-3-b:

CURRENT PROPOSED
CODE TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
12.455 | Rehabilitation Manager Il 39 A 12.455 | Rehabilitation Manager 39 A
12.409 | Rehabilitation Manager | 38 A 12.409 | Rehabilitation Manuger 38 A
EXPLANATION OF CHANGE

The Nevada Department of Administration, Division of Human Resource Management conducted a class
specification maintenance review for the Rehabilitation Manager series. In consultation with management
and agency Human Resource staff at the Department of Employment, Training and Rehabilitation it was
determined that the concepts, minimum qualifications and knowledge, skills and abilities are consistent with
current expectations and no changes were necessary. However, the statement “as described above™ was
added to the equivalent combination of education and experience in order to maintain consistency with
formatting structure. Furthermore, modifications were made to the full performance knowledge, skills and
abilities at the Rehabilitation Manager I and the entry level knowledge, skills and abilities at the
Rehabilitation Manager I also to maintain consistency with formatting structure.

Rehabilitation Managers plan, organize, and manage the operations and services of a district or statewide
office; ensure programs and associated services are administered in compliance with applicable laws,
regulations, policies and procedures; and participate in program planning, development and implementation.

12.455 ~ Rehabilitation Manager 1I, Grade 39: Under general direction, incumbents manage the
operations and service delivery of a large district with metropolitan and multiple satellite offices that
provide diverse and complex rehabilitation services to clients; supervise subordinate Rehabilitation
Supervisors that supervise a highly skilled and educated staff of professionals.

12.409 - Rehabilitation Manager I, Grade 38: Under limited supervision, incumbents perfiorm the range
of duties described in the series concept; manage the operations and service delivery of an organizational
unit such as the Bureau of Disability Adjudication which provides Social Security Disability
Adjudication services statewide and supervises subordinate Disability Adjudication Supervisors and
information technology/data processing staff.

Throughout the course of the study, management and agency staff participated by offeering recommendations
and reviewing changes as the process progressed, and they support this recommendation

Note: Changes, additions and/or deletions on the class specification are noted in red.
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STATE OF NEVADA
Department of Administration
Division of Human Resource Management

CLASS SPECIFICATION
TITLE GRADE EEO-4 CODE
REHABILITATION MANAGER II 39 A 12.455
REHABILITATION MANAGERI 38 A 12.409
SERIES CONCEPT

Rehabilitation Managers plan, organize, and manage the operations and services of a district or statewide office;
ensure programs and associated services are administered in compliance with applicable laws, regulations,
policies and procedures; and participate in program planning, development and implementation.

Manage assigned program areas to meet the goals and objectives of the program; assign work and monitor the
achievement of qualitative and quantitative goals; organize and direct the utilization of personnel, materials, and
fiscal resources; implement new regulations and policies and procedures; mediate disputes with clients, staff,
and service providers; and develop and implement preventive and corrective action when quality and quantity
outcomes deviate from program goals and objectives.

Ensure consistent application and conformance with laws, regulations, requirements and restrictions related to
assigned programs; interpret and apply complex laws, rules, regulations and policies related to the full range of
services applicable to the assignment; participate in developing and reviewing initiatives, policies, forms and
other materials.

Plan, design, implement, monitor and evaluate assigned programs and services; identify community and clients
needs; identify and secure resources; and coordinate planning and implementation internally and externally.

Plan and administer financial resources to ensure efficient operations and compliance with budgetary
limitations; develop budget recommendations and justifications; review and monitor fiscal and management
reports; approve fiscal transactions and documents within established limits; provide justification for
exceptions; administer contracts and grants; and direct maintenance of an inventory control system.

Serve as a representative of the program to promote and coordinate efforts to achieve goals and objectives;
establish and maintain working relationships with community organizations, other state and federal agencies,
service providers, and the public; make presentations to interested groups and the media; and represent the
program on interagency boards and councils.

Supervise and evaluate the performance of subordinate supervisors and program personnel; identify personnel
needs; recruit and interview applicants for position vacancies; review and approve work perforinance standards;
identify staff training needs and arrange and authorize appropriate training; counsel staff and take appropriate
disciplinary action when necessary.

Manage facilities occupied by program staff as assigned; identify lease options and arrange for maintenance and
repair services; plan and coordinate office layout and cost sharing with other occupants; maintain building
safety and security standards; plan for future expansion.

Perfiorm related duties as assigned.

sk e o ofe ok s o afe ok o o ok b ok ofe o e 2 o e o e 2 b o ok s o sfe e 3k e ofe ol o e o ofe s e sk s o e o ok ok ek ok ol o e sk o ol e e o ok S ke abe o e e e ok a e o ke o e o e sk e sfe o ok sl ok ke ol oke sk o ke

149



REHABILITATION MANAGERII 39 A 12.455
REHABILITATION MANAGER1 38 A 12.409
Page@ of 4

CLASS CONCEPTS

Rehabilitation Manager II: Under general direction, incumbents manage the operations and service delivery
ofa large district with metropolitan and multiple satellite offices that provide diverse and complex rehabilitation

services to clients; supervise subordinate Rehabilitation Supervisors that supervise a highly skilled and educated
staff of professionals. Rehabilitation Manager 1I's must have higher-level knowledge, skills, and abilities
required to approve individualized plans for employment.

Rehabilitation Manager I: Under limited supervision, incumbents perform the range of duties described in the
series concept; manage the operations and service delivery of an organizational unit such as the Bureau of
Disability Adjudication which provides Social Security Disability Adjudication services statewide and
supervises subordinate Disability Adjudication Supervisors and information technology/data processing staff.

ok sk sk sk ok e 8 e s b s sk e o e o o o s ok ok ook e e ok o ok ok o e e sk sk s o e o sk ok ook s o oo o sl ol s o ok o sk e o e sk sk s ol ook s sk o ok o ok ot e ook ke ook ok ok o ok o ok ok o

MINIMUM QUALIFICATIONS
REHABILITATION MANAGER I1

EDUCATION AND EXPERIENCE: Master’s degree from an accredited college or university in
rehabilitation counseling or health, social or other related behavioral science, two years of supervisory
experience which included implementing, monitoring and evaluating the effectiveness of strategies,
analyzing and interpreting complex laws and regulations to ensure compliance, recommending
implementation of strategies, and supervising professional staff, and proof of eligibility to sit for the
Rehabilitation Counselor Certification exam from the Commission on Rehabilitation Counselor
Certification; OR two years of experience as a Rehabilitation Supervisor in Nevada State service.

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

Working knowledge of: federal and State laws and regulations applicable to programs for persons with
disabilities; principles and practices of management and public administration; program development,
implementation and evaluation; budget development and administration; social, economic, educational and
vocational trends including high demand occupations and related labor market demands; principles of
organizational structure, analysis and design; medical, social, vocational, psychological, and independent
living needs of persons with disabilities; State and federal trends impacting programs and services; relevant
State and federal program operations and requirements sufficient to resolve policy and operations
questions. General knowledge of: primary economic indicators used in making revenue projections; grant
management practices; rehabilitation process, disabilities, vocational issues, medical terminology,
rehabilitation engineering, and independent living programs. Ability to: develop program philosophy,
methodology and implementation; and analyze statistical data and identify trends in workload
performance; prepare and deliver oral group presentations to persuade, motivate, and provide information
to others; understand the level of knowledge, skills, and abilities of staff from several disciplines and
organize and direct the work activities accordingly; review client case files against federal, State, and
division prescribed standards; supervise subordinate supervisors including accomplishing established
objectives, delegating responsibility, training, evaluating performance and administering necessary
discipline; manage publicly funded, multi-million dollar budgets with diverse funding sources; accurately
forecast fluctuations in revenues which impact development of the biennial budget as requnred Skill in:
developing and recommending strategies to attain established goals; |mplement|ng, monitoring and
evaluating the effectiveness of planned strategies; and analyzing and interpreting complex laws and
regulations to ensure compliance and recommend implementation strategies; and all knowledge, skills, and
abilities required at the lower level,
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REHABILITATION MANAGERII 39 A 12.455
REHABILITATION MANAGER 1 38 A 12.409
Page 3 of 4

MINIMUM QUALIFICATIONS (cont’d)
REHABILITATION MANAGER II (cont'd)

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
Detailed knowledge of: State, agency and bureau infonnation management systems, generated reports, and
accounting procedures. Working knowledge of: rehabilitation process, disabilities, vocational issues,
medical terminology, rehabilitation engineering, and independent living programs. Ability to: analyze
client needs and prepare fundable proposals for federal financial participation as required; work effectively
with volunteer boards as required.

REHABILITATION MANAGER 1

EDUCATION AND EXPERIENCE: Bachelor’s degree from an accredited college or university in
business or public administration, a field of social science, vocational rehabilitation or evaluation, or related
field and two years of supervisory experience supervising journey level professional staff providing
disability-related services; OR an equivalent combination of education and experience as described above.
(Education above the bachelor’s degree level may only be substituted for one year of supervisory
experience.)

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

Working knowledge of: federal and State laws and regulations applicable to assigned program areas;
principles and practices of management and public administration; principles and practices of supervision
and training; principles and practices of fiscal management; quality assurance principles and practices;
program development, implementation and evaluation; budget development and administration; personal
computers and associated software sufficient to prepare documents and statistical reports; principles of
vocational evaluation; functional limitations due to medical and psychological impairments; team dynamics.
General knowledge of: computer operations sufficient to oversee efficient operation of data processing.
Ability to: analyze and interpret complex federal and State laws and regulations to ensure compliance;
analyze fiscal data and plan, prepare and manage budgets; plan, organize and direct the work of others;
mediate between contending individuals or groups; summarize technical information in common
terminology for dissemination to staff and the general public; establish and maintain cooperative working
relationships with subordinates, peers, support staff, administrative staff, board members, and other
individuals and organizations; set priorities within broadly defined goals and objectives; foster a stimulating
and accepting work environment; write concise, logical and grammatically correct business correspondence,
analytical reports and technical materials; implement, monitor and evaluate the effectiveness of planned
strategies; analyze a situation and develop an effective plan of action. Skill in: discussing a variety of job
related topics on short or no notice.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
(These are identical to the Entry Level Knowledge, Skills and Abilities required for Rehabilitation
Manager II.) [Werking-knowledge-of:-relevant-State-and-federal- prosram- operations-and-requirements
safﬁeqem—te—reseh-e—pelfey—eﬁd—epefaaens—quesemns—Abtmyww—deveiep—pregmm—wphi{eseph)-
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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 perforinance standards for positions assigned to this class.

12.455 12.409
ESTABLISHED: 5/18/78 11/21/73

REVISED: 5/18/78
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Page 4 of 4

REVISED:
REVISED:
REVISED:
REVISED:
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7/1/93P
11/6/92PC
10/1/97UC
7/1/05P
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39
38
7/1/93P
11/6/92PC
10/1/97UC
7/1/05P
10/1/04PC

6/10/16PC

12.455
12.409
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PERSONNEL COMMISSION
MINIMUM QUALIFICATIONS APPEAL

Tammy Moore, Accountant Technician 2
Department of Corrections

Personnel Commission Meeting of June 10, 2016

Prepared by the Department of Administration
Division of Human Resource Management

APPEAL SUMMARY

Tammy Moore, Accountant Technician 2, grade 32, is appealing that she did not
meet the minimum qualifications for an Administrative Services Officer 1 and 2,
announcements 27138 and 27211.

BASIS FOR APPEAL

The appeal is based on the applicant’s belief that her experience as an Accountant
Technician 2, grade 32 should be considered as professional level qualifying
experience toward the required minimum qualifications for the Administrative
Services Officer 1 and 2 levels, grades 37 and 39.

DIVISION OF HUMAN RESOURCE MANAGEMENT’S
RECOMMENDATION

The Division of Human Resource Management recommends denying the appeal
because the application submitted did not demonstrate the professional level
experience required for the Administrative Services Officer 1 and 2 classification.
Administrative Services Officers function as business managers with responsibility
for accounting, budgeting and fiscal management. The application did not indicate
duties which proved the entry level knowledge, skills and abilities which include
the ability to identify and resolve operating and fiscal management problems; skill
in State budgeting principles and practices; the ability to advise and direct
management regarding fiscal issues; plan, develop and maintain budgetary and
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financial reports related to business operations, revenues and expenditures, and
contract reviews; develop and implement comprehensive budgets for an agency or
major program; and skill in organizational planning, budgeting, fiscal forecasting,
contracting and purchasing.

The minimum qualifications for the Administrative Services Officer 1 are:

Bachelor's degree from an accredited college or university in business
administration, accounting, finance or related field and three years of varied and
professional experience which included formulating, developing and monitoring
program or agency budgets; analyzing and interpreting financial information and
making recommendations; developing, evaluating or revising programs,
organizations or work methods; and/or management responsibility for business
operations such as contract and lease administration, purchasing and warehouse
operations, buildings and grounds maintenance, food and laundry services, data
processing, facilities maintenance and construction, communications equipment, or
fleet maintenance; OR an equivalent combination of education and experience on a
year-for-year basis.

The minimum qualifications for the Administrative Services Officer 2 are:

Bachelor's degree from an accredited college or university in business
administration, accounting, finance or related field and four years of varied and
professional experience which included budget development and analysis;
responsibility for accounting or fiscal management; development, management and
evaluation of a large and complex program; and/or management of two or more
business operations such as contract and lease administration, purchasing and
warehouse operations, buildings and grounds maintenance, food and laundry
services, data processing, facilities maintenance and construction, communications
equipment, or fleet maintenance; one year of which was equivalent to an
Administrative Services Officer I in Nevada State service; OR an equivalent
combination of education and experience on a year-for-year basis.

The applicant does not possess a Bachelor’s degree from an accredited college or
university in business administration, accounting, finance or related field; therefore
the work history must demonstrate seven years of varied and professional
experience which included formulating, developing and monitoring program or
agency budgets; analyzing and interpreting financial information and making
recommendations; developing, evaluating or revising programs, organizations or
work methods; and/or management responsibility for business operations such as
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contract and lease administration, purchasing and warehouse operations, buildings
and grounds maintenance, food and laundry services, data processing, facilities
maintenance and construction, communications equipment, or fleet maintenance
for the Administrative Services Officer 1 level.

For the Administrative Services Officer 2 level, the work history must demonstrate
eight years of varied and professional experience which included budget
development and analysis; responsibility for accounting or fiscal management;
development, management and evaluation of a large and complex program; and/or
management of two or more business operations such as contract and lease
administration, purchasing and warehouse operations, buildings and grounds
maintenance, food and laundry services, data processing, facilities maintenance
and construction, communications equipment, or fleet maintenance; one year of
which was equivalent to an Administrative Services Officer I in Nevada State
service.

The applicant was credited for one year of experience based on college coursework
and an additional year of experience for her time as the acting Administrative
Services Officer, for a total of two years of experience. The acting time was
verified with the Department of Corrections.

We also reviewed the class specifications for the Accountant Technician 2 and
were unable to find the professional level experience as outlined in the minimum
qualifications.

Accountant Technicians perform technical accounts maintenance work.

To be specific, Accountant Technicians reconcile and monitor specific accounting
and fiscal functions or activities within a department establishing or using
established procedures and guidelines. Reconciliation includes balancing
departmental records with reports generated by the State’s central accounting
system as well as federal and other accounting systems. Monitoring includes
ensuring accounting functions and activities are in compliance with reporting
requirements and grant specifications. Accountant Technicians assist management
in preparation of complex budgets by coordinating with various sections to ensure
budget requests are received and reviewed in a timely manner.

In summary, for the Administrative Services Officer 1 level, the incumbent needs
an additional five years of varied and professional experience which included
formulating, developing and monitoring program or agency budgets; analyzing and
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Personnel Commission Agenda
June 10, 2016

REPORT OF CLASSIFICATION CHANGES NOT REQUIRING PERSONNEL
COMMISSION APPROVAL

Attached is a report of changes made to the classification plan pursuant to NRS 284.160, sections
4 through 6 which reads as follows:

“4,  The classification plan and changes therein are subject to approval by the
Commission, except that the Administrator may make a change in the
classification plan without the prior approval of the Commission if:

(@ The Administrator deems it necessary for the efficiency of the public

service;

(b)  The change is not proposed in conjunction with an occupational study; and

(c) The Administrator, at least 20 working days before acting upon the
proposed change:

(1)  Provides written notice of the proposal to each member of
the Commission, to all departments and to any head of an
employees' organization who requests notice of such
proposals; and

(2) Posts a written notice of the proposal in each of the
principal offices of the Division.

Any occupational study conducted by the Division in connection

with the preparation, maintenance or revision of the classification
plan must be approved by the Commission.

5. If no written objection to the proposed change to the classification plan is
received by the Administrator before the date it is scheduled to be acted
upon, the Administrator may effect the change. The Administrator shall
report to the Commission any change in the classification plan made
without its approval at the Commission's next succeeding regular meeting.

6. If a written objection is received before the date the proposed change is
scheduled to be acted upon, the Administrator shall place the matter on the
agenda of the Commission for consideration at its next succeeding regular
meeting.”

The conditions set forth in these statutes have been met. A copy of the justifications and revised
class specifications are on file in the office of the Administrator of the Division of Human
Resource Management.

The following changes have been effected:
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REPORT OF CLASSIFICATION CHANGES

POSTING#: 19-16
Effective: 02/12/16

_ CURRENT AP P ROVED
CODE TITLE GRADE | EEO4 CODE TITLE GRADE | EEO4

NEW 7.816 | Digital Media Specialist 33 B

BASIS FOR RECOMMENDATION

As aresult of an Individual Classification Study (NPD-19) and in partnership with Sub ject Matter Experts from
the Nevada Department of Transportation (NDOT) and the Division of Human Resource Management, it was
determined that a new class specification was to be created based upon the duties and responsibilities of the
position.

Within the Nevada Department of Transportation (NDOT), the Digital Media Specialist plans, coordinates,
schedules and performs video and photographic production by assignment or by request from departmental staff
or other agencies; produces video products and processes photographs; archives videos and photographs with
identifying information; and maintains video and/or photographic and peripheral equipment and supplies.
Video and photographic products may include DVD’s, media files, digital images, photo slides, and prints in a
variety of sizes. Video and photographs are prepared for use on websites, social media outlets, in print,
webcasting, for internal communications or for television broadcasting.

In reviewing the job duties and responsibilities, Human Resource Management recommends the Digital Media
Specialist be allocated at grade 33, to recognize the specialized and theoretical knowledge required to perform
the duties acquired through college courses and other training. The preponderant duties allow for this class to
be assigned to the Fiscal Management & Staff Services Occupational Group, Public Information Subgroup. As
this position performs duties similar to the Photographer series, but with added responsibility for video
production and related assignments, this class will be assigned to the EEO-4 category: B — Professional.

Both management and agency human resource personnel within the division participated by offiering
recommendations and reviewing changes as the process progressed and they support the recommended changes.
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POSTING#: 20-16
Effective: 02/19/16

CURRENT | APPROVED |
CODE TITLE GRADE EEO-4_ CODE TITLE GRADE | EEO4
12.457 Disability Adjudication Supervisor 35 B 12.457 Disabilim'ﬁdjudicufion Supervisor 35 B
12.456 Disability Adjudicator III 33 B 12.456 | Disability Adjudicator HI 33 B
12.428 Disability Adjudicator Il 32 B 12.428 | Disability Adjudicator I1 32 B
12.425 Disability Adjudicator I 30 B 12425 D_isabilir 'y Adjudicator [ | 30 B

BASIS FOR RECOMMENDATION

Working in conjunction with Sub ject Matter Experts (SMEs) from the Department of Employment, Training and
Rehabilitation, Rehabilitation Division, Human Resource Management recommends revisions to the Disability
Adjudicator series remove the reference to option 2 under the Disability Adjudication Supervisor. This position
now serves in the Department of Employment, Training and Rehabilitation’s Quality Assurance unit as a Quality
Control Specialist as a result of a reclassification. Updates were also made to maintain consistency with
formatting and language.

Disability Adjudicators evaluate disability claims and make determinations in accordance with laws, rules,
regulations, policies and procedures governing Social Security Disability Programs. Work involves the
evaluation of medical evidence to make judgments about the presence, onset, clinical severity and prognosis of
physical or mental impairments and determination of the vocational potential of claimants in order to allow or
deny Social Security benefits. Incumbents interview applicants to obtain personal history; communicate in
writing and/or telephone with claimants who are injured, terininally ill and may be in personal distress; verify,
develop and document required medical and vocational evidence; integrate physical, mental and vocational
functional assessments to determine the combined effiects and severity of impairment in compliance with Social
Security Administration regulations; and compile the entire body of evidence into a written medical/legal
determination of disability which documents the medical and vocational facts, statutory requirements, and the
occupational potential of the claimant. They also provide medical case management for disability claims that
require medical consultation and conduct comprehensive vocational analysis of the claimant's vocational
background, education, age, relevant work experience, and demonstrated functional capacity for gainful
employment; determine ability to perfiorm jobs within the local and national economy.

The agency supports the changes.
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POSTING#: 21-16
Effective: 02/19/16

CURRENT , 'APPPCVER

CODE TITLE GRADE | EEO4 CODE | TITLE GRADE | EEOH4

Onality Control Specialist I'f
Options A: Departinent of Health
and Humnan Services
(DHHS), Welfare
12.370 | Quality Control Specialist 1t 36 B 12.370 B: Department of 36 B
Ewmployment, Training
and Reliabilitation
(DETR),
Reliabilitation

Quality Control Specialist I

Options A: Department of Health
and Hmman Services
(DHHS), Welfure
12.371 Quality Control Specialist | 34 B 12.371 B: Department of 34 B
Employment, Trainimg
and Reliabilitation
(DETR),
Rehabilitation

BASIS FOR RECOMMENDATION

As a result of NPD-19s submitted and in response to an appeal from the agency, also in conjunction with the
Subject Matter Experts (SMEs) from DETR’s Disability Adjudication and Vocational Rehabilitation units,
Human Resource Management recommends revisions to the Quality Control Specialist series to recognize the
work perforimed by staff in quality control/assurance units within DETR. In order to accommodate the separate
and distinct duties, minimum qualifications and knowledge, skills and abilities required for positions within
DETR, options were created. The series and class concepts were revised to update and accurately describe
the duties performed by incumbents within DETR at both levels. The knowledge, skills and abilities (KSAs)
were separated out into these options based upon differing KSAs required to perfonm duties in assigned
program areas.

Quality Control Specialists review sample casework of public assistance, child support enforcement, disability
adjudication/fraud, or vocational rehabilitation programs to deterimine compliance with State and federal laws,
regulations, policies and procedures; identify errors and causal factors; investigate and verify case facts and
information; and recommend corrective action or compile data for required reports. Incumbents conduct
independent audits; determine compliance with State and federal laws by comparing information obtained
through review of case records and collateral investigations to program requirements; and provide technical
guidance to agency or county staff regarding program activities and requirements. They also prepare and
submit audit findings to district of fice personnel, program administrators and federal authorities; explain errors;
cite appropriate laws, regulations, policies or procedures; identify the source of errors and recommend
appropriate corrective action as required; evaluate rebuttals to audit findings, develop supplemental reports,
and conduct and participate in joint conferences with targeted office personnel and administrative staff to
resolve differences and recommend corrective action as required; cooperate with federal and other outside
reviewers to determine the accuracy and timeliness of the agency’s evaluation; provide performance indicators
to program administrators and federal officials which measure program efficiency and effectiveness and which
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become the basis for funding; and prepare and submit cases of suspected fraud for additional review and
investigation.

Positions allocated to the Quality Control Specialist II within DETR perform duties including, but not limited
to, the following: plan, develop, implement and maintain the federally mandated quality assurance program;
conduct staff training relative to the rules, regulations, policies and procedures of the state/federal/Vocational
Rehabilitation program or of the disability adjudication process: Furthermore, incumbents within the Bureau of
Disability Adjudication’s Quality Assurance Unit, ensure disability determinations are made accurately, timely
and in compliance with federal requirements; and direct corrective action on decisions which do not conform
to Social Security regulations.

Human Resource Management worked closely with the agencies involved and they support the changes.
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POSTING#: 22-16
Effective: 02/02/16

CURRENT : APPROVED !
CODE | TITLE GRADE | EEO4 | CODE | TITLE GRADE | EEO4

10.565 | Environmental Services Supervisor 38 B 10.565 | Environmental Services Manager 40 B

BASIS FOR RECOMMENDATION

As a result of an Individual Classification Study (NPD-19) and in partnership with Subject Matter Experts from
the Department of Transportation, it was determined that the class specification for the Environmental Services
Supervisor should be amended to account for a shift in focus of the position from a supervisory capacity to a
more managerial function.

As a result of these changes, the class title was changed from Environmental Services Supervisor to
Environmental Services Manager. Also, duty statements were modified to account forduties and responsibilities
reflective of a more complex regulatory environment and a higher criticality in program and Departmental
decision making requiring greater judgment. Finally, the education & experience and the knowledge, skills and
abilities were modified to reflect these changes.

As a result of added duties and responsibilities, it is recommended that the Environmental Services Manager be
allocated at a grade 40, two grades above the subordinate supervisory Environmental Scientist IV, 10.545, grade
38. This two grade diffierential, is consistent with other class specifications throughout State service.

Both management and agency human resource personnel within the division participated by offering
recommendations and reviewing changes as the process progressed and they support the recommended changes.
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POSTING#: 23-16
Effective: 02/20/16

CURRENT ; | APPROVED,

CODE TITLE GRADE | EEO4 CODE | TITLE GRADE | EEO4
10.121 Clinical Program Manager Il 44 A 10.121 | Clinical Program Manager IIT 44 A
10.122 Clinical Program Manager Il 42 A 10.122 | Clinical Program Manager II 42 A
10.123 Clinical Program Manager| 39 A 10.123 | Clinical Program Manager I 39 A

BASIS FOR RECOMMENDATION

At the request of the Department of Health and Human Services, Aging and Disabilities Division, the Division
of Human Resource Management recommends a minor revision to remove hurtful language from the Clinical

Program Manager class specification and replace it with language currently used by other state and federal
entities pursuant to the enactment of Rosa’s Law in 2010.
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POSTING#: 24-16
Effective: 02/20/16

_ CURRRENT __ APPROVED ]
| cCopE | TITLE GRADE | EEO4 | CODE TITLE ; GRADE | EEO4
: 13.246 | AG Deputy Chieflnvestigator 42 D 13.246 AG Depuny Chief Investigator 42 D
| 13.247 | AG Crminal Investigator, Supervisor 40 D 13.247 g“prrr::'S':)"rml Investigutor, 40 D
l 13.248 | AG Criminal Investigator II 38 D 13.248 AG Criminal Investigator Il 38 D
13.249 | AG Criminal Investigator I 36 D 13.249 AG Criminal lnvcsrigamr_l 36 D

BASIS FOR RECOMMENDATION

At the request of the Office of the Attomey General, Human Resource Management recommends revisions be
made to the series concept to better describe the scope of responsibility of the AG Criminal Investigators.
Additionally, Informational Notes pertaining to POST qualifications and firearm qualifications were added.
Minor formatting changes were made in order to maintain consistency with other class specifications.

Criminal Investigators in the Attormey General’s Investigations Division perform criminal investigations
involving violations of federal and/or State laws pertaining to a specific program or regulatory area which
includes, but is not limited to, Medicaid fraud, workers’ compensation fraud, consumer protection, public
integrity, human trafficking, computer forensics, missing children, financial fraud, alleged criminal offienses
committed by State officers or employees, and all types of conflict of interest cases submitted by outside
agencies, along with participating in multi-jurisdictional task forces comprised of officers from federal, State
and local enforcement agencies. The investigative process is initiated following a formal request for service,
upon receipt of a complaint from the public, or as a coordinated effiort with federal, State or local law enforcement
and criminal justice agencies. Incumbents review information received to determine possible criminal activity,
validity of information and appropriate jurisdiction; conduct interviews of witnesses, victims, suspects to obtain
information regarding the alleged criminal activity in an effort to complete investigative assignments in
consideration of agency priorities, goals and objectives; and conduct research; and gather and preserve evidence.
They also search law enforcement databases to include, but not limited to, National Crime Information Center
(NCIC), National Criminal Justice Information System (NCJIS), Shared Computer Operations Protection
Enforcement (SCOPE), Tiburon and the Department of Motor Vehicles; document investigative activities in
order to develop and formulate facts and leads, establish patterns and trends, determine motives and support
enforcement actions; and conduct field surveillance and background investigations; participate in undercover
“sting” operations in order to establish leads, solidify evidence, and develop probable cause; use electronic
audio/video recording equipment or personally conduct transactions with suspects to gather evidence, develop
leads and establish probable cause; and maintain and prepare various reports.

Human Resource Management worked closely with the Subject Matter Expert from the Office of the Attorney
General and the changes are being supported.
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POSTING#: 25-16
Effective: 03/09/16

» CURRENT APPROYED
CODE | TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
10.135 | Mental Health Counselor V 43* B 10.135 Mental Healtls Counselor V 43 B
10.137 | Mental Health Counselor IV 41* B 10.137 Meutal Health Counsclor IV 41* B
10.138 | Mental Health Counselor I11 39+ B 10.138 Memal Health Counsclor I11 39+ B
10.139 | Mental Health Counselor 1] 37+ B 10.139 Mental Health Counnselor 11 37* B
10.141 | Mental Health Counselor | 35* B 10.141 No Change 35+ B
* Reflects a 2-grade, special salary adjustment granted by the 2007 Legislature to improve recruitment and retention.
) CURRENT AIIROVED e EE
CODE | TITLE GRADE | EEO-4 | CODE TITLE GRADE | EEO4
Psychological Developmental A Psychological Developmcutal
— Counselor I1 - : — Couusclor 11 S o
Psychological Developmental Psychological Development
10.152 * 5
. Counselor | - 2 (LR Counselor I ckls -
* Reflects a 2-grade, special salary adjustment granted by the 2007 Legislature to improve recnsitment and retention.
CUPPENT. : APPROVED
CODE | TITLE GRADE | EEO<4 | CODE TITLE GRADE | EEO4
10.168 | Licensed Psychologist Il 45+ A | 10168 Licensed Psychologist 11 45 | 4
10.170 | Licensed Psychologist I 44* B 10.170 Licensed Psychologist I 44* B
10.171 | Psychological Assistant 41* B 10.171 Psychological Assistant 41* B
* Reflects a 2-grade, special salary adjustment granted by the 2007 Legislature to improve recruitment and retention
‘CURRENT APPPCVER
| CODE | TITLE GRADE | EEO4 CODt TITLE GRADE | EEO4
10.185 | Psychiatric Caseworker 11 33 B 10.185 Psychiatric Caseworker I 33 B
10.186 | Psychiattic Caseworker | 3l B 10.186 No Change 3l B
e CURRENT v = p ' _AP!’FOVED
CODE | TITLE GRADE | EEO-4 | CODE TITLE GRADE | EEO4
10.673 | Activities Therapy Technician Il 27 E 10.673 Activities Therapy Technician 11 27 . E
10.683 | Activities Therapy Technician | 25 E 10.683 Activities Therapy Technician 1 25 E

BASIS FOR RECOMMENDATION

At the request of the Department of Health and Human Services, Aging and Disabilities Division, the Division
of Human Resource Management recommends minor revisions to the Mental Health Counselor, Psychological
Developmental Counselor, Licensed Psychologist, Psychiatric Caseworker, and Activities Therapy Technician
series to remove hurtful language and replace it with language currently used by other state and federal entities

pursuant to the enactment of Rosa’s Law in 2010.
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POSTING#: 26-16
Effective: 03/09/16

¥t ‘CURRENT TP e
N ANIROVED
CODE | TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO-4
10.310 | Chief of Nursing Services 47* A 10.310 Chief of Narsing Services 47* A
10.300 | Director of Nursing Services il 45+ A 10.300 Director of Nursing Services Il 45* A
10.301 | Dircctor of Nursing Services | 44* A 10.301 Director of Nursing Services [ 44* A

* Reflects a 4-grade, special salary adjustment granted by the Legislature to improve recruitment and retention.
BASIS FOR RECOMMENDATION

At the request of the Department of Health and Human Services, Aging and Disabilities Division, the Division
of Human Resource Management recommends minor revisions be made to the Director of Nursing Services to
remove hurtful language and replace it with language currently used by other state and federal entities pursuant
to the enactment of Rosa’s Law in 2010. Furthermore, the Division of Human Resource Management
recommends changes be made to the knowledge, skills and abilities of these classes to maintain consistency in
formatting with other class specifications. In addition to these changes, references to the Diagnostic and
Statistical Manual of Mental Disorders (DSM) and International Classification of Diseases (ICD) were updated
to reflect the most current revision used, 5 and 10, respectively.

The agencies utilizing this series support the changes.
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POSTING#: 27-16
Effective: 03/09/16

_ GURRENT ' ___ APPROYED
CODE | TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO<4
10.124 | Psychologist IV 44+ A 10.124 Psychologist IV 44* A
10.126 | Psychologist Il 43* B 10.126 Psychologist IT] 43 B
10.132 | Psychologist II 39* B 10.132 Psychologist Il 39+ B
10.143 | Psychologist I 37* B 10.143 Psychologist I 37* B
* Reflects a 2-grade, special salary adjustment granted by the 2007 Legislature to improve recruitment and retention.
CCURRENT I _ A'P’EROVED -g
CODE | TITLE GRADE | EEO<4 | CODE TITLE GRADE | EEO<
10.151 | Clinical Social Worker 11 39* B 10.151 Clinical Social Worker 1If 39+ B
10.144 | Clinical Social Worker 11 37+ B 10.144 Clinical Social Worker 11 37+ B
10.150 | Clinical Social Worker 1 35+ B 10.150 Clinical Social Worker I 35+ B
* Reflects a 2-grade, special salary adjustment granted by the 2007 Legislature to improve recruitment and retention.
CURRENT o ANROVED =
CODE | TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
10.240 | Quality Assurance Specialist IV 39 B 10.240 Quality Assurance Specialist [ Vv 39 B
10.241 | Quality Assurance Specialist I11 38 B 10.241 Quality Assurance Specialist II[ 38 B
10.242 | Quality Assurance Specialist II 35 B 10.242 Quality Assurance Specialist 11 35 B
10.244 | Quality Assurance Specialist I 33 B 10.244 Quality Assurance Specialist I 33 B
‘GQURRENT |8 APPROYED
CODE | TITLE GRADE | EEO<4 | CODE TITLE GRADE | EEO4
10.306 | Psychiatiic Nurse IV 43* B 10.306 Psychiatric Nurse I} 43* B
10.305 | Psychiatric Nurse Ill 41* B 10.305 Psychiatric Nurse IT1 41* B
10.307 | Psychiatsic Nurse Il 39+ B 10.307 Psychiatric Nurse 11 39* B
10.309 | Psychiatric Nurse 37* B 10.309 No Change 37+ B
* Reflects a 4-grade, special salary adjustment granted by the Legislature to improve recruitment and retention.
=N, r - - T Nyl = H ) — T ADDD % =y = % 1= =i
CURRENT s L R PPROVE D e
CODE | TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
10.614 | Therapeutic Recreation Specialist Il 34 A 10.614 Therapentic Recreation Specialist 11 34 B
10.621 | Therapeutic Recreation Specialist I 32 B 10.621 Therapeutic Recreation Specialist I 32 B
T VBN o AT i g EGIARPROVED . WSS
CODE | TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
12.300 | Social Services Chief 111 41 A | 12300 | SocialServices Chief Il | A
12.301 | Social Services Chiefll 39 A 12.301 Social Services Chief 11 39 A
12.306 | Social Services Chiefl 38 A 12.306 Social Services Chicf 1 38 A
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CURRENT e b APPROVED
CODE | TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
12.345 | Social Work Supervisor I 37 B 12.345 | Social Work Supervisor Il 37 B
12.352 | Social Work Supervisor | 36 B 12.352 Social Work Supervisor 1 36 B
12.363 | Social Worker I1f 35 B 12.363 | Social Worker ITI 35 B
12.361 | Social Worker 11 34 B 12.361 Social Worker 11 34 B
12.377 | Social Worker ] 32 B 12.377 | Social Worker I 32 B

BASIS FOR RECOMMENDATION

At the request of the Department of Health and Human Services, Aging and Disabilities Division, the Division
of Human Resource Management recommends minor revisions to the Psychologist, Clinical Social Worker,
Quality Assurance Specialist, Psychiatric Nurse, Developmental Support Technician, Social Services Chief and
Social Worker series, be made to remove hurtful language and replace it with language currently used by other
state and federal entities pursuant to the enactment of Rosa’s Law in 2010. Furthermore, the Division of Human
Resource Management recommends changes be made to the knowledge, skills and abilities of these classes to
maintain consistency in formatting with other class specifications

167



POSTING#: 28-16
Effective: 03/17/16

A. DCNR (Conservation & Natural

Resources)
B. NDOT

A. No Change

B.. NDOT

_ ‘CURRENT ] _ APPROVED E
CODE | TITLE GRADE | EEO<4 | CODE TITLE GRADE | EEO4
9.354 Chief Pilot— OPTIONS 41 (& 9.354 Chicf Pilot - OPTIONS 41 c

A. NDOW (Wildlife) A. No Change
B. NDOT (Transportation) B. NDOT (Transnortation)
9.356 Pilot 111 - OPTIONS 39 C 9.356 Pilot I1] - OPTIONS 39 c
A. NDF (Forestry) and A. No Change
NDOW
B. NDOT B. NDOT
9.355 Pilot 11 - OPTIONS 37 C  |NoChange 37 C No
A. NDF Change
B. NDOW
9.359 Pilot 1- OPTIONS 36 C 9.359 Pilot I- OPTIONS 36 (o

BASIS FOR RECOMMENDATION

Upon request by the Department of Transportation (NDOT), Human Resource Management recommends
revisions be made to the class specification for Pilot. In working with the agency’s Sub ject Matter Expert (SME)
and Personnel Officer, it is felt that revising the number of hours required by the agency for flight time logged
as a pilot in a single-engine or multi-engine land airplane, would broaden the qualified applicant pool. In the
process, it was determined that there are no Federal Aviation Agency (FAA) requirements that would prohibit

this change. The recommended revisions will affiect only NDOT.

During this review, the Division of Human Resource Management consulted NDOT’s SME and Personnel

Officer who assisted in revising the class specification.
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POSTING#: 29-16
Effective: 04/01/16

CURRENT | e APPROVED |
CODE | TITLE GRADE | EEO4 | CODE | TITLE GRADE | EEO4
1.119 | Agriculturist IV 37 B 1.119 | Agriculturist IV 37 B
1.120 | Agriculturist 11I 34 B 1.120 | Agricultarist 111 34 B
1.123 | Agriculturist I1 33 B 1123 | Agriculturist 11 33 B
1.128 | Agriculturist ! 30 B 1.128 | Agriculsurist 1 30 B

BASIS FOR RECOMMENDATION

At the request of the Department of Agriculture, the Division of Human Resource Management has conducted
a review of the Agriculturist Series. Analysts within the Division of Human Resource Management worked
with a subject matter expert from the Department of Agriculture, and as a result of this review, it is
recommended that the class concept for the Agriculturist I be expanded to include an option whereby an
incumbent would perform technical inspection and enforcement duties related to agricultural programs in a
limited capacity and would be permanently allocated at this level.

Currently, the Agriculturist I, 1.128, is a training level providing for automatic progression to the next level
upon meeting the minimum qualifications, satisfactory performance and with the approval of the appointing
authority; however, creating the additional option will allow higher level Agriculturists to focus on performing
the more complex professional level duties, as well as, creating promotional opportunities for individuals that
have technical versus professional level experience.

The minimum qualifications were modified to allow for graduation from high school or equivalent and two
years of technical inspection and enforcement experience related to agricultural program. Also, the minimum
qualifications for Agriculturist II, III and IV were modified to maintain consistency with formatting and
structure.

This request is consistent with the Biologist I, 1.737, grade 30 modifications approved by the Personnel
Commission May 12, 2012.

Both management and agency human resource personnel within the division participated by offiering
recommendations and reviewing changes as the process progressed and they support the recommended changes.
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POSTING#: 30-16
Effective: 04/08/16

CURRENT ' | _ APPROVED
CODE | TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
Health Information Technology Health Information Technology
il Project Manager . B o Praject Manager A N

BASIS FOR RECOMMENDATION

As a result of an Individual Classification Study (NPD-19) and in partnership with Subject Matter Experts from
the Department of Health & Human Services, Division of Health Care Financing & Policy and Division of
Human Resource Management, it was determined that the class specification for Health Information
Technology Project Manager be amended to account for the addition of the Affordable Care Act, minor changes
in verbiage and the education required.

As a result of these changes minor modifications to the duty statements were made.

Also, it is recommended that verbiage related to the Master’s degree from an accredited college or university
be removed as it creates a barrier to recruitment of Information Technology professionals and other Business
Management professionals. When this series was originally created, it was to align with the Administrative
Services Officer Series (specifically the Administrative Services Officer III, 7.216, grade 41) which only details
the need for a Bachelor’s degree for education at all levels. In addition, all levels of the IT Professional,
Management Analyst and Business Process Analyst series’ also only list the need for a Bachelor’s degree for
education.

These changes required no modifications of either the entry level or full performance knowledge, skills and
abilities.

Both management and agency human resource personnel within the division participated by offiering
recommendations and reviewing changes as the process progressed and they support the recommended changes.
If approved, the effective date of the class specification will be March 1, 2016.
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POSTING#: 31-16
Effective: 04/08/16

QURRENT ___ APRROVED o
. CODE | TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
Executive Secretary, Nevadla
New 7.800 Commission on Off-Highway 31 B
Vehicles (OHYV)

BASIS FOR RECOMMENDATION

Discussions with Human Resources, Governor’s Office of Finance and a recent completed State Audit of the
Commission, resulted in the need for the Nevada Commission on Off-Highway Vehicles (OHV) to have a State
classified position. Therefore, in conjunction and consultation with the Chairman of the OHV, Human Resource
Management recommends a new class titled, Executive Secretary, Nevada Commission on Off-Highway
Vehicles (OHV), be established.

Under the direction of the Chair for the Nevada Commission on Off-Highway Vehicles (OHV), the OHV
Executive Secretary performs administrative, organizational, outreach and grants duties to support the
Commission in its daily activities. The incumbent will serve as primary day-to-day contact for OHV related
information and performs the following duties including, but not limited to: assisting the Office of Grant
Procurement, Coordination and Management with the monitoring and administration of the OHV’s complex
grant and financial award assistance program; conducting audits of financial records and reports submitted to
service providers; assisting in developing news releases, informational brochures, public service
announcements; and organizing, drafting and editing material for printing or publication and distribution.
Additionally, the incumbent establishes and maintains effective working relationships with State and local
govemment officials, community groups and businesses; monitors program operations; compiles data and
prepare reports on OHV activities; receives, reviews and evaluates information concerning the eligibility and/or
activities of OHV clientele; and develops and implements effective recordkeeping systems and ensures
information is logically organized, appropriately cross-referenced, and accessible to users; takes and transcribes
meeting minutes; and represents the Commission by participating in ongoing and ad hoc committees and work
groups as directed.

With the aforementioned responsibilities, it is recommended that the class be established at grade 31 and placed
in the Fiscal Management and Staff Services Occupational Group, Public Information Subgroup.

The Nevada Commission on Off-Highway Vehicles assisted in developing this class specification and
supports the establishment of the class.
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POSTING#: 32-16
Effective: 04/08/16

; . CURRENT R APPROVED
CODE | TITLE GRADE | EEO«4 | CODE | TITLE GRADE | EEO4
10.550 Hmcqallh Facilities Inspection Manager — 40 B 10.550 f-IRcr;vlrh Facilities Tnspection Manager 40 B
10.551 | Health Facilities Inspector Il - RN 38 B 10.551 | Health Facilities Inspector Il - RN 38 B
10.552 | Health Facilities Inspector Il = RN 37 B 10.552 | Health Fudilities Inspector 11 -RN 37 B
10.553 | Health Facilities Inspector [ - RN 34 | B 10.553 | Health Facilities Inspector | -—RN 34 B

BASIS FOR RECOMMENDATION

At the request of the Department of Health & Human Services (DHHS), Division of Public & Behavioral Health
(DPBH), the Division of Human Resource Management has conducted a review of the Health Facilities
Inspector = RN Series. Analysts within the Division of Human Resource Management worked with subject
matter experts from DHHS and DPBH, and as a result of this review, it is recommended that minimum
qualifications, at every level in the series, be revised.

It is recommended that the requirement of a Bachelor’s degree from an accredited college or university be
removed as it creates a barrier to recruitment that other series requiring licensure as a Registered Nurse do not
have. Additionally, the years of professional nursing experience involving direct patient care was lowered from
two years to one year. Also, experience at the Health Facilities Inspector II ~ RN was amended to clarify
professional health administration experience. These modifications will allow a larger pool of applicants and
create equity across series’. Lastly, the minimum qualifications at every level were modified to maintain
consistency with formatting and structure.

Both management and agency human resource personnel within the division participated by offering
recommendations and reviewing changes as the process progressed and they support the recommended changes.

172



POSTING#: 33-16
Effective: 04/11/16

‘GURRENT _ APPROVED
CODE | TITLE GRADE | EEO-4 | CODE | TITLE GRADE | EEO+4
10.339 R,‘"‘hp““““" S 29 E | 10.339 | Developmental Support Technician v | 29 E
10.347 SI’“’”"“““" TG L 27 E | 10.347 | Developmental Support Techmician Il | 27 E
10.357 | Developmental Support Technician 11 25 E 10.357 | Developinental Support Teclwician 11 25 E
10.367 | Developmental Support Technician | 23 E 10.367 | Developmental Support Technician 1 23 E

BASIS FOR RECOMMENDATION

At the request of the Department of Health and Human Services, Aging and Disabilities Division, the Division
of Human Resource Management recommends minor revisions to the Developmental Support Technician be
made to remove hurtful language and replace it with language currently used by other state and federal entities
pursuant to the enactment of Rosa’s Law in 2010. Additionally, the reference to hurtful language was removed
in the Special Requirements and replaced with current language per NRS 433.279. Furthermore, the Division
of Human Resource Management recommends changes be made to the knowledge, skills and abilities of these
classes to maintain consistency in formatting with other class specifications.

Developmental Support Technicians supplement the work of qualified intellectual disabilities professionals and
other professional staff in providingdirect client care and support including participation in the formulation and
implementation of treatment plans for clients. Incumbents maintain current information on clients in assigned
caseload including contact with parents or guardians; attend and participate in meetings regarding clients and
contribute first-hand knowledge of changes or improvements; and protect clients’ rights by demonstrating
appropriate professional and personal behavior. Additionally, they implement verbal intervention for clients
who are escalating and, as necessary, restrain or utilize appropriate behavioral and environmental controls for
clients who are a threat to themselves or others; and maintain client personal hygiene and assist clients with
personal appearance, cleanliness and attire to include brushing hair and teeth, bathing, toileting and selecting
appropriate clothing for the weather and/or special occasions. They also supervise clients during meals in a
residential, homelike setting; ensure clients on special diets receive the correct meals; maintain current
knowledge and ensure compliance with applicable State and federal health and safety laws and regulations, as
well as policies concerning infection control and related issues; monitor, document, and report changes in
clients’ physical health status and appearance to nursing staff to facilitate appropriate treatment; record seizure
activity; and transport clients to and from scheduled medical appointments, community services, work sites,
school, and other activities using State vehicles and public transportation; report problems with agency vehicles.

The agency agrees with, and supports, the changes.
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POSTING#: 34-16
Effective: 04/12/16

‘GURRENT | AFPROY gD
CODE | TITLE GRADE | EEO<4 | CODE TITLE GRADE | EEO4
Forensic Specialist IV Foreusic Specialist IV
13.321 Options A: Mental Health 34+ E 13.321 Options A: Mental Healih 34> E
B: Corrections B: Corrections
Forensic Specialist III Forensic Specialist IT1
13.322 Options A: Mental Health 32» E 13.322 Optious A: Mental Health 32* E
B: Corrections B: Corrections
Forensic Specialist 11 Forensic Specialist Il
13.323 Options A: Mental Health 30* E 13.323 Options A: Mental Health 30* E
B: Corrections g B: Corrections
Forensic Specialist | Forensic Specialist I
13.324 Options A: Mental Health 28* E 13.324 Options A: Memal Health 28* E
B: Corrections B: Corrections

* Reflects a 2-grade, special salary adjustment authorized by the 2005 Legislature to improve recnsitment and retention.
BASIS FOR RECOMMENDATION

At the request of the Department of Health and Human Services, Division of Public and Behavioral Health, the
Division of Human Resource Management recommends minor revisions to the Special Requirements of the
Forensic Specialist series to remove the reference to hurtful language and replace it with language currently
used per NRS 433.279.

Forensic Specialists perform a combination of security and client/inmate care duties in a high security mental
health facility or in a correctional setting in a clinic, medical infirmary and/or mental health unit for treatment
of the mentally and/or medically ill offender. Incumbents operate the control room to ensure the security of
facilities for the protection of community, clients/inmates and staff, monitor activities of staff and
clients/inmates through video monitors; perform perimeter checks of the facility; conduct head counts and
special watches to verify the whereabouts and condition of all clients/inmates; make visual contact with the
client/inmate which may include pulling back bedcovers and using lights to ensure visual recognition and
client/inmate physical condition; and conduct room and body searches to detect controlled substances,
contraband and weapons. They also independently, or in conjunction with other security staff, supervise
clients/inmates in the courtyard, kitchen, barbershop, gym, multipurpose room, day room, classroom,
recreational and creative activity areas, clinic, medical infirmary, mental health unit, and living areas to ensure
the safety of clients/inmates and staff; control aggressive and maladaptive behavior of clients/inmates to ensure
safety and security; interventions appropriate to the situation and in consideration of client/inmate rights;
Additionally, they provide basic first aid, cardiopulmonary resuscitation (CPR) and the Heimlich maneuver in
emergency situations; assist assigned clients/inmates with eating, bathing, shaving, oral hygiene, grooming,
dressing and other basic activities of daily living; and maintain current knowledge and ensure compliance with
applicable State and federal health and safety laws and regulations, as well as policies concerning infection
control and related issues.

The agency agrees with, and supports, the changes.
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POSTING#: 35-16
Effective: 04/13/16

GURRENT _ : ~ APPROVED
CODE | TITLE GRADE | EEO4 | CODE TITLE GRADE | EEO4
Conservation Crew Supervisor ]11 Conservation CrewStpervisor 111
1.817 Option A: Natural Resource 31 D 1.817 Option A: Natural Resource 33 D
B: Fire Suppression B: Fire Suppression
1.820 | Conservation Crew Supervisor Il 29 D 1.820 Couservation Crew Supervisor Il 31+ D
1.825 | Conservation Crew Supervisor ] 27 D 1.825 Couservation CrewSupervisor I 29* D

* Reflectsa 2-grade, special salary adjustment authorized by the 2015 Legislature to improve reciuitment and retention,

BASIS FOR RECOMMENDATION

Atthe request of the Division of Forestry, and as a result of the 2015 Legislative Session, the Division of Human
Resource Management recommends changes to the class specification for the Conservation Crew Supervisor
series to reflect a two (2) grade increase, authorized by the Legislature, in order to improve recruitment and
retention.

In order to support the grade increase, positions allocated to the Conservation Crew Supervisor III level must
meet Crew Boss training requirements and have completed the Division of Forestry’s Resource Task Book prior
to appointment. Also, positions allocated to the Conservation Crew Supervisor II must be Firefighter I qualified
by the National Wildland Coordinating Group. Previously, positions allocated at these levels had one year to
meet these requirements.

These changes required no modifications of either the entry level or full performance knowledge, skills and
abilities.

Both management and agency human resource personnel within the division purticipated by offiering
recommendations and reviewing changes as the process progressed and they support the recommended changes.
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POSTING#: 36-16
Effective: 04/15/16

e _ GURRENT _ APPROVED I ek
CODE TITLE . GRADE | EEO4 | CODE TITLE GRADE | EEO4
11.421 | DMV Services Supervisor 11 33 B ABOLISHED
11422 | DMV Services Supervisor | 31 B B 11.422 DMV Services Supervisor 31 B
11423 | DMV Services Technician IV - 29 E 11423 DMV Services Teclmician 1V 29 E
11.424 | DMV Services Technician 11l 27 E 11.424 DMV Services Technician 111 27 E
11425 | DMV Services Technician I 25 E 11425 DMV Services Technician 11 25 E
11426 | DMV Services Technician I 23 E 11.426 DMV Services Technician 1 23 E

BASIS FOR RECOMMENDATION

At the request of the Department of Motor Vehicles (DMV) management and personnel, it is recommended that
the Division of Human Resource Management make revisions to the DMV Services Supervisor/Technician
series. A minor change was made to the series concept to update a program area. Regarding the Class Concepts,
it was determined by the agency that the DMV Supervisor II was no longer required and would not be used in
the future. It is therefore recommended to be abolished. To accommodate the change, the title of DMV
Supervisor I was changed to DMV Supervisor, and minor additions to the program areas were made. There are
no longer express offices being operated, so it is recommended the reference to those express offices be deleted.
The first-line supervisory duties of the DMV Technician IV were clarified and the Knowledge, Skills and
Abilities of each level were modified in order to maintain consistency with formatting structure. Additionally,
Informational Notes were added to the class specification to reflect new laws and regulations. Also, the agency
requires that applicants meet a minimum typing speed of 30 words per minute (wpm). Furthermore, the agency
requires that DMV Technician 1V Driver Examiners possess and maintain a valid driver’s license.

DMV Services Technicians provide customer services associated with driver’s license, vehicle, and business
occupational licensing programs including licensing drivers. Incumbents ensure compliance with State and
federal motor vehicle laws and regulations and agency policies and procedures involving the licensing of motor
vehicle operators, registration and titling of motor vehicles, withdrawal of licenses and registration, licensing of
certain operations and representatives of the automotive industry, and research and dissemination of driver’s
licensing and vehicle registration/title information; communicate with the public, businesses and other
department staff to elicit information, explain policies and procedures, and resolve problems. They also
authorize actions that impact customer driving, vehicle, and business privileges; check public Vehicle
Identification Numbers (VINSs); collect fees including cash, checks and credit card payments; and reconcile cash
drawer.
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POSTING#: 37-16
Effective: 04/19/16

CURRENT  APPROVED

CODE | TITLE GRADE | EEO4 | CODE | TITLE GRADE | EEO4

New 7.610 | Govermmental Liaison 40 B

BASIS FOR RECOMMENDATION

In conjunction with a request from the Nevada Department of Transportation (NDOT), and as a result of an
NPD-19, Human Resource Management recommends establishing a new class titled, Governmental Liaison, to
provide strategic support to the Director’s Office in southern Nevada and to act as a government affiairs liaison
administrator with other governmental agencies and the public.

Under the direction of the Southern Nevada Deputy Director, Nevada Department of Transportation (NDOT),
incumbent acts as a government affairs liaison administrator with other govemment agencies and the public;
serves as an organizational expert on govemment issues; develops a strategic plan for support of various
transportation advocacy groups; supports NDOT’s public policy efforts by monitoring various government
meetings; communicates and coordinates with federal, State and local government agencies and quasi-
govermnment agencies on transportation policies and initiatives to insure timely follow through and response;
coordinates with planning outreach efforts and events related to NDOT’s public affairs effiorts; develops and
maintains key department reports and documents; and develops presentations to various interest groups
regarding issues. They also stay abreast of local issues and developments to identify impacts to State and
Department programs; coordinate pertinent political and social issues for NDOT’s southern region Director’s
and Deputy Director’s offices; and provide operational and statistical information for management.
Additionally, the incumbent participates in meetings on behalf of the Director and Deputy Director in order to
represent the agency’s position to government or public agencies.

With the aforementioned responsibilities, it is recommended that the class be established at grade 40 and placed
in the Fiscal Management and Staff Services Occupational Group, Administrative & Budget Analysis subgroup.

The Nevada Department of Transportation assisted in developing this class specification and supports the
establishment of the class. If approved, the class specification will become effective retroactive to November
30, 2015.

177



	Structure Bookmarks
	Brian  Sandoval  Governor  
	Patrick  Cates Director Peter  Long Administrator 
	P
	Figure

	STATE OF NEVADA DEPARTMENT OF ADMINISTRATION 
	209 E. Musser Street, Room 101 │ CarsonCity,Nevada89701Phone: (775) 684-0150│
	209 E. Musser Street, Room 101 │ CarsonCity,Nevada89701Phone: (775) 684-0150│
	www.hr.nv.gov 
	www.hr.nv.gov 


	PERSONNEL COMMISSION   MEETING NOTICE  
	DATE: Friday, June 10, 2016 
	DATE: Friday, June 10, 2016 
	TIME: 9:00 a.m. 
	LOCATION:  Legislative Counsel Bureau    401  S. Carson  St.,  Room  3138   Carson  City,  Nevada 89701  
	Grant Sawyer  State Building  555  E.  Washington  Avenue,  Room  4401  Las Vegas, Nevada 89101  
	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’sdiscretion.The Commissionmaycombine twoormore agenda itemsforconsideration,
	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  
	Agenda  
	Agenda  

	I. Call to Order; Welcome; Roll Call; Announcements 
	II. Public Comment: No vote or action may be taken upon a matter raised under this item of the agenda until the matter itself has been specifically included on an agenda as an item upon which action may be taken. (NRS 241.020) 
	FOR POSSIBLE ACTION III. Approval of Minutes of Previous Meeting: 
	A. Held March 4, 2016……………………………....…..1-13 
	FOR POSSIBLE ACTION IV. Discussion and Approval or Denial of Addition of Classes and Positions Approved for Pre-Employment Screening for Controlled Substances and revisions to class specifications…………………………………………....14-24 
	A. The Nevada Department of Conservation and Natural Resources, Division of Forestry requests the addition of a class to the list approved for pre-employment screening for controlled substances and requests approval of a class specification amendment to include pre-employment screening for controlled substances 
	1. Class requested for approval of pre-employment screening for controlled substances………..…..25-26 
	9.205 Seasonal Forestry Equipment Operator, PCNs: All 
	2. Request for approval of class specification change to include pre-employment screening for controlled substances……………………………………...27-29 
	9.205 Seasonal Forestry Equipment Operator 
	B. The Nevada Department of Transportation requests the addition of a position to the list approved for preemployment screening for controlled substances:….30-31 
	-

	6.209 Supervisor III, Associate Engineer, PCN: 018-037 
	C. The Nevada System of Higher Education, Business Center North requests the addition of a position to the list approved for pre-employment screening for controlled substances, the approval of removal of classes and positions previously approved for pre-employment screening for controlled substances, and requests approval of class specification amendments to remove preemployment screening for controlled substances:……
	-

	1. Position requested for approval of pre-employment screening for controlled substances……………32-34 
	7.647 Program Officer II, PCN: 41234 
	2. Classes and positions requested for removal of preemployment screening for controlled substances…35
	-

	7.649 Program Officer I, PCN: 41234 
	10.237 Health Program Specialist I, PCNs: All 
	10.238 Health Program Specialist II, PCNs: All 
	10.358 Nurse I, PCNs: All 
	10.524 Radiation Control Specialist II, PCNs: BCN, UNR –All Environmental Health & Safety PCNs 
	10.528 
	10.528 
	10.528 
	Radiation Control Specialist I, PCNs: BCN, UNR –All Environmental Health & Safety PCNs 

	11.522 
	11.522 
	Safety Representative, Consultation, PCNs: BCN –All 

	12.376 
	12.376 
	Family Services Specialist II, PCN: UNR 


	42051 
	3. Request for approval of class specification changes to remove pre-employment screening for controlled substances……………………………………...36-57 
	10.237 Health Program Specialist I 
	10.238 Health Program Specialist II 
	10.524 Radiation Control Specialist II 
	10.528 
	10.528 
	10.528 
	Radiation Control Specialist I 

	11.522 
	11.522 
	Safety Representative, Consultation 

	12.376 
	12.376 
	Family Services Specialist II 


	FOR POSSIBLE ACTION V. Discussion and Approval or Denial of Proposed Regulations Changes to Nevada Administrative Code, Chapter 284…………………………………………......58-68 
	A. LCB File No. R060-16……………………………..69-71 
	Sec. 1. NAC 284.204 Adjustment of steps within same grade. 
	FOR POSSIBLE ACTION VI. Discussion and Approval or Denial of Class Specification Maintenance Review of Classes Recommended for Revisions and Abolishment 
	A. Clerical & Related Services…………….…………72-79 
	1. Subgroup: Legal Support Services 
	a. 2.154 Legal Office Manager Series 
	B. Fiscal Management & Staff Services……………80-85 
	1. Subgroup:  Financial 
	a. 7.135 Accountant Series 
	2. 
	2. 
	2. 
	Subgroup:  Revenue Collections & Management a. 7.223 Tax Manager………………………86-88 b. 7.263 Contributions Examiner Series…....89-92 

	3. 
	3. 
	3. 
	Subgroup:  Personnel & Training 

	a. 7.507 Equal Employment Opportunity Officer..93-95 

	4. 
	4. 
	4. 
	Subgroup:  Actuarial/Research/Grants Analysis.......96-107 

	a. 
	a. 
	a. 
	7.707 Chief Economist 

	b. 
	b. 
	7.718 Executive Branch Economist 

	c. 
	c. 
	7.719 Economist Series 




	C. Medical, Health & Related Services  
	1.  Subgroup:  Health Related Services a. 10.222 Registered Dietitian Series…….108-114 
	b. 10.243Workers’Compensation Nurse Series..115-118 
	2. 
	2. 
	2. 
	Subgroup:  Public Health Dental a. 10.265 Dental Equipment Technician…119-121 

	3. 
	3. 
	Subgroup:  Health & Support Services a. 10.340 Consumer Services Coordinator…122-125 

	4. 
	4. 
	Subgroup:  Environmental & Health Protection a. 10.500 Deputy Administrator, Health….126-129 

	5. 
	5. 
	Subgroup:  Laboratory Services a. 10.707 Chemist Series…………………130-137 


	D. Social Services & Rehabilitation 
	1. Subgroup:  Employment Security Claims Examination & Placement……………….….138-141 
	a. 12.144 ESD Program Chief 
	2. Subgroup:  Social Services………………142-144 
	a. 12.368 Crime Victim Compensation Specialist 
	3. Subgroup:  Rehabilitation a. 12.423 Client Assistance Specialist........145-147 b. 12.455 Rehabilitation Manager Series…148-152 
	FOR POSSIBLE ACTION VII. Discussion and Approval or Denial of Individual Recruitment………………………………………....153-155 
	A. Tammy Moore, Accountant Technician 2 Department of Corrections, Ely State Prison 
	VIII. Report of Uncontested Classification Changes…...156-177 
	Postings: #19-16, #20-16, #21-16, #22-16, #23-16, #24-16, #25-16, #26-16, #27-16, #28-16, #29-16, #30-16, #31-16, #3216, #33-16, #34-16, #35-16, #36-16, #37-16. 
	-

	IV. Discussion and Announcement of Dates for Upcoming Meetings 
	Next Meeting Scheduled for September 30, 2016; Discuss/schedule the following meeting. 
	X. 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) 
	XI. Adjournment 
	Inquiries regarding the items scheduled for this Commission meeting may be made to Shelley Blotter at 
	(775) 684-0105 or 
	. 
	sblotter@admin.nv.gov


	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 . To obtain a copy of the supporting materials, you may contact Tawny Polito at (775) 6840131 or at . 
	http://hr.nv.gov/Boards/PersonnelCommission/Personnel_Commission_
	http://hr.nv.gov/Boards/PersonnelCommission/Personnel_Commission_
	-

	_Meetings/

	-
	tpolito@admin.nv.gov
	tpolito@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. 
	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: Division of Human Resource Management website: 
	http://notice.nv.gov 
	http://notice.nv.gov 

	www.hr.nv.gov 
	www.hr.nv.gov 


	Las Vegas 
	Grant Sawyer Building, 555 East Washington Street 
	STATE OF NEVADA 
	MEETING MINUTES 
	MEETING MINUTES 
	(Subject to Commission Approval) 
	Held in Carson City at the Legislative Counsel Bureau, 401 S. Carson Street, Room 3138, Carson City, Nevada 89701; and via video conference in Las Vegas at the Grant Sawyer State Building, Room 4401, 555 East Washington Avenue. 
	Held in Carson City at the Legislative Counsel Bureau, 401 S. Carson Street, Room 3138, Carson City, Nevada 89701; and via video conference in Las Vegas at the Grant Sawyer State Building, Room 4401, 555 East Washington Avenue. 

	Sect
	IN CARSON CITY: Katherine Fox, Chair David Read, Commissioner 
	STAFF PRESENT IN CARSON CITY: Peter Long, Interim Administrator, DHRM Tawny Polito, Executive Assistant, DHRM Jennifer Chisel, Deputy Attorney General Rachel Baker, Supervisory Personnel Analyst, DHRM Denise Woo-Seymour, Personnel Analyst, DHRM Katie Holmberg, Personnel Analyst, DHRM 

	Sect
	David Sanchez, Commissioner Andreas Spurlock, Commissioner Gary Mauger, Commissioner 
	STAFF PRESENT IN LAS VEGAS: Heather Dapice, Supervisory Personnel Analyst, DHRM 

	Commissioner Sanchez: Opened the meeting at 9: 16a.m. He started by taking roll. There were no announcements. A quorum was established. 
	Commissioner Sanchez: Opened the meeting at 9: 16a.m. He started by taking roll. There were no announcements. A quorum was established. 

	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. 
	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. 
	Commissioner Sanchez: Asked if there were any public comments. There were none. 
	m. APPROVAL OF MINUTES OF PREVIOUS MEETINGS Action Item 
	A. December 4, 2015 
	A. December 4, 2015 

	MOTION: Motion to approve the minutes of the meeting dated December 4, 2015. 
	BY: Commissioner Read 
	BY: Commissioner Read 

	SECOND: Commissioner Spurlock 
	VOTE: Motion passed unanimously 
	B. September 25, 2015 
	B. September 25, 2015 

	MOTION: Motion to approve the minutes of the meeting dated September 25, 2015. 
	BY: Commissioner Spurlock 
	SECOND: Commissioner Sanchez 
	VOTE: Motion passed unanimously. 
	Chairperson Fox: Arrived for the meeting. 
	Chairperson Fox: Arrived for the meeting. 

	IV. DISCUSSION AND APPROVAL OR DENIAL OF PROPOSED REGULATIONS CHANGES TO NEV ADA ADMINISTRATIVE CODE, CHAPTER 284 Action Item 
	A. LCB File No. R076-15 
	A. LCB File No. R076-15 

	Sec. 1. New Removal of ineligible grievance from procedure. 
	Sec. 2. NAC 284.658 "Grievance" defined. 
	Sec. 3. NAC 284.678 Submission, form and contents of grievance; informal discussions. 
	Sec. 4. NAC 284.6955 Hearing before Employee-Management Committee: Procedure. 
	Sec. 5. NAC 284.6957 Hearing before Employee-Management Committee: 
	Continuance; Abeyance. 
	Denise Woo-Seymour: Explained, LCB File number R076-15 includes changes related to the formal grievance process. Page 28 of your PC binder, the amendment in Section One of this LCB file adds a new section to Chapter 284 of the Nevada Administrative Code. This new section provides if the Division of Human Resource Management determines that a request for the adjustment of a grievance is not eligible for the procedure, the Division will remove the request. This is an effort to direct an employee to the correc
	For example, because the grievance process is available only to permanent, classified employees, a request for the adjustment of a grievance would be removed from the process, if it is filed by a probationary employee, or an employee in the unclassified, or non-classified service. Subsection 2 of NAC 284.658 defines what a grievance is not, and includes issues such as classification appeals, which are heard by the Personnel Commission, catastrophic leave appeals heard by the Committee on Catastrophic Leave,
	Grievances filed that relate to these issues, would also be removed. The new language explains that in addition to the removal of the grievance from the process, the Division must notify the employee that the grievance has been removed and the reason for the determination. Also, the Division must inform the 
	Grievances filed that relate to these issues, would also be removed. The new language explains that in addition to the removal of the grievance from the process, the Division must notify the employee that the grievance has been removed and the reason for the determination. Also, the Division must inform the 
	employee of the proper procedure for resolving his or her concern and advise the employee that she or he has the right to appeal the detennination directly to the Employee-Management Committee. 

	The issues that do not fall within the grievance process also have deadlines, some as short as five days and it's very important to inform the employees of the proper procedure to follow at the earliest possible moment. 
	Chairperson Fox: Asked if there were questions from the Commissioners. 
	Commissioner Mauger: Asked for a history on where this is stemming from and wanted clarification on whether these were things already being done that needed to be streamlined. He questioned whether this is something being done currently but is being streamlined to identify the fact that exempt employees do not have grievance rights and they're going to have to go straight to the Committee if they don't agree. 
	Denise Woo-Seymour: Explained, they receive enough grievances that unfortunately, go through the process, and actually the employee is the only one that is allowed to withdraw that grievance, but in the meantime, while they may be in the wrong venue, or not eligible to file a grievance, then they may miss deadlines in the venues where it would be appropriately reviewed, such as I think it's sexual harassment allegations, there's a very short timeline to file allegations. She further explained, it's also for
	Commissioner Mauger: Asked, currently they're going through the step procedure and now you're changing it to streamline it, because they're nonexempt and not eligible for that. He noted, he's trying to determine whether they're already receiving it, and now you're taking it away. 
	Denise Woo-Seymour: Stated, it's not being taken away. Only classified permanent employees are eligible so non-classified, and unclassified employees are at-will employees. They are not eligible to become permanent, so they may address their issues in a less formal process, such as maybe a meeting with their chain-of-command, through management, or mediation is also available to them. At this point they may go through each step of the grievance process and have response from each level of management, even i
	Commissioner Mauger: Asked, the Committee that makes the final decision on this, that's final and binding on them or can that employee go beyond that say go to court? 
	Denise Woo-Seymour: Stated, they could, if they decide to pursue it further. 
	Commissioner Mauger: Asked, the savings on that, wouldn't it be more expensive if they had to go to Court, instead of having a procedure that would identify with that and whatever the decision of the hearing also woqld be, it would be binding. He continued, there could be a situation where they have to go get an attorney to fight what they feel is something they've been aggrieved and that becomes a money situation. So I'm just trying to get this clarified as to what your thinking is on this. 
	Peter Long: Added, bottom line what we're trying to do is what was mentioned at the beginning. We're trying to streamline the process. We're not taking any rights away from employees that had them before. We're clarifying that employees who don't have them, can file the grievance, they would be advised if they didn't have the right, but then rather than going through each step, whether to their supervisor, or their 
	manager, the director of their department, and ultimately the Employee-Management Committee, if they disagree that this isn't the appropriate venue, or that they are still a qualifying employee, they would go straight to the Employee-Management Committee, who would then make that determination of whether they were qualifying or not, or whether it was the appropriate venue. So it's streamlining it for the employee, as far as being able to do something after the Employee-Management Committee makes a determina
	Chairperson Fox: Asked if there were additional questions from the Commissioners. 
	Kimberley King: Introduced herself as, Human Resource Manager for NDOT. She noted, NDOT would support this language, it would actually probably reduce work load for both department and give employees clear direction on where they should be filing their appeal. She thinks that this is a good change in the language. 
	Denise Woo-Seymour: Continued with proposed changes. She explained, on page 29 of the PC binder. Section two of LCB file number R076-15 clarifies that the grievance process is available to classified employees who have attained permanent status. This is consistent with how this section has been historically administered. Also, because the new section being added to NAC 284 will need to be referenced and NAC 284.658, the phrase in section one of this regulation has been added to this regulation. If adopted b
	gn

	Page 30. The next section of this LCB file is a housekeeping item that will create consistency in the language. The term "event leading to the grievance" is already used in this regulation. And the term "event date" is used in the Nevada Employee Action and Timekeeping System (NEATS). When an employee files a grievance electronically, thus using "event", rather than the word "origin" throughout NAC 284.678 is more appropriate. 
	Page 32. Section four of LCB file number R076-15 makes a number of changes to NAC 284.6955 that will reduce administrative burden, reduce time and expense related to certain aspects of the Employee­Management Committee, and establish regulations regarding the issuance and enforcement of subpoenas. The first change is to require that packets of documents be sent to the clerk of the Committee, rather than the Chair, which is current practice. 
	Due to open meeting law requirements, additional packets are necessary in order to have a copy available for the public at each hearing location. Changing the due date of packets of documents which include a list of witnesses to 15 working days prior to a scheduled hearing will reduce confusion, because request for subpoenas, if necessary, are also due 15 days prior to a scheduled hearing. 
	The next amendment in this section creates flexibility by allowing a member of the Committee that's designated by the Chair to reschedule a hearing in the event an employee or the employer fails to comply with subsection one of this regulation, which is providing the packets to the hearing members. 
	Next on page 33, a new subsection was added to NAC 284.6955 related to subpoenas for documents containing confidential information. Because hearings are typically conducted via video conference, requiring two copies of the original document submitted under seal, will allow a copy to be available to the Committee in the North and South. 
	Only one copy of the redacted copy is necessary because the number of Committee members serving is not always the same, and the EMC clerk will prepare the correct number of documents for each hearing. 
	The next change allows the Committee to take testimony from an individual by phone or a video conference from a location that has not been included on the agenda. This increases the ability of an individual to testify, and will reduce potential travel costs. 
	And the final amendment clarifies that the member of the Committee acting as the Chair of a hearing will recoize a member to ask a question. Sometimes the elected Chair of the Committee does not act as the Chair of a hearing, and one of the co-vice chairs or another member of the Committee acts in that capacity. 
	gn

	Page 34. Finally, section five of this LCB file creates regulations allowing a grievance to be placed into abeyance and includes a method to make such a request. There are situations when placing a grievance into abeyance could be appropriate, such as when the grievant will be away from the office for an approved extended period of time, or when the outcome of an ongoing investigation may affect a grievance. 
	The second amendment to NAC 284.6957 allows the Chair or a member of the Committee designated by the Chair to grant a request for a continuance, or to have a grievance placed into abeyance, no longer requiring that the Committee perform that function. Allowing the Chair or a member of the Committee desiated by the Chair to grant such request expedite decisions regarding developing issues. 
	gn

	Chairperson Fox: Asked, in Section Five where you talk about something being held in abeyance, the grievance to be placed in abeyance, which would be very different than postponing the hearing of a grievance, because perhaps not all the interested parties are available. Is there language in the regulation that discusses postponing or rescheduling a grievance to a later date? 
	Denise Woo-Seymour: Stated, she believes there is. She can't quote that regulation, but yes there is. 
	Chairperson Fox: Asked, but it would be two very different kinds of mechanisms and reasons why something would be postponed versus have an abeyance. Denise Woo-Seymour: Confirmed. 
	Chairperson Fox: Asked if there were additional questions from the Commissioners. Noted, the regulation changes really provide better communication to an employee regarding what does not meet definition of a grievance, or it is before the wrong party to hear your concern. She is encouraged by the language changes, because I think it can get confusing for employees to navigate those situations. 
	MOTION: Approval of changes to Nevada Administrative Code, Chapter 284, LCB File 
	Nwnber R076-15, that provides new information regarding an eligible grievance, defining a grievance, submission of forms, and contents, hearing before the Employee-Management Committee that procedure, and hearing before Employee­Management Committee continuance and abeyance. 
	Katie Holmberg: She presented Item SA, IA, the Clerical Training Class Specification. The class was reviewed by various departments and agency human resources' staff, and it was determined that minor revisions be made to the class concept to better reflect common duties performed by clerical trainees. The minimum qualifications and knowledge skills and abilities are consistent with current expectations. We respectfully request your approval of this class specification effective today. 
	Chairperson Fox: Asked, if the changes were in red. Ms. Holmberg confirmed. 
	Heather Dapice: She presented Item SA, 2A, Supply Technician Series. In consultation with subject matter experts from multiple agencies, modifications made to the series concept to account for changes and verbiage used and duties performed. As a result of these adjustments minor changes were made to the class concept of the Supply Technician III, and Supply Assistant levels. Also, minor changes and minimal qualifications were required to represent these modifications, as well as to maintain consistency and 
	Chairperson Fox: Asked if there were any questions from the Commission or the public. 
	MOTION: Approval of changes to Item SA, the Clerical and Related Services Group. BY: Commissioner Mauger SECOND: Commissioner Sanchez VOTE: Motion passed unanimously. 
	B. Fiscal Management & Staff Services 
	1. Subgroup: Financial 
	1. Subgroup: Financial 

	a. 7.140 Accountant Technician Series 
	2. Subgroup: Public Information 
	2. Subgroup: Public Information 

	a. 7 .818 Retail Storekeeper Series 
	Rachel Baker: She presented Item SB, IA, Account and Technician Series. In conjunction with the biannual class specification maintenance review project, this series was reviewed by subject matter experts in the various agencies utilizing the classes. Based on input received and agreed upon, Human Resource Management recommends revisions be made to update the duty statements outlined in both the series and class concepts to reflect updated class titles, and to describe duties performed within the Nevada Syst
	Additionally, the knowledge, skills and abilities of the classes were revised to expand and clarify the relevant acceptable knowledge, skill and/or ability required to be able to perform the duties outlined. And revisions were made to formatting, to maintain consistency with other class specifications. Furthermore, the number of credits required for each level were reduced in order to better reflect the accounting knowledge required at each level. It was felt that these reductions would greatly assist in re
	Human Resource Management was assisted by subject matter experts who offered suggestions throughout the process and the changes are supported. We respectfully request your approval of this class specification effective today. 
	Heather Dapice: She presented Item SB, 2A. In collaboration with subject matter experts from multiple agencies, it is recommended to add new language for the Nevada System of Higher Education (NSHE) to approve duties an incumbent may perform in a University retail environment. Also, language was added to account for changes in verbiage as well as changes in point of sale and e-commerce related duties. Minor 
	revisions were made to the minimum qualifications to account for these changes. Also, changes were made to both the entry level and full performance knowledge, skills, and abilities to maintain consistency with formatting structure. 
	Chairperson Fox: Asked if there were any questions from the Commission or the public. 
	Janine Nelson, HR Manager Business Center North, Nevada System of Higher Education (NSHE): 
	Introduced herself and noted, a lot of NSHE activity on these specs and ifl don't get an opportunity to say thank you, I'm just going to say it now. 
	Commissioner Sanchez: Noted, he's an employee ofNSHE as an adjunct psychology instructor at the College of Southern Nevada, but doesn't feel there is a conflict. 
	Chairperson Fox: Noted, she's encouraged by the fact that you added a change to the minimum qualifications because there were some issues where they can apply for accountant instead of accounting technician. Good work there. 
	C.Medical, Health & Related Services
	1.Subgroup: Health Related Services
	a.
	a.
	a.
	10.229 Mid-Level Medical Practitioner

	b.
	b.
	10.231 Health Information Series


	2.Subgroup: Laboratory Services
	a.
	a.
	a.
	10.729 Laboratory Assistant Series

	b.
	b.
	10.726 Laboratory Technician Series

	c.
	c.
	10.769 Staff Research Associate Series


	P
	P
	Rachel Baker: Introduced herself and noted, she will present the midlevel medical practitioner, Item SC, lA. In conjunction with subject matter experts from the Department of Corrections and the Division of Public and Behavioral Health, Human Resource Management recommends changes be made to the duty statement to update those duties performed by incumbents in this class. As such, the knowledge, skills and abilities were revised accordingly. The special requirements in education and experience were updated t
	Also, the education and experience section was amended to remove the requirements for certain certifications and substitute a Bachelor's Degree at the Health Information Coordinator II level and an Associate's Degree at the Health Information Coordinator I. The need for certification as either a registered Health Information Administrator, or registered Health Information Technician was moved to special requirements, as only certain agencies require this certification. In addition, minor revisions were made
	Moving on to Item SC, 2A, Laboratory Assistant. In consultation with subject matter experts from NSHE, Business Center North, and the Department of Agriculture, it is recommended to add new language for NSHE to include duties an incumbent may perform in a University Animal Care facility. Representative duties were added under the series and class concepts for each level. This change also resulted in additions to both the special requirements and informational notes to account for NSHE specific requirements.
	Rachel Baker: Presented Items SC, 2B and C, Laboratory Technician Series and the Staff Research Series. In conjunction with subject matter experts from the Nevada System of Higher Education and the Departments of Health and Human Services and Corrections, Human Resource Management recommends the series and class concepts be revised to update and accurately describe duties performed by incumbents in these classes. A description of representative duties performed by incumbents within NSHE was also added. In o
	Item 5B, 2C the staff research associate series, working with subject matter experts from NSHE, Human Resource Management recommends revisions be made to the series and class concepts to update and describe the duties performed by incumbents in these classes. The minimum qualifications have been revised in order to expand and clarify the type of relevant and acceptable experience required and again the knowledge, skills and abilities were modified in order to accommodate the formatting now used. 
	It is further recommended that a special requirement and informational notes be revised to reflect that incumbents working in an animal care facility are considered to be essential personnel, and therefore may be required to work weekends, holidays and report to work during campus closures. 
	Additionally, that some positions require an incumbent to travel and possess a valid driver's license. Human Resource Management was assisted by subject matter experts and offered -who offered suggestions throughout the process, and the changes are supported. They respectfully request approval of these class specifications. 
	Chairperson Fox: Asked if there were any questions from the Commission or the public. 
	Commissioner Spurlock: Asked Ms. Baker, on the midlevel medical practitioner, he wanted to ensure that it was something that was changed in NRS, but that NRS change to change the wording to advance practice registered nurse, was this a reflection of an industry standard. 
	Ms. Baker: Confirmed. 
	Ms. Baker: Confirmed. 

	Commissioner Sanchez: Noted, he's glad to see that there's an update to the DSM-5 from the DSM-4, but in looking at the ICD-10 it's his understanding that there's work right now going on with an ICD-11, ifthat does occur in the future, then will that change be made and brought before the Commission? 
	Ms. Baker: Confinned. 
	Ms. Baker: Confinned. 

	Chairperson Fox: Asked if there were any questions from the Commission or the public. 
	VI. DISCUSSION OF REQUEST BY SUNSET SUBCOMITTEE OF THE LEGISLATIVE COMMISSION; APPROVAL OF RESPONSE Action Item 
	Peter Long: Explained that the Sunset Subcommittee of the Legislative Commission has selected the Personnel Commission for review along with other boards and committees for which the Department of Administration provides support. We have put together a letter for review and response to a set of standardized questions, a summary of the FYl 6/17 operating budget, a statement setting forth the incoming expenses of the Commission for at least three years, the most recent legislative audit, or other audit of the
	This report is attached and basically we are looking for any input or ultimately approval that this be what we provide to the Sunset Subcommittee. There will be a meeting in March or April, Chairperson Fox has agreed to attend. 
	Commissioner Sanchez: Asked if the meeting date was March 15• Mr. Long: Confirmed but stated he was not sure on time as it is a stacked agenda. Commissioner Sanchez: Noted that he's available to attend. Mr. Long: Noted that they will provide the agenda and times as soon as they have more information. 
	th

	Chairperson Fox: Noted, she is going to attend this hearing before the Sunset Committee and is interested in learning from all the Commissioners specifically something they want emphasized, articulated to the Sunset Subcommittee. One of the things that she's paid particular attention to in the last four to five years is the streamlining of processes, and clarification of procedures and information for employees. This commitment to efficiency and better communication with employees is something that has stoo
	Commissioner Spurlock: Noted he has thought about this quite a bit. He works in a public agency for his regular job that has a civil service system, and is making some comparisons. He's not real concerned 
	P
	P
	P
	P
	P
	P
	P
	P
	VII. REPORT OF UNCONTESTED CLASSIFICATION CHANGES 
	Chairperson Fox noted that this Agenda Item requires no action from the Commission. 
	VIII. DISCUSSSION AND ANNOUNCEMENT OF DATES FOR UPCOMING MEETINGS 
	Chairperson Fox stated that the next meeting is certain for June 10, 2016. The following meeting was decided for September 30, 2016. 
	IX. PUBLIC COMMENT NOTICE: Read into record by Chairperson Fox 
	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. 
	Chairperson Fox: Noted that Lee-Ann Easton wanted to make comment. 
	Lee-Ann Easton: Introduced herself to the Commission and commented: I would like to publicly thank some very important people. First, I would like to thank Chairwoman Fox and all the Commissioners for being so impressive to work with and voluntarily contributing so much to ensure that the State is fair and consistent in our personal practices and how employees are treated. So thank you all very much. It's truly been my honor and pleasure to work with each of you. 
	To all the personnel officers and agencies out there, and representatives, you guys really have put a lot of effort and time into our workshops and our regulations, the users of the agencies to run your organizations, we rely on you to review and help us make those changes. And we thank you very, very much. And now to my staff, and this is going to get harder and harder. But I'm not going far, I just want to state that, I'm not going far. 
	I want to thank my wonderful assistant Tawny Polito, who always kept me organized and on schedule and everything else she did, sorry. I'm really not going very far with this. I didn't expect to be emotional. And of course my Deputies, Peter Long, who is now acting Administrator and Peter I know you're going to do an amazing job. And Shelley Blotter who helped me run the Agency on a day-to-day basis, and just so you know she is not here today due to a family emergency -she told me it was okay to say on recor
	When I was hired into this role, I was told I needed to foster a more positive work environment and focus on customer service, while streamlining processes and move the Division in a forward motion -forward direction. I knew I couldn't do that without the help of every single staff member. Well, all I can tell you is they all jumped in, they jumped on board, they're amazing people. Hands down, the best employees I've ever worked with and people. 
	But a few of the highlights, I just wanted to bring up that they've accomplished, that we've accomplished as a team, but I have to give them credit, because they worked very, very hard to implement all of these is 
	-we've streamlined the recruitment and testing process. We took approximately 83 written tests and weeded it down to about 27. We -in four basic categories, we unranked over 68 lists of agencies to review applications and pick the people that are most qualified for their skillset and not just the scores. 
	We've revised multiple processes and regulations to change the recruitment and testing process and other processes as well. We created a mid-level manager's academy based on climate study results, showing that we needed to train our mid-level managers on how to actually deal with situations and employees to foster a positive work environment. We've streamlined classes, we're moving from a platform training module to a more consultation training to help agencies better manage their training needs. We're in t
	We've automated many processes, including the self service module that we just launched in December, and I want to say thank you to Michael Shannon, he's been our Project Manager on all the automation, he's amazing. We're working very close to rolling out the training on the ESMTs so the agency personnel, officers, and reps can enter directly from their desk. We're automating the work performance standards and evaluation process, the employee's service jackets, we're creating a web-based payroll reconciliat
	And we just recently launched HR 1-2-3, which managers and personnel staff can use as a resource to quickly find information on special topics, or specific topics and we included the NRS's and NACs for those topics in an effort to provide convenience and more consistency statewide. 
	These are only a few of the highlights that we've done over the last four years. I really cannot tell you how amazing our staff is. They'll always have a special place in my heart. 
	But in closing, I just have thoroughly enjoyed my role as Administrator, but I know without a doubt that it was largely due to my wonderful, hard-working, dedicated staff. So thank you all for making my time as your Administrator very memorable and now as your Deputy Director, I look forward to continuing our great work together. Boy, I'm glad I got through that. [applause] I really didn't expect this to be so emotional for me, but it is, even though I'm not going far. So thank you all very, very much. 
	Commissioner Sanchez: Commented: I've always considered you to be a colleague, et cetera, and I've tried to count on my hands how many directors I've had to say goodbye to, and you've listed all of the things that you have accomplished and are projecting to be accomplished, et cetera. But I think the one thing that I will personally miss is your shining, bright personality. Best wishes to you. 
	Commissioner Read: Commented: Lee-Ann it's been a joy, a kind of long in review, but it has been wonderful to see the Personnel Commission make the advances. When I first started, to be very truthful with you, I was a little embarrassed a couple times by staff presentations that are needed. I said we've got to be able to do a little bit better than that. I know Peter and I have had this discussion a few times. And I have not felt that in probably the last six, seven years. So I want you to know that I reall
	Peter Long: Commented: If I could, I started thinking this morning that I've been in the work force for over 40 years, and that made me feel pretty old actually but in all that time, I've had a lot of supervisors and a lot of managers, and I can honestly and truly say that Lee-Ann is at the top of that list. The way she manages and allowing her staff to do their job and the word "micromanager" is nowhere close or doesn't even apply to her. She uses our expertise and relies on that, and provides constructive
	Peter Long: Commented: If I could, I started thinking this morning that I've been in the work force for over 40 years, and that made me feel pretty old actually but in all that time, I've had a lot of supervisors and a lot of managers, and I can honestly and truly say that Lee-Ann is at the top of that list. The way she manages and allowing her staff to do their job and the word "micromanager" is nowhere close or doesn't even apply to her. She uses our expertise and relies on that, and provides constructive
	of the reasons that we're so motivated to do the things that she has asked us to do and progressing the Division into I'll say the 20th Century, not the 21st, because we have quite a ways to go. But I think we're gettingthere. And you know I appreciate her and Director Patrick Cates in having the trust in me to appoint me the Interim Administrator. But I just want to say that whoever ultimately talces this job has very big shoes to fill. And so you've set an example for us and we hope to carry it forward in

	Chairperson Fox: Commented: Lee Ann, I'm like David and all the other Commissioners that we have a very long career in Human Resources employee issues, et cetera, and you know there's this technical thing that we all do related to our profession. But it pales in comparison in terms of how we relate to employees, the level of empathy and regard and respect we have for employees. And I think that you've really done a good job in terms of articulating that to this Commission as well as you know role modeling t
	I'll miss working with you. I've really enjoyed our time together, and you know I say this every opportunity I can, you know I have a lot of admiration for the Division of Human Resources Management in the State. I applaud you for the work you do. I feel like sometimes you aren't recognized to the extent I think you should be and also to State of Nevada employees. So I think for 13,000 plus employees, God I love the State of Nevada, doing really good work. You'll be missed. Peter, you've got some big shoes 
	Lee-Ann Easton: Commented, thank you very much. I can't even imagine what it's going to be like when I actually retire. I'm going to be -I'm going to need boxes of tissues. But thank you. I can't tell you how much I'm going to miss everyone and working with you all, and just the whole staff. They've just -you know I wasn't -just for the record, I wasn't really looking for a position, I really thought I was going to retire in this, and it just happened to you know come up and I was offered, and I accepted, a
	Chairperson Fox: Asked if there were any questions from the Commission or the public. 
	Commissioner Mauger: Commented, there's a quality about Ms. Easton that you know and the old saying is "enthusiasm rubs off'. It certainly shows with Ms. Easton and the quality of work that comes out of her department and her enthusiasm for her employees, believe me from an employee perspective that means a lot. So I want to wish you the best in the future, and it was a pleasure working with you. 
	Lee-Ann Easton: Commented, thank you so much. I just can't tell you how much your comments mean to me, all of them, thank you. 
	Chairperson Fox: Asked if there were any public comments. There were none. 
	X. ADJOURNMENT 
	X. ADJOURNMENT 
	Chairperson Fox: Adjourned the meeting. 
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	Attached is a list of classes and positions which have previously been approved for pre­employment 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. 
	Attached is a list of classes and positions which have previously been approved for pre­employment 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. 
	( 
	(All positions in each class have been approved for pre-employment drug testing, unless otherwise noted (*)eforea specific agency(s) and/or position(s). Classes in bold/italics are new to the list.) 
	(All positions in each class have been approved for pre-employment drug testing, unless otherwise noted (*)eforea specific agency(s) and/or position(s). Classes in bold/italics are new to the list.) 
	CLASS/ 
	*ONLY CERTAIN POSITIONSAGENCY/POSITION CONTROL NO. 
	*ONLY CERTAIN POSITIONSAGENCY/POSITION CONTROL NO. 

	AGR -PCN 4600-0025 
	DCNR-FORESTRY DIVISION -ALL PCNS DCNR-FORESTRY DIVISION -ALL PCNS 
	DCNR-FORESTRY DIVISION -ALL PCNS DCNR-FORESTRY DIVISION -ALL PCNS DCNR-FORESTRY DIVISION -ALL PCNS 
	BCN -ALL PCNS BCN -ALL PCNS BCN -ALL PCNS BCN -ALL PCNS TAXI -PCN 0038 
	( 
	CODE 
	2.210 ADMINISTRATIVE ASSISTANT IV
	-

	2.21N1 ADMINISTRATIVE ASSISTANT Ill* 
	2.212 ADMINISTRATIVE ASSISTANT II* 
	2.301 ACCOUNTING ASSISTANT Ill* 
	2.303 ACCOUNTING ASSISTANT II* 
	( 2.819 SUPPLY TECHNICIAN Ill* 
	2.824 SUPPLY TECHNICIAN II* 
	2.827 SUPPLY ASSISTANT* 
	2.836 SUPPLY TECHNICIAN I* 
	3.203 FOOD SERVICE COOK/SUPERVISOR II* 
	3.206 FOOD SERVICE COOK/SUPERVISOR I* 
	3.213 FOOD SERVICE WORKER II* 
	3.218 FOOD SERVICE WORKER I* 
	3.505 DRIVER -SHUTTLE BUS 
	3.506 DRIVER-VAN/AUTOMOBILE 
	3.520 FAMILY SUPPORT WORKER Ill* 
	3.521 FAMILY SUPPORT WORKER II* 
	3.524 FAMILY SUPPORT WORKER I* 
	5.103 PRINCIPAL 
	5.104 VICE PRINCIPAL 
	5.106 ACADEMIC TEACHER 
	5.112 VOCATIONAL EDUCATION INSTRUCTOR 
	5.174 CHILD CARE WORKER II* 
	5.175 CHILD CARE WORKER I* 
	6.209 SUPERVISOR Ill, ASSOCIATE ENGINEER* 
	6.21N1 SUPERVISOR II, ASSOCIATE ENGINEER* 
	6.215 SUPERVISOR I, ASSOCIATE ENGINEER* 
	6.223 ADMINISTRATOR I, PROFESSIONAL ENGINEER* 
	6.224 MANAGER I, PROFESSIONAL ENGINEER* 
	6.228 STAFF 11, ASSOCIATE ENGINEER* 
	*ONLY CERTAIN POSITIONS AgENCY/POSITION CONTROb NO. 
	*ONLY CERTAIN POSITIONS AgENCY/POSITION CONTROb NO. 

	DPS -PCNS 3743-0106, 3743-33, 4702-322, 470942, 4709-70, 4709-71N, 4709-72, 4709-73, 4709-206, 4709-625, 4709-645, 4709-665, 4709-1004, 47091006, 4709-1007, 4709-1009, 4709-8004, 47098018, 4709-9013, 4713-0706, 4713-155, 4713-805; TAXI -PCN 0023 
	-
	-
	-

	OMVN-PCNS RE7015, WF7047; DPSN-PCNS 37430028, 3743-5, 3743-15, 3743-17, 3743-32, 3743-34, 
	-

	3743-60, 3743-61N, 3743-62, 3743-64, 3743-65, 37431011,3743-1014,N3743-1017, 3743-1020,N3744-10, 
	-

	3744-13,N3744-16, 3744-19,N4702-51,N4702-147,N4702 315,N4702-328,N4702-648,N4702-705,N4702-871,N470211033, 4702-11034, 4709-36, 4709-37, 4709-58, 4709-620,N4709-630,N4709-8005,N4709-8007,4709-8010, 4709-8011, 4709-8016, 4709-8017, 4709-8019, 4709-8020, 4709-8021,N4709-9001,N4709-9002,N47099011, 4709-9012; TAXIN-PCNS 0011, 0061 
	-
	-

	DPS -PCNS 3743-1021, 4709-2, 4709-9003, 47099004, 4709-9005, 4709-9006, 4709-9007, 4709-9008, 4709-9009, 4709-9010, 4709-16, 4709-17, 4709-18, 4709-25, 4_709-26, 4709-34, 4709-57, 4709-62, 4709204, 4709-205, 4709-605, 4709-660, 4709-8006, 4709-8008, 4709-8009, 4713-0870, 4733-32; TAXI PCNS 0003, 0013, 0020, 0043, 0046, 0066, 0074, 0075 0092 0095 DPSN-PCNS 3743-16 4709-38 4709-8022 DPSN-PCN 4709-15 PURCHASING -PCN 0027 PURCHASING -PCN 0029· BCN -ALL PCNS BCN -ALL PCNS BCN -ALL PCNS BCN -ALL PCNS BCN -ALL PCN
	-
	-
	-

	BCN -ALL PCNS BCN -ALL PCNS BCN -ALL PCNS 
	BCN -ALL PCNS BCN -ALL PCNS NDOT -PCNS 017009, 017046, ALL PCNS BEGINNING W/ 930 NDOT -PCNS 027006, 028006, 255001N, ALL PCNS BEGINNING W/ 930 NDOT-PCNS 017021, 017034, 017048, 028008, ALL PCNS BEGINNING W/ 930 NDOT-PCN 301012 NDOT -ALL PCNS BEGINNING W/ 930 NDOT -PCNS 018024, 018025, 018036, 018037, 018046 018047 
	CLASS/ 
	6.313 ENGINEERING TECHNICIAN Ill* 
	6.355 ARCHITECTURAL DRAFTER IV" 
	6.358 ARCHITECTURAL DRAFTER Ill* 
	6.750 CONSTRUCTION PROJECT COORDINATOR Ill* 
	6.751 PROJECT MANAGER Ill* 
	6.754 BUILDING CONSTRUCTION INSPECTOR Ill* 
	6.758 CONSTRUCTION PROJECT COORDINATOR II* 
	6.762 PROJECT MANAGER II* 
	6.763 PROJECT MANAGER I* 
	6.966 DEVELOPMENT TECHNICIAN IV" 
	6.978 DEVELOPMENT TECHNICIAN Ill* 
	6.979 DEVELOPMENT TECHNICIAN II* 
	6.980 DEVELOPMENT TECHNICIAN I* 
	6.981 ELECTRONICS TECHNICIAN II* 
	6.987 ELECTRONICS TECHNICIAN Ill* 
	6.988 
	6.988 
	6.988 
	ELECTRONICS TECHNICIAN I* 

	7.141 
	7.141 
	ACCOUNTANT TECHNICIAN II* 


	7.143 ACCOUNTANT TECHNICIAN I* 
	7.154 AUDITOR II* 
	7.217 ADMINISTRATIVE SERVICES OFFICER II* 
	7.218 ADMINISTRATIVE SERVICES OFFICER I* 
	7.519 TRAINING OFFICER I* 
	7.524 TRAINING OFFICER II* 
	7.624 MANAGEMENT ANALYST Ill* 
	7.625 MANAGEMENT ANALYST II* 
	7.637 MANAGEMENT ANALYST I* 
	7.643 PROGRAM OFFICER Ill* 
	7.647 PROGRAM OFFICER II* 
	7.649 PROGRAM OFFICER I* 
	7.653 PUBLIC SERVICE INTERN II* 
	7.655 BUSINESS PROCESS ANALYST Ill* 
	7.656 BUSINESS PROCESS ANALYST II* 
	7.713 TRANSPORTATION TECHNICIAN Ill* 
	7.713 TRANSPORTATION TECHNICIAN Ill* 
	7.714 TRANSPORTATION TECHNICIAN IV" 
	7.715 TRANSPORTATION TECHNICIAN II* 
	7.722 TRAFFIC CENTER TECHNICIAN SUPERVISOR 
	7.724 TRAFFIC CENTER TECHNICIAN II 
	7.725 TRAFFIC CENTER TECHNICIAN I 
	7.726 TRAFFIC CENTER TECHNICIAN TRAINEE 
	7.745 STATISTICIAN II* 
	7.901 CHIEF IT MANAGER* 
	7.902 IT MANAGER Ill* 
	IT MANAGER I* 
	IT MANAGER I* 
	*ONLY CERTAIN POSITIONS AGENCY/POSITION CONTRQL NO. 

	NDOTN-PCNS 020014, 034001N, 255002, 080001N, 080002 080005 080006 080007 080010 NDOT -PCN 028015 NDOT -PCN 027023, ALL PCNS BEGINNING W/ 930 NDOT-PCNS 017037, 017038, 017039, 017040, 017041,017042,N017050,017051,017052,027019, 027022,028010,N028011,028013, 028016,028021, 028022, 028030, 101342, 255003, ALL PCNS BEGINNING W/ 930 BCN -ALL PCNS BCN -ALL PCNS BCN -ALL PCNS BCN -ALL PCNS BCN -ALL PCNS BCN -ALL PCNS BCN -ALL PCNS BCN -ALL PCNS BCN -ALL PCNS BCN -ALL PCNS BCN -ALL PCNS BCN -ALL PCNS BCN NDOC -ALL 
	DHHS PBH -PCNS 0031, 0033 0041 DPS -PCN 4709-23 DPS -PCN 37 43-6 NDOT -ALL PCNS DPS -NHP -HAZARDOUS MATERIALS -PCN 5 DPSN-PCNS 4709-3 4709-200 DPSN-PCN 4709-39· TAXI -PCNS 0002 0078 DPS -PCNS 3743-9 3743-79 4709-40 DHHS PBH -PCN 0038· DPS -PCN 4702-0086 DMV -PCN CC4019; DPS-PCNS 3743-1022, 470919 4709-24 4709-35 4709-8003 4709-8012 DPSN-PCN 3744-82; FIRE MARSHALN-PCNS 4, 106; NDOCN-PCNS 3710-0064, 3710-0202; BCN -PCNS 41234 41672 41673 NDOT -ALL PCNS BEGINNING W/ 940 DPS -PCN 4709-8023 DPS -PCNS 4702-0046 4
	-

	MIN -PCNS 09015, 09016, 09017, 09018, 09019, 09020 09022 09023 
	NDOT -ALL PCNS BEGINNING W/ 805 & 813 NDOT -ALL PCNS BEGINNING W/ 805 & 813 NDOT -ALL PCNS BEGINNING W/ 805 & 813 
	DPS -PCN 4709-21 DPS -PCN 0005· NDOTN-PCN 016060 DPS -PCNS 0127 4709-0207 4733-35 DPS -PCN 0020; NDOT -PCN 016065; BCN UNR PCN 42286 
	DPS -PCN 4709-21 DPS -PCN 0005· NDOTN-PCN 016060 DPS -PCNS 0127 4709-0207 4733-35 DPS -PCN 0020; NDOT -PCN 016065; BCN UNR PCN 42286 
	-

	DPS -ALL PCNS; BCN UNRN-ALL FACILITIES 

	7.951 IT PROFESSIONAL TRAINEE* 
	7.951 IT PROFESSIONAL TRAINEE* 
	SERVICES PCNS 

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

	9.323 EQUIPMENT MECHANIC Ill* 
	9.323 EQUIPMENT MECHANIC Ill* 
	ALLNPCNS 

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

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

	9.335 
	FLEET SERVICE WORKER IV" BCN NDOT -ALL PCNS FLEET SERVICE WORKER Ill* BCN NDOT -ALL PCNS 
	Sect
	Sect
	P



	*ONL Y CERTAIN POSITIONSAGENCY/POSITIQN CONTROL NO. 
	*ONL Y CERTAIN POSITIONSAGENCY/POSITIQN CONTROL NO. 
	*ONL Y CERTAIN POSITIONSAGENCY/POSITIQN CONTROL NO. 

	CODE 
	9.336 FLEET SERVICE WORKER II* BCN NDOT -ALL PCNS 
	9.337 FLEET SERVICE WORKER I* BCN NDOTN-ALLNPCNS 
	9.353 AVIATION SERVICES OFFICER 
	9.355 
	CHIEF PILOT PILOTNII 
	CHIEF PILOT PILOTNII 

	9.408 
	HVACR SPECIALIST IV* BCN -ALL PCNS HVACR SPECIALIST II* BCN NDOC -ALL PCNS 
	9.437 
	EVENTS CENTER TECHNICIAN II* BCN -ALL LAWLOR EVENTS CENTER PCNS EVENTS CENTER TECHNICIAN I* BCN -ALL LAWLOR EVENTS CENTER PCNS 
	9.439 CARPENTER Ill* BCN -ALL PCNS 
	( 
	9.441 MAINTENANCE REPAIR SPECIALIST I* BCN NDOC NDOT. NDOW NSVH -ALL PCNS 
	9.445 MAINTENANCE REPAIR SPECIALIST II* BCN NDOC NDOW -ALL PCNS 
	9.447 ELECTRICIAN II* BCN NDOC, NDOT -ALL PCNS 
	9.448 ELECTRICIAN Ill* BCN NDOC NDOT -ALL PCNS 
	9.459 PAINTER II* BCN -ALL PCN'S 
	9.460 PAINTER Ill* BCN -ALL PCNS 
	9.462 PLUMBER II* BCN NDOC -ALL PCNS 
	9.463 PLUMBER Ill* BCN -ALL PCNS 
	9.465 CRAFT WORKER-IN-TRAINING IV* BCN -ALL PCNS 
	9.466 CRAFT WORKER-IN-TRAINING Ill* 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 Ill* BCN -ALL PCNS 
	9.483 MAINTENANCE REPAIR AID II* BCN -ALL PCNS 
	9.484 MAINTENANCE REPAIR AID I* BCN -ALL PCNS 
	9.485 MAINTENANCE REPAIR WORKER IV* BCN NDOCN-ALLNPCNS 
	9.486 MAINTENANCE REPAIR WORKER Ill* BCN,NNDOCN-ALLNPCNS 
	9.487 MAINTENANCE REPAIR WORKER II* BCN NDOC NSVH -ALL PCNS 
	9.488 MAINTENANCE REPAIR WORKER I* BCN NDOC NSVH -ALL PCNS 
	9.497 
	WASTEWATER TREATMENT OPERATOR II* NDOC -ALL PCNS WASTEWATER TREATMENT OPERATOR I* NOOC -ALL PCNS 

	Sect
	Sect
	P

	{ TITLE III.bl; 

	9.609 FACILITY SUPERVISOR II* BCN NDOC -ALL PCNS NDOT -PCN 302001 
	9.609 FACILITY SUPERVISOR II* BCN NDOC -ALL PCNS NDOT -PCN 302001 
	9.610 GROUNDS SUPERVISOR Ill* BCN -ALL PCNS 
	9.612 FACILITY SUPERVISOR I* BCN NDOC -ALL PCNS 
	9.616 CUSTODIAL SUPERVISOR IV* BCN -ALL PCNS 
	9.617 CUSTODIAL SUPERVISOR Ill* BCN -ALL PCNS 
	9.620 GROUNDS SUPERVISOR II* BCN -ALL PCNS 
	9.623 CUSTODIAL SUPERVISOR II* BCN -ALL PCNS 
	9.625 CUSTODIAL SUPERVISOR I* BCN -ALL PCNS 
	9.627 GROUNDS SUPERVISOR I* BCN -ALL PCNS 
	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 Ill* BCN -ALL PCNS 
	9.637 FACILITY ATTENDANT* BCN -ALL PCNS 
	9.639 GROUNDS MAINTENANCE WORKER II* BCN -ALL PCNS 
	9.641 
	9.641 
	9.641 
	GROUNDS MAINTENANCE WORKER I* BCN -ALL PCNS 

	10.124 
	10.124 
	PSYCHOLOGIST IV* NDOC -ALL PCNS 


	10.126 PSYCHOLOGIST Ill* NDOC -ALL PCNS 
	10.132 PSYCHOLOGIST II* NDOC -ALL PCNS 
	10.139 MENTAL HEALTH COUNSELOR II* NDOC -ALL PCNS 
	10.141 MENTAL HEAL TH 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 Ill*NDOC -ALL PCNS 
	( 10.179 PSYCHOMETRIST * NDOC -ALL PCNS 
	10.217 HEAL TH PROGRAM MANAGER II* DHHS PBH -PCN 0037 
	10.229 MID-LEVEL MEDICAL PRACTITIONER* DHHS NDOC-ALLPCNS 
	10.237 HEAL TH PROGRAM SPECIALIST I* BCN -ALL PCNS 
	10.238 HEAL TH PROGRAM SPECIALIST II* BCN -ALL PCNS 
	10.244 QUALITY ASSURANCE SPECIALIST I* NSVH -ALL PCNS 
	10.260 DENTAL CLINIC SUPERVISOR* UNLV -ALL PCNS 
	10.262 DENTAL ASSISTANT Ill* NDOC UNLV-ALLPCNS 
	10.263 DENTAL ASSISTANT II* NDOC UNL V -ALL PCNS 
	10.264 DENTAL ASSISTANT I* NDOC UNLV -ALL PCNS 
	10.300 DIRECTOR, NURSING SERVICES II* DHHS NDOC -ALL PCNS NSVH -ALL PCNS 
	10.301 DIRECTOR NURSING SERVICES I* DHHS NDOC -ALL PCNS 
	10.305 PSYCHIATRIC NURSE Ill* 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 Ill* NDOC -ALL PCNS 
	10.318 CORRECTIONAL NURSE II* DHHS NDOC -ALL PCNS 
	10.319 CORRECTIONAL NURSE I* DHHS NDOC -ALL PCNS 
	10.338 MENTAL HEAL TH TECHNICIAN IV* DHHS -ALL PCNS 
	10.339 DEVELOPMENTAL SUPPORT TECH IV* DHHS -ALL PCNS 
	10.346 MENTAL HEAL TH TECHNICIAN Ill* DHHS -ALL PCNS 
	10.347 DEVELOPMENTAL SUPPORT TECH Ill* DHHS -ALL PCNS 
	10.352 REGISTERED NURSE V* NSVH • ALL PCNS 
	10.354 REGISTERED NURSE IV* NSVH -ALL PCNS 
	10.355 REGISTERED NURSE Ill* NSVH -ALL PCNS 
	10.356 MENTAL HEAL TH TECHNICIAN II* DHHS -ALL PCNS 
	10.357 DEVELOPMENTAL SUPPORT TECH II* DHHS • ALL PCNS 
	10.358 NURSE I* BCN DHHS NDOC NSVH -ALL PCNS 
	CLASS/ 
	CLASS/ 
	*ONLY CERTAIN POSITIQNS 

	TITLE 
	TITLE 
	TITLE 

	AGENCY/POSITION CONTROL NO. 

	CQDE 
	CQDE 

	10.359 REGISTERED NURSE II* NSVH -ALL PCNS 
	LICENSED PRACTICAL NURSE II* DHHS NDOC NSVH -ALL PCNS 
	10.360 

	10.364 LICENSED PRACTICAL NURSE Ill* DHHS NDOC -ALL PCNS 
	10.365 LICENSED PRACTICAL NURSE I* DHHS NDOC -ALL PCNS 
	10.366 MENTAL HEALTH TECHNICIAN I* DHHS -ALL PCNS 
	10.367 DEVELOPMENT AL SUPPORT TECH I* DHHS -ALL PCNS 
	10.369 CERTIFIED NURSING ASSISTANT* NDOC NSVHN-ALLNPCNS 
	10.373 COMMUNITY HEAL TH NURSING MANAGER* DHHS -ALL PCNS 
	10.375 COMMUNITY HEAL TH NURSE IV* DHHS -ALL PCNS 
	10.376 COMMUNITY HEAL TH NURSE Ill* DHHS -ALL PCNS 
	10.377 COMMUNITY HEAL TH NURSE II* DHHS -ALL PCNS 
	10.378 COMMUNITY HEAL TH NURSE I* DHHS -ALL PCNS BCN UNRN-ALL ENVIRONMENTAL HEALTH & 
	10.524 RADIATION CONTROL SPECIALIST II* 
	SAFETYNPCNS 
	BCN UNRN-ALL ENVIRONMENTAL HEALTH & 
	10.528 RADIATION CONTROL SPECIALIST I* 
	SAFETYNPCNS 
	10.536 ENVIRONMENTAL SCIENTIST II* NDOT -PCNS 018012 018013 
	10.540 MEDICAL MARIJUANA PROGRAM SUPERVISOR 
	10.541 MEDICAL MARIJUANA PROGRAM INSPECTOR II 
	10.542 MEDICAL MARIJUANA PROGRAM INSPECTOR I 
	10.545 ENVIRONMENTAL SCIENTIST IV* NDOT -PCN 018011 
	10.707 CHEMISTV* 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 Ill* BCN -ALL PCNS 
	10.713 CHEMIST II* BCN -ALL PCNS 
	10.715 MICROBIOLOGIST Ill* 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 Ill* BCN -ALL PCNS 
	10.771 STAFF RESEARCH ASSOCIATE II* BCN -ALL PCNS 
	10.772 
	10.772 
	10.772 
	STAFF RESEARCH ASSOCIATE I* BCN -ALL PCNS 

	11.117 
	11.117 
	PUBLIC SAFETY DISPATCHER VI 


	11.118 PUBLIC SAFETY DISPATCHER V 
	11.120 PUBLIC SAFETY DISPATCHER IV 
	11.122 PUBLIC SAFETY DISPATCHER Ill 
	11.124 PUBLIC SAFETY DISPATCHER II 
	11.126 PUBLIC SAFETY DISPATCHER I 
	11.128 N.C.J.I.S. PROGRAM SPECIALIST SUPERVISOR* DPS -PCNS 4709-13 4709-14 DPS -PCNS 4709-41N, 4709-63, 4709-74, 4709-600, 
	11.129 N.C.J.I.S. PROGRAM SPECIALIST* 
	4709-615 4709-650 4709-680 4709-1005 
	11.130 N.C.J.I.S. PROGRAM SPECIALIST TRAINEE 
	11.132 MANAGER, CRIMINAL JUSTICE RECORDS* DPS -ALL PCNS 
	11.133 FINGERPRINT/RECORDS EXAMINER Ill* DPS -PCNS 4709-201 4709-8015 DPS -PCNS 4709-6, 4709-7, 4709-32, 4709-33, 4709 
	11.134 FINGERPRINT/RECORDS EXAMINER II* 59, 4709-60, 4709-61, 4709-202, 4709-590, 47098014 
	-

	11.135 FINGERPRINT/RECORDS EXAMINER I 
	11.144 FINGERPRINT/RECORDS SUPERVISOR* DPS-PCNS 4709-4 4709-5 
	CLASS/ TITLE CODE 
	TITLE 

	11.239 MILITARY SECURITY OFFICER V 
	11.240 MILITARY SECURITY OFFICER IV 
	11.241 MILITARY SECURITY OFFICER Ill 
	11.242 MILITARY SECURITY OFFICER II 
	11
	11
	11
	.243 MILITARY SECURITY OFFICER I 

	11
	11
	.260 SECURITY OFFICER SUPERVISOR* 

	11
	11
	.263 SECURITY OFFICER* 


	11.354 SUPERVISORY COMPLIANCE INVESTIGATOR* 
	11
	11
	11
	.358 COMPLIANCE INVESTIGATOR II* 

	11
	11
	.363 COMPLIANCE/AUDIT INVESTIGATOR Ill* 


	11.365 COMPLIANCE/AUDIT INVESTIGATOR II* 
	11.424 OMV SERVICES TECHNICIAN Ill* 
	11.506 FIRE & LIFE SAFETY INSPECTOR I 
	11.510 FIRE & LIFE SAFETY INSPECTOR II 
	11
	11
	11
	.522 SAFETY REPRESENTATIVE, CONSULTATION* 

	11
	11
	.540 SAFETY SPECIALIST, RAILWAY-TRACKS 

	11
	11
	.541 SAFETY SPECIALIST, RAILWAY-MOTIVE POWER 

	11
	11
	.542 SAFETY SPECIALIST, RAILWAY-HAZARDOUS 

	11
	11
	.543 SAFETY SPECIALIST, RAILWAY-OPERATING 

	11
	11
	.550 TAXICAB VEHICLE INSPECTOR I 


	11.552 TAXICAB VEHICLE INSPECTOR II 
	11.560 MANUFACTURED HOUSING INSPECTOR II 
	11
	11
	11
	.561 MANUFACTURED HOUSING INSPECTOR I 

	11
	11
	.565 AGENCY LOSS CONTROL COORDINATOR* 


	12.376 FAMILY SERVICES SPECIALIST II* 
	12.466 SUBSTANCE ABUSE COUNSELOR Ill 
	( 12.469 SUBSTANCE ABUSE COUNSELOR II 
	12.470 SUBSTANCE ABUSE COUNSELOR I 
	12.501 WARDEN 
	12.510 CORRECTIONAL MANAGER 
	12.517 CORRECTIONAL ASSISTANT* 
	12.523 ASSISTANT SUPERINTENDENT, YOUTH FACILITY 
	12.532 HEAD GROUP SUPERVISOR 
	12.534 ASSISTANT HEAD GROUP SUPERVISOR 
	12.535 GROUP SUPERVISOR IV 
	12.537 GROUP SUPERVISOR Ill 
	12.538 GROUP SUPERVISOR II 
	12.541 GROUP SUPERVISOR I 
	12.553 ASSOCIATE WARDEN 
	12.556 CORRECTIONAL CASEWORK SPECIALIST Ill 
	12.559 CORRECTIONAL CASEWORK SPECIALIST II 
	12.565 CORRECTIONAL CASEWORK SPECIALIST I 
	12.571 
	12.571 
	12.571 
	CORRECTIONAL CASEWORK SPECIALIST TR 

	13.101 
	13.101 
	AGRICULTURE ENFORCEMENT OFFICER Ill 


	13.102 AGRICULTURE ENFORCEMENT OFFICER II 
	13.103 AGRICULTURE ENFORCEMENT OFFICER I 
	13.111 DEPUTY BRAND INSPECTOR (COMMISSIONED) 
	13.115 STAFF GAME WARDEN 
	13.121 GAME WARDEN IV 
	13.122 GAME WARDEN Ill 
	13.123 GAME WARDEN II 
	13.124 GAME WARDEN I 
	13.131 PARKS REGIONAL MANAGER (COMMISSIONED) 
	13.135 PARK SUPERVISOR Ill (COMMISSIONED) 
	13.136 PARK SUPERVISOR II (COMMISSIONED) 
	13.137 PARK SUPERVISOR I (COMMISSIONED) 
	*QNL Y CERTAIN POSITIONSAGENCY/POSITION CONTROL NO. 
	*QNL Y CERTAIN POSITIONSAGENCY/POSITION CONTROL NO. 

	BCN NSVH -ALL PCNS BCN MILITARY NSVH -ALL PCNS OMV -PCN WF8508 OMV -PCNS RE8018 RE8025 RE8026 RE8028 B&I-INSURANCE DIV -PCN 0072; SOS -PCNS 0030 0031 0035 0062 0063 0066 B&I-INSURANCE DIV -ALL PCNS; SOS -PCNS 0022 0028 0068 OMV -PCNS RE5324 RE5328 
	BCN -ALL PCNS 
	NDOT -PCN 078002 BCN UNR -PCN 42051 
	NDOC -ALL PCNS 
	CLASS/ 
	( 
	( 
	CQDE 
	CQDE 

	13.141 PARK RANGER Ill (COMMISSIONED) 
	13.142 PARK RANGER II (COMMISSIONED) 
	13.143 PARK RANGER I (COMMISSIONED) 
	13.202 DPS MAJOR 
	13.203 DPS CAPTAIN 
	13.204 DPS LIEUTENANT 
	13.205 DPS SERGEANT 
	13.206 DPS OFFICER II 
	13.207 DPS OFFICER I 
	13.215 UNIVERSITY POLICE LIEUTENANT 
	13.217 UNIVERSITY POLICE DETECTIVE 
	13.221 UNIVERSITY POLICE SERGEANT 
	13.222 UNIVERSITY POLICE OFFICER II 
	13.223 UNIVERSITY POLICE OFFICER I 
	13.234 SENIOR LAW ENFORCEMENT SPECIALIST 
	13.241 SUPERVISORY CRIMINAL INVESTIGATOR II 
	13.242 SUPERVISORY CRIMINAL INVESTIGATOR I 
	13.243 CRIMINAL INVESTIGATOR Ill 
	13.244 CRIMINAL INVESTIGATOR II 
	13.245 CRIMINAL INVESTIGATOR I 
	13.246 AG DEPUTY CHIEF INVESTIGATOR* 
	13.247 AG CRIMINAL INVESTIGATOR, SUPERVISOR* 
	13.248 AG CRIMINAL INVESTIGATOR II* 
	13.249 AG CRIMINAL INVESTIGATOR I* 
	13.251 CHIEF INVESTIGATOR COMPLIANCE/ ENFORCEMENT 
	13.255 SUPERVISORY COMPLIANCE/ENFORCEMENT 
	13.256 COMPLIANCE/ENFORCEMENT INVESTIGATOR Ill 
	13.257 COMPLIANCE/ENFORCEMENT INVESTIGATOR II 
	13.258 COMPLIANCE/ENFORCEMENT INVESTIGATOR I 
	13.263 UNIT MANAGER, YOUTH PAROLE BUREAU 
	13.265 SENIOR YOUTH PAROLE COUNSELOR 
	13.266 YOUTH PAROLE COUNSELOR II 
	13.267 YOUTH PAROLE COUNSELOR I 
	13.301 INSPECTOR GENERAL 
	13.309 CORRECTIONAL CAPTAIN 
	13.310 CORRECTIONAL LIEUTENANT 
	13.311 CORRECTIONAL SERGEANT 
	13.312 SENIOR CORRECTIONAL OFFICER 
	13.313 CORRECTIONAL OFFICER 
	13.314 CORRECTIONAL OFFICER TRAINEE 
	13.321 FORENSIC SPECIALIST IV 
	13.322 FORENSIC SPECIALIST Ill 
	13.323 FORENSIC SPECIALIST II 
	13.324 FORENSIC SPECIALIST I U3720 DIVISION ADMINISTRATOR, RECORDS & 
	U3916 PROGRAM MANAGER OIUGAS/GEOTHERMAL U391B DEPUTY ADMINISTRATOR MINERALS U3919 CHIEF FOR DANGEROUS MINES U3930 CHIEF FOR MINE REGULATION U3932 FIELD SPECIALIST. MINERALS 
	U4102 BUREAU CHIEF YOUTH PAROLE U4013 DIVISION ADMINISTRATOR, TAXICAB AUTHORITY U4141 DEPUTY DIVISION ADMINISTRATOR, TAXICAB 
	U4706 ADMINISTRATOR, MINERALS 
	U9010 CHIEF, NEVADA HIGHWAY PATROL U9033 DEPUTY DIRECTOR, INDUSTRIAL PROGRAMS U9034 DEPUTY DIRECTOR, OPERATIONS SOUTH 
	*ONLY CERTAIN POSITIQNS AGENCY/PQ§ITION CONTROL NO. 
	*ONLY CERTAIN POSITIQNS AGENCY/PQ§ITION CONTROL NO. 

	AG-ALL PCNS AG-ALL PCNS AG-ALL PCNS AG-ALL PCNS 
	DPS -PCN 4709-1 
	MIN -PCN 0002 MIN -PCN 0006 MIN -PCN 0007 MIN -PCN 0009 MIN -PCNS 0011, 0021, 0031 


	CLASS/ 
	CLASS/ 
	CLASS/ 
	*ONLY CERTAIN POSITIONS 


	AgENCY/POSITION CONTROL NO. 
	AgENCY/POSITION CONTROL NO. 
	AgENCY/POSITION CONTROL NO. 

	CODE 
	U9041 CHIEF GAME WARDEN U9074 PHARMACIST 1 * DHHS,NDOC-ALLPCNS DHHS -ALL EXCEPT PCN 3243-0014; NDOC -ALL
	U9075 PHARMACIST 2* 
	PCNS U9076 PHARMACIST 3* DHHS,NNDOCN-ALLNPCNS U9085 SENIOR INSTITUTIONAL DENTIST (RANGE A)* NDOC -ALL PCNS U9086 SENIOR INSTITUTIONAL DENTIST (RANGE B)* NDOC -ALL PCNS U9087 SENIOR PHYSICIAN (RANGE C)* DHHS NDOCN-ALLNPCNS U9088 SENIOR PSYCHIATRIST (RANGE C)* DHHS NDOC-ALLPCNS 
	Personnel Commission Meeting
	June 10, 2016

	NRS 284.4066 provides for the pre-employment testing for controlled substances of applicants forpositions affecting public safety. This law requires the appointing authority to identify the specificpositions that affect public safety, subject to the approval of the Personnel Commission.
	NRS 284.4066 provides for the pre-employment testing for controlled substances of applicants forpositions affecting public safety. This law requires the appointing authority to identify the specificpositions that affect public safety, subject to the approval of the Personnel Commission.
	The Nevada Department of Conservation and Natural Resources, Division of Forestry (Forestry) hasrequested the following class be added to the classes/positions approved for pre-employment screeningfor controlled substances:
	CLASS/fITLEPOSITION CONTROL 
	AGENCY TITLE
	CODE NUMBER 
	Seasonal Forestry Equipment
	Forestry9.205All budgets and positions
	Operator
	P
	StyleSpan
	StyleSpan

	( 
	Staff recommends approval of the requested class as positions in this class will be required to obtain and maintain a commercial driver's license (CDL) with a hazardous materials endorsement. The Lanier versus City of Woodburn court decision out of the federal court of appeals for the 9th circuit cited types of jobs that would meet the spe.cial needs· stan.dard (pre-employment testing by public entities may­ constitute a search within the meaning of the 4th amendment, for that reason courts have indicated t
	STATE OF NEVADA DEPARTMENT OF CONSERVATION AND NATURAL RESOURCES 







	2478 Fairview Drive · Carson City, Nevada 89701 
	2478 Fairview Drive · Carson City, Nevada 89701 
	Phone (775) 684-2500 Fax (775) 684-2570 
	MEMORANDUM 
	March 24, 2016 
	To: Carrie Hughes, Personnel Analyst Division of Human Resource Management 
	From: Dave Prather, Deputy Administrator ? 
	Re: Class Approval for Pre-Employment Drug Testing 
	The Nevada Division of Forestry would like to request that the following class be approved for pre-employment drug testing: 
	► Seasonal Forestry Equipment Operator I Class Codel-9.205 
	Employees in this class are responsible for the operation of Nevada Division of Forestry's aviation fuel trucks for helicopter support during wildland fires and other emergencies. 
	( 
	Personnel Commission Meeting June 10, 2016 
	( 
	The Department of Conservation and Natural Resources, Division of Forestry (Forestry) has requested the following class be added to the classes/positions approved for pre-employment screening for controlled substances: 
	The Department of Conservation and Natural Resources, Division of Forestry (Forestry) has requested the following class be added to the classes/positions approved for pre-employment screening for controlled substances: 
	CLASSffITLE POSITION CONTROL 
	AGENCY TITLE
	CODE NUMBER 
	Seasonal Forestry Equipment 
	Forestry 9.205 All budgets and positions 
	Operator 
	If pre-employment screening is approved for this class, staff recommends revision to the class specification to reflect the approval of pre-employment screen for controlled substances. 

	Department of Administration 
	Department of Administration 
	Division of Human Resource Management 
	TITLE 
	TITLE 
	TITLE 
	GRADE EEO-4 CODE 

	SEASONAL FORESTRY EQUIPMENT OPERATOR 28 G 9.205 
	Seasonal Forestry Equipment Operators, under general supervision, operate specialized forestry vehicles and equipment on a statewide basis, to include aviation fuel trucks, firefighter crew transports, forklifts and other assied vehicles and/or equipment; and perform routine equipment maintenance. 
	gn

	Load aviation fuel trucks and equipment using proper loading and placement procedures; secure load; conduct 
	Department of Transportation (DOT) safety inspections prior to operation; complete appropriate pre-and post­
	check paperwork. 
	Drive aviation fuel trucks to various destinations within or outside the State; fuel helicopters for firefighting or project work as needed to accomplish the mission; assist Helitack crew with establishing temporary helicopter bases as needed. 
	Monitor aviation bulk fuel tanks to ensure fuel levels stay above minimum authorized stock levels; perform annual filter changes on bulk tanks; monitor and inspect tanks to ensure proper working condition; order fuel as needed; receive bulk fuel from commercial vendors; perform minor maintenance and housekeeping of fuel storage area; complete and maintain records in accordance with record and retention procedures. 
	Perform preventive maintenance to ensure vehicles and equipment are in proper working condition including changing fluids and filters; conduct visual inspections; review maintenance records; perform and/or schedule needed service or repair; arrange for emergency repairs if needed; conduct safety inspections on assigned vehicles; complete and maintain records in accordance with record and retention procedures. 
	Perform related duties as assied 
	gn

	****************************************************************************************** 
	MINIMUM QUALIFICATIONS 
	SPECIAL REQUIREMENTS: 
	SPECIAL REQUIREMENTS: 

	P
	P
	L
	LI
	Lbl
	LBody

	LI
	Lbl
	LBody

	LI
	Lbl
	LBody

	LI
	Lbl
	*Pursuant to NRS 284.4066, positions in this series have been identified as affecting public safety. Persons offered employment must submit to a pre-employment screening for controlled substances.*A valid Class A or Class B Nevada Commercial Driver's License (CDL) is required at the time of appointment and as a condition of continuing employment.*Positions required to drive the aviation fuel truck will be required to have both a HAZMA T and Tanker endorsement at the time of appointment and as a condition of


	INFORMATIONAL NOTES: 
	INFORMATIONAL NOTES: 

	*
	*
	*
	Incumbents are expected to move equipment both for short and long distances under minimumsupervision.

	*
	*
	Incumbents may be required to operate equipment under extremely difficult and hazardous conditionswhere skill and judgment are essential.


	SEASONAL FORESTRY EQUIPMENT OPERATOR 28 G 9.205 Page 2 of2 
	( 
	MINIMUM QUALIFICATIONS (cont'd) 
	(cont'd) 
	INFORMATIONAL NOTES 

	• Incumbents may be required to operate vehicles and/or equipment in adverse weather conditions, mountainous terrain, rough terrain or where no roadways exist, multi-lane freeways, narrow two-lane roads, residential areas, and heavy urban traffic. 
	EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and one year of commercial freight and/or commercial fuel delivery experience which included responsibility for loading freight and/or fuel and operating a Class B commercial motor vehicle; an equivalent combination of education and experience as described above. (See Special Requirements and Informational Notes) 
	OR

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working knowledge of: State CDL requirements; applicable DOT rules and regulations; loading/unloading operations. General knowledge of: preventative maintenance. Ability to: work independently and follow through on assignments with minimal direction; understand and carry-out oral and written instructions; communicate effectively both verbally and in writing; complete required forms and maintain records. Skill in: driving fuel tru
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): Detailed knowledge of: State and federal regulations pertaining to commercial vehicle operations. Workingknowledge of: agency policies and procedures pertaining to the transport of equipment and aviation fuel. Ability to: establish priorities; communicate with customers, vendors and staff effectively. 
	( 
	This class specification is used for classification, recruitment and examination purposes. It is not to be considered a substitute for work performance standards for positions assigned to this series. 
	9.205 
	9.205 

	ESTABLISHED: 4/29/16UC REVISED: 6/10/16PC 
	Personnel Commission Meeting June 10, 2016 
	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 (NDOl) has requested the following position be added to the classes/positions approved for pre-employment screening for controlled substances: 
	CLASSffITLE POSITION CONTROL 
	AGENCY TITLE
	CODE NUMBER 
	Supervisor Ill, Associate 
	NDOT 6.209 PCN 018-037 
	Engineer 
	Staff recommends approval of the requested position as this position will be performing duties on, or in close proximity to, roadways with traffic present. Positions in the same class (i.e., 6.209, Supervisor III, Associate Engineer) have previously been approved by the Commission. 
	NDOT has indicated that a representative will be available to answer any questions Commission members may have. 
	( 
	1283 Saulh Stewart Street Cel'IOfl City, Nevada 11712 Phone: (775) ea.7430 Fax: (775) ea.7116 


	March 15, 2018 
	March 15, 2018 
	March 15, 2018 
	March 15, 2018 
	Update 
	Update 
	The Department of Transportation Is requesting that position 018-037, class 06.209, Supervisor Ill, AE be 
	added to the 1st of positions requiring pre-employment drug testing under Its new position title. The 
	position was approved for pre-employment drug screening under Its former position title 6.228 Staff II, 
	Associate Engineer. 

	( 
	( 
	compliance. The position has the potential to Impact public safety as these Job duties are performed on the highway, In work zones, and In high-speed/high-volume traffic areas. 
	Personnel Commission Meeting June 10, 2016 
	( 


	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. 
	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 position be added to the classes/positions approved for pre-employment screening for controlled substances: 
	CLASS/fITLE POSITION CONTROL 
	AGENCY TITLE
	CODE NUMBER 
	BCN 7.647 Program Officer II PCN 41234 
	Staff recommendation: 
	Staff recommends approval of the requested position. BCN has stated that the position physically handles and transports lab waste, both chemical and biological, at multiple BCN campuses. Additionally, the position requires United States Environmental Protection Agency (EPA) and Occupational Safety and Health Administration (OSHA) training to include OSHA Hazardous Waste Operations and Emergency Response (HAZWOPER) certification. Positions in the same class (i.e., 7.647, Program Officer II) have previously b
	BCN has indicated that a representative will be available to answer any questions Commission members may have. 
	BUSINESS CENTER NORTH 
	BUSINESS CENTER NORTH 
	Human Resources/0240 Reno, Nevada 89557-0240 {775) 784-6844 TDD #784-1706 FAX (775)784-1146 
	P
	FROM: March 31, 2016 Peter Long, Interim Administrator Division of Human Resources Management Carrie Hughes, Personnel Analyst 3 Division of Human Resource Management Tim McFarling, AVP Human Resources Janine Nelson, HR Services Manager ii Business Center North Human ResourcSUBJECT: Request for Classifications for Pre-Employment Drug Testing 
	BCN requests consideration of DHRM and the Personnel Commission to approve a position for pre­employment drug testing. 
	Program Officer 2 
	Program Officer 2 

	BCN -UNR PCN 41234 has previously been approved at the Program Officer 1 level. This position has 
	since reclassified to Program Officer 2. 
	Position 41234 is assigned to the Environmental Health and Safety Department. As was submitted 
	previously, the incumbent coordinates the removal of hazardous lab waste, both chemical and 
	biological, at the UNR campus according to US EPA standards. The incumbent provides training to 
	campus constituents regarding the safe handling of materials, responds to spill emergencies, and 
	conducts campus-wide inspections. The position requires EPA/OSHA training, including OSHA 
	HAZWOPER Certification. 
	Changes to the Program Officer 2 level resulted in broadened responsibility for managing the materials waste program. Duties are now performed at multiple Business Center North campuses for which a broader spectrum of hazardous materials are managed including gasses and peroxide-forming chemical testing. This resulted in an enhanced knowledge skills and abilities to manage the diverse waste program. 
	Titles to be removed from the Approved List 
	Titles to be removed from the Approved List 

	The titles listed below are no longer used by BCN: 
	•Nurse -10.358
	•
	•
	•
	Health Program Specialist -10.237 and 10.238

	•
	•
	Radiation Control Specialist -10.254 and 10.528

	•
	•
	Safety Representative, Consultation -11.522

	•
	•
	Family Services Specialist -12.376


	Thank you for your consideration. 

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

	List of Requested/Changed Titles 
	List of Requested/Changed Titles 

	Personnel Commission Meeting June 10, 2016 


	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. 
	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 positions be removed from the classes/positions approved for pre-employment screening for controlled substances: 
	CLASS/TITLE POSITION CONTROL 
	AGENCY TITLE
	CODE NUMBER 
	BCN 7.649 Program Officer I PCN 41234 
	BCN 10.237 Health Program Specialist I All PCNs 
	BCN 10.238 Health Program Specialist II All PCNs 
	( 
	BCN 10.358 Nurse I AlllPCNs 
	UNR -All Environmental 
	UNR -All Environmental 
	BCN 10.524 Radiation Control Specialist II 
	Health & Safety PCNs 

	UNR -All Environmental 
	UNR -All Environmental 
	BCN 10.528 Radiation Control Specialist I 
	Health & Safety PCNs 

	Safety Representative, 
	BCN 11.522 All PCNs 
	Consultation 
	BCN 12.376 Family Services Specialist II UNR -PCN 42051 
	Staff recommendation: 
	Staff recommends removal of all requested positions. BCN has stated that the positions, with the exception of the Program Officer position, are either no longer classified positions or are no longer used. Additionally, the Program Officer I position has been reclassified as a Program Officer II. 
	BCN has indicated that a representative will be available to answer any questions Commission members may have. 
	Personnel Commission Meeting June 10, 2016 
	FOR DISCUSSION AND POSSIBLE ACTION 
	FOR DISCUSSION AND POSSIBLE ACTION 

	The Nevada System of Higher Education, Business Center North (BCN) has requested the following positions be removed from the classes/positions approved for pre-employment screening for controlled substances: 
	Ifpre-employment screening is removed from these classes/positions, staff recommends revision to the associated class specifications to reflect the removal of the requirement for pre-employment screen for controlled substances, as no other positions in these classes at any agency have been approved for pre­employment screening. 


	Department of Administration Division of Human Resource Management 
	Department of Administration Division of Human Resource Management 
	CLASS SPECIFICATION 
	Health Program Specialists plan, develop, implement and evaluate health services and activities; conduct research and analyze health data and statistics; develop goals, objectives, program requirements and procedures; provide technical information regarding specialized health related conditions; and participate and provide support to various committees, advisory boards and other work groups. Duties are related to one or more specialized health programs which operate on a statewide basis and focus on the pre
	Health Program Specialists perform analytical work specifically related to the collection and analysis of data, identification of trends and preparation of statistical reports, and the development, implementation and evaluation of the programs to which assigned. Positions in this series differ from Health Program Managers ( whose work is managerial in nature and includes budget development and control, supervision of professional, 
	technical and clerical personnel, grant administration, and ensuring compliance with program regulations and 
	requirements. 
	Research, collect and analyze health data and statistics; identify health issues, trends and prevalence of specific diseases and conditions; assess comm.unity, regional, and statewide needs and resources; developrecommendations for program development and expansion, resource allocation, and interventions for at-risk populations. 
	Develop objectives, protocols and procedures for assigned health program areas; establish performance indicators and benchmarks to evaluate program effectiveness and accomplishment of desired outcomes; develop quality assurance measures to ensure adherence to agency, federal or other standards and guidelines; establish program eligibility requirements and approve program participation and reimbursement for services as required. 
	Develop outreach strategies for target and at-risk populations; collaborate with individual comm.umty members and other public and private services and groups to develop and provide a comm.unity outreach coalition; serve on committees and represent the division on advisory boards to promote awareness and network with special interest groups. 
	Serve as a consultant and technical advisor in an assigned program specifically designed to provide prevention, identification and treatment services to individuals either diagnosed or at risk of contracting life and health threatening diseases and/or conditions; provide technical assistance to staff and service providers to ensure program activities comply with established regulations, policies, procedures and program parameters; visit service providers to establish and maintain provider networks, monitor 
	Promote statewide wellness through public education, outreach, and coordination of preventive/specific health care services; conduct or assist in conducting public education, outreach campaigns, and promotional activities to publicize disease prevention and health awareness; coordinate informational and educational 
	Promote statewide wellness through public education, outreach, and coordination of preventive/specific health care services; conduct or assist in conducting public education, outreach campaigns, and promotional activities to publicize disease prevention and health awareness; coordinate informational and educational 
	HEAL TH PROGRAM SPECIALIST Il 37 B 10.238HEAL TH PROGRAM SPECIALIST I 35 B 10.237 Page 2 of 4 

	SERIES CONCEPT (cont'd) 
	conferences and meetings related to program area; develop educational and promotional materials, bulletins, and newsletters as required; prepare press releases and public service announcements, and legislative testimony as required. 
	Prepare funding requests and monitor expenditures; assist in preparing budgets; prepare grant applications to secure and maintain funding including writing and amending program descriptions and compiling required financial data; participate in planning and needs assessments for future funding cycles; develop, prepare and administer agreements and contracts as required; prepare and submit narrative and statistical reports related to program activities as required. 
	Supervise technical and clerical staff as assigned. 
	Perform related duties as assigned. 
	CLASS CONCEPTS 
	Under direction, incumbents at this level plan, organize and coordinate an assigned health program which is statewide in scope, and supervise a small staff comprised of professional and/or technical personnel. Health Program Specialist II's are distinguished from Health Program Specialist I's by greater complexity of the program area, advanced level knowledge, skills and abilities required, and supervisory responsibility for professional and/or technical staff. 
	Health Program Specialist II: 

	Examples of positions at the Health Program Specialist II level include: 
	1) The coordinator of the Cancer Registry who has responsibility for compiling and maintaining comprehensive records related to the identification, treatment and progress of all cancer patients in the State. 
	2) The Registered Nurse who oversees and coordinates implementation of maternal/child health programs such as Baby Your Baby, Perinatal Substance Abuse and others. 
	Under direction, incumbents plan, implement, develop and evaluate an assigned program area and perform duties described in the series concept at the journey level. 
	Health Program Specialist I: 

	****************************************************************************************** 
	MINIMUM QUALIFICATIONS 
	SPECIAL REQUIREMENTS: 
	SPECIAL REQUIREMENTS: 

	* Some positions require professional licensure, certification, or registration is required at time of appointment and as a condition of continuing employment. 
	• Some positions require a valid driver's license at time of appointment and as a condition of continuing employment.
	[* PUfsu&Bt to NRS 284 .4066, some positions maiis series haz.e lleen identified es affeeting p!illlie safety. Pefsons offeFed employmeBt iB these positioBS, must sullmit to pre emJ>loymeftt seFeeaieg :for 
	1

	eofltfolled sullstenees.]
	( 
	( 
	HEALTH PROGRAM SPECIALIST II 37 B 10.238HEAL TH PROGRAM SPECIALIST I 35 B 10.237 Page 3 of 4 

	( 
	MINIMUM QUALIFICATIONS (cont'd) 
	INFORMATIONAL NOTE: 
	INFORMATIONAL NOTE: 

	• Pursuant to NRS 632, a Bachelor's degree from a school or professional nursing approved by the State Board of Nursing is equivalent to a bachelor's degree from an accredited college or university. 
	· 
	HEALTH PROGRAM SPECIALIST Il 

	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in a health science, behavioral science or closely related field applicable to the program area and three years of health­related experience which included researching, collecting, and analyzing data and statistics, developing objectives, protocols, and procedures, providing health education services to target groups or the general public, and/or investigation and prevention of communicable or chronic diseases; an equivalen
	OR 

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working knowledge of: program evaluation methods and techniques; public health facilities, programs and principles relevant to a specified health field such as nursing, nutrition or other area; medical standards of care as applied to the program area; State, local and federal public health organizations; commonly prescribed medications, typical side effects and drug interactions applicable to the assigned health program; developm
	wellness; train, supervise and evaluate the performance of personnel as assigned, arui all knowledge, skills arui abilities required at the lower level. 
	( 

	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): Working knowledge of: community agencies and resources which provide services to individuals withhealth problems or conditions specific to the assigned health program; agency policies and procedures related to the assigned program area; laws, regulations and requirements applicable to health program operations; State personnel, purchasing and budgeting processes. 
	HEALTH PROGRAM SPECIALIST I 
	HEALTH PROGRAM SPECIALIST I 

	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in a health science, behavioral science or closely related field applicable to the program area and two years of health­related experience which included researching, collecting, and analyzing data and statistics, developing objectives, protocols, and procedures, providing health education services to target groups or the general public, and/or investigation and prevention of communicable or chronic diseases; an equivalentc
	OR 

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working knowledge of: health care delivery systems; standards of care; prevention, detection, treatment, transmission and progression of communicable diseases, chronic diseases, and other health conditions; oral communication skills sufficient to make presentations to groups of program participants, co-workers, the general public and others; writing skills sufficient to develop narrative reports, instructional materials, brochure
	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working knowledge of: health care delivery systems; standards of care; prevention, detection, treatment, transmission and progression of communicable diseases, chronic diseases, and other health conditions; oral communication skills sufficient to make presentations to groups of program participants, co-workers, the general public and others; writing skills sufficient to develop narrative reports, instructional materials, brochure
	agencies; operate a personal computer and word processing ·and spreadsheet software programs; work 

	both independently and as a team member; plan and organize program activities and services. 
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
	(These are identical to the Entry Level Knowledge, Skills and Abilities required for Health ProgramSpecialist IL) 
	This class specification is used for classification, recruitment and examination purposes. It is not to beconsidered a substitute for work performance standards for positions assigned to this class. 
	10.238 10.237 
	ESTABLISHED: 7/1/99P 7/l/99P 
	10/2/98PC 10/2/98PC REVISED: 7/l/03LG 7/l/03LGREVISED: 12/8/03UC 12/8/03UC REVISED: 4/1 l/14PC 4/1 l/14PC 

	Department of Administration Division·of Human Resource Management 
	Department of Administration Division·of Human Resource Management 

	TITLE
	TITLE
	TITLE
	GRADE EE0-4 
	CODE

	RADIATION CONTROL SUPERVISOR 38 B 10.538RADIATION CONTROL SPECIALIST Ill 37 B 10.539RADIATION CONTROL SPECIALIST II 35 B 10.524RADIATION CONTROL SPECIALIST I 32 B 10.528
	P
	P
	P
	( 
	P
	P
	P
	P
	RADIATION CONTROL SUPERVISOR 38 B 10.538RADIATION CONTROL SPECIALIST Ill 37 B 10.539RADIATION CONTROL SPECIALIST II 35 B 10.524RADIATION CONTROL SPECIALIST I 32 B 10.528 
	Page 2 of 5 
	SERIES CONCEPT (cont'd) 
	Conduct low-level radioactive waste site inspections to ensure compliance with State and federal regulations and license conditions; develop sampling requirements, collect environmental samples, and review and evaluate the results of laboratory analysis; determine need for maintenance and repair. 
	Perform related duties as assigned. 
	****************************************************************************************** 
	CLASS CONCEPTS 
	Under general direction, incumbents perform the full range of duties described in the series concept and act as first line supervisor of a mammography, X-ray, or radioactive materials unit of Radiation Control Specialists. Supervisory duties include assigning and reviewing work, developing work performance standards, evaluating performance, counseling, and initiating disciplinary measures as needed. Assignments may include oversight of the monitoring of radiological activities at federal installations or ac
	Radiation Control Supervisor:

	Under limited supervision, incumbents function as leadworkers in a specialty area and provide training/mentoring to lower level staff in the specialty. Radiation Control Specialist Ill's are also expected to perform as generalists at or above the journey level and are involved in research and analysis of radiological issues, preparation of technical reports, and drafting of regulations, licensing guides, application packages, and inspection protocols. 
	Radiation Control Specialist III: 

	Under general supervision, incumbents perform the duties described in the series concept at the journey level. Duties are distinguished from the Radiation Control Specialist I class by greater complexity and independence in performing job assignments. 
	Radiation Control Specialist II: 

	Under guidance of a higher level radiation control professional, incumbents perform basic duties described in the series concept in a trainee capacity. Work is assigned through instructions and reviewed for technical accuracy. This is the entry level in the series, and progression to the next level may occur upon meeting the minimum qualifications, satisfactory performance, and with the approval of the appointing authority. 
	Radiation Control Specialist I: 

	****************************************************************************************** 
	MINIMUM QUALIFICATIONS 
	SPECIAL REQUIREMENTS: 
	SPECIAL REQUIREMENTS: 

	* 
	A valid driver's license is required at the time of appointment and for continued employment. 
	* 
	Participation in a medical monitoring program is required for some positions. 
	* 
	* 
	Division duty officer rotation and call-back availability for public health incidents/emergencies are required for all positions. 

	* 
	* 
	A State of Nevada/FBI background check, including fingerprinting, will be required of selected applicants. 

	r 
	..,.. 
	\.,

	RADIATION CONTROL SUPERVISOR 38 B 10.538 RADIATION CONTROL SPECIALIST III 37 B 10.539 RADIATION CONTROL SPECIALIST II 35 B 10.524 RADIATION CONTROL SPECIALIST I 32 B 10.528
	Page 3 of 5 
	( 

	MINIMUM QUALIFICATIONS (cont'd) 
	INFORMATIONAL NOTES: 
	* 
	Some positions require the incumbent to apply for a specified federal security clearance within the first six months of employment. Such clearance must be obtained and maintained as a condition of continued employment. 
	• 
	• 
	Depending upon assignment, incumbents may be required to pass a radioactive materials training and/or X-ray inspection course. 

	• 
	• 
	Incumbents assigned to oversee federal facilities will be required to successfully complete federal training.

	• 
	• 
	Incumbents assigned to radioactive materials control will be required to pass appropriate U.S. Nuclear Regulatory Commission training courses and undergo periodic audits. 

	• 
	• 
	Mammography program incumbents will be required to obtain and maintain U.S. Food and Drug Administration certification in accordance with the Mammography Quality Standards Act. 

	• 
	Incumbents must comply with all applicable State and federal security and safeguard requirements. 
	RADIATION CONTROL SUPERVISOR 
	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in radiological science, X-ray technology, health physics, nuclear medicine, chemistry, math, biology, or closely related field four years of progressively responsible professional experience in comprehensive radiation control programs, meeting federal and state requirements and including licensing and registration, emergency response and management, and investigations; an equivalent combination of education and experience 
	and 
	OR 
	OR 

	( 
	State service. (See Special Requirements and Informational Notes) 
	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Detailed knowledge of: health physics, radiation protection, and general environmental protection theories and practices in order to be considered a primary contact for environmental policies and interpretation of program results; principles of data acquisition and report writing to present technical and administrative information in clear, concise language in the preparation of staff papers, reports, studies, regulations, polici
	contaminants. 

	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): Detailed knowledge of: precedents for application of license issuance criteria and problem resolution; public information requirements and policies; security and classification procedures for safeguarding sensitive or classified information; applicable federal orders, procedures and requirements. Ability to: work with others to develop policy recommendations, guidance and multi-agency coordination; issue licenses, initiate enf
	RADIATION CONTROL SUPERVISOR 38 B 10.538RADIATION CONTROL SPECIALIST III 37 B 10.539RADIATION CONTROL SPECIALIST II 35 B 10.524RADIATION CONTROL SPECIALIST I 32 B 10.528
	Page 4 of5 
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	MINIMUM QUALIFICATIONS (cont'd) 
	RADIATION CONTROL SPECIALIST m 
	RADIATION CONTROL SPECIALIST m 

	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in radiological science, X-ray technology, health physics, nuclear medicine, chemistry, math, biology, or closely related field and three years of professional radiological regulatory experience; an equivalent combination of education and experience as described above; one year of experience as a Radiation Control Specialist II in Nevada State service. (See Special Requirements and Informational Notes) 
	OR
	OR 

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working knowledge of: techniques for the evaluation of applications to register radiation machines and for the licensing of radioactive materials to ensure safe and proper use; inspection techniques andpreparation and use of inspection reports; federal mammography certification requirements and federal/State inspection protocols; instrument capabilities, limitations and calibration requirements. Ability to: develop proposed regul
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): Detailed knowledge of: current policy issues in radiation control; provisions of the Rocky Mountain Low Level Radioactive Waste Compact; federal and State statutes, regulations, programs and proceduresregarding mammography certification; U.S. Environmental Protection Agency grant requirements; U.S. Food and Drug Administration contract requirements; calibrations database; emergency responseprocedures; X-ray registration; radio
	RADIATION CONTROL SPECIALIST II 
	RADIATION CONTROL SPECIALIST II 

	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university inradiological science, X-ray technology, health physics, nuclear medicine, chemistry, math, biology, or closely related field two years of professional experience in radiological regulation or licensee/registrant radiological operations; four years of experience as described above plus certification as a Registered Radiation Protection Technologist by the National Registry of Radiation Protection Technologists or certifica
	and 
	OR
	OR
	OR

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working knowledge of: technical terminology related to radiation control; federal and State laws,regulations, and standards for control of radioactive materials and radiation-producing devices; appropriate actions to minimize or eliminate potential health hazards from radiation; health physics principles to conduct radiologicand safety assessments in both normal and emergency situations; methods of detection and measurement of ra
	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working knowledge of: technical terminology related to radiation control; federal and State laws,regulations, and standards for control of radioactive materials and radiation-producing devices; appropriate actions to minimize or eliminate potential health hazards from radiation; health physics principles to conduct radiologicand safety assessments in both normal and emergency situations; methods of detection and measurement of ra
	al health

	RADIATION CONTROL SUPERVISOR B10.538RADIATION CONTROL SPECIALIST m37 B10.539 RADIATION CONTROL SPECIALIST II35 B10.524RADIATION CONTROL SPECIALIST I32 B10.528
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	MINIMUM QUALIFICATIONS (cont'd)
	( cont'd)
	RADIATION CONTROL SPECIALIST II

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (cont'd)use of inspection reports; radiological licensing and registration requirements; techniques for evaluatingapplications for radiological licensing and registration; digital imaging systems; personnel monitoringdevices. Ability to: respond to radiological incidents; read and interpret regulations and technical data;provide basic regulatory guidance and education to licensees and registrants; and all knowledge, skills andabilities required at the lower level.
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
	(I'hese are identical to the Entry Level Knowledge, Skills and Abilities for Radiation Control Specialist Ill) 
	RADIATION CONTROL SPECIALIST I
	RADIATION CONTROL SPECIALIST I

	P
	StyleSpan
	StyleSpan

	P
	( 
	P
	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in radiological science, X-ray technology, health physics, nuclear medicine, chemistry, math, biology, or closely related field and one year of professional experience related to the position; OR an equivalent combination of education and experience as described above; OR one year of experience as a Health/Human Services Professional Trainee in Nevada State service. (See Special Requirements and Informational Notes)ENTRY LE
	This class specification is used for classification, recruitment and examination purposes. It is not to beconsidered a substitute for work performance standards for positions assigned to this series.
	10.524 10.528 
	10.538 10.539 
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	TITLE
	TITLE
	TITLE
	GRADE 
	EE0-4 CODE

	SAFETY SUPERVISOR, CONSULTATION 37B 11.517SAFETY SPECIALIST, CONSULTATION 35B 11.52111.522
	SAFETY REPRESENTATIVE, CONSULTATION 
	SAFETY ASSOCIATE, CONSULTATION 
	P
	30
	B 
	B 11.523
	P
	P
	( 
	P
	P
	P
	P
	P
	SERIES CONCEPT Safety Specialists promote recognized safety practices among businesses covered by State and federal safety and health laws and regulations. Incumbents identify or train others to identify safety and health hazards and violations, and recommend reasonable and feasible means of abatement; research specific technology and industry applications using technical references and consensus codes and standards; prepare written reports and/or training materials; make public presentations to promote kno
	SAFETY SUPERVISOR, CONSULTATION37 B 11.517SAFETY SPECIALIST, CONSULTATION35 B 11.521SAFETY REPRESENTATIVE, CONSULTATION32 B 11.522 SAFETY ASSOCIATE, CONSULTATION30 B 11.523 Page 2 of 5
	CLASS CONCEPTS
	Under general direction of the Safety Consultation and Training Section(SCATS) Chief Administrative Officer, incumbents serve as first-line supervisors for Safety Specialists andIndustrial Hygienists. Supervisory duties include assigning and reviewing work, evaluating performance, andinitiating disciplinary action as required. Each office conducts safety and health surveys at employers' request,and prepares comprehensive reports of findings and recommendations. Incumbents review and approve surveyreports an
	Safety Supervisor, Consultation: 

	Under general supervision, incumbents perform the full range of dutiesoutlined in the series concept. Incumbents regularly receive complex assignments requiring a broad knowledgeof a variety of industries or specialized expertise in a particular industry or process. Incumbents orient and trainSafety Associates and Representatives, may serve in a lead capacity on functional or team assignments, andmay be assigned to focus on special projects. This is the journey level in the series.
	Safety Specialist, Consultation: 

	This level is to be used only when activities are part of a regulatory program directed toward external entities orin the State's Risk Management Division which serves all agencies.
	This is a continuing training level for positions whose activities are partof a regulatory program directed toward external entities. Incumbents are assigned all or most of theconsultation duties described in the series concept. At the continuing trainee level, progression to the journeylevel is not automatic but may occur upon meeting the minimum qualifications, satisfactory performance, andwith the recommendation of the appointing authority. Positions assigned to a single State agency arepermanently alloc
	Safety Representative, Consultation: 

	Under close supervision, incumbents receive training in performing some orall of the duties described in the series concept. Progression to the next level is not automatic but may occurupon meeting the minimum qualifications, satisfactory performance, and the recommendation of the appointingauthority.
	Safety Associate, Consultation: 

	MINIMUM QUALIFICATIONS
	SPECIAL REQUIREMENT/SJ: 
	SPECIAL REQUIREMENT/SJ: 

	*A valid driver's license is required at the time of appointment and as a condition of continuing
	employment.[* PtiFStHmt te NRS 284 .4066, seme positieas aave aeea iaeBtified 85 affeetieg pualie safety. Personseffered empleymeet mliflt st:tbmitte e pre empleymeet sereeniag for eont:FeUed suaste.aees.]
	StyleSpan

	INFORMATIONAL NOTE: 
	INFORMATIONAL NOTE: 

	*Travel to out-of-state locations for mandatory federal OSHA safety and health training is required forsome positions.
	SAFETY SUPERVISOR, CONSULTATION 37 B 11.517SAFETY SPECIALIST, CONSULTATION 
	11.521
	11.521
	SAFETY REPRESENTATIVE, CONSULTATION SAFETY ASSOCIATE, CONSULTATION 
	B 
	11.522 
	( 
	30 
	B 
	11.523 
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	MINIMUM QUALIFICATIONS (cont'd) 
	SAFETY SUPERVISOR, CONSULTATION 
	SAFETY SUPERVISOR, CONSULTATION 

	EDUCATION AND EXPERIENCE: Bachelor's degree in occupational safety and health or industrial hygiene from an accredited college or university and three years of professional experience which included responsibilities in the following areas: haz.ard identification, haz.ard evaluation in relation to existingstandards, haz.ard control design, haz.ard controls verification, safety/health program design, and safety/health program evaluation; Bachelor's degree in environmental, biological or physical sciences, pub
	OR
	OR
	OR
	OR
	OR

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working knowledge of: federal Occupational Safety and Health Act, regulations, and directives related to State consultation activities. Ability to: independently conduct comprehensive surveys in complexworksites involving multiple disciplines and state-of-the-art processes; originate feasible means of abatement in unique situations; motivate employers to take proactive steps to achieve workplace safety; communicate effectively an
	( for improvement; analyze management and workplace safety systems to identify system breakdowns which allow haz.ards to occur. 
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): Working knowledge of: principles and practices of personnel supervision. Ability to: assign work, evaluate performance and train employees in occupational safety and health consultation; implement policies and procedures to ensure consistency in consultation activities; allocate staff resources to maximize effectiveness. 
	SAFETY SPECIALIST, CONSULTATION 
	SAFETY SPECIALIST, CONSULTATION 

	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in occupational safety and health, safety engineering, or related field and two years of experience which included primary responsibility in four of the following areas in construction and/or general industry:hazard identification, haz.ard evaluation in relation to existing standards, haz.ard control design, hazard controls verification, safety/health program design, and safety/health program evaluation; Bachelor's degree i
	OR
	OR
	OR 
	OR 

	ENTRY LEVEL KNOWLEDGE, SKILLS, AND ABILITIES (required at time of application): Working knowledge of: practical means to abate a broad range of known workplace haz.ards. General knowledge of: fundamentals of engineering. Ability to: motivate employers to take proactive steps to achieve workplace safety; independently conduct comprehensive surveys or compliance inspections in all industry classifications; direct the work of others on team assignments and train new employees; maintain updated knowledge of cha
	SAFETY SUPERVISOR, CONSULTATION 
	37 
	B 
	11.517 
	11.521 
	11.522 
	32 
	B 
	B
	SAFETY SPECIALIST, CONSULTATION SAFETY REPRESENTATIVE, CONSULTATION SAFETY ASSOCIATE, CONSULTATION 
	30 B 
	11.523 
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	MINIMUM QUALFICATIONS (cont'd) 
	(cont'd) 
	SAFETY SPECIALIST, CONSULTATION 

	ENTRY LEVEL KNOWLEDGE, SKILLS, AND ABILITIES (cont'd) effective oral presentations to defend findings and recommendations; operate and calibrate safety and health field equipment; understand and communicate the rationale behind a wide variety of safety and health standards; analyze management and workplace safety systems to identify the system breakdown which allowed a hazard to occur. 
	FULL PERFORMANCE KNOWLEDGE, SKILLS, AND ABILITIES (typically acquired on the job): Ability to: independently conduct comprehensive surveys or compliance inspections in complex worksites involving multiple disciplines and state-of-the-art processes; originate feasible means of abatement in unique situations. 
	SAFETY REPRESENTATIVE, CONSULTATION 
	SAFETY REPRESENTATIVE, CONSULTATION 

	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in occupational safety and health, safety engineering, or related field and one year of experience in at least three of the following areas: hazard identification, hazard evaluation in relation to existing standards, hazard control design, hazard controls verification, safety/health program design, and safety/health program evaluation; Bachelor's degree in environmental, biological or physical sciences, public health, or 
	OR

	( engineering and two years of experience as described above; .QB certification as an Associate in Loss Control Management, Associate Safety Professional, Occupational Safety and Health Technologist, or Associate Safety and Health Manager and two years of experience as described above; municipal, State, or national instructor certification in safety and health, hazardous materials, environmental sciences, fire science, or related field and two years of experience as described above; graduation from high sch
	OR
	OR
	OR 
	OR

	ENTRY LEVEL KNOWLEDGE, SKILLS, AND ABILITIES (required at time of application): Working knowledge of: principles and practices of industrial hygiene. Ability to: independently conduct comprehensive surveys or compliance inspections in construction or general industry; identify workplace health hazards of sufficient complexity to require referral to an Industrial Hygienist; communicate effectively and persuasively with managers regarding survey findings and recommendations for improvement; and all knowledge,
	FULL PERFORMANCE KNOWLEDGE, SKILLS, AND ABILITIES (typically acquired on the job): 
	(I'hese are identical to the Entry Level Knowledge, Skills and Abilities for the Safety Specialist, Consultation.) 
	SAFETY ASSOCIATE, CONSULTATION 
	SAFETY ASSOCIATE, CONSULTATION 

	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in safety and health, engineering, chemistry, biological or physical sciences, fire science, or business administration; Associate's degree in safety or closely related field and two years of experience in the building trades, industrial operations, or occupational safety and health enforcement or consultation in which safety hazard recognition and correction was a specific duty; graduation from high school or equivalent ed
	OR 
	OR
	OR

	(See Special Requirement and Informational Note) 
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	30 
	B 
	11.522 B 11.523 
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	MINIMUM QUALFICATIONS (cont'd) 
	(cont'd) 
	SAFETY ASSOCIATE, CONSULTATION

	ENTRY LEVEL KNOWLEDGE, SKILLS, AND ABILITIES (required at time of application): General knowledge of: current workplace safety issues; standard mechanical and scientific terminology, measures, and concepts relevant to workplace safety; the practical application of statistical data and mathematics including algebra and geometry. Ability to: research and understand applied technical information from a variety of scientific and mechanical disciplines; write organized, grammatically correct reports and correspo
	FULL PERFORMANCE KNOWLEDGE, SKILLS, AND ABILITIES (typically acquired on the job): 
	(These are identical to Entry Level Knowledge, Skills and Abilities for Safety Representative, Consultation.) 
	This class specification is used for classification, recruitment, and examination purposes. It is not to beconsidered a substitute for work performance standards for positions assigned to this series. 
	11.517 11.521 11.522 11.523 
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	Department of Administration Division of Human Resource Management 
	TITLE 
	TITLE 
	TITLE 
	GRADE 
	EE0-4 CODE 

	FAMILY SERVICES SPECIALIST ID 32 E 12.374FAMILY SERVICES SPECIALIST II 31 E 12.376FAMILY SERVICES SPECIALIST I 28 E 12.379 
	SERIES CONCEPT 
	Family Services Specialists perform a variety of paraprofessional duties to assist families in achieving self­sufficiency. Incumbents determine eligibility for a variety of public assistance and health related programs; provide coordinated employment and training services including assessment, vocational guidance, support services and education to clients; and/or provide child support enforcement services. Positions in this series may specialize in one service area, or may work in multiple areas depending u
	CLASS CONCEPTS 
	Incumbents allocated to this class either: 
	Incumbents allocated to this class either: 
	Family Services Specialist ID: 

	( 

	1) Function as a leadworker the majority of the time on a regular and recurring basis and may carry acaseload as required. Incumbents are assigned to a small rural satellite office or a large unit in a metropolitan office. In a small satellite office, incumbents report to a Family Services Supervisor; oversee office operation; resolve customer relations issues; and report facility maintenance and equipment repair needs to management. In all settings, incumbents review work products for proper completion and
	2) Perform the full scope of child support enforcement duties to include locating non-custodial parents; establishing paternity and determining ability to support their minor dependent children; obtaining support orders and acknowledgments of paternity; obtaining and reviewing existing court orders for child support; petitioning the court for orders to establish paternity and/or for payment of child support. Incumbents elicit information relative to child support services; initiate administrative and/or jud
	FAMILY SERVICES SPECIALIST ID 32 E 12.374FAMILY SERVICES SPECIALIST II 31 E 12.376FAMILY SERVICES SPECIALIST I 28 E 12.379Page2 of7 
	CLASS CONCEPTS (cont'd) 
	(cont'd) 
	Family Services Specialist m 

	This is the journey level in the series for child support enforcement positions. Positions at this level are distinguished from Family Services Specialist H's in child support enforcement by the broader scope of duties and greater responsibility in initiating administrative and/or judicial procedures to establish or enforce orders for payment of child support. 
	Incumbents perform duties in one or more of three program areas. This is the journey level for positions that determine program eligibility or facilitate employment and training of clients. 
	Family Services Specialist II: 

	Representative duties of positions that DETERMINE PROGRAM ELIGIBILITY: 
	Representative duties of positions that DETERMINE PROGRAM ELIGIBILITY: 

	Interview benefit applicants and recipients as specified by policy; explain conditions of initial and continuing eligibility; elicit information to determine which public assistance programs are applicable and what information and verifications are needed to establish eligibility and continue, reinstate, terminate or deny benefits. 
	Assist clients in completing required applications and declarations which may include information concerning residency requirements, household composition, income and resources, health status, educational levels and employment history. 
	Research and verify information provided by clients by accessing State and federal vital statistics and 
	( contacting landlords, employers, utility companies and personal creditors in order to confirm citizenship, residency, household composition, current and previous earnings, and projected household expenses. 
	Access computer databanks to review client history relative to income and resources, employment status, unemployment benefits, vehicle ownership and public assistance benefits; document information on standardized forms according to program requirements and agency procedures; contact agencies within and outside the State to verify the number of months recipients received cash benefits which count toward lifetime limits. 
	Evaluate and process information by comparing facts and case circumstances to establish eligibility and payment guidelines; compute income and evaluate other factors impacting the level of benefits; make determinations regarding initial and continuing eligibility and benefit levels according to requiredtime:frames and program regulations, policies and procedures. 
	Review case files to determine if decisions under appeal are appropriate and timely; compare the elements of eligibility to applicable policies and procedures; conduct pre-hearing conferences with clients to explain agency position and policies; listen to and document appellant statements and explain the appeal process; notify the hearings office and appellants of changes in the disposition of cases. 
	Prepare written summaries and chronological exhibits of cases for presentation at hearings; coordinate hearings activities with legal representatives for the agency and appellants, and process required forms and reports. 
	Review overpayment referrals and initiate recovery; verify the accuracy of information contained in case files; substantiate client overpayments and compute overpayment amounts; notify clients and secure agreements for repayment; collect and document repayment activity; initiate legal action in civil court when warranted to ensure recovery of overpayments. 
	FAMILY SERVICES SPECIALIST III 32 E 12.374FAMILY SERVICES SPECIALIST II 31 E 12.376FAMILY SERVICES SPECIALIST I 28 E 12.379 Page 3 of7 
	CLASS CONCEPTS (cont'd) 
	(cont'd) 
	Family Services Specialist II 

	Representative duties of positions that FACILITATE EMPLOYMENT AND TRAINING OF CLIENTS: 
	Representative duties of positions that FACILITATE EMPLOYMENT AND TRAINING OF CLIENTS: 

	Interview clients to elicit and collect information regarding barriers to employment, education, work history, career goals and personal characteristics to assess their vocational potential and available employment options; administer basic education and skills tests and analyze results; refer clients for professional assessments as necessary; identify existing job skills, prior work experience and immediate employment barriers such as the. lack of transportation, child care, housing and basic life and job 
	Conduct workshops and training sessions to enhance client" skills and employability; assist with resume writing and filling out employment applications; provide guidance on appropriate grooming for employment; advise clients regarding vocational choice, change and adjustment; refer clients to comm.unity resources; and facilitate the clients' paid employment to reduce their dependency on public assistance. 
	Provide group and individual orientation for clients to encourage cooperative participation, achieve client employment goals, and promote self-sufficiency; explain program objectives, requirements and services, and respond to client questions. 
	Advise clients, individually and in groups, regarding time limits and program expectations, vocational choice, change, and/or adjustment problems; establish practical and realistic vocational goals and assist 
	( clients in effecting positive changes in their personal, educational, and/or occupational lives. 
	Develop a comprehensive personal responsibility plan in collaboration with the Temporary Assistance for Needy Families (T ANF) head of household utilizing individual and/or professional assessments; design an individualized job training plan based on client career objectives, existing employment barriers, and employment/educational opportunities in the community; provide job referrals to employers or other employment staff; encourage clients to seek employment consistent with established vocational goals an
	Manage ongoing cases by coordinating services through community providers and referring clients to other service providers for training, education, :financial assistance and job searches, and resolution of health, housing, child care and transportation problems; evaluate progress toward employment goals; co-manage cases with other agency personnel; identify and refer clients with employment barriers such as domestic violence, substance abuse, and mental illness to social workers and/or the appropriate autho
	Monitor and document client activities with the use of timesheets, home and worksite vis_its, progress reports, telephone calls, and office visits in accordance with policy and procedure. 
	Review and monitor client program eligibility by verifying reported information; approve and make payments to non-contract vendors and providers for clothing, tools, transportation and support services within budget limitations; examine the accuracy of bills and receipts, verify and compute hours and monetary obligations, and apply appropriate program policies, procedures and regulations. 
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	CLASS CONCEPTS (cont'd) 
	(cont'd) 
	Family Services Specialist II 

	Representative duties of positions that FACILITATE CHILD SUPPORT ENFORCEMENT: 
	Representative duties of positions that FACILITATE CHILD SUPPORT ENFORCEMENT: 

	Under general supervision, incumbents perform a limited scope of child enforcement duties below the journey level. Interview individuals to obtain preliminary information in a district office or satellite office following their application for public assistance or application for child support services. Provide information concerning the requirements to pursue child support; elicit information regarding paternity of children and location of non-custodial parents; explain child support services, benefits, po
	Act as child support liaison for social service programs, district attorney offices, child support enforcement offices and community providers; research and assist applicants in resolving non-cooperation issues with district attorney offices; audit cases to resolve sanction issues; and provide completed documents required to establish paternity and/or court orders to district attorney offices and out-of-state jurisdictions. Provide child support training to public assistance staff to enhance data integrity;
	Under close supervision, incumbents receive formal classroom and/or on-the-job training provided by the agency while performing some or all of the duties described. Cases assigned may be diverse and complex; however, assistance in selecting and applying the appropriate regulation or procedure is provided by a higher level Family Services Specialist or supervisor, and the results are subject to closer review. 
	Family Services Specialist I: 

	This is the entry level in the series which provides for progression to the journey level upon satisfactory completion of the required training period, meeting minimum qualifications, and with the recommendation of the appointing authority. (Positions performing the full range of child support enforcement duties progress directly to Family Services Specialist III; positions performing a limited scope of child enforcement duties may progress to Family Services Specialist II upon meeting minimum qualification
	MINIMUM QUALIFICATIONS 
	[SPECIAL RE,Qlfl.REAIENT: 
	[SPECIAL RE,Qlfl.REAIENT: 

	* Pt!fSOOBt te WRS 284 .4066, some positions ia this series ha-ve aeeB idefttified as affeeting paalie safety. PefSoas offeFed emplo')meB.t in these positions, mHst sHhmft to pre employmeftt sereemag for eoatrolled s1::1astanees.] 
	FAMILY SERVICES SPECIALIST m 
	FAMILY SERVICES SPECIALIST m 

	EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and two years of paraprofessional experience performing social services case processing duties which included application of rules and regulations, conducting personal interviews with applicants for the purpose of exchanging information; documenting facts pertinent to program requirements, researching financial circumstances and determining eligibility; one year of experience as a Family Service Specialist II in Nevada State servi
	OR
	OR
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	MINIMUM QUALIFICATIONS (cont'd) 
	( cont'd) 
	FAMILY SERVICES SPECIALIST m 

	ELIGIBILITY AND EMPLOYMENT TRAINING POSITIONS: 
	ELIGIBILITY AND EMPLOYMENT TRAINING POSITIONS: 

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at the time of application): Detailed knowledge of: eligibility requirements for various public assistance programs including, but not limited to, Temporary Assistance for Needy Families (TANF), Family Medical Coverage (FMC), Food Stamps, and Medical Assistance to the Aged, Blind and Disabled (MAABD). Working knowledge of: automated systems and equipment used in processing applications and ongoing eligibility. Ability to: analyze data and draw conclusion
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): Working knowledge of: coaching and mentoring techniques. Ability to: provide on-the-job training; assign and review the work of others; implement corrective action plans; in a satellite office, oversee office operations and ensure proper maintenance and repair of facilities and office equipment. 
	CHILD SUPPORT ENFORCEMENT POSITIONS: 
	CHILD SUPPORT ENFORCEMENT POSITIONS: 

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working knowledge of: rights to privacy and confidentiality of information; operation of computers 
	( including data entry and retrieval; case processing practices; parental obligations to support minor children as required by federal regulations and State laws; family court records; local, State, national and other resources used in locating non-custodial parents; procedures for establishing paternity, support obligations and securing compliance with court orders; calculate child support obligations, arrearages, penalties and interest. Ability to: read, understand and apply court ordered child support ob
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): Working knowledge of: federal regulations, State laws and agency policies and procedures related to paternity and child support; family court and processes involved in establishing paternity and child support obligations; administrative and judicial hearing processes; procedures, practices and methods used to locate non-custodial parents and their assets; computer systems sufficient to access information provided by child supp
	FAMILY SERVICES SPECIALIST III 
	FAMILY SERVICES SPECIALIST II 
	E 
	12.37412.376
	31 
	E 
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	MINIMUM QUALIFICATIONS (cont'd) 
	FAMILY SERVICES SPECIALIST II 
	FAMILY SERVICES SPECIALIST II 

	EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and one year of paraprofessional experience performing social services case processing duties which included application of rules and regulations, conducting personal interviews with applicants for the purpose of exchanging information; documenting facts pertinent to program requirements, researching financial circumstances and determining eligibility; one year of experience as a Family Services Specialist I in Nevada State servic
	OR

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working knowledge of: rules, regulations, policies and procedures pertinent to available social service programs; available community resources including their roles, services and responsibilities; federal and State non-discrimination and Privacy Act laws applicable to social service programs; case managementpractices; education and training requirements for a wide variety of occupations. General knowledge of: laws applicable to 
	processing software; read and interpret technical and legal documents such as divorce decrees, property deeds, insurance policies and program manuals sufficient to determine client resources; work independently and follow through on assignments with minimal direction; and all knowledge, skills and abilities required at the lower level. 
	( 

	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): Working knowledge of: rules, regulations, policies, and procedures pertinent to assigned program(s); guidelines and requirements of other social service programs available in the community. 
	FAMILY SERVICES SPECIALIST I 
	FAMILY SERVICES SPECIALIST I 

	EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and two years of experience in a clerical/administrative/program support role which included customer relations; obtaining, verifying and evaluating information; organizing and prioritizing work in order to meet timelines and standards; applying and explaining program rules, regulations, policies and procedures; and performing mathematical computations; two years of experience as an Administrative Assistant II in Nevada State serv
	OR
	OR
	OR 

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):Working knowledge of: functions and operations of an administrative office. General knowledge of: recordkeeping; basic interviewing practices; social service programs and their purpose; rights to privacy and confidentiality of information. Ability to: read and apply rules, regulations, policies and procedures; learn federal, State and local resources serving the needs of applicants; maintain confidentiality of client records; rece
	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):Working knowledge of: functions and operations of an administrative office. General knowledge of: recordkeeping; basic interviewing practices; social service programs and their purpose; rights to privacy and confidentiality of information. Ability to: read and apply rules, regulations, policies and procedures; learn federal, State and local resources serving the needs of applicants; maintain confidentiality of client records; rece
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	MINIMUM QUALIFICATIONS (cont'd) 
	(cont'd) 
	FAMILY SERVICES SPECIALIST I 

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (cont'd) of a team; interact effectively with persons from varying social, economic and cultural backgrounds. Skill in: malting accurate mathematical calculations including addition, subtraction, multiplication, and division of whole numbers, fractions and decimals. 
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
	(I'hese are identical to the Entry Level Knowledge, Skills and Abilities required for the Family Services Specialist II.) 
	This class specification is used for classification, recruitment and examination purposes. It is not to beconsidered a substitute for work performance standards for positions assigned to this series. 
	12.374 12.376 12.379 
	ESTABLISHED: 7/1/03P 5/18/78 6/1/69 
	10/14/02PC REVISED: 10/21/71 REVISED: 11/16/72 REVISED: 1/5/73 
	( 
	REVISED: 9/27/74REVISED: 9/29/77REVISED: 6/19/78-3 5/18/78 REVISED: 8/1/78REVISED: 12/19/85-12 12/19/85-12 REVISED: 7/1/93P 7/1/93P
	10/23/92PC 10/23/92PC 
	REVISED: 7/1/0SP 7/1/03P
	10/14/02PC 10/14/02PC REVISED: 4/10/07UC 4/10/07UC 4/10/07UC REVISED: 10/6/09UC REVISED: 4/11/14PC 4/11/14PC 4/ll/14PC 
	Personnel Commission Meeting June 10, 2016 
	FOR INFORMATION ONLY 
	FOR INFORMATION ONLY 

	The minutes of the January 27, 2016 regulation workshop have been included for your review and consideration of the proposed regulations. The Small Business Impact Statement has also been included for your review and consideration of the proposed regulations. 
	( 
	( 
	STATE OF NEVADA DEPARTMENT OF ADMINISTRATION DMSION OF HUMAN RESOURCE MANAGEMENT 
	REGULATIONS WORKSHOP MEETING MINUTES 
	Wednesday, January 27, 2016 
	Gaming Control Board 1919 College Parkway Carson City, Nevada 
	and 
	Grant Sawyer State Building, Room 2450 555 East Washington A venue Las Vegas, Nevada 
	STAFF PRESENT IN CARSON CITY: 
	( 
	Shelley Blotter, Deputy Administrator, DHRM Lee-Ann Easton, Administrator, DHRM Peter Long, Deputy Administrator, DHRM Carrie Hughes, Personnel Analyst, DHRM Rosana Woomer, Personnel Analyst, DHRM Angelica Gonzalez, Personnel Analyst, DHRM Beverly Ghan, Personnel Analyst, DHRM 
	STAFF PRESENT IN LAS VEGAS: 
	Adrian Foster, Personnel Analyst, DHRM 
	OTHERS PRESENT IN CARSON CITY: 
	Melody Duley, NDOT Kimberly King, NDOT Alys Dobel, OMV Allison Wall, DETR Stephanie Neill, NSHE Jared Keller, NDOT Tonya Sieben, NDOT Nicole Waddell, NDF Deborah Harris, BHHS David Wright, NDOC Ann Para, ADSD Kathleen Kirkland, AHRS Dave Badger, OMV 
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	Susie Bargmann, DPBH 
	Scott Anderson, SOS 
	Sue Dunt, NSHE 
	Renee Depaoli, DWSS 
	OTHERS PRESENT IN LAS VEGAS: Allan Gliponeo, DMV Dottie Martin, ADSD Lori Gaston, ADSD John Scarborough, CSN 
	Shelley Blotter: Opened the meeting and explained the reason for the workshop was to solicit comments from affected parties with regard to the regulations proposed for permanent adoption. She noted that based on the feedback received, the proposed language may be changed, be deleted, additional regulations may be affected, or they may not move forward. 
	Shelley Blotter: Opened the meeting and explained the reason for the workshop was to solicit comments from affected parties with regard to the regulations proposed for permanent adoption. She noted that based on the feedback received, the proposed language may be changed, be deleted, additional regulations may be affected, or they may not move forward. 
	Lee-Ann Easton: Commented that the Division staff are here to listen and that nothing is set in stone. 
	Asked that everyone give their comments because they do want a cooperative relationship with agencies. 
	IL Review of Proposed Changes to NAC 284 
	NEW "Professional employee" defined. 
	( 
	284.5405 Annual leave: Credit upon reinstatement, rehiring, reemployment or 
	transfer. 
	284.551 Sick leave: Credit upon rehiring, reemployment or transfer. 
	284.204 Adjustment of steps within same grade. 
	284.581 Adoption by reference of federal law and regulations. 
	284.52315 "Child" defined. NEW Use of medical marijuana. 
	284.650 Causes for disciplinary action. 
	Shelley Blotter: Explained that staff explain each section and then time would be allowed for comments. 
	Carrie Hughes: Introduced herself as a Personnel Analyst with the Division of Human Resource Management. She explained, The Nevada System of Higher Education employs individuals in positions which are categorized as professional or administrative faculty. The proposed new regulation, as well as the amendments to NAC 284.5405 and 284.551 are intended to address the inconsistent treatment of Nevada System of Higher Education professional employees when they transfer into classified or unclassified positions. 
	The proposed new regulation defines a Professional Employee as an employee of the Nevada System of Higher Education, with administrative duties that is not in the classified or unclassified service. 
	The proposed amendment to subsection 9 ofNAC 284.5405 provides that a professional employee's annual leave is recomputed based on what it would have been had the employee been in a classified or unclassified position and made available following a transfer into a classified or unclassified position without a break in 
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	service. 
	The proposed amendment to subsection 5 of NAC 284.551 provides that a professional employee's sick leave is recomputed based on what it would have been had the employee been in a classified or unclassified position and made available following a transfer into a classified or unclassified position without a break in service. 
	Shelley Blotter: Requested comments. 
	Kimberly King: Introduced herself as being from NOOT. She asked if something could be put in front of 'professional employee' to identify that it's for Nevada System of Higher Education. Her concern is that it would not be clear as NOOT also has professional employees. 
	Shelley Blotter: Noted that the Legal Division of the Legislative Council will draft a lead line for that to be clearer. 
	Stephanie Neill: Introduced herself as being from NSHE. She noted that she feels this is a wonderful regulation as a long-term classified employee. She felt this guarantees the security of her leave accrual regardless of her decision to stay classified or move to administrative faculty type position. 
	Shelley Blotter: Asked Carrie Hughes if administrative faculty is also included. 
	Carrie Hughes: Stated that it is her understanding that it also include administrative faculty, and that may be something to clear up in the definition. 
	Shelley Blotter: Moved to the next item, NAC 284.204. 
	Peter Long: Introduced himself as Deputy Administrator for the Division of Human Resources Management. He explained, the revision is proposing modifications to NAC 284.204, adjustment of steps within the same grade, at the request of and in coordination with the Office of the Governor, the Governor's Office of Finance and the Department of Administration. 
	He reiterated that, this is the draft and they are looking for any and all comments on how it can work for agencies. He noted, basically what this does is modifies when an accelerated rate may be given, clarifies an adjustment for equity among positions within the same department or agency and not across State service. It removes the ability to create an inequity unless approval is obtained from the Office of the Governor and makes revocation of the accelerated rate a requirement when the criteria that caus
	He noted, there was feedback in written form from the Secretary of State's Office, specifically from Scott Anderson, Chief Deputy Secretary of State and that memo will be entered into the record as part of the minutes from this meeting. 
	Scott Anderson: introduced himself as Chief Deputy Secretary of State from the Office of the Secretary of State, Barbara Cegvaske. He appreciated the opportunity to give comments in regards to this and from the letter that was sent, there were a couple of concerns. They have spoken with the Governor's Office and understand the concerns which brought this regulation forward. They did have a few concerns, especially about the 'mandating' and the 'must', as far as taking back an increase that may have been oth
	There were no objections to subsections l(a) or l(b). It was mainly in regards to subsection l(c). They feel 
	3 
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	that there could be problems with a supervisor that has to say, discipline somebody that was the cause for the supervisor's increase and there may be some hesitation to do that, knowing that if they were to demote or dismiss an employee that it wouldn't negatively impact on the supervisor's pay. He noted, there are some issues, unforeseen issues that may occur because of that. 
	Further he noted, there were also some concerns about the mandate and the 'must' language. They felt that 
	leaving it as a 'may' and perhaps adding some additional review of such circumstances by DHRM, that there 
	could be still some discretion left to the agency. 
	Kimberly King: Stated she had some questions. She asked, what is to be accomplished with these regulations? 
	Peter Long: Explained that what they are trying to accomplish is to maintain fairness and equity across agency lines, specifically for equity adjustments. He stated, EMC has had their fair share of grievances lately, from departments that can't afford to adjust pay based on equity and those employees are comparing themselves with agencies that can. Per the feds, the State could be perceived as one employer. To allow adjustments within one agency and not across other agencies, could be seen as an Equal Pay f
	Kimberly King: Stated, her comment on that would be, everyone knows there is a problem. They've been doing budget Band-Aids for a while now. Those budget Band-Aids are now coming into play that there are inequities across the State, even within departments. That's what is happening with the employees complaining and what the EMC is seeing. 
	Her understanding of this regulation in the past, is that they couldn't make an adjustment of a step unless it was fiscally possible to adjust others to make sure there were no equities. It appears that this regulation change is actually going to give the ability to create inequities. She thinks that's going to be problematic. 
	She further stated, now it looks like an inequity can be created, it makes it clear that is allowable if the Governor's Office approves it. The question there is, how will discriminatory type decisions be prevented, or defended if it's not discriminatory? Because, what will happen is, the agencies no longer have delegated authority, so they're actually giving them what they need but it's going to be up to them to make that decision. She thinks that might become problematic in the big picture. 
	She further noted the term "critical to agency operations." That might be difficult to defend. She is unsure on the definition of that is, so that would be another question. 
	Also, in subsection 3, this subsection applies to only initial appointments. She noted, that makes it so that if there are recruitment difficulties, if there is an exceptional candidate, as long as they don't work for the State, they can look at an accelerated salary, but if they work for the State-let's say they came in as a clerk because they needed a job, but this person has experience, they have the criteria and now they want to put them up here and they want to keep them that employee would not be able
	Lee-Ann Easton: Stated, that's not the intent. 
	Kimberly King: Acknowledged that and stated, they get a lot of comments. She stated, she thinks she knows what this means, but the subsection only applies to initial appointment in State service. It does not 
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	apply if a selective criteria was used in the recruitment and it does not apply if the adjustment will cause an inequity between current employees, which would require the adjustment of steps for those employees, unless upon submitting written justification the appointed authority obtains written concurrence from the Officer of the Governor. She thinks that plays into that the Governor's Office can create an inequity. 
	She further noted, this does not apply if selective criteria was used in their recruitment. They have a 15.39 vacancy rate in her department. They are recruiting. They have snow plows that don't have people to put in them. They don't believe in shortening the recruitment period because that just means that you get less numbers, it doesn't mean that you get the best qualified. 
	She explained, they use selective criteria to get the best qualified for those jobs, which in reality, if selective criteria is used, it's going to make it even more difficult to show that somebody has exceptional qualifications because they will be compared to other people who have those great criteria If they can use selective criteria, they're getting the better crop that they're comparing to. 
	In addition, they do vacancy based recruitment at NOOT as much as they can. They want to give managers lists that they can use that people are interested in. Currently, they would not be able to continue doing that because DHRM requires a selective criteria if there is an existing list. That would be problematic. 
	The matrix. The matrix is already required procedurally by DHRM. It's been an interesting process. Those matrixes can take staff two full days to do one, because they're doing a good comparison. They look at the minimum qualifications and the exceptional qualifications for a job. 
	She stated, they've been using those matrixes and doing accelerated offers, and they are having people turn them down. They have a couple of problems. One is that it takes too long and candidates are getting other jobs. They're also having people turn them down because they can't meet the salary needed because they can't get it up any higher and create an inequity with existing employees. 
	She noted that under subsection 4(a) the term "criteria" is used, and believes that is more vague than what was there before, and that a definition of exactly what is meant be included. 
	Lee:-Ann Easton: Gave thanks and appreciation for the comments and added she just wanted to state that Ms. King is not alone in this. They do know that there are issues with hiring and there are a lot of difficult positions to fill out there. They're trying to do the best they can on regulations, and do understand the concerns. 
	Kimberly King: Proposed getting a task force together and do some brainstorming to find solutions to the big picture. 
	Lee-Ann Easton: Explained that the Governor's Office has a task force put together that is going to be meeting in the next week to look at exactly this and as a global, overall State process. Unfortunately, revenue streams haven't been at a level where everyone can be adjusted at this point. The Governor's Office definitely recognizes the difficulties with hiring. 
	Peter Long: Noted that he and the Department understands the concerns with this. He asked that any solutions to these concerns would be useful and that they could be submitted to him. 
	He stated, "critical" was just a term that was used. Another broader term could be used, possibly a term that is already in regulation, for example, "urgent and compelling." That is when someone contests an exam and an agency can still get a list if they demonstrate an "urgent and compelling" need. 
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	The intent is to remain a little vague on these so that they address your concerns as they come up and not be tied to something so specific that they have to say no. If there is another word that might fit better there, please suggest it. The intent is to limit this to positions that really do need an accelerated rate. 
	The intent was not to devalue State employees at all. In the merit system, they were tasked to do internal recruitments before going to open competitive. Open competitive must be requested first. What this is doing is saying, there are no internal candidates, then the rate for an outside candidate may be accelerated. This is clarifying what is already in practice based on questions from agencies. There's a regulation related to the pay on promotion. Also, the Division has assisted agencies in the last few y
	Kimberly King: Recognized it wasn't intended. She explained that at this time, State employees are leaving State employment. They do better leaving State employment and coming back because of the recruitment difficulties. Basically, they're unable to retain good employees. In addition, when they do these evaluations on whether or not there should be an accelerated salary, they are comparing to everybody else on that list. They have to create that matrix, first of all comparing everybody on that list, and th
	Peter Long: Added that the way the regulation is written now, it could be open to abuse. An agency is fortunate to get a list of 20-30 people, and they are starting to produce lists with more people. He can't address the quality of the list, except through feedback that they've gotten since they started with Careers in Government and being out on some of the social media; they have gotten feedback that the quality of the applicants has improved. They don't ask you to compare every person on the list. They a
	Kimberly King: Recognized the comment. Wanted to make it known how they work the selective criteria to bring up the cream of the crop instead of having a two or three day recruitment to get applicants in, if a lot of good candidates are expected, they will put a selective on there. The next thing that they do is to use the clarifying questions to help hiring managers identify which people are going to be most qualified for that position so that they're interviewing those people. They have to be able to defi
	Peter Long: Noted, he's not suggesting that. If the selective is working, then that was just put in there. There is a statement included that any experience or education which is considered by the appointed authority must be given a greater weight for those areas which are directly related to the position than general education and experience. If an open recruitment is done, the desired experience could be included. When a selective is used, it doesn't really tie to what's written there, other than general 
	He continued by discussing the term "create an inequity." He noted, they may be doing that now in equity 
	6 
	adjustments in that someone is selected based on special experience and the years of experience that they have to get the accelerated rate. Then other employees are adjusted or asked to have their steps adjusted for equity based on what he's seen, and he may be missing something, based on their years of experience. It is not years of experience tied to the specific type of experience that caused the original candidate to get the accelerated rate. He further noted, if they're adjusting for equity, it should 
	He added, what they're seeing is, the system itself is a little messed up due to the freeze of MS Is. They're seeing employees that are upset because someone comes in at an accelerated rate and they've been there a year and they're at a higher step than someone who worked through the years without MSls, was a dedicated State employee, and can't be adjusted if the Department doesn't have the money to adjust them. What it also does is limit the Department from hiring a good employee because they can't afford 
	Kimberly King: Stated that could create a problem with morale amongst current employees. They've got people starting to leave the State and get other jobs and then they'll come back because they do have exceptional experience and education that they want to retain but are losing. Some come back, some don't. 
	Peter Long: Acknowledged that may not be working, but that was the intent to try and address that situation so an inequity could be created. 
	Kimberly King: Stated she would go through the regulations and see if there was anything she could make recommendations on. She stated, she thought the regulations were already clear that each agency is different. 
	Peter Long: Explained that it was clear to those in HR, but not to the layman, and that's why we have seen some grievances going before the EMC. The changes are trying to clarify what DHRM already thought was clear. 
	Kimberly King: Stated she thought the regulations were already clear, and at the same time, she doesn't believe they should be making inequities. 
	Shelley Blotter: Asked for further comment. There was none. Move on to NAC 284.52315 and 284.581. 
	Carrie Hughes: Explained, that the repeal of NAC 284.52315 and the amendment to NAC 284.581 will apply to the Family Medical Leave Act's definition of the term "child" to the use of "child" in the Attendance and Leaves section of Nevada Administrative Code, Chapter 284. The intent is to provide a uniform definition for family sick and administrative leave use, both when the FMLA does and does not apply. The FMLA's current definition of 'child' will be provided in an informational note, in the Rule State Per
	Shelley Blotter: Asked for further comment. There was none. 
	Carrie Hughes: Explained that SB 447 of the 2015 Legislative Session amended NRS 453A.800 to include new subsections allowing law enforcement agencies to prohibit an employee from engaging in the medical use of marijuana. Two versions of the new amendment were proposed based on these statute changes. 
	In subsection 1 of both versions, employees who are ''peace officers," as defined in NRS 289.010, employees who are in positions that have been determined by the Personnel Commission to "affect the public's safety" 
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	and positions and subject of random testing such as those under the Federal Motor Carrier Safety Administration's rules are prohibited from using medical marijuana. 
	Also in both versions, it provides that an employee who is pre-employment tested when conditionally offered another position and who tests positive for marijuana but holds a valid registry identification card to engage in the medical use of marijuana will be removed from all lists requiring pre-employment testing and will have the offer withdrawn but will not be subject to disciplinary action on the basis of being under the influence of medical marijuana nor will the employee be subject to a return to work 
	Version 2 differs in that it additionally addresses post-accident and reasonable suspicion testing. It provides that an employee who tests positive due to a post-accident or reasonable suspicion test and holds a valid registry identification card to engage in the medical use of marijuana may be disciplined as provided for in NAC 284.650. However, the employee will not be subject to a return to work test. 
	The intent of exempting an employee who holds a valid registry identification card to engage in the medical use of marijuana from a return to work test is to prevent an automatic disciplinary separation as most agency's Prohibitions and Penalties allow for or require a disciplinary separation upon an employee's testing positive twice. This gives an agency an opportunity to investigate whether it is possible to "make reasonable accommodations for the medical needs" of the employee as outlined in NRS 453A.800
	Shelley Blotter: Stated that they know that this is a very contentious issue and that many have concerns regarding this. She noted, they are still going through the process of trying to determine what is legally appropriate under Nevada State Law and federal law. They welcome comments, either on the topic in general or one of the two versions. 
	( Kimberly King: Noted she had a statement and then one comment. NDOT has concerns as a recipient of federal funds which requires the agency to follow the federal Drug-Free Workplace Act. The agency would not want to risk any federal funding. She further stated, her other comment related to 284.650(15), use of marijuana. It is important to be clear on that; if the intent is not smoking or ingesting on the work site. Her understanding is, if an employee has a positive test and it's in his or her system, he o
	Deborah Barris: Introduced herself as Deputy Director, Administrative Services, Department of Health and Human Services. She thinks that it's been discussed in prior meetings but their main concern is that they did obtain an Attorney General opinion from Linda Anderson who was also responsible for the medical marijuana program with the State. Ms. Anderson feels that the regulations suffice as currently written. 
	She further noted, they don't really believe that there's a need to separate medical marijuana from any other drugs or controlled substances that employees are utilizing due to medical conditions. They believe that they should manage them consistently across the board. The concern is, why is medical marijuana now any different from any other prescription that an employee may have for a medical condition? 
	Version two is the most palatable but they still have concerns because they believe it's an unnecessary regulation changes and they are comfortable with regulation as it currently stands. 
	Kimberly King: She noted that she was coming up as a private citizen of the State of Nevada. She explained that she has made the State her home and she intends to retire here in the future. 
	She stated she understands that the Legislature and the State of Nevada support medical marijuana. She also supports the availability of medical marijuana for individuals for whom this drug will help with their medical needs. However, she is concerned that these regulations, as written, will not allow agencies to receive federal funding to comply with the federal Drug-Free Workplace Act. 
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	Although the State of Nevada has legalized medical marijuana, at this time the federal government has not, and still considers medical marijuana an illegal drug. The Drug-Free Workplace Act requires the recipient of federal funds to publish a statement notifying employees that the unlawful manufacturing, distribution, dispensing, possession, or use of a controlled substance is prohibited in the grantees workplace and specifying the actions that will be taken against employees for the violations of such proh
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	proposed regulation does not impose a significant economic bmden on small businesses, nor 
	proposed regulation does not impose a significant economic bmden on small businesses, nor 
	proposed regulation does not impose a significant economic bmden on small businesses, nor 

	These regulations only impact the classified service of Executive Branch departments and the Nevada System of Higher Education. 
	These regulations only impact the classified service of Executive Branch departments and the Nevada System of Higher Education. 
	I certijj, that to the best of my knowledge or belie£ a concerted effort was made to determine the Impact of the proposed regulation on small business and that the ieformatlon contained in this statement is accurate. 
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	Personnel Commission Meeting June 10, 2016 
	Personnel Commission Meeting June 10, 2016 

	The following regulations have been proposed for permanent adoption. A brief explanation precedes each section and summarizes the intent of the regulation change. Language in italics is new, language in brackets (omitt:ed materiel) is to be omitted. 
	The following regulations have been proposed for permanent adoption. A brief explanation precedes each section and summarizes the intent of the regulation change. Language in italics is new, language in brackets (omitt:ed materiel) is to be omitted. 
	NOTE: 

	The following summarizes the recommended action of the Personnel Commission and identifies ifthere has been support or opposition to the proposed action. 
	The Division of Human Resource Management reeommends the amendment to NAC 284.204 to clarify that an adjustment in steps to resolve an equity issue or to is intended to be among positions in a department or agency, and not among positions across state service. Additionally, this amendment removes the requirement that when an appointing authority makes a request to the Division to adjust steps, the request must document that the adjustment will not actually create an inequity. Lastly, this amendment adds the
	The Division of Human Resource Management reeommends the amendment to NAC 284.204 to clarify that an adjustment in steps to resolve an equity issue or to is intended to be among positions in a department or agency, and not among positions across state service. Additionally, this amendment removes the requirement that when an appointing authority makes a request to the Division to adjust steps, the request must document that the adjustment will not actually create an inequity. Lastly, this amendment adds the
	These proposed changes were discussed at a workshop on January 27, 2016. There was testimony by the Human Resource Manager of the Nevada Department of Transportation citing concerns with the proposed changes, as well as testimony from the Chief Deputy Secretary of State, Office of the Secretary of State, citing concerns with reversing a step adjustment. 
	( 
	LCB File No. R060-16 
	LCB File No. R060-16 

	Section 1. NAC 284.204 is hereby amended to read as follows: 
	Explanation of Proposed Change: This amendment, proposed by the Division of Human Resource Management, clarifies that an adjustment for equity is among positions within departments/agencies and not across State service, removes the requirement that an appointing authority must ensure that an adjustment will not create an inequity, and adds the ability to remove an adjustment if an employee moves to a position in a department/agency where a similar recruiting problem does not exist. 
	NAC 284.204 Adjustment of steps within same grade. (NRS 284.065, 284.155, 284.175) 
	1. '!he Division of Human Resource Management may approve an adjustment of steps within the same grade to: 
	(a) 
	(a) 
	(a) 
	Allow an appointing authority the flexibility to adjust the rate of pay for a position that will be filled by a person from a pool of eligible persons who are applying for the position on an open competitive basis in order to: 

	(
	(
	1) Meet a difficult recruiting problem in which an effort to recruit a person for a position or class has failed to produce at least five eligible persons who are available to work, or the recruitment for the position or class has been deemed historically difficult. Such an adjustment of steps may be approved by the Division of Human Resource Management for a class for a period of 1 year. 

	(2) 
	(2) 
	Employ a person whose education or experience is superior to those of another eligible person and who exceeds the minimum qualifications of the class. Any experience or education which is considered by the appointing authority pursuant to this subparagraph must be given a greater weight for those areas which are directly related to the position than general education and experience.

	(b) 
	(b) 
	Maintain an equitable relationship in the status of steps among the employees of the appointing authority if a disparity exists. An adjustment will not be granted pursuant to this section if the disparity in steps is: 

	(1) 
	(1) 
	Among employees of different departments or agencies; or 

	(2) 
	(2) 
	(2) 
	A result of: 

	(I) 
	(I) 
	(I) 
	The length of service of employees; 

	(II) 
	(II) 
	An adjustment in pay which was attained in a former class; or 


	(III) An adjustment in pay for an employee who resides in a particular geographical area 

	(
	(
	c) Maintain an appropriate differential, not to exceed two steps, between the base rate of pay of a supervisor and the base rate of pay of an employee who is in the direct line of authority of the supervisor. An adjustment may be granted pursuant to this paragraph if, before the adjustment, the base rate of pay of the employee is the same or greater than the base rate of pay of the supervisor. 


	2. Before granting an adjustment of steps pursuant to this section, the appointing authority must submit a request on a form prescribed by the Division of Human Resource Management to the Division of Human Resource Management which: 
	(a) 
	(a) 
	(a) 
	Specifies the qualifying conditions and justification for the request; and 

	(b) 
	(b) 
	Certifies that the appointing authority has, where applicable: 

	(1) 
	(1) 
	Considered the requirements for the pay required to meet the need described in subparagraph (1) of paragraph (a) of subsection 1; 

	(2) 
	(2) 
	Considered the qualifications of any other eligible person who is available for work for the purposes of subparagraph (2) of paragraph (a) of subsection l; 


	(3)Ensured that the adjustment is feasible on the basis of its fiscal effects;
	[(4) Bftsur-ed that the ecij1:1stmeftt ·Nill ftOt ea1:1se i-Beqwty betweee e\:lff-eftt employees •,1,1h-iee 
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	P
	wol:lld Feqwre ecij1:1Stmeats in the sfeps of these employees \'t'Bi:ee llfe :aot feesible o:a the besis of the fiseal effeet,s of m:teh edj1:1stments;] and [(5)] (4) Prepared and maintained an accurate record of the consideration of the factors listed in this section. 3. If an adjustment of steps pursuant to this section is approved by the Division of Human Resource Management, the effective date of such an adjustment is the date on which a request that complies with subsection 2 is received by the Divisio
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	( 
	( 
	FOR DISCUSSION AND POSSIBLE ACTION 

	The Division of Human Resource Management has conducted a maintenance review of class specificationsin the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
	June 10, 2016. 
	June 10, 2016. 

	Item VI-A-1-a 
	-
	" 
	-, 
	'
	-
	-
	CODE 
	CODE 
	TITLE 

	GRADE 
	CODE
	EEO-4 
	TITLE 
	GRADE 
	EEO-4 
	2.154
	2.154
	F 
	33 
	33 
	F
	2.154 
	The Nevada Department of Administration, Division of Human Resource Management conducted a class
	( 
	specification maintenance review for the Legal Secretary series. In consultation with management andagency Human Resource staff from agencies that utilize this classification, it was determined that minorrevisions be made to the class concepts to better reflect common duties that may be performed by LegalSecretaries. Additionally, minor changes were made to the education and experience to maintain consistencyin formatting.
	Legal Secretaries perform specialized secretarial duties for attorneys, administrative law judges, and/orhearings/appeals officers including preparing legal documents and correspondence; calendaring; maintainingrecords; and providing assistance on routine problems and inquiries which are not of a legal nature.Incumbents may maintain current knowledge of assigned caseload and status of cases; provide generalinformation to the public, State and local governments, attorneys, court personnel, and various office
	2.154 -Legal Office Manager, Grade 33: Under direction, incumbents are responsible for general office services of a legal office. Assignments vary considerably and require the selection of different and often unrelated processes or procedures, depending upon highly variable circumstances of individual cases or situations. The incumbent must interpret and apply information to specificsituations and problems for which there may be no clear-cut procedures, guidelines or precedent. Solutions to problems frequen
	2.151 -Supervising Legal Secretary, Grade 31: Under general supervision, incumbents perform the full range of duties outlined in the series concept and supervise multiple positions including two or more Legal Secretary Il's. Incumbents at this level have full supervisory responsibility for assigned staff, oversee the flow of work, provide technical assistance in the preparation of documents, and act as liaison between professional and clerical staff. Supervising Legal Secretaries may be assigned to perform 
	2.153 -Legal Secretary IL Grade 29: Under general supervision, incumbents perform the full range of duties outlined in the series concept at the journey level. Decisions regarding what needs to be done involve evaluation of an issue or issues and may require selecting a course of action from several 
	( 
	alternatives. The work involves conditions and elements that must be identified, analyzed, or evaluated to discern interrelationships. Guidelines are available and are applicable to major portions of the work, but leave gaps in specificity. Incumbents use judgment in interpreting and applying guidelines for application to specific cases or problems. 
	2.156 -Legal Secretary L Grade 27: Under direct supervision, incumbents perform the duties outlined in the series concept in a continuing trainee capacity. Progression to the journey level may occur upon meeting the minimum qualifications, satisfactory job performance and with approval of the appointing authority. 
	2.158 -Legal Secretary Trainee, Grade 25: Under immediate supervision, incumbents acquire skills and experience in performing the duties outlined in the series concept. This is the entry level in the series, and progression to the continuing trainee level may occur upon meeting the minimum qualifications, satisfactory job performance and with approval of the appointing authority. 
	Human Resource Management worked closely with the agencies involved, and they support the changes. 
	Note: Changes, additions and/or deletions on the class specification are noted in red. 



	Department of Administration Division of Human Resource Management 
	Department of Administration Division of Human Resource Management 
	CLASS SPECIFICATION 
	Legal Secretaries perform specialized secretarial duties for attorneys, administrative law judges, and/orhearings/appeals officers including preparing legal documents and correspondence; calendaring; maintainingrecords; and providing assistance on routine problems and inquiries which are not of a legal nature. 
	Maintain current knowledge of assigned caseload and status of cases; provide general information to the public, State and local governments, attorneys, court personnel, and various office personnel; act as liaison between professional legal staff, departmental personnel, and the public; determine what information may be provided and which requests must be referred to professional legal staff; refer calls to another office if necessary. 
	Provide clerical support to assigned professional legal staff; receive and screen visitors and telephone calls; respond to inquiries on a variety of matters such as the status of pending cases; open and review incoming mail and determine priority of professional legal staff's attention when routing; mail items according to postal and statutory requirements; maintain a calendar for professional legal staff's appointments, due dates for documents, court appearances, conferences, meetings and other engagements
	Draft routine correspondence, reports/statistics and other materials requiring specific knowledge of operational methods, policies and procedures for professional staff review; prepare and type requisitions and purchase orders, as required; process requests for payment and travel claims. 
	Format, prepare and type legal documents and correspondence in final format according to jurisdictional requirements, from rough draft, electronic documents, dictaphone, template or notes; proofread and review for proper citation format; prepare and attach exhibits, special sections such as indexes, table of points and authorities, certificates of service, and brief covers. 
	Process and file documents with appropriate courts or quasi-judicial bodies in accordance with the specific procedures of each body, including manner of filing and established timelines; track responses and receipts due upon or after submittals, and dates for other required actions subsequent to submittals. 
	Gather, compile, organize, and prepare relevant material for professional staff to use in legal proceedings; review files and references to obtain information needed by professional legal staff; locate and verify/abstract information from legal files and records; and verify the accuracy of citations and quotations by checking legal sources. 
	Establish and maintain legal and general correspondence filing and cross filing systems as necessary; record case inventory information in order to maintain accurate records and provide for efficient retrieval of information; prepare files for archiving and storage in compliance with established retention schedules. 
	Maintain a library of references including legal publications, law digests, reports, opinions and court decisions. 
	LEGAL OFFICE MANAGER 33 F 2.154 SUPERVISING LEGAL SECRETARY 31 F 2.151 LEGAL SECRETARY II 29 F 2.153 LEGAL SECRETARY I 27 F 2.156 LEGAL SECRETARY TRAINEE25 F 2.158 
	Page 2 of6 
	SERIES CONCEPT (cont'd)
	Distribute or assign appropriate clerical work to lower level staff; provide instruction and guidance and reviewwork completed by clerical personnel.
	Perform related duties as assigned.
	****************************************************************************************** 
	CLASS CONCEPTS 
	Legal Office Manager: Under direction, incumbents are responsible for [all] general office services of a legalry considerably and require the selection of different and often unrelated processes orprocedures, depending upon highly variable circumstances of individual cases or situations. The incumbent mustinterpret and apply information to specific situations and problems for which there may be no clear-cut procedures,guidelines or precedent. Solutions to problems frequently require independent research, fa
	office. Assignments va

	Oversee the overall operation of one or more legal offices; manage support staff which must include a SupervisingLegal Secretary; [FHeaege aad perfuffft lmElget aad eeeottet5 FHBHttenaaee activities inelttEli:ftg eeeeu&ts peyaele enEIFeeei•,•eele, budget pfef)BFBtien and monitoring; d0'telop aad im}:llement staadeFd epemt-ional pFOeeElures; aMpurehese effiee OE:}llipmeet aad sttpplies.] assist with budget preparation and monitoring; develop and implementstandard operational procedures; and review requests f
	1
	0 

	P
	P
	P
	P
	StyleSpan

	Provide administrative support to professional staff including acting as an executive assistant; overseeing special projects; gathering information and preparing program related reports and statistics; and performing legal secretarial duties as assigned.Supervising Legal Secretary: Under general supervision, incumbents perform the full range of duties outlined in the series concept and supervise multiple positions including two or more Legal Secretary II' s. Incumbents at this level have full supervisory re
	C> 
	LEGAL OFFICE MANAGER 33 F 2.154 SUPERVISING LEGAL SECRET ARY 31 F 2.151 LEGAL SECRETARY II 29 F 2.153 LEGAL SECRETARY I 27 F 2.156 
	LEGAL SECRETARY TRAINEE 25 F 2.158
	Page 3 of 6 
	CLASS CONCEPTS (cont'd) 
	Legal Secretary Trainee: Under immediate supervision, incumbents acquire skills and experience in performing series concept. This is the entry level in the series, and progression to the continuing trainee level may occur upon [sueeessful eefflf)letton of the f➔.FOBationary 13eriotl] meeting the minimum qualifications, satisfactory job performance and with approval of the appointing authority. 
	the duties outlined in the

	****************************************************************************************** 
	MINIMUM QUALIFICATIONS 
	SPECIAL REQUIREMENT: 
	SPECIAL REQUIREMENT: 

	* 
	* 
	Some positions require incumbents to be a notary public. 

	INFORMATIONAL NOTE: 
	INFORMATIONAL NOTE: 

	* 
	* 
	Educational Equivalents: 

	(
	(
	(
	1) An Associate of Science degree with a legal secretarial emphasis is equivalent to one year of legal secretarial trainee experience. 

	(2) 
	(2) 
	Completion of a legal secretarial diploma program from an accredited business college is equivalent to one year of legal secretarial trainee experience. 


	LEGAL OFFICE MANAGER 
	LEGAL OFFICE MANAGER 

	EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and five years of clerical experience, three of which were performing progressively responsible legal secretarial work and one year of which included supervision of legal secretarial staff; OR one year of experience as a Supervising Legal Secretary in Nevada State service; OR an equivalent combtion of education and experience as described above. (See Special Requirement and Informational Note) 
	ina

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working knowledge of: legal terms, forms, document processing, procedures and protocol; principles of supervision and training; the clerical and administrative support needs and requirements of attorneys, hearings/appeals officers and/or administrative law judges. Ability to: make operational decisions related to program activities and office management within established limits of authority; compile and analyze records, numerica
	FULL PERFORMANCE KNOWLEDGE, SK.ILLS AND ABILITIES (typically acquired on the job): Detailed knowledge of: legal terms, forms, document processing, procedures and protocol. Workingknowledge of: agency mission, functions, programs, activities and operating policies; State statutes, regulations, rules and requirements related to purchasing, budget development and maintenance, andpersonnel administration; basic principles and State practices used in financial management including clerical accounting, purchasing
	CJ 
	LEGAL OFFICE MANAGER 33 F 2.154 SUPERVISING LEGAL SECRETARY 31 F 2.151 LEGAL SECRETARY Il 29 F 2.153 LEGAL SECRETARY I 27 F 2.156 LEGAL SECRETARY TRAINEE 25 F 2.158
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	MINIMUM QUALIFICATIONS (cont'd) 
	SUPERVISING LEGAL SECRETARY 
	SUPERVISING LEGAL SECRETARY 

	EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and four years of clerical experience, three of which were performing progressively responsible legal secretarial work; OR oneyear of experience as a Legal Secretary II in Nevada State service; OR an equivalent combination of edtionand experience as described above. (See Special Requirement and Informational Note) 
	uca

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working knowledge of: variety of alternative recordkeeping and filing systems; document archiving techniques and requirements. Ability to: organize office worldlow and adjust assignments of staff as required to meet schedules and timelines; develop and implement work performance standards and evaluate performance; compose effective correspondence, announcements, training materials, and statistical reports; and all knowledge, skil
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
	LEGAL SECRETARY Il 
	LEGAL SECRETARY Il 
	LEGAL SECRETARY Il 

	EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and three years of clerical experience, two of which were performing progressively responsible legal secretarial work in a training 
	capacity; OR one year of experience as a Legal Secretary I in Nevada State service; OR an equivalent combination of education and experience as described above. (See Special Requirement Informational Note) 
	( 
	and

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working knowledge of: legal practices and procedures for various courts and judicial districts; legalterminology; clerical requirements for preparing and typing a variety of complex legal documents, forms, and other related materials; procedures for processing and filing documents with courts, boards and/orcommissions; proper format for legal citations; legal office procedures. Ability to: work independently and follow through on
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
	(These are identical to the Entry Level Knowledge, Skills, and Abilities required for Supervising Legal Secretary.) 
	LEGAL SECRETARY I 
	LEGAL SECRETARY I 

	EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and two years of clerical experience, one of which was performing legal secretarial work in a trainee capacity; OR one year of experience as a Legal Secretary Trainee in Nevada State service; OR an equivalent combination of education and experience as described above. (See Special Requirement and Informational Note) 
	LEGAL OFFICE MANAGER 
	SUPERVISING LEGAL SECRETARY 
	LEGAL SECRETARY II 
	33 29 
	F 
	2.154 
	F 2.151 
	F 
	2.153 
	LEGALcSECRETARYcI 
	LEGAL SECRETARY TRAINEE 
	Page 5 of 6 
	27 
	F 
	2.156 
	F 2.158 
	MINIMUM QUALIFICATIONS (cont'd) 
	(cont'd) 
	LEGAL SECRETARY I 

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
	General knowledge of: legal practices and procedures for various courts and judicial districts; legal terminology; clerical requirements for preparing and typing a variety of complex legal documents, forms, and other related materials; procedures for processing and filing documents with courts, boards and/or commissions; proper format for legal citations; legal office procedures. Ability to: accurately prepare, type, format, process and file a variety of complex documents in accordance with established time
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 

	LEGAL SECRETARY TRAINEE 
	LEGAL SECRETARY TRAINEE 
	LEGAL SECRETARY TRAINEE 

	EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and one year of general clerical experience; OR an equivalent combination of education and experience as described above. (See Special Requirement anormational Note) 
	( 
	d Inf

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working knowledge of: standard office procedures such as filing, typing, duplicating materials, answering telephones and distributing mail; data entry techniques; telephone etiquette; correct English usage, grammar and punctuation; proper spelling of commonly used words; operation of current computers and other modem office equipment; manual and computerized filing methods; basic math. General knowledge of: businessEnglish; basic
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
	(These are identical to the Entry Level Knowledge, Skills, and Abilities required for Legal Secretary I.) 
	P
	StyleSpan

	LEGALcSECRETARYcI 
	LEGAL SECRETARY TRAINEE 
	27 
	F 2.156 
	F 2.158 
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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. 
	2.154 
	2.154 
	2.151
	2.153 
	2.156 
	2.158 
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	Personnel Commission Agenda June 10, 2016 

	The Division of Human Resource Management has conducted a maintenance review of class specifications in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective: 
	The Division of Human Resource Management has conducted a maintenance review of class specifications in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective: 
	June 10, 2016. 
	June 10, 2016. 

	Item VI-B-1-a 
	EXPLANATION OF CHANGE 
	The class specification for Accountant was reviewed by the Human Resource Personnel and Subject Matter Experts at the Controller's Office, Division of Human Resource Management, Division of Welfare and Supportive Services, Division of Public and Behavioral Health, Division of Aging and Disability Services, Division of Health Care Financing and Policy, Division of Environmental Protection, Departments of Transportation and Corrections, and the 
	Public Employees Retirement System. It was determined that the concepts, minimum qualifications and knowledge, skills and abilities are consistent with current expectations. No changes were necessary. 
	( 

	Accountants are responsible for preparing financial statements in accordance with Generally Accepted Accounting Principles (GAAP) and the standards of the Governmental Accounting Standards Board (GASB). Incumbents establish and maintain accounting systems and procedures which provide necessary documentation and audit trails for fiscal transactions, classification of expenditures, current fund balances; prepare and analyze working trial balances, identify and correct errors, and prepare journal entries; prep
	7.135 -Accountant III, Grade 38: Under general direction, incumbents perform the full range of duties described in the series concept at the advanced journey level. They are responsible for the compilation and accurate reporting of several funds of different types such as in the Controller's Office or for a single large fund as in the Department of Transportation or the Public Employees Retirement System. Assignments include the development of financial statements and review of more complex funds and accoun
	7.136 -Accountant II, Grade 36: Under direction, incumbents perform the full range of duties described in the series concept and normally supervise Accountant I or Accountant Technician positions. The class is distinguished 
	from the Accountant I and ill levels by the size and complexity of the funds and budgets for which the position is responsible and the consequence of an error in the work performed. This is the journey level class in the Accountant series. 
	( 7.137 -Accountante/, Grade 34: Under general supervision, incumbents perform some or all of the professional level accounting duties described in the series concept. This is the entry level in the series and progression to the next higher level is not automatic. 
	Note: Changes, additions and/or deletions on the class specification are noted in red. 
	( 


	Department of Administration Division of Human Resource Management 
	Department of Administration Division of Human Resource Management 
	TITLE GRADE EEO-4 CODE 
	TITLE GRADE EEO-4 CODE 
	TITLE GRADE EEO-4 CODE 

	7.136 
	Accountants are responsible for preparing financial statements in accordance with Generally Accepted Accounting Principles (GAAP) and the standards of the Governmental Accounting Standards Board (GASB). General purpose financial statements may be audited and include balance sheets; statements of revenue,expenditures/expenses, and changes in fund equity/balances; and statements of cash flow. Financial statements are typically combined statements which present information by fund type, account group, and disc
	The Accountant series is distinguished from the Accountant Technician series in that Accountants are called upon to make decisions based upon a formal body of knowledge obtained through extensive post-secondary accounting education. Accountants must understand and regularly use Generally Accepted Accounting Principles and must have knowledge of governmental financial reporting standards. They must be able to compile and analyze information needed to develop complex and specialized financial statements norma
	Establish and maintain accounting systems and procedures which provide necessary documentation and audit trails for fiscal transactions, classification of expenditures, current fund balances. 
	Prepare and analyze working trial balances, identify and correct errors, and prepare journal entries in order to prepare reliable and accurate balance sheets and statements of revenues, expenditures/expenses, and changes in fund equity/balances. 
	Prepare balance sheets, income statements, and changes in fund balance statements from working trial balances to provide reliable and accurate financial information. 
	Use internally generated data and external source material to prepare notes to financial statements with supporting workpapers, tying in all amounts to the basic financial statements. 
	Establish internal accounting procedures for preparing financial statements and managing work flow to ensure compliance with governmental accounting statutes, regulations, policies and principles. 
	Provide overall support to agencies and divisions regarding accounting problems and management information systems; provide advice, consultation, direction, and training to agency staff; manage agency accountingfunctions by developing work plans, assigning work, establishing work performance standards and evaluating work performance. 
	Analyze fiscal data to identify and correct errors; reconcile or supervise the reconciliation of trust accounts, general ledger accounts, bank statements, sub-ledger accounts and controller's reports. 
	7.136 
	Schedule and coordinate audits with independent auditors; prepare supporting work papers and provide other assistance to auditors in periodic audits; review audit reports and write summaries of findings and recommendations; discuss audit findings with agency management and implement audit recommendations. 
	Determine if leases are capital or operating and prepare amortization schedules. 
	Review agency fixed asset listings and ensure that current year additions and disposals have been properly reported; reconcile fixed asset purchases to the accounting system and run depreciation schedules. 
	May provide full supervision or work direction for professional, technical or clerical staff. 
	Perform related duties as assigned . 
	CLASS CONCEPTS 
	Accountant ill: Under general direction, Accountant ill' s perform the full range of duties described in the t the advanced journey level. Incumbents are responsible for the compilation and accurate reporting of several funds of different types such as in the Controller's Office or for a single large fund as in the Department of Transportation or the Public Employees Retirement System. Assignments include the development of financial statements and review of more complex funds and account groups as defined 
	series concept a

	Under direction, Accountant II's perform the full range of duties described in the series concept and normally supervise Accountant I or Accountant Technician positions. The class is distinguished from the Accountant I and III levels by the size and complexity of the funds and budgets for which the position is responsible and the consequence of an error in the work performed. This is the journey level class in the Accountant series. 
	Accountant II: 

	Accountant I: Under general supervision, Accountant l's perform some or all of the professional level ies described in the series concept. This is the entry level in the series and progression to the next higher level is not automatic . 
	accounting dut

	MINIMUM QUALIFICATIONS 
	SPECIAL REQUIREMENT: 
	SPECIAL REQUIREMENT: 

	• Appointment to any level in this series requires successful completion of a written examination. 
	INFORMATIONAL NOTE: 
	INFORMATIONAL NOTE: 

	• 
	The required 18 college credits in accounting must include 6 credits of beginning accounting, 6 credits ofintermediate accounting, and 6 credits of upper-division accounting courses. 
	ACCOUNTANT III 38 B 
	ACCOUNTANT II 36 B 
	7.136 
	ACCOUNTANTn! 34 B Page 3 of 4 
	MINIMUM QUALIFICATIONS (cont'd) 
	EDUCATION AND EXPERIENCE: 
	ACCOUNTANT III 

	Bachelor's degree from an accredited college or university in 
	accounting and two years of experience performing professional accounting work; .QB a bachelor's degree in business administration, finance or closely related field which included 18 credits in accounting; and three years of experience performing professional accounting work; .QB one year as an Accountant II in Nevada State service and 18 college credits in accounting. (See Special Requirement and Informational Note) 
	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working knowledge of: governmental accepted accounting principles; basis of accounting and measurement focus for all fund types and account groups, including governmental fund types, proprietary fund types, general long-term debt account group, and general fixed assets account group. Ability to: interpret and apply GASB pronouncements; and all knowledge, skills, and abilities required at the lower levels. 
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): General knowledge of: State governmental legislative processes and the State accounting system, policies, and procedures. Ability to: prepare and analyze complex financial statements that include all fund types and account groups, and notes to the financial statements. 
	ACCOUNTANT II 
	ACCOUNTANT II 

	P
	P
	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in accounting and one year of experience performing professional accounting work; .QB a bachelor's degree in business administration, finance or related field which included 18 credits in accounting and two years of experience performing professional accounting work; .QB one year of experience as an Accountant I in Nevada State service and 18 college credits in accounting. (See Special Requirement and Informational Note) EN
	ACCOUNTANT ID 38 B ACCOUNTANT Il 36 B 
	7.136 
	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in accounting; QR a bachelor's degree in business administration, finance or a related field which included 18 units in accounting, and one year of experience preparing GAAP-based financial statements; periodic State, federal or private grant fiscal reports and/or fiscal ad hoc reports used by internal and external entities; OR four years of experience in the accounting field, two years of which were at the Accountant Techn
	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): General knowledge of: Generally Accepted Accounting Principles including cost, managerial and fund accounting principles and practices; spreadsheet and word processing software; principles and practices of bookkeeping. Ability to: perform complex reconciliations to determine accuracy of account balances; read, understand, and interpret manuals, polices, procedures, statutes, and administrative codes and regulations; write/draft b
	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): General knowledge of: Generally Accepted Accounting Principles including cost, managerial and fund accounting principles and practices; spreadsheet and word processing software; principles and practices of bookkeeping. Ability to: perform complex reconciliations to determine accuracy of account balances; read, understand, and interpret manuals, polices, procedures, statutes, and administrative codes and regulations; write/draft b
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): General knowledge of: Governmental Accounting Policies and Procedures; federal regulations pertaining to grants; relevant NRS; supervisory techniques including organizing work flow, assigning and reviewing work, training, evaluating performance and disciplinary procedures. Ability to: develop procedures and practices to increase work effectiveness. Skill in: communicating orally with agency representatives to convey complex fi
	This class specification is used for classification, recruitment and examination purposes. It is not to be considered a substitute for work performance standards for positions assigned to this class. 
	7.135 
	7.135 
	7.136 
	7.137 
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	Personnel Commission AgendaJune 10, 2016 
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	FOR DISCUSSION AND POSSIBLE ACTION 
	FOR DISCUSSION AND POSSIBLE ACTION 

	The Division of Human Resource Management has conducted a maintenance review of class specificationsin the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
	June 10, 2016. 
	June 10, 2016. 

	Item VI-B-2-a 
	EXPLANATION OF CHANGE 
	In consultation with the Subject Matter Expert (SME) from Taxation, Human Resource Managementconducted a class specification maintenance review for Tax Manager class. It was determined that theconcepts, minimum qualifications and knowledge, skills and abilities are consistent with current expectationsand no changes were necessary. However, the statement "as described above" was added to the equivalentcombination of education and experience in order to maintain consistency with other class specificationforma
	Under administrative direction, Tax Managers oversee the staff, activities and operations of a geographicalregion or functional area within the Department of Taxation including establishing procedures, supervisingsubordinate supervisors and recommending and implementing the budget. Incumbents plan, organize anddirect tax and audit programs for the department; plan, organize, coordinate and manage tax assessment,collection and auditing activities and operations in accordance with applicable laws, regulations
	( 

	Note: Changes, additions and/or deletions on the class specification are noted in red. 



	Department of Administration Division of Human Resource Management 
	Department of Administration Division of Human Resource Management 
	TITLE GRADE EEO-4 
	TITLE GRADE EEO-4 
	TITLE GRADE EEO-4 
	CODE 

	TAXcMANAGER 41 A 7.223 
	Under administrative direction, Tax Managers oversee the staff, activities and operations of a geographical region or functional area within the Department of Taxation including establishing procedures, supervising subordinate supervisors and recommending and implementing the budget. 
	Plan, organize and direct tax and audit programs for the department including developing, recommending and implementing methods for administering the program, prioritizing work and establishing work performance standards to ensure efficient and effective operation. 
	Plan, organize, coordinate and manage tax assessment, collection and auditing activities and operations in accordance with applicable laws, regulations and legal requirements. 
	Supervise and evaluate the performance of subordinate supervisors in directing the daily operations of each work unit; select, train, and discipline personnel as required. 
	Review, respond to, and mediate taxpayer disputes and determine appropriate course of action. 
	Direct the preparation of testimony for presentation before a Hearings Officer and present the position of the department at such hearings as required; prepare and present appeals of the Hearings Officer's decision before the Tax Commission. 
	Represent the department at taxpayer meetings and speaking engagements in order to provide information regarding the functions, purpose, goals, objectives, practices, and policies pertinent to the assignment. 
	Review, authorize or deny revised audits or audits involving large credits to ensure accuracy and compliance with established policies and regulations. 
	Develop and recommend the biennial budget; monitor expenses to ensure compliance with approved budget limitations. 
	Perform related duties as assigned. 
	****************************************************************************************** 
	MINIMUM QUALIFICATIONS 
	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in accounting, business administration, finance or related field and five years of professional level experience in accounting, auditing and/or tax administration programs involving interpretation and application of statutory provisions, including three years of supervisory experience; an equivalent combination of education and experience as 
	OR

	described above. 
	ENTRY LEVEL KNOWLEDGE, SK.ILLS AND ABILITIES (required at time of application): Detailed knowledge of: accounting and audit principles and practices; tax collection procedures. Workingknowledge of: supervisory techniques including selection, training, work assignment and review, performance evaluation, and discipline; methods used in the examination of financial records and taxpayer reports; staffing levels and performance requirements; budget preparation and monitoring; conflict resolution and mediation 
	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (cont'd) 
	techniques. Ability to: plan, organize, coordinate and manage assigned operations and activities; analyze information, problems, situations, practices or procedures to define issues or objectives; identify relevant concerns or factors and identify patterns tendencies and relationships; formulate logical and objective conclusions; recognize alternatives and their implications; organize materials, information and resources in a systematic way to optimize efficiency; communicate effectively both orally and in 
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
	Detailed knowledge of: federal and State rules, regulations, guidelines and statutes governing tax collection and auditing. Working knowledge of: the State budgetary process; applicable sections of the State Administrative Manual, Nevada Administrative Code, and principles and practices of personnel administration. 
	This class specification is used for classification, recruitment and examination purposes. It is not to be considered a substitute for work performance standards for positions assigned to this class. 
	7.223 
	7.223 
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	FOR DISCUSSION AND POSSIBLE ACTION 
	FOR DISCUSSION AND POSSIBLE ACTION 

	The Division of Human Resource Management has conducted a maintenance review of class specifications in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective: 
	June 10, 2016. 
	June 10, 2016. 

	Item VI-B-2-b 
	'" --" -,. 
	-

	il'f," ,,
	CODE
	CODE
	CODE
	CODE
	EE0-4 
	GRADE 
	GRADE 
	EE0-4 
	7.263 


	E 
	E 
	Contributions Exa111i11er III
	7.263 
	E 

	30 
	30 
	E 
	Co11tributions Examiner II 
	30 
	E
	7.265 
	7.265 
	28

	E 
	E 
	Contributions Examiner I 
	28
	7.266 
	E
	7.266 
	EXPLANATION OF CHANGE 
	The Nevada Department of Administration, Division of Human Resource Management conducted a class specification maintenance review for Contributions Examiner. In conjunction with the Department of Employment, Training and Rehabilitation that utilize this classification, it was determined that minor 
	( revisions be made to the class concepts and minimum qualifications to maintain consistency with formatting structure and language usage. It is recommended that the class specification be revised with minor, non-substantial changes. Regarding the Minimum Qualifications, revisions were made by replacing "federal regulations and State statutes" with "rules, regulations and laws" within class level II to maintain consistency in the language used in all three class levels. 
	Contributions Examiners are responsible for the accurate registration of liable employers for unemployment insurance, reporting and collection of federally and State mandated unemployment taxes and State mandated employment taxes, and determination of liability of employers' tax liability dates, tax rates, and eligible years of experience rates. Incumbents review and analyze delinquent employer accounts and accounts in collection to determine if legal action is warranted; calculate monies owed and investiga
	7.623 -Contributions Examiner III, Grade 33: Under general superv1s1on, incumbents direct the activities of a work unit within the Contributions Section of the Division of Employment Security within the Department of Employment, Training and Rehabilitations. Incumbents are responsible forimplementing policies and procedures to accurately collect and report federally and State mandated 
	unemployment taxes. They supervise lower level Contributions Examiners including selection, training, work assignment and review, performance evaluation and discipline. They also coordinate scheduling of the production of statements; review status of accounts; approve actions to bring delinquent accounts 
	current and refund or waive monies due; maintain accounts by compiling and reviewing reports; and identify and investigate errors and coordinate necessary adjustments. This is the supervisory level in the senes. 
	( 
	/ 

	7.625 -Contributions Examiner II, Grade 30: Under general supervision, Contributions Examiner IT perform the full range of duties described in the series concept. This is the journey level in the series. 
	7.626-Contributions Examiner I, Grade 28: Under close supervision, Contributions Examiner I receive training in performing the duties described in the series concept. This is the entry level in the series and progression to the next level may occur upon meeting minimum qualifications and with approval of the appointing authority. 
	Agencies utilizing these classifications support the changes. 
	Note: Changes, additions and/or deletions on the class specification are noted in red. 





	Department of Administration Division of Human Resource Management 
	Department of Administration Division of Human Resource Management 

	Contributions Examiners are responsible for the accurate registration of liable employers for unemployment insurance, reporting and collection of federaUy and State mandated unemployment taxes and State mandated employment taxes, and determination of liability of employers' tax liability dates, tax rates[,] and eligible years of experience rates. 
	Contributions Examiners are responsible for the accurate registration of liable employers for unemployment insurance, reporting and collection of federaUy and State mandated unemployment taxes and State mandated employment taxes, and determination of liability of employers' tax liability dates, tax rates[,] and eligible years of experience rates. 
	Review and analyze delinquent employer accounts and accounts in collection to determine if legal action is warranted; calculate monies owed; verify the accuracy of all information and prepare necessary documents to be filed with the District and/or County Court in order to initiate or terminate legal action. 
	Investigate the location of employer assets and initiate garnishment papers to verify existence of assets; place a hold on disposition and establish writs of execution and instructions to the Sheriff's Office to effect seizure of assets if necessary. 
	Maintain accounts, review statistical reports, identify and investigate errors, and make necessary adjustments to ensure accuracy. 
	Review status of accounts and initiate actions to bring delinquent accounts current by contacting employers to promote compliance with requirements and/or arrange for payment of outstanding liabilities includinginstallment payment plans; monitor and follow up on agreements to ensure employer compliance. 
	Communicate with employers, claimants, attorneys, accountants and other interested parties regarding issues of unemployment taxes which may require explanation and interpretation; advise employers of their rights and responsibilities under the unemployment compensation program. 
	Verify the accuracy of billing statements for reimbursable accounts prior to mailing and make appropriate adjustments as necessary; calculate annual charges for reimbursable non-profit, government, politicalsubdivision and voluntary election accounts; and prepare and submit the information to the research section. 
	Analyze information received on disputed benefit claims including claimant statements and field reports to determine employers' liability and if information is sufficient to resolve claims; authorize or deny usage of wage credits for claimants or refer cases to supervisor for further investigation. 
	Perform related duties as assigned. 
	****************************************************************************************** 
	CLASS CONCEPTS 
	Under general supervision, incumbents direct the activities of a work unit within the Contributions Section of the Division of Employment Security. Incumbents are responsible for implementing policies and procedures to accurately collect and report federally and State mandated unemployment taxes. They supervise lower level Contributions Examiners including selection, training, 
	Contributions Examiner ill: 

	(cont'd) 
	Contributions Examiner m 

	work assignment and review, performance evaluation and discipline. They also coordinate scheduling of the production of statements; review status of accounts; approve actions to bring delinquent accounts current and refund or waive monies due; maintain accounts by compiling and reviewing reports; and identify and investigate errors and coordinate necessary adjustments. This is the supervisory level in the series. 
	Under general supervision, incumbents perform the full range of duties described in the series concept. This is the journey level in the series. 
	Contributions Examiner II: 

	Under close supervision, incumbents receive training in performing the duties described in the series concept. This is the entry level in the series and progression to the next level may occur upon meeting minimum qualifications and with approval of the appointing authority. 
	Contributions Examiner I: 

	MINIMUM QUALIFICATIONS 
	CONTRIBUTIONS EXAMINER III 
	CONTRIBUTIONS EXAMINER III 

	EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and four years of collections experience involving the interpretation and application of rules, regulations[;] and laws, two years of which included collection of taxes; QR one year of experience as a Contributions Examiner II in Nevada State service; an equivalent combination of education and experience as described above. 
	OR

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES: (required at time of application): 
	Working knowledge of: various types of business enterprises such as sole proprietorships, corporations, partnerships, and non-profit groups; federal regulations and State statutes regarding unemployment taxation; automated systems used to input and retrieve information and coordinate the production of reports and statements; federal bankruptcy guidelines; 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: supervisory techniques including selection, training, motivation, establishing work performance standards, performance evaluation and discipline; applicable sections of the State Administrative Manual, Nevada Administrative Code and Rules for State Personnel Administration. 
	CONTRIBUTIONS EXAMINER II 
	CONTRIBUTIONS EXAMINER II 

	EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and three years of bookkeeping or collections experience . involving the interpretation and application of Fegl:lletioM aRd State st;at:1:ttes] rules, regulations and laws; one year of experience as a Contributions Examiner I in Nevada State service; QR an equivalent combination of education and experience as described above. 
	[federal
	OR 

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES: (required at time of application): Working knowledge of: investigative techniques to identify employer assets; practices and terminology of accounting and bookkeeping; interviewing techniques; analyzing and interpreting reports, records and information; mathematical computations necessary to effectively calculate taxes, assessments and penalties; automated systems sufficient to enter and retrieve information; and all knowledge, skills and abilities required at th
	Personnel Commission AgendaJune 10, 2016
	FOR DISCUSSION AND POSSIBLE ACTION 
	FOR DISCUSSION AND POSSIBLE ACTION 

	The Division of Human Resource Management has conducted a maintenance review of class specificationsin the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
	June 10, 2016. 
	June 10, 2016. 

	Item VI-B-3-a 
	EXPLANATION OF CHANGE 
	In conjunction with the Biennial Class Specification Maintenance project, as well as Subject Matter Expertsfrom various agencies, Human Resource Management recommends minor revisions be made to update theduty statements. Additionally, the knowledge, skills and abilities were revised to expand and clarify therelevant acceptable knowledge, skill and/or ability required to be able to perform the duties outlined. Theminimum qualifications were revised to reflect standard verbiage used and to expand the type of 
	Under general direction, Equal Employment Opportunity Officer assists in the design, development,implementation and evaluation of Equal Employment Opportunity (EEO) and Affirmative Action (AA)programs in a large State department such as Nevada Department of Transportation (NDOT) or NevadaDepartment of Corrections (NDOC), or in the State's centralized human resources department. Incumbentscollect and evaluate EEO statistics and reports relevant to the overall status of employment, EEO and AAprograms; act as 
	Agencies utilizing these classifications support the changes.
	Note: Changes, additions and/or deletions on the class specification are noted in red. 
	STATE OF NEVADA 
	Department of Administration Division of Human Resource Management 
	implementation and evaluation of [state•llide] Equal Employment Opportunity (EEO) and Affirmative Action (AA) programs in a large State department such as Nevada Department of Transportation (NDOT) or Nevada Department of Corrections (NDOC), or in the State s centralized human resources department. 
	,

	[ReS)3onsibilities iBelude the]Collect[iee] and evaluate [ioe of] EEO statistics and reports relevant to the overall status of employment, EEO and AA programs; [,'\A. plans Bftd ]conduct analysis and [t:,fodaetion of analyt,ioal] prepare reports along with recommendations to the Administrator, EEO [Di:reetof]Administrator, personnel manager and/or agency [DifeetoF] management. 
	Act as a consultant to employees and management regarding EEO, AA, and/or ADA issues; develop and present training programs in the areas of equal opportunity laws and affirmative action, cultural awareness, sexual harassment and discrimination prevention and reporting, and mediation services. 
	Develop and implement statewide EEO/AA programs to include [mg] plans of action; and prepare[s]progress reports; aid departments in their overall development of AA goals and objectives, {8:BEI] monitor progress of programs, [aed] prepare mandated reports [fef the EBO DiFeetof B:Bd depM-tmeet difeetors] and special reports as requested by department directors or the State EEO [Difeetof"]Administrator, and provide recommendations and assist agencies in eliminating barriers to equal employment opportunities. 
	ht 

	Prepare responses to EEO charges related to violations of Title Vil to the federal government and other regulatory agencies; consult with or assist agencies in preparing reports regarding the success ofrecruitment and hiring methods; provide reports to the States centralized human resources department. 
	,

	Jtfel;)Elfe speeial reports to fedefal egeeeies suoh es the Fedefel Higlw,ey Admiaistfeeon. PF011ide reports to the PersoBBel Department, eBd moBitor speeiel BBQ eotmseling programs.] 
	[The BeO Offieer 

	The EEO Officer may investigate complaints and makes recommendations for resolution; develop and maintain positive working relationships with regulatory agencies such as the Department of Labor (DOL), the Equal Employment Opportunity Commission, Nevada Equal Rights Commission, and [liaison] with various community groups; [B:Bd estahJiSR liaisons With various eefeFeemem ageeeies] maintain current knowledge of changes and new developments affecting employers; may supervise staff. 
	Perform related duties as [.reEJti.¼Fed] assigned. 
	MINIMUM QUALIFICATIONS 
	EDUCATION AND EXPERIENCE: Bachelor's degree from [Gmduet:ioe from] an accredited [four year] college or university in business or public administration, [peFsoB:Bel edmiBiseedoa, busie:ess,] human 
	EQUAL EMPLOYMENT OPPORTUNITY OFFICER37 B
	7.507
	Page 2 of2
	P
	P
	Link
	StyleSpan

	P
	P
	StyleSpan
	StyleSpan

	P
	P
	P
	7.507
	7.507

	ESTABLISHED: 11/13/87REVISED:07/01/93P9/24/92PC
	REVISED: 6/10/16PC 
	Personnel Commission Agenda June 10, 2016 
	( 
	The Division of Human Resource Management has conducted a maintenance review of class specifications in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective: 
	June 10, 2016. 
	June 10, 2016. 

	Item VI-B-4-a: 
	Item VI-B-4-c: 
	CURRENT 
	TITLE
	CODE
	( 
	New 
	7.718 
	Economist IV 
	7.719 
	Economist III 
	GRADE 
	41 
	38 
	33 
	B
	7.740 
	7.740 
	Economist! 
	33 
	B
	Economist I 
	Economist II 
	36 
	B 
	EXPLANATION OF CHANGE 
	The Nevada Department of Administration, Division of Human Resource Management conducted a class specification maintenance review for the Economist series. 
	In consultation with Subject Matter Experts from the Department of Employment, Training &Rehabilitation, Department of Business & Industry, Department of Health & Human Services and the Governor's Finance Office, it is recommended that the Chief Economist be combined into the Economist series and that the Economist IV be removed from this series and placed into its own series with a title change to Executive Branch Economist. 
	As a result of this recommendation, the duty statements from the Chief Economist series were moved to the class concept, with minor revisions to the duty statements of the combined class specifications to account for this change. Also, minor changes were made to the minimum qualifications to account for these changes and to maintain consistency with formatting structure. 
	The previous class concept for Economist IV was combined with the previous duty statements to create the new series concept for the Executive Branch Economist. Also, minor revisions were made to the minimum qualifications to account for these changes. 
	( 
	Economist Series 
	Economist Series 

	7. 707 -Chief Economist, Grade 42: Under administrative direction, the Chief Economist is responsible· for planning, organizing and directing the work of a research section within a department, as well as, performing research activities involving the application of recognized economic and research principles. 
	7.o719 -Economist III, Grade 38: Under general direction, Economist III' s perform the full range of duties as described in the series concept involving the application of recognized economic research principles and a high level of complexity. Incumbents are expected to have full supervisory authority over Economist II's and Economist I's and/or perform comprehensive, broad based research and analysis involving the application of more advanced economic principles and statistical/econometric techniques to di
	7.723 -Economist II, Grade 36: Under general direction, Economist Il's perform the duties asdescribed in the series concept involving the application of recognized economic and research principles and a high level of complexity. This is the journey level in the series. 
	7.740 -Economist I, Grade 33: Under general supervision, Economist I's perform the duties as described in the series concept in an entry level capacity. Work is assigned through direction and review for technical accuracy. This is the entry level in the series, and provides for progression to the next level upon meeting the minimum qualifications, satisfactory performance and with the approval of the appointing authority. 
	( 
	Executive Branch Economist 
	Executive Branch Economist 

	7.o718 -Executive Branch Economist, Grade 41: Within the Governor's Finance Office, under administrative direction, the Executive Branch Economist plans, organizes, develops and manages research related to complex, long and short range forecasting of diverse tax revenue and social welfare caseload projections; acts as the primary spokesperson for the Executive Branch of State government, and the Governor's Finance Office. 
	Throughout the course of the study, management and agency staff participated by offering recommendations and reviewing changes as the process progressed, and they support thisrecommendation. 
	Note: Changes, additions and/or deletions on the class specification are noted in red. 
	STATE OF NEVADA 
	Department of Administration Division of Human Resource Management 
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	STATE OF NEVADA Department of Administration Division of Human Resource Management 
	CLASS SPECIFICATION 
	TITLE 
	TITLE 
	GRADE EEO-4 CODE 

	EXECUTIVE BRANCH ECONOMIST 41 B 7.718 
	Within the Governor's Finance Office, under administrative direction, the Executive Branch Economist plans, organizes, develops and manages research related to complex, long and short range forecasting of diverse tax revenue and social welfare caseload projections; acts as the primary spokesperson for the Executive Branch of State government and the Governor's Finance Office. 
	Conduct research and analysis of economic, social, industrial and/or employment factors in order to identify trends and/or possible implications on the State; present research findings and recommendations to the Governor, the Governor's senior staff, the budget director and/or the chief financial officers at the agency level for the purpose of budget and policy development. 
	Collect, analyze and interpret data such as labor market trends, population projections, and industrial activity in order to produce economic or caseload forecasts to be used by other State agencies in forecasting budgetary and service delivery levels. 
	Provide technical assistance to State and local officials by providing and interpreting data and analysis and assisting in strategic planning based upon analysis. 
	Present and defend the State revenue forecasts to the State Economic Forum; make presentations to community groups regarding national and State economic trends and resulting implications. 
	Prepare in-depth research papers and reports of statistical and economic data containing graphs, tables, written analysis and recommendations for internal use, submission to the State and federal government, professional publication and/or for publication and distribution to local governments and the general public. 
	Prepare and conduct various required and specially assigned statistical surveys including designing or updating collection form, evaluating and analyzing data, and developing narrative summaries of analysis. 
	Update information stored in data base and assist in developing a complex information system in order to enhance the efficiency and effectiveness of work performed; extract and manipulate data stored in a data base to perform economic and statistical analysis. 
	May supervise professional, technical or administrative staff as assigned to include performance evaluations, 
	work performance standards, scheduling, work assignment and review, training and discipline. 
	Perform related duties as assigned. 
	****************************************************************************************** 
	MINIMUM QUALIFICATIONS 
	/!DUCAT/ON AND EXPERIENCE: Master's degree from an accredited college or university in economics, labor economics, econometrics, statistics or related field and three years of professional experience which included economic research, model building, forecasting, fiscal and trend analysis and interpretation and the development of presentations, reports and recommendations. This experience must have involved the application of advanced statistical mathematical and economic principles and research modeling; tw
	OR 
	OR

	EXECUTIVE BRANCH ECONOMIST 41 B 7.c718 Pagec2of2 
	MINIMUM QUALIFICATIONS (cont'd) 
	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
	Working knowledge of: selection and application of research models appropriate to project;fiscal analysis and forecasting techniques,· new and alternative economic and statistical research and forecasting approaches; data processing and computer system capabilities in the areas of economic and fiscal forecasting and trend analysis; computerized presentation techniques; economic trends and their implications on the development of research models for forecasting; national, State, regional and local economic t
	State econometric and demographic measures and estimation procedures; project management techniques including cost estimating and resource scheduling; data processing and computer system capabilities. Ability to: analyze and interpret complex interrelated financial, economic, social and demographic information; prioritize 
	projects and organize work activities accordingly; analyze long range program performance, revenue and expenditures and develop recommendations and alternatives. Skill in: designing and creating databases and developing informational programs, systems and forecasting models; writing comprehensive reports and recommendations using correct English grammar, spelling, vocabulary and punctuation; making effective verbal presentations to individuals and groups; operating a personal computer to effectively input a
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
	Detailedknowledge of: tax revenue, gaming fee tax, caseload trend,fiscal analysis and forecasting techniques; the State's computerized financial system to monitor budget trends. Working knowledge of: economic trends andtheir implications in the development of research models for forecasting State tax revenue and social welfare caseload; legislative and executive budget processes within State government; national, State, regional and local economic trends and climate. General knowledge of: organization and f
	This class specification is used for classification, recruitment and examination purposes. It is not to be considered a substitute for work performance standards for positions assigned to this class. 
	7.718 
	7.718 
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	STATE OF NEVADA Department of Administration Division of Human Resource Management 

	TITLE 
	TITLE 
	TITLE 
	GRADE EE0-4 CODE 

	CHIEF ECONOMIST 42 B 
	[ECOMONIST IV 41 B 
	ECONOMIST ID 
	ECONOMIST ID 

	+.+-18]
	38 B 
	ECONOMISTnil 36 B ECONOMIST I 33 B 
	SERIES CONCEPT 
	Economists prepare and conduct research, analysis and studies of economic, social, fiscal and other factors in relation to topic of study. 
	Conduct research and analysis of economic, social, industrial and/or employment factors in order to identify trends and/or possible implications on the State. 
	Collect, analyze and interpret data such as labor market trends, population projections, and industrial activity in order to produce economic or caseload forecasts [ftffeffif] to be used by [ethef] State agencies in forecasting budgetary and service delivery levels. 
	Provide technical assistance to State and local officials by providing and interpreting data and analysis and assisting in strategic planning based upon analysis. 
	Make presentations to community groups regarding national and State economic trends and resulting implications. 
	Produce reports containing graphs, tables, and written analysis of statistical and economic data for internal use, submission to the State and federal government, or publication and distribution to local governments and the general public. 
	Prepare and conduct various required and specially assigned statistical surveys including designing or updating collection form, evaluating and analyzing data, and developing narrative summaries of analysis. 
	Update information stored in data base and assist in developing a complex information system in order to enhance the efficiency and effectiveness of work performed; extract and manipulate data stored in a data base to perform economic and statistical analysis. 
	May supervise professional, technical, or administrative staff as assigned to include performance evaluations, . work performance standards, scheduling, work assignment and review, training and discipline. 
	Perform related duties as assigned. 
	****************************************************************************************** 
	CHIEF ECONOMIST 42 B [ECOMONIST IV 41 B 
	ECONOMIST ID 
	ECONOMIST ID 

	+.+13]
	38 B 
	ECONOMIST II 36 B ECONOMIST I 33 B Page 2 of 6 
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	CLASS CONCEPTS Chief Economist: Under administrative direction, the Chief Economist is responsible for planning, organizing and directing the work of a research section within a department as well as performing research activities involving the application of recognized economic and research principles; analyze project requirements and associated costs, approve methodologies and timeframes, monitor progress of projects, and make appropriate adjustments as necessary to ensure completion according to project 
	StyleSpan

	economics, labor economics, econometrics, statistics or related fi'!ld and five years of professional experience in conducting statistical/economic data collection, analysis and research involving the application of statistical, mathematical and economic principles and research modeling, two years of which must have included supervising lower level economists; two years of experience as an Economist III in Nevada State service; an equivalent combination of education and experience as described above. 
	OR
	OR

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
	Detailed knowledge of: research techniques and methods of analysis; current economic trends and the implications of the particular area of research; economic and statistical theories, principles, practices and techniques. Working knowledge of: data processing and computer system capabilities; project management techniques including cost estimation and resource allocation; statistical and quantitative techniques including correlation methods, regression analysis, time series analysis, analysis of frequency s
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
	Working knowledge of: federal and State laws regarding employment service programs and unemployment compensation; governmental accounting and budgetary procedures to effectively develop budgets, interpret financial analyses, develop contracts and make adjustments to budgets to ensure limits are not exceeded. 
	[ECONOMIST IV 
	[ECONOMIST IV 

	P
	P
	CIIlEF ECONOMIST 42 B [ECOMONIST IV 41 B 
	+.-+13]
	ECONOMIST ID 
	ECONOMIST ID 
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	ECONOMIST ID 

	EDUCATION AND EXPERIENCE: Bachelor's degree [ GreElt:tation] from an accredited college or university in economics, labor economics, econometrics, statistics or a related field and three years of professional experience in conducting statistical/economic data collection, [anEi] analysis and research involving the application of advanced statistical, mathematical and economic principles and research modeling; [ aRd researeh desigR anEi proeedt:1res]. [One year m1:1st be perfetmed at a level equir,•alent to t
	OR 

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
	Working knowledge of: econometrics, research design, statistical analysis, and quantitative methods and procedures; economic principles, concepts and theory. General knowledge of: supervisory principles and practices; selection and application of research models appropriate to project; fiscal analysis and forecasting techniques; new and alternative economic and statistical research and forecasting approaches; data processing and computer system capabilities in the areas of forecasting and trend analysis. Sk
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
	(These are identical to the Entry Level Knowledge, Skills and Abilities required for Chief Economist.) 
	[Complete eed in dep•h l01e:wledge of'.: eurrent eeoAemie trends and theit= iffiplieatioes ee the paRieuler area of researeh respoesibility. Keo'Aledge ef: slipep.ri!,ory teehniEt1:1es sueh as tFaiRiHg, ffloti'Vatien, woric assigRfflentBREI re,;iev,·, aRd diseipline; f)FOjeet maRageffient teehnif!ues ineludiRg eost estimating 8ftd reseuree seheEluling; date t3FOeessiRg aRd eomputer system eapabilities. Skill in: EiesigRing anEi ereating database 8fl:EI ating others to effeetive eetion.] 
	1
	infotmationel progFaffls ana systems; motir,
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	ECONOMIST II 

	EDUCATION AND EXPERIENCE: Bachelor's degree [Gra:Eluatien] from an accredited college oruniversity in economics, labor economics, econometrics, statistics or a related field and two years [ of pre•;ieus] of professional experience in conducting statistical/economic data collection, [ane] analysis and research involving the application of advanced statistical, mathematical and economic principles and research modeling; [end resea:reh design and proeedures] OR one year ofexperience [mast beperfermee ate le¥el
	OR 
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	EDUCATION AND EXPERIENCE: Bachelor's degree [Grael1:1ation] from an accredited college oruniversity in economics, labor economics, statistics or a related field; OR an equivalent combination of education and experience in conducting statistical/economic data collection and analysis involving the application of statistical, mathematical and economic principles. ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): General [")knowledge of: economic and statistical theory, procedures, 
	This class specification is used for classification, recruitment and examination purposes. It is not to be considered a substitute for work performance standards for positions assigned to this class. 
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	FOR DISCUSSION AND POSSIBLE ACTION 
	FOR DISCUSSION AND POSSIBLE ACTION 

	The Division of Human Resource Management has conducted a maintenance review of class specificationsin the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
	June 10, 2016. 
	June 10, 2016. 

	Item VI-C-1-a 
	EXPLANATION OF CHANGE 
	In conjunction with the biennial class specification maintenance review and Subject Matter Experts (SMEs) from the divisions within the Department of Health and Human Services, as well as the Nevada State Veterans Home, that utilize these classes, the Division of Human Resource Management recommends revisions to the Registered Dietitian series. The series and class concepts were revised to update and accurately describe the duties performed by
	incumbents and to reflect agency/program changes. The minimum qualifications of the levels have been modified to expand and clarify the type of relevant and acceptable experience required. Furthermore, the knowledge, skills and abilities of the classes were updated accordingly and to maintain consistency in current formatting. Additionally, an Infonnational Note was added to explain that incumbents appointed to the class must be licensed in the State of Nevada and that a temporary license may be granted to 
	( 

	Registered Dietitians provide nutritional care and medical nutrition therapy for individuals and groups in institutional, clinic, research, community and residential settings and provide nutrition education to clients/patients and families in accordance with accepted professional practices and standards. Incumbents develop, implement and monitor individual and group dietary plans; identify nutrition education needs; develop and provide education and technical assistance to patients, families, and caregivers
	10.222 -Registered Dietitian III, Grade 35: Under general direction, incumbents supervise lower level professional and support staff as assigned and provide nutrition related services at the advanced journey level in one of the following assignments: 
	(1)Nevada Early Intervention Services: Incumbents provide screening, assessment, intervention,monitoring and transition services to at-risk clients/patients from birth to three years old to achieve optimalnutrition and growth for development; provide and monitor therapeutic diets for genetic metabolic disorders(birth through adult), to protect mental abilities and physiological functioning; document and communicatechanges in clinical, health status, or functional outcomes assuring continuous care and provid
	(2) Northern Nevada Adult Mental Health Services/Southern Nevada Adult Mental Health Services: 
	Evaluates health and disease condition(s) related to developmental disability/psychiatric disorder/chemical 
	( dendency for nutrition related consequences. Demonstrates adherence to evidence-based practice at the specialty level reflecting the holistic focus of behavioral health as a complex disorder. In addition to nutrition, assessment, diagnosis, intervention, monitoring and evaluating nutritional care, incumbents negotiate and administer food service contracts for a comprehensive hospital and associated residential treatment facilities; ensure contractors are providing services in compliance with contractual a
	ep

	10.226 -Registered Dietitian IL Grade 33: Under direction, incumbents perform professional dietitian duties described in the series concept. This is the journey level class in the series. 
	10.235 -Registered Dietician L Grade 31: Under general supervision, incumbents receive training and gain experience in providing professional nutritional care and services described in the series concept. This is the entry level class in the series. 
	Agencies utilizing these classifications support the changes. 
	Note: Changes, additions and/or deletions on the class specification are noted in red. 
	( 
	STATE OF NEVADA Department of Administration Division of Human Resource Management 
	Registered Dietitians provide nutritional care and [eiet:] medical nutrition therapy for individuals and groups in institutional, clinic, research, community and residential settings and provide nutrition education to clients/patients and families in accordance with accepted professional practices and standards. 
	Develop, implement and monitor individual and group dietary plans; review data from patient's medical file; interview client/patient for information regarding medical and nutritional history, dietary adequacy, feeding difficulties, physical activity, and other factors; assess anthropometric, biochemical, clinical, dietary, feeding and behavioral data, and potential for drug-nutrient interactions; determine appropriate energy and nutrient needs. 
	Identify nutrition education needs; develop and provide education and technical assistance to patients, families, and [ eere gi:r;ers]caregivers related to normal and therapeutic nutrition; instruct individuals preparing formula and/or food regarding proper food handling procedures including preparation methods, safety and sanitation techniques. 
	Document [diMary] nutrition care plan in client/patient records; [re\/iew ehel1s for ehaRges in 13hysieien ordef'S;] prepare written reports, records and summaries; ensure compliance with applicable regulatorystandards. Develop nutrition recommendations and collaborate the nutrition plan of care with physicians, home health services, and WIC. 
	Participate in interdisciplinary treatment team meetings to obtain and provide information concerningclients;patients treatment and progress, and coordinate treatment efforts with other team members as required in the assigned setting. 
	Plan and conduct training and orientation sessions for professional, technical and other support staff; research current nutritional literature, recommendations and practices and present new nutrition information and policy developments. 
	Establish written priorities, policies and procedures for the provision of nutritional services; ensure conformance to local, State and federal licens[eF]ure and funding guidelines; maintain program records and evaluate services; prepare reports and statistics, and participate in developing the nutrition services budget. 
	Monitor and oversee [ef) food service contractors; spot check foods delivered or prepared by contractors and vendors to ensure consistent food preparation, proper food handling, sanitation and safety practicesf;}; [w] assess efficiency and accountability of food service contractors; provide instruction and orientation to new employees and food service staff; plan and/or approve institutional menu to ensure nutritional adequacy and client/patient satisfaction. 
	Supervise subordinate clerical and/or technical staff by training, evaluating and documenting work performance, conducting case conferences as needed, and implement in-service training to ensure continuity of care and compliance with clinic and agency standards as assigned. 
	Communicate with vendors and other local and State agencies including providing information regarding agency/program policies, procedures and objectives and by checking or following up on complaints regarding services and products provided. 
	Perform related duties as assigned.
	****************************************************************************************** 
	CLASS CONCEPTS 
	Under general direction, incumbents supervise lower level professional and support staff as assigned and provide nutrition related services at the advanced journey level in one of the following assignments: 
	Registered Dietitian III: 

	(1) 
	(1) 
	(1) 
	[Speeiel Chi'6hse1i's CJi:nie]Nevada Early Intervention Services: Incumbents provide screening, assessment, intervention, monitoring and transition services to at-risk clients/patients from birth to [SHt-] three years old to achieve optimal nutrition and growth/or development; [preseriee] provide and monitor therapeutic diets for genetic metabolic disorders (birth through adult), to protect mental abilities and physiological functioning; document and communicate changes in clinical, health status, or functi

	(2) 
	(2) 
	Northern Nevada Adult Mental Health [l-n5timte] Services/Southern Nevada Adult Mental Health [F-eed] Sen,ices: Evaluates health and disease condition(s) related to developmental disability/psychiatric disorder/chemical dependency for nutrition related consequences. Demonstrates adherence to evidence-based practice at the specialty level reflecting the holistic focus of behavioral health as a complex disorder. In addition to nutrition [sereeRtAg], assessment,diagnosis, intervention, monitoring and [treRsitio


	Under direction, incumbents perform professional dietitian duties described in the series concept. This is the journey level class in the series. 
	Registered Dietitian TI: 

	Under general supervision, incumbents receive training and gain experience in providing professional nutritional care and services described in the series concept. This is the entry level class in the series. 
	Registered Dietitian I: 

	****************************************************************************************** 
	MINIMUM QUALIFICATIONS 
	SPECIAL REQUIREMENT: 
	SPECIAL REQUIREMENT: 

	* 
	* 
	Some positions require experience in pediatric nutrition including treatment of children with metabolic disorders and early intervention for developmentally delayed children ages birth to three years and will be designated at the time of recruitment. 

	REGISTERED DIETITIAN ID 35 B 10.222 REGISTERED DIETITIAN II 33 B 10.226 REGISTERED DIETITIAN I 31 B 10.235 Page 3 of5 
	MINIMUM QUALIFICATIONS (cont'd) 
	INFORMATIONAL NOTES: 
	INFORMATIONAL NOTES: 

	* 
	* 
	A Master's degree from an accredited college or university with major work in nutrition, public health nutrition or dietetics may be substituted for one year of the required work experience. 

	* 
	* 
	Per Nevada Revised Statutes (NRS) 640E, persons appointed to this class must be licensed as a Registered Dietitian in the State of Nevada. A temporary license may be granted, pending dietitian licensing in the State of Nevada, to a person who holds a corresponding license in another jurisdiction. 

	REGISTERED DIETITIAN III 
	REGISTERED DIETITIAN III 

	EDUCATION AND EXPERIENCE: Current [eertifieEKieA] registration and licensure by the Commission on Dietetic Registration and three years of professional experience as a Registered Dietitian, two years of which were in a clinic, hospital, or similar health care setting. (See Special Requirement and Informational Note) 
	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
	Working knowledge of: food safety and sanitation requirements; food quality and grading standards; facility inspection standards and auditing procedures; State and community resources in nutrition and public health; principles and practices of supervision; local, State and federal regulations related to food and nutrition services; nutritional care for clients/patients with special health care needs which may include metabolic disorders, chronic and digestive diseases; program planning processes including w
	FULL PERFORMANCE KNOWLEDGE, SK.ILLS AND ABILITIES (typically acquired on the job):
	Working knowledge of: nutritional care for clients/patients with developmental [problems] disabilities; agency policies and procedures related to nutrition services and personnel management. 
	REGISTERED DIETITIAN II 
	REGISTERED DIETITIAN II 

	EDUCATION AND EXPERIENCE: Current [eertifieatioA] registration and licensure by the Commission on Dietetic Registration and one year of professional experience as a Registered Dietitian. (See Special Requirement and Informational Note) 
	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
	Working knowledge of: nutrient content of foods; nutritional requirements of infants, children, adolescents and adults; biochemistry, microbiology, and physiology as applied to dietetics; appropriate food 
	preparation, delivery, service and storage methods and techniques; social, cultural and economic issues impacting diets and nutrition for infants, children, adolescents, adults, families and individuals. Ability to: interpret program/facility policies and procedures; and all knowledge, skills and abilities required at the lower level. 
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
	(WoFldeg lmowledge of! food safety aRd saRitation requiFemeRts; foes quality and g:F&<iiRg staRdards; faeilit)' insJJeetioR standards aRd &1:1ElitiRg proeedures; State anEI eomm1:1Riey resourees iR RutritioR and puhiie kealth; f)FiReif)les anEI praetiees of suJJeFYision; loeal, State aREi federal reg1:1latiens relateEI to food and rn:nritioR seFYiees. Abilit:y tos formulate ans 1+-..·rite eliRielfaeilit:y eejeeti,•es to asdress serviee eeli1+1eey problems; suJJervise suherdiRate elerieal/teehnieal staff inc
	worlc; assess staff training needs, and organi2:e and eondl:let training fer professionals, paF&flrofessional ens 

	REGISTERED DIETITIAN I 
	REGISTERED DIETITIAN I 

	EDUCATION AND EXPERIENCE: Current [eertifieation] registration and licensure by the Commission on Dietetic Registration as a Registered Dietitian. (See Special Requirement and Informational Note) 
	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
	Working knowledge of: current dietary guidelines; nutritional assessment methods; client/patient rights and confidentiality standards. General knowledge of: nutrient content of foods; nutritional requirements of infants, children, adolescents and adults; biochemistry, microbiology, and physiology as applied to dietetics; appropriate food preparation, delivery, service and storage methods and techniques; meal and menu planning for individuals with special dietary [proelems] needs; food safety and sanitation 
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
	(These are identical to the Entry Level Knowledge, Skills and Abilities required for Registered Dietitian II.) 
	This class specification is used for classification, recruitment and examination purposes. It is not to be considered a substitute for work performance standards for positions assigned to this class. 
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	FOR DISCUSSION AND POSSIBLE ACTION 
	FOR DISCUSSION AND POSSIBLE ACTION 

	The Division of Human Resource Management has conducted a maintenance review of class specificationsin the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
	June 10, 2016. 
	June 10, 2016. 

	Item VI-C-1-b: 
	-
	EXPLANATION OF CHANGE 
	In conjunction with the class specification maintenance review process conducted by Human ResourceManagement, it is recommended that the Workers' Compensation Nurse series be abolished. During thisreview, it was determined that there are no classified positions within State service or within the NevadaSystem of Higher Education.
	( 
	Agency personnel support this recommendation
	Note: Changes, additions and/or deletions on the class specification are noted in red. 
	STATE OF NEVADA 
	Department of Administration Division of Human Resource Management 
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	A Baehelor's segree iA nursiAg is eq1:1ivaleRt to a. siploma. or Assoeiate's degree ie. Aursing and one ye&F of eKperieRee.

	WORKERS' COl\4PENSATION NURSE II 
	WORKERS' COl\4PENSATION NURSE II 

	EDUCATION AND EXPERJEWCE: CurreRt ljeense to praetiee as a R:egisteres }1urse in tl'le State of ]l,levada &Rd three )'ears of professional Rursing eMperienee, oRe year of whieh iR•rol\'ed applyiAg mesieal knoYrledge to the elaims proeess for the treatmeRt of iRdustrially iRjt:1red 'NOrl(ers; QB oRe year as a Worlcers' CompeRsation }olt:1rse I iR Ne\'ada State se£¥iee; QB BR equi\'aleRt eombination of edueation ans eKperienee. (See 8peeiel ReqNitvmrent enti !JtfePmaliomd AT.ote) 
	ENTRY LBVBL Kul!.JOWLEDGB, SK.ILLS A}iID l\BILITieS (required at tiffie ofapplieatioA): 
	Warl,ieg lu1owledge of? ·Norkers' eompeHsatioR medieal elaiffis re\'iew teehAiques e:ns proeea1:1res; State laws 8fld aamiRistrative eode as applied to medieal olaims review; eomputer systems end applieable software; mesieal ease ffi&RagemeRt 13r0eesses. Ahilify to: traiR &Rs pro•,iise worlc aireetion to personRel re•,,iewiAg ffiee:iieal ela.iffis for iRsustrie:lly iRjureEI workers; pro\'iae teehRieal assistaRee to others regarding lomatieall)witk elaimants, supervisors, eo •,1r0rlcers, ffiedieal pro:vie:ie
	meaioal m8flagemeRt issues; iRteraot di
	13
	1 

	FULL PBR.C:ORMANGE KNOWLEDGE:, SKILLS AND ABILITIES (typieally aeeiuired oA thejeb):
	Worlaeg l,eowledge of1 quality assuraRee andtor t:ttili:catioR review audit &Rd eemplianee aetivities, polieies &Rd proeedures. Abilify te: me:iRtain euff€1nt knowledge of workers' eompensation elaims review praetiees, ehaAges iR regulations, &RS aeeeptes tre&ffReRt:s of iRjuree:I workers; pro¥ide tre.iAing to t-Jnit aAd ageney staff &Rd se£¥e OR oommittees as a.ssigHed; provide work sireotioR to uRit staff ans represeHt tke 1:mit iR ageney aRs oofflmHnity meetiAgs. 
	WORKERS' COMPENSATION NURSE I 
	WORKERS' COMPENSATION NURSE I 

	EDUCATION AND EXPERIENCE: Cummt lieense to praetioe as a Registereci Nurse in the State of Ne•rada &Rd two )'ears of professioRal a1:1rsing 6:KJ)erieRee; QB &Fl eei1:1ivaleRt eombiflatioR of edueetioR and eKperieRee. (See 8peeit1l Requi,=ement anti hefer:m8lionel 1Note) 
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	( 
	The Division of Human Resource Management has conducted a maintenance review of class specifications in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective: 
	June 10, 2016. 
	June 10, 2016. 

	Item VI-C-2-a: 
	EXPLANATION OF CHANGE 
	In consultation with the Subject Matter Expert (SME) from the University of Nevada, Las Vegas, Human Resource Management conducted a class specification maintenance review for Dental Equipment Technician class. It was determined that the concepts, minimum qualifications and knowledge, skills and abilities are consistent with current expectations and no changes were necessary. However, the statement "as described above" was added to the equivalent combination of education and experience in order to maintainc
	( 
	( 
	Under limited supervision, Dental Equipment Technicians install, repair and maintain a variety of electronic, hydraulic, mechanical and pneumatic equipment in support of dental educational and patient care programs. Incumbents assemble and install new and replacement parts and equipment in accordance withmanufacturers' technical manuals and guidelines; diagnose equipment malfunctioning and repair dental chairs, foot controls, hand pieces, casting machines, laboratory ovens, ultrasonic cleaners and sterilize

	Note: Changes, additions and/or deletions on the class specification are noted in red. 
	STATE OF NEVADA 
	Department of Administration Division of Human Resource Management 
	CLASS-SPECIFICATION 
	TITLE 
	TITLE 
	GRADE EEO-4 CODE 

	DENTAL EQUIPMENT TECHNICIAN 31 G 10.265 
	Under limited supervision, Dental Equipment Technicians install, repair and maintain a variety of electronic, hydraulic, mechanical and pneumatic equipment in support of dental educational and patient care programs. 
	Assemble and install new and replacement parts and equipment in accordance with manufacturers' technical manuals and guidelines; test and calibrate dental equipment to ensure optimum functioning; explain and demonstrate proper operation of equipment to·personnel. 
	Diagnose equipment malfunctioning and repair dental chairs, foot controls, hand pieces, casting machines, laboratory ovens, ultrasonic cleaners and sterilizers, operatory lights and other items; select appropriate methods, materials and techniques to restore proper operation; repair or replace worn or defective parts. 
	Determine if equipment can be repaired or needs replacement; contact vendors and locate parts; develop cost estimates and send equipment to external repair facilities as required. 
	Service dental equipment according to preventive maintenance schedules and manufacturer's recommendations; clean, adjust and lubricate parts; change filters; test and recalibrate equipment to acceptable performance levels. 
	Respond to emergency breakdowns and requests for service as required. 
	Operate a wide variety of hand and power tools and test equipment used on electrical, hydraulic and pneumatic dental equipment. 
	Maintain an adequate inventory of common repair parts and materials; order items and replenish stock according to established purchasing procedures; maintain inventory and related records. 
	Perform related duties as assigned. 
	****************************************************************************************** 
	MINIMUM QUALIFICATIONS 
	EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and three years of experience in the maintenance and repair of dental equipment; an equivalent combination of education and experience as described above. 
	OR

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Working knowledge of: hydraulic equipment, x-ray test equipment, mechanical tools, and voltmeters;operation, maintenance and repair of a variety of dental equipment; health and safety regulations applicable to a dental laboratory and patient care; standard dental office or dental school practices and procedures; proper use and care of hand and power tools used to repair and maintain dental equipment. Ability to: install and servi
	DENTAL EQUIPMENT TECHNICIAN 31 G 10.265 Page 2 of2 
	MINIMUM QUALIDCATIONS (cont'd) 
	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (cont'd) 
	interpret complex mechanical and electrical layouts from diagrams or schematics; read and understand technical repair manuals, maintenance specifications, and service agreements; apply sterile techniques and infection control procedures as needed; maintain records of equipment maintenance or service such as cleaning, lubrication and adjustment; disassemble malfunctioning equipment and remove, repair and replace defective parts; explain and demonstrate correct operation and preventive maintenance of dental e
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
	Detailed knowledge of: standard dental school/dental office practices and procedures. Ability to: establish and maintain effective working relationships with students, employees, and other agencies; use independent judgment in determining the appropriate method or course of action to take in repairing and maintaining dental 
	equipment. 
	This class specification is used for classification, recruitment and examination purposes. It is not to be considered a substitute for work performance standards for positions assigned to this class. 
	10.265 
	10.265 

	ESTABLISHED: 5/28/04UC
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	FOR DISCUSSION AND POSSIBLE ACTION 
	FOR DISCUSSION AND POSSIBLE ACTION 

	The Division of Human Resource Management has conducted a maintenance review of class specificationsin the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
	June 10, 2016. 
	June 10, 2016. 

	Item VI-C-3-a: 
	' ·-
	-

	EXPLANATION OF CHANGE 
	In conjunction with the Biennial Class Specification Maintenance Review project and in consultation withthe Subject Matter Expert (SME) from the Division of Public and Behavioral Health, Human ResourceManagement conducted review for the Consumer Services Coordinator class. Revisions were made to theconcept to reflect changes to titles and division names. Additionally, revisions were made to update dutystatements. A Special Requirement was added to require that an incumbent be a Peer Supporter at the timeof 
	( 
	mental and/or behavioral health disorder and who possesses the skills and abilities to work collaborativelywith and under the clinical and direct supervision of a QMHP). Also, Human Resource Managementrecommends the addition of an Information Note to reflect that an incumbent must have the ability to meetthe qualifications of a Qualified Behavioral Aide as outlined in the Medicaid Services Manual. In addition,minor modifications to the education and experience as well as the knowledge, skills and abilities 
	Under supervision of a designated Qualified Mental Health Professional (QMHP), the incumbent plans,organizes and coordinates the consumer services/peer support program for the Division of Public and Behavioral Health or provides division-wide support; supervises Consumer Services Assistants working in various locations and facilities. Incumbents monitor program operations through on-site visits and review ofrecords and reports; ensure the delivery of services are based on compliance with Medicaid regulation
	Note: Changes, additions anti/or deletions on the class specification are noted in red. 
	STATE OF NEVADA 
	Department of Administration Division of Human Resource Management 
	CLASS SPECIFICATION 
	TITLE GRADE EE0-4 
	TITLE GRADE EE0-4 
	CODE 

	CONSUMER SERVICES COORDINATOR 29 E 10.340 
	Under supervision of a [CliRieel Prograffl PleMer HI] designated Qualified Mental Health Professional (QMHP), the incumbent plans, organizes and coordinates the consumer services/peer support program for the Division of [MeRtel Heohh &Re DeYelopRlentol Serviees]c.Public and Behavioral Health in the Department of Health and Human Services or provides division-wide support; supervises Consumer Services Assistants working in various locations and facilities; develops, implements, presents and evaluates consume
	Monitor program operations through on-site visits and review of records and reports; provide direct peer support services; gather and document input from program personnel and other interested parties; identify consumer issues and concerns; consult with division and facility supervisors to develop plans to resolve issues; prepare statistical and narrative reports and recommendations for management. Ensures the delivery of services are based on compliance with Medicaid regulations. 
	Participate in statewide service delivery planning, development and implementation to ensure client needs are met, and policy development to ensure representation of consumer; represent the consumer services program in management meetings to provide feedback on proposed changes; advocate for and represent the mental health consumer/client perspective to management and the community for the purpose of improving understanding and services. 
	Supervise Consumer Services Assistants; participate in selection interviews and recommend hiring; review and approve work performance standards; provide ongoing performance coaching and mentoring; prepare/conduct performance evaluations in conjunction with professional staff at the employee's assigned facility; evaluate subordinate training requirements and prepare training materials; conduct or schedule required training; recommend and take corrective action as needed. 
	Assist in the budget development for the consumer services program; track and review expenditures to ensure compliance with budgetary limits. 
	Participate as a member of the division training committee; evaluate division training needs related to consumer services issues; prepare training materials; may· provide group or individual training to professionals and community groups on the role of consumers in mental health service delivery. 
	Participate as a member of the division performance improvement team; review written consumer satisfaction surveys for clarity to consumers and to eliminate cultural/ethnic bias; compile and present Consumer Services Assistants' input regarding surveys; recommend service improvements based on survey findings. 
	Perform related duties as assigned. 
	****************************************************************************************** 
	CONSUMER SERVICES COORDINATOR 29 E 10.340 Page 2 of3 
	MINIMUM QUALIFICATIONS 
	SPECIAL REQUIREMENTS: 
	SPECIAL REQUIREMENTS: 

	* 
	* 
	A valid driver's license is required at the time of appointment and as a condition of continuing employment.

	* 
	Incumbent is required to meet criteria as a Peer Supporter at the time of appointment. 
	INFORMATIONAL NOTES: 
	INFORMATIONAL NOTES: 

	* 
	* 
	Sixty semester credits from an accredited college or university that included coursework. in psychology, sociology, human development or business may be substituted for one year of administrative experience. 

	* Transcripts are required with application if college coursework is to substitute for experience. 
	* 
	Incumbent must have the ability to meet the qualifications of a Qualified Behavioral Aide as outlined 
	in the Medicaid Services Manual (MSM). 
	EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and three years of experience, two years of which included performing or assisting in planning, coordinating or administering a program; composing business correspondence, reports, recommendations and presentations; presenting information and recommendations to individuals or groups; participating as a team or committee member; and using a computer to enter and retrieve data and prepare correspondence and reports. One year of the 
	OR 

	ENTRY LEVEL KNOWLEDGE, SK.ILLS AND ABILITIES (required at time of application): 
	Working knowledge of: living with and managing a [mental] behavioral health disorder/illness; self-help skills required for management of mental illness [ s1:1eh as talciAg Fesponsibility for aetioAs,] following a treatment plan and self-recognition of symptoms related to illness; techniques used to assist clients in developing independent living skills such as role modeling, coaching and prompting; mental health consumer movement; national mental health advocacy efforts and groups; English grammar, punctua
	FULL PERFORMANCE KNOWLEDGE, SK.ILLS AND ABILITIES (typically acquired on the job): Working knowledge of: principles of supervision and training; use of a personal computer includingspreadsheet software and the Internet; mental health services available in Nevada; federal and State regulations related to mental health client rights; division and agency policies and procedures to include client rights, confidentiality, abuse and neglect; impact of mental illness on family and the community; team leadership an
	CONSUMER SERVICES COORDINATOR 29 E 
	Page 3 of3 
	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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	10.340 
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	Personnel Commission AgendaJune 10, 2016
	( 
	FOR DISCUSSION AND POSSIBLE ACTION 
	FOR DISCUSSION AND POSSIBLE ACTION 

	The Division of Human Resource Management has conducted a maintenance review of class specificationsin the Occupational Group(s) listed below. It is recommended that the following classes be revised effective:
	June 10, 2016. 
	June 10, 2016. 

	Item VI-C-4-a: 
	EXPLANATION OF CHANGE 
	The merging of the Health Division with Mental Health Services functions of the Mental Health andDevelopmental Services Division resulted in the creation of the Division of Public and Behavioral Health.With this change, there is no longer a need for maintaining the Deputy Administrator, Health classification.Human Resource Management recommends this classification be abolished.
	The Department of Health and Human Services supports abolishing this class specification.
	Note: Changes, additions and/or deletions on the class specification are noted in red. 
	STATE OF NEVADA 
	Department of Administration Division of Human Resource Management 
	CLASS SPECIFICATION 
	TITLE 
	TITLE 
	GRADE
	EE0-4
	CODE 

	[DEPUTY AllMIMSTRi:\TOR, HEALTH 4419.S@O 
	P
	P
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	StyleSpan
	StyleSpan
	StyleSpan

	P
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	P
	P
	StyleSpan
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	P
	P
	P
	P
	DEPUTY ADMINISTRATOR, HEALTH 44 A10.500 
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	response to legal ffi8ndates; serve on eommittees and ette0d a ¥0:fiety of meetings to represent the egeney's interests in local, regional aRd Rational forams. PerfoRn the auties of the division aam.iRistrator upon reqt:1est. PerfoRn related euties as essigRee. ****************************************************************************************** MINIMUM QUALIFICATIONS EDUCATION AND EXPERIENCE: Beokelor's deg,:ee from aft aeeredited college or 1:1Ri>.•ersity in puhlie health, publie aelministration, hum
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	Personnel Commission Agenda June 10, 2016 
	FOR DISCUSSION AND POSSIBLE ACTION 
	FOR DISCUSSION AND POSSIBLE ACTION 

	The Division of Human Resource Management has conducted a maintenance review of class specifications in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective: 
	June 10, 2016. 
	Item VI-C-5-a: 
	. 
	I 
	l 

	-
	CURRENT
	PROPOSED
	CODE TITLE GRADE EE0-4 CODE TITLE GRADE EE0-4
	I I 
	10.707 Chemist V 38 A JO. 707 Chemist V 38 A 
	10.708 Chemist IV 36 B 10.708 CltemistJV 36 B 
	I 0.712 Chemist Ill 34 B 10.712 C/Jemist/11 34 B 
	10.713 Chemist II 32 8 10.713 Cl,emist/J 32 B 
	10.724 Chemist I 30 8 10.724 Cl,emistl 30 B 
	EXPLANATION OF CHANGE 
	The Nevada Department of Administration, Division of Human Resource Management conducted a class specification maintenance review for the Chemist series. In consultation with Subject Matter Experts from the Department of Transportation, Department of Agriculture and recruitment experts from Human Resource Management, minor changes were made to the series concept to account for changes in verbiage used and duties performed; however, these modifications required no changes to the minimum qualifications. 
	Human Resource Management also recommends changes to the knowledge, skills and abilities to reflect what is required in order to perform duties outlined. Additionally, minor revisions were made to the education and experience, and full-performance knowledge, skills and abilities to maintain formatting consistency. 
	Chemists anale air, water, tissue, milk, petroleum products, antifreeze, soil, cement, paint, construction materials, pesticide residue and other samples; operate sophisticated laboratory instrumentation; identify and document sample contents and contaminants; provide testimony to State boards, lawmakers and industry; and maintain records of results. Incumbents anale water samples from drinking, surface, and industrial waste water, and sewer treatment plant sources in accordance with Environmental Protectio
	yz
	yz

	antifreeze samples to specifications set forth by ASTM International; analyze ground water, surface water, vegetation, soil and tissue for pesticide residues by various extraction techniques. Additionally, incumbents 
	anale water samples for gross alpha and gross beta; analyze pesticide samples according to EPA guidelines; anale fertilizer samples for nitrogen, phosphorus, potassium and other nutrients and non­
	yz
	yz

	nutrients; maintain sample integrity and chain of custody; and identify and request laboratory equipment andinstrumentation. 
	0 

	10. 707 -Chemist V, Grade 38:Under administrative direction, Chemist V's plan, organize, 
	coordinate and oversee the overall operation of a laboratory(ies) in which water, soil, petroleum products, pesticides, highway construction materials and other materials are tested for chemical composition, contamination and/or compliance with State and federal regulations and standards. Train, supervise and evaluate the performance of professional chemists, laboratory technicians and assistants; develop work performance standards; schedule and assign work and determine priorities; provide technical expert
	(1)Report to a supervisor who is not a chemist and work independently in providing chemicalanalysis of various materials in support of agency programs and activities; oversee and coordinate
	0

	activities in the assigned laboratory including analytical equipment and instrumentation; ordersupplies and equipment; and implement quality assurance procedures; or
	(2)Report to a Chemist V and perform the full range of duties described in the series concept. Inaddition, Chemist )V's supervise lower level professional chemists including responsibility fortraining, evaluating performance, assigning and reviewing work, and counseling and discipline.Incumbents at this level may also be assigned to participate in budget preparation and monitoring,requesting equipment and supplies, and recommending the purchase of new equipment andinstrumentation, but the Chemist V has the 
	10.712 -Chemist III, Grade 34: Under general supervision, incumbents perform a broad range ofduties outlined in the series concept in an assigned laboratory. This is the journey level for the series.
	10.713 -Chemist II. Grade 32: Under supervision, incumbents continue to receive training and gain experience in performing duties outlined in the series concept. This is the advanced trainee level for the series. 
	JO. 724 -Chemist I, Grade 30: Under immediate superv1S1on, incumbents receive training in performing duties outlined in the series concept. This is the trainee level for the series. 
	Throughout the process, management and staff within the division participated by offering recommendations 
	and reviewing changes as the process progressed, and they support this recommendation. 
	Note: Cha11ges, additio11s a11d/or deletio11s 011 tire class specificatio11 are 11oted ;,, red. 
	STATE OF NEVADA 
	Department of Administration Division of Human Resource Management 
	CLASS SPECIFICATION 
	TITLE 
	TITLE 
	GRADE 
	EE0-4 CODE 

	CHEMISTV 
	A 
	10.707 
	CHEMIST IV 
	B 10.708 
	B
	CHEMIST III 
	34 
	10.712 
	Chemists analyze air, water, tissue, milk, petroleum products, antifreeze, soil, cement, paint, construction materials, pesticide residue and other samples; operate sophisticated laboratory instrumentation; identify and document sample contents and contaminants; provide testimony to State boards, lawmakers and industry; and maintain records of results. 
	Analyze water samples from drinking, surface, and industrial waste water, and sewer treatment plant sources in accordance with Environmental Protection Agency (EPA) approved procedures; identify the presence and concentration of nitrate, nitrite, fluoride, ammonia, kjeldahl nitrogen, and total phosphorus using titrametric, colorimetric or specific ion electrode techniques; and analyze presence of metals using flame atomic absorption, graphite furnace atomic absorption, and inductively coupled plasma-mass sp
	Analyze air, sediment, sludge, blood and tissue samples according to established EPA procedures and standard laboratory methods. 
	Conduct chemical testing of State highway construction materials such as paint, cement and water; ensure chemical and physical properties of construction materials are appropriate for projects, and in compliance with State specifications; assist engineers in solving construction problems related to chemical and physical properties of materials. 
	Analyze construction materials and samples; maintain records of results; determine and document sample contents and contaminants; evaluate new and existing materials for compliance to federal, State and local regulations and specifications. 
	Evaluate, maintain, update and write specifications for new and existing construction materials, products, equipment and specifications for special provisions, standard plans, and invitations to bid. 
	Provide testimony to State boards, lawmakers, and industry representatives as requested; assist field offices, other governmental agencies and private entities in resolving conflicts and problems in sample testing. 
	Evaluate and maintain new and existing technology, methodology, literature and analyses for possible incorporation into laboratory procedures and protocols. 
	Analyze [diesel, geseHne] motor fuels (including diesel, gasoline, alternative fuels and jet fuels) and motor oil samples acteristics and air quality impact according to standards set forth by the American Society for Testing and Materials (ASTM International), the American Petroleum Institute (AP[) and the Society of Automotive Engineers (SAE) using gas chromatography, x-ray, near infrared spectroscopy and other techniques; and determine compliance with labeling and the specifications adopted by law. 
	for physical char

	Determine compliance of antifreeze samples to specifications set forth by ASTM International; measure specific gravity and check pH balance, boiling point and temperature tolerances to test for foaming tendencies. 
	Analyze ground water, surface water, vegetation, soil and tissue for pesticide residues by various extraction techniques. l,eler.i't'etiHtioR eea] Use appropriate gas and liquid chromatography instruments with various selective detding mass spectrometry. [t-ene eoRfiFm] Identify the presence and calculate concentration of herbicides and pesticides. 
	ection systems inclu

	Analyze water samples for gross alpha and gross beta and additional radiochemistry as needed. 
	Analyze pesticide samples according to EPA guidelines; review product label; identify active ingredients,known problem areas, and possible contaminants; research current literature for available analyticalmethodology; select appropriate method for determining the presence and concentration of the sample's components; utilize extraction and column chromatography; and modify procedures to meet the specific needs of the analysis. 
	Analyze fertilizer samples for nitrogen, phosphorus, potassium and [mineFJ other nutrients and non-nutrients using appropriate analytical methods. 
	Maintain sample integrity and chain of custody; inspect samples for leakage; complete lab data calculations and worksheets; record processes and results; prepare and submit analytical report; enter findings into computer and maintain quality assurance. 
	Identify and request laboratory equipment and instrumentation; maintain and perform minor repairs byfollowing manufacturers' instructions and schedules; ensure proper operation of equipment; recommend major repairs and services; request supplies, chemicals, and equipment; utilize updated computer programs to accommodate standards and new methodology. 
	Perform related duties as assigned. 
	CLASS CONCEPTS 
	Under administrative direction, Chemist V's plan, organize, coordinate and oversee the overall operation of a laboratory(ies) in which water, soil, petroleum products, pesticides, highway construction materials and other materials are tested for chemical composition, contamination and/or compliance with State and federal regulations and standards. 
	Chemist V: 

	Train, supervise and evaluate the performance of professional chemists, laboratory technicians and assistants; develop work performance standards; schedule and assign work and determine priorities; provide technical expertise as requested by subordinate staff. 
	Establish and revise laboratory policies and procedures; develop and maintain appropriate quality control and quality assurance procedures; ensure compliance with current safety requirements including the properhandling, storage, use and disposal of hazardous materials; coordinate laboratory activities with other State and federal agencies and entities. 
	Participate in long-range planning and budgeting processes; project personnel and equipment needs; develop and monitor the laboratory budget; order equipment, supplies and materials; maintain current knowledge of technological advancements in chemical analysis, computer applications and specialized instrumentation. 
	CLASS CONCEPTS (cont'd) 
	(cont'd) 
	Chemist V

	May direct the registration of pesticides, fertilizers and petroleum products, ensuring compliance with applicable federal and State laws and regulations; issue special need registrations and crisis exemptions; oversee the collection of fees and the licensing of restricted pesticide dealers in the State. 
	Under general direction, positions allocated to this class either: 
	Chemist IV: 

	(1) 
	(1) 
	(1) 
	Report to a supervisor who is not a chemist and work independently in providing chemical analysis of various materials in support of agency programs and activities; oversee and coordinate activities in the assied laboratory including analytical equipment and instrumentation; order supplies and equipment; and implement quality assurance procedures; or 
	gn


	(2) 
	(2) 
	Report to a Chemist V and perform the full range of duties described in the series concept. In addition, Chemist IV's supervise lower level professional chemists including responsibility for training, evaluating performance, assiing and reviewing work, and counseling and discipline. Incumbents at this level may also be assied to participate in budget preparation and monitoring, requesting equipment and supplies, and recommending the purchase of new equipment and instrumentation, but the Chemist V has the fi
	gn
	gn



	Under general supervision, incumbents perform a broad range of duties outlined in the series concept in an assigned laboratory. This is the journey level for the series. 
	Chemist III: 

	Under supervision, incumbents continue to receive training and gain experience in performing duties outlined in the series concept. This is the advanced trainee level for the series. 
	Chemist II: 

	Under immediate supervision, incumbents receive training in performing duties outlined in the series concept. This is the trainee level for the series . 
	Chemist I: 

	MINIMUM QUALIFICATIONS 
	SPECIAL REQUIREMENT: 
	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. 
	CHEMISTeV 
	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in chemistry or closely related field and five years of progressively responsible professional experience as a chemist in a laboratory setting; one year as a Chemist IV in Nevada State service; an equivalent combination of education and experience as described above. (See Special Requirement) 
	OR 
	OR 

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Detailed knowledge of: various scientific literature related to a specified field of chemistry; and laboratory equipment used for analyses; relevant federal and State rules and regulations. Working knowledge of: agency rules, regulations, policies and procedures. Ability to: determine methodology to be applied and equipment to be utilized in conducting various tests and analysis; analyze a variety of materials to determine chemic
	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (cont'd) counsel and discipline subordinate staff; 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: pertinent federal and State rules and regulations; providers of chemistry equipment and supplies; supervisory techniques and practices; and State purchasing policies and procedures. 
	CHEMIST IV 
	CHEMIST IV 

	P
	StyleSpan

	P
	P
	P
	P
	StyleSpan
	StyleSpan

	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in chemistry or closely related field and four years of professional experience as a chemist in a laboratory setting; QR two years as a Chemist III in Nevada State service; OR an equivalent combination of education and experience as described above. (See Special Requirement) ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Detailed knowledge of: analytical computer systems and applications used
	CHEMIST III 
	CHEMIST III 

	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in chemistry or closely related field and two years of professional experience as a chemist in a laboratory setting; one year as a Chemist II in Nevada State service; an equivalent combination of education and experience as described above. (See Special Requirement) 
	OR 
	OR 

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
	Working knowledge of: organic or inorganic chemistry including qualitative and quantitative methods of analysis; laboratory equipment used for analysis; health and safety precautions applicable to working with volatile chemicals and other hazardous materials; computer hardware and software used in a chemistry laboratory. Ability to: compare analytical results with reference standards and form logical conclusions; systematically arrange information, test results, data, and reports into appropriate categories
	MINIMUM QUALIFICATIONS (cont'd) 
	(cont'd) 
	CHEMIST III

	P
	P
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): [WeFkieg lcaewledge ef:1 ageAey rules aAdregulations, polieies and proeed1:1res related to lahoreteey praetiees. General lmewledge ef? A!leYeAt federal aAa State Jaws aAd Fegl;llatiens. Allility te: ,,yoflc indepeRdeAtly in eempleting ehemieal analysis.] (These are identical to the Entry Level Knowledge, Skills and Abilities required/or Chemist IV.) 
	CHEMIST II 
	CHEMIST II 

	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in chemistry or closely related field and one year of professional experience as a chemist in a laboratory setting; one year of experience as a Chemist I in Nevada State service; an equivalent combination of education and experience as described above. (See Special Requirement) 
	OR 
	OR 

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
	General knowledge of: organic or inorganic chemistry including qualitative and quantitative methods of analysis; health and safety precautions applicable to working with volatile chemicals and other hazardous materials; laboratory equipment used in analysis of water, gas, oil and other samples. Skill in: performing standard laboratory techniques and procedures; 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 requiredfor Chemist Ill.) 
	CHEMIST I 
	CHEMIST I 

	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in 
	chemistry or closely related field; an equivalent combination of education and experience. 
	OR

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): Basic knowledge of: organic or inorganic chemistry including qualitative and quantitative methods of analysis; health and safety precautions applicable to working with volatile chemicals and other hazardous materials; and laboratory equipment used in analysis of water, gas, oil and other samples. Ability to: read and understand technical laboratory literature; accurately measure, record and report scientific data; establish and m
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
	(These are identical to the Entry Level Knowledge, Skills and Abilities requiredfor Chemist II.) 
	This class specification is used for classification, recruitment and examination purposes. It is not to be considered a substitute for work performance standards for positions assigned to this class. 
	CHEMISTV 38 A 10.707 
	CHEMIST IV 36 B 10.708 CHEMIST ID 34 B 10.712 CHEMIST II 32 B 10.713 CHEMIST I 30 B 10.724 
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	Personnel Commission Agenda June 10, 2016 
	FOR DISCUSSION AND POSSIBLE ACTION 
	FOR DISCUSSION AND POSSIBLE ACTION 

	The Division of Human Resource Management has conducted a maintenance review of class specifications in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective: 
	Item VI-D-1-a: 
	EXPLANATION OF CHANGE 
	The Nevada Department of Administration, Division of Human Resource Management conducted a class specification maintenance review for the ESD Program Chief series. In consultation with management and agency Human Resource staff at the Department of Employment, Training and Rehabilitation and it was determined that the concepts, minimum qualifications and knowledge, skills and abilities are consistent with current expectations and no changes were necessary. However, the statement "as described above" was add
	0 

	ESD Program Chiefs perform administrative, supervisory, and managerial work in the administration of a major Employment Security Division (ESD) program and manage the Unemployment Insurance Support Services or Workforce Investment Support Services section. Incumbents establish and monitor the accomplishment of program goals and objectives; direct the development and support implementation of State plans, policies and procedures as well as support and monitoring systems to ensure programs are administered in
	011 t/Je class specijicatio11 al'e 11oted ill red. 
	Note: C/Ja11ges, additio11s ,mdlor deletions 

	STATE OF NEVADA Department of Administration Division of Human Resource Management 
	CLASS SPECIFICATION 
	TITLE GRADE EE0-4 CODE 
	TITLE GRADE EE0-4 CODE 

	ESD PROGRAM CIDEF 40 A 12.144 
	ESD Program Chiefs perform administrative, supervisory, and managerial work in the administration of a major Employment Security Division (ESD) program and manage the Unemployment Insurance Support Services or Workforce Investment Support Services section. Incumbents establish and monitor the accomplishment of program goals and objectives; direct the development and support implementation of State plans, policies and procedures as well as support and monitoring systems to ensure programs are administered in
	Establish, implement and monitor the accomplishment of section and program goals and objectives; analyze economic and demographic trends and statistical data; determine the availability of resources; consult with management regarding department and division goals and objectives; coordinate resources and activities with other program managers; establish meaningful performance indicators and attainable goals and objectives for the section; lead conferences and discussions for joint planning of staff activitie
	p

	Direct the development of State plans, policies, procedures, and support systems for an assigned program; respond to inquiries and requests for assistance in the implementation of policy, procedures, and system changes; review and interpret federal and State laws and regulations; determine the financial and operational impact to program areas; analyze changes required to computer and accounting systems and establish priorities for system work requests; oversee the development of new or revised policies and 
	Participate in the development of program and budget plans and monitor approved budgets; develop cost estimates and justification for new or expanded programs, purchase of equipment, and additional personnel; provide recommendations to management for incorporation into the division budget; draft requests for budget augmentation; recommend alternatives for program operations in shortfall situations. 
	Supervise managers, professional personnel and support staff as assigned; interview applicants and recommend selection of personnel; delegate authority and responsibility to staff; develop work performance standards and complete performance evaluations; provide counseling and guidance; ensure appropriate training is provided; initiate or recommend disciplinary action as appropriate. 
	Make oral presentations to department staff, organizations. employers, department staff and the public to provide information and explain program activities, policies and procedures; represent the division on various boards and at meetings in the community as requested. 
	Perform related duties as assigned. 
	ESD PROGRAM CHIEF 40 A 12.144 
	Page 2 of3 
	MINIMUM QUALIFICATIONS 
	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in public or business administration or other relevant field and four years of progressively responsible professional and supervisory experience which included managing diverse programs; supervising subordinate professional staff providing a variety of program support or services; interpreting and applying technical and legal documents and complex rules, regulations, policies and federal guidelines; analyzing complex inform
	OR 

	ENTRY LEVEL KNOWLEDGE, SKILLS, AND ABILITIES (required at time of application): Working knowledge of: principles and practices of management and supervision; program and data analysis methods and techniques used to develop recommendations and managerial reports; principles, theories, techniques and trends in public administration including budgeting, financial management, employee relations and governmental programs; quality control techniques and methods to develop and direct program policy and procedure r
	FULL PERFORMANCE KNOWLEDGE, SKILLS, AND ABILITIES (typically acquired on the job): 
	Detailed knowledge of: department, division and section goals, systems, programs, and policies related to assigned programs; program terminology and acceptable program practices. Working knowledge of: federal and State laws and regulations governing programs administered by the ESD; goals, objectives and federal guidelines for workforce investment and unemployment insurance benefit programs; State and agency administrative regulations regarding budget maintenance, purchasing and supervision; computer capabi
	gn

	Personnel Commission Agenda June 10, 2016 
	FOR DISCUSSION AND POSSIBLE ACTION 
	FOR DISCUSSION AND POSSIBLE ACTION 

	The Division of Human Resource Management has conducted a maintenance review of class specifications in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective: 
	Item VI-D-2-a: 
	-
	EXPLANATION OF CHANGE 
	In consultation with the Subject Matter Expert (SME) from the Department of Administration, Hearings Division, Victims of Crime Program, Human Resource Management conducted a class specification maintenance review for Crime Victim Compensation Specialist class. It was determined that the concepts, minimum qualifications and knowledge, skills and abilities are consistent with current expectations and no changes were necessary. However, the statement "as described above" was added to the equivalent combinatio
	formatting. 
	Under general supervision, review and determine program eligibility for financial assistance in compliance with statutory requirements of the Victims of Crime Program. Incumbents review applications for assistance under the Victims of Crime Program to determine eligibility for program benefits, extent of the injury or financial hardship, and the amount and type of award sought by victims; contact victims and conduct comprehensive interviews to obtain statements involving crimes; perform field work to verify
	oNote: Cha11ges, additio11s a11d/or deletio11s 011 the class speciftcatio11 m·e noted i11 red. 
	STATE OF NEVADA 
	Department of Administration Division of Human Resource Management 
	CLASS SPECIFICATION 
	TITLE 
	TITLE 
	GRADE EE0-4 CODE 

	CRIME VICTIM COMPENSATION SPECIALIST 32 B 12.368 
	Under general supervision, review and determine program eligibility for financial assistance in compliance with statutory requirements of the Victims of Crime Program. 
	Review applications for assistance under the Victims of Crime Program to determine eligibility for program benefits, extent of the injury or financial hardship, and the amount and type of award sought by victims. 
	Contact victims and conduct comprehensive interviews to obtain statements involving crimes; obtain victim signatures on release forms to obtain medical records, police reports, employer verification of lost wages, and verification of insurance coverage or other sources of funding such as public assistance or the county sexual assault fund for which the victim may be eligible. 
	Perform field work to verify victim statements by contacting local law enforcement agencies, medical providers, employers and insurers to obtain copies of needed reports and records. 
	Review and interpret police reports, medical records and claims to determine if eligibility conditions exist in accordance with State law under the Victims of Crime Program; compare reports to victim statements to verify facts surrounding cases; and assess issues of provocation and consent or other actions by victims which may have contributed to the crime. 
	Determine eligibility and render written decisions, including orders directing payment of compensation and provide case files, rebuttal statements and testimony as needed for appellate level reviews. 
	Evaluate claim expenses and supplemental billings to determine which are eligible for compensation and which are inappropriate or exceed maximum allowed and calculate appropriate payments. 
	Prepare and maintain files, records and statistics and prepare periodic activity reports for management review. 
	Develop and maintain contacts within the community such as law enforcement officials, medical providers and other agencies providing support to victims to establish primary and secondary payor status; refer victims to other appropriate resources, and promote community awareness. 
	May supervise administrative support staff by providing input toward employee selection, conducting training, assigning and reviewing work, conducting performance appraisals and implementing disciplinary actions. 
	Conduct outreach presentations to the public, law enforcement officers and staff of various agencies regarding program objectives and related laws, rules, regulations, policies and procedures. 
	Perform related duties as assigned. 
	CRIME VICTIM COMPENSATION SPECIALIST 32 B 12.368 Page 2 of2 
	MINIMUM QUALIFICATIONS 
	EDUCATION AND EXPERIENCE: Graduation from high school or equivalent education and three years of experience conducting interviews and documenting findings; interpreting and explaining program rules, regulations, policies and procedures; gathering and analyzing information from various sources; and preparingreports and recommendations; QR an equivalent combination of education and experience as described above. 
	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
	Working knowledge of: interviewing skills; word processing, database and statistical reporting; oral and written communication skills. Ability to: interpret rules, regulations, policies and procedures; elicit information through interviewing and investigative techniques; make basic mathematical computations; use tact and good judgment when eliciting information from victims; write concise, logical, grammatically correct correspondence and reports to explain facts and render decisions for program eligibility
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
	Working knowledge of: State law regarding eligibility requirements for the Victims of Crime Program; federal, State and local laws, regulations and ordinances applicable to victims of crime; supervisory principles, practices and techniques; potential collateral funding resources such as private insurance plans, workers' compensation and local sexual assault funds including their responsibilities and requirements. Ability to: work independently and follow through on assignments with minimal direction and wit
	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. 
	12.368 
	12.368 

	ESTABLISHED: 9/22/89PC REVISED: 7/I/93P 10/23/92PC REVISED: 7/1/03P10/14/02PC 
	REVISED: 6/J0/16PC 
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	FOR DISCUSSION AND POSSIBLE ACTION 
	FOR DISCUSSION AND POSSIBLE ACTION 

	The Division of Human Resource Management has conducted a maintenance review of class specifications in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective: 
	Item VI-D-3-a: 
	EXPLANATION OF CHANGE 
	In conjunction with the class specification maintenance review process conducted by Human Resource Management, it is recommended that Client Assistance Specialist class be abolished. During this review, it was determined that the class was used primarily by the Department of Employment, Training and Rehabilitation (DETR); however, there are currently no positions in this class within State classified service and there are no plans for the agency to utilize it in the future. 
	Agencies consulted support the abolishment of the class. 
	0

	Note: Cl,a11ges, additio11s a11dlm· deletio11s 011 the clt1ss specificatio11 are ,wted i11 n:d. 
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	The Division of Human Resource Management has conducted a maintenance review of class specifications in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective: 
	The Division of Human Resource Management has conducted a maintenance review of class specifications in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective: 
	The Division of Human Resource Management has conducted a maintenance review of class specifications in the Occupational Group(s) listed below. It is recommended that the following classes be revised effective: 
	Item VI-D-3-b: 
	CURRENTmilS_ro.§!.D.J 
	a 

	II 
	CODE TITLE GRADE EEO-4 TITLE GRADE EEO-4 
	12.455 Rehabilitation Manager II 39 A Rehnbilitntio11 Jllm,ager 39 A 
	12.409 Rehabilitation Manager J 38 A 12.409 Rehahilitnrio11 Jl/am1ger 38 A 
	EXPLANATION OF CHANGE 
	The Nevada Department of Administration, Division of Human Resource Management conducted a class specification maintenance review for the Rehabilitation Manager series. In consultation with management and agency Human Resource staff at the Department of Employment, Training and Rehabilitation it was determined that the concepts, minimum qualifications and knowledge, skills and abilities are consistent with current expectations and no changes were necessary. However, the statement "as described above" was ad
	Rehabilitation Manager II also to maintain consistency with formatting structure. 
	Rehabilitation Managers plan, organize, and manage the operations and services of a district or statewide office; ensure programs and associated services are administered in compliance with applicable laws, regulations, policies and procedures; and participate in program planning, development and implementation. 
	12.455 -Rehabilitation Manager fl Grade 39: Under general direction, incumbents manage the operations and service delivery of a large district with metropolitan and multiple satellite offices that provide diverse and complex rehabilitation services to clients; supervise subordinate Rehabilitation Supervisors that supervise a highly skilled and educated staff of professionals. 
	12.409 -Rehabilitation Manager I, Grade 38: Under limited supervision, incumbents perform the range of duties described in the series concept; manage the operations and service delivery of an organizational unit such as the Bureau of Disability Adjudication which provides Social Security Disability Adjudication services statewide and supervises subordinate Disability Adjudication Supervisors and information technology/data processing staff. 
	Throughout the course of the study, management and agency staff participated by offering recommendations and reviewing changes as the process progressed, and they support this recommendation 
	Note: Cha11ges, additio11s a11d/or deletio11s 011 the class specijicatio11 are 11oted ill red. 
	STATE OF NEVADA Department of Administration Division of Human Resource Management 
	CLASS SPECIFICATION 
	Rehabilitation Managers plan, organize, and manage the operations and services of a district or statewide office; ensure programs and associated services are administered in compliance with applicable laws, regulations, policies and procedures; and participate in program planning, development and implementation. 
	Manage assigned program areas to meet the goals and objectives of the program; assign work and monitor the achievement of qualitative and quantitative goals; organize and direct the utilization of personnel, materials, and fiscal resources; implement new regulations and policies and procedures; mediate disputes with clients, staff, and service providers; and develop and implement preventive and corrective action when quality and quantity outcomes deviate from program goals and objectives. 
	Ensure consistent application and confonnance with laws, regulations, requirements and restrictions related to assigned programs; interpret and apply complex laws, rules, regulations and policies related to the full range of services applicable to the assignment; participate in developing and reviewing initiatives, policies, fonns and other materials. 
	Plan, design, implement, monitor and evaluate assigned programs and services; identify community and clients needs; identify and secure resources; and coordinate planning and implementation internally and externally. 
	Plan and administer financial resources to ensure efficient operations and compliance with budgetary limitations; develop budget recommendations and justifications; review and monitor fiscal and management reports; approve fiscal transactions and documents within established limits; provide justification for exceptions; administer contracts and grants; and direct maintenance of an inventory control system. 
	Serve as a representative of the program to promote and coordinate efforts to achieve goals and objectives; establish and maintain working relationships with community organizations, other state and federal agencies, service providers, and the public; make presentations to interested groups and the media; and represent the program on interagency boards and councils. 
	Supervise and evaluate the perfonnance of subordinate supervisors and program personnel; identify personnel needs; recruit and interview applicants for position vacancies; review and approve work perfonnance standards; identify staff training needs and arrange and authorize appropriate training; counsel staff and take appropriate disciplinary action when necessary. 
	Manage facilities occupied by program staff as assigned; identify lease options and arrange for maintenance and repair services; plan and coordinate office layout and cost sharing with other occupants; maintain building safety and security standards; plan for future expansion. 
	Perform related duties as assigned. 
	Under general direction, incumbents manage the operations and service delivery of a large district with metropolitan and multiple satellite offices that provide diverse and complex rehabilitation services to clients; supervise subordinate Rehabilitation Supervisors that supervise a highly skilled and educated staff of professionals. Rehabilitation Manager H's must have higher-level knowledge, skills, and abilities required to approve individualized plans for employment. 
	Rehabilitation Manager II: 

	Under limited supervision, incumbents perform the range of duties described in the series concept; manage the operations and service delivery of an organizational unit such as the Bureau of Disability Adjudication which provides Social Security Disability Adjudication services statewide and supervises subordinate Disability Adjudication Supervisors and information technology/data processing staff. 
	Rehabilitation Manager I: 

	MINIMUM QUALIFICATIONS 
	REHABILITATION MANAGER II 
	EDUCATION AND EXPERIENCE: Master's degree from an accredited college or university in rehabilitation counseling or health, social or other related behavioral science, two years of supervisory experience which included implementing, monitoring and evaluating the effectiveness of strategies, analyzing and interpreting complex laws and regulations to ensure compliance, recommending implementation of strategies, and supervising professional staff, and proof of eligibility to sit for the Rehabilitation Counselor
	OR

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
	Working knowledge of: federal and State laws and regulations applicable to programs for persons with disabilities; principles and practices of management and public administration; program development, implementation and evaluation; budget development and administration; social, economic, educational and vocational trends including high demand occupations and related labor market demands; principles of organizational structure, analysis and design; medical, social, vocational, psychological, and independent
	REHABILITATION MANAGER II 39 A 12.455 REHABILITATION MANAGER I 38 A 12.409 Page 3 of 4 
	MINIMUM QUALIFICATIONS (cont'd) 
	(cont'd) 
	REHABILITATION MANAGER II 

	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
	Detailed knowledge of: State, agency and bureau infonnation management systems, generated reports, and accounting procedures. Working knowledge of: rehabilitation process, disabilities, vocational issues, medical tenninology, rehabilitation engineering, and independent living programs. Ability to: analyze client needs and prepare fundable proposals for federal financial participation as required; work effectively with volunteer boards as required. 
	REHABILITATION MANAGER I 
	REHABILITATION MANAGER I 

	EDUCATION AND EXPERIENCE: Bachelor's degree from an accredited college or university in business or public administration, a field of social science, vocational rehabilitation or evaluation, or related field and two years of supervisory experience supervising journey level professional staff providing disability-related services; an equivalent combination of education and experience as described above. (Education above the bachelor's degree level may only be substituted for one year of supervisory experienc
	OR 

	ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
	Working knowledge of: federal and State laws and regulations applicable to assigned program areas; principles and practices of management and public administration; principles and practices of supervision and training; principles and practices of fiscal management; quality assurance principles and practices; program development, implementation and evaluation; budget development and administration; personal computers and associated software sufficient to prepare documents and statistical reports; principles 
	FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
	(These are identical to the Entry Level K11owledge, Skills and Abilities required for Rehabilitation Manager II.) [Werltiag-.Jceewledge 011 rele'l'llAt Stale aRa federal pregmm•eperattefts &Rd req1:1iremeRts s1::1ffieient te resol\'e peliey aAd operatieRs (ll::le5liens. Ability tee Ekvelep progMRt philesopho/; Sic.ill in: Elcvefoping and reeommending stFalegies to attaie-estaelished geals.] 
	methodology and implementatieR; and anal;'i!e statistieaf data &Ra ideRtify trends ie •Neli€1oad pefform&Ree; 

	This class specification is used for classification, recruitment and examination purposes. It is not to be considered a substitute for work perfonnance standards for positions assigned to this class. 
	12.455 
	12.455 
	12.409 

	ESTABLISHED: 5/18/78 11/21/73 REVISED: 5/1a8/78 
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	PERSONNEL COMMISSION MINIMUM QUALIFICATIONS APPEAL 
	0 

	Tammy Moore, Accountant Technician 2 Department of Corrections 
	Personnel Commission Meeting of June 10, 2016 
	Prepared by the Department of Administration Division of Human Resource Management 
	APPEAL SUMMARY 
	Tammy Moore, Accountant Technician 2, grade 32, is appealing that she did not 
	meet the minimum qualifications for an Administrative Services Officer 1 and 2, 
	announcements 27138 and 27211. 
	BASIS FOR APPEAL 
	The appeal is based on the applicant's belief that her experience as an Accountant Technician 2, grade 32 should be considered as professional level qualifying experience toward the required minimum qualifications for the Administrative Services Officer 1 and 2 levels, grades 37 and 39. 
	0 

	DIVISION OF HUMAN RESOURCE MANAGEMENT'S RECOMMENDATION 
	The Division of Human Resource Management recommends denying the appeal because the application submitted did not demonstrate the professional level experience required for the Administrative Services Officer 1 and 2 classification. Administrative Services Officers function as business managers with responsibility for accounting, budgeting and fiscal management. The application did not indicate duties which proved the entry level knowledge, skills and abilities which include the ability to identify and reso
	management regarding fiscal issues; plan, develop and maintain budgetary and 
	financial reports related to business operations, revenues and expenditures, and contract reviews; develop and implement comprehensive budgets for an agency or 
	0 

	major program; and skill in organizational planning, budgeting, fiscal forecasting, contracting and purchasing. 
	The minimum qualifications for the Administrative Services Officer 1 are: 
	Bachelor's degree from an accredited college or university in business 
	administration, accounting, finance or related field and three years of varied and 
	professional experience which included formulating, developing and monitoring 
	program or agency budgets; analyzing and interpreting :financial information and 
	making recommendations; developing, evaluating or revising programs, 
	organizations or work methods; and/or management responsibility for business 
	operations such as contract and lease administration, purchasing and warehouse 
	operations, buildings and grounds maintenance, food and laundry services, data 
	processing, facilities maintenance and construction, communications equipment, or fleet maintenance; OR an equivalent combination of education and experience on a 
	year-for-year basis. 
	The minimum qualifications for the Administrative Services Officer 2 are: 
	Bachelor's degree from an accredited college or university in business administration, accounting, finance or related field and four years of varied and professional experience which included budget development and analysis; responsibility for accounting or fiscal management; development, management and evaluation of a large and complex program; and/or management of two or more business operations such as contract and lease administration, purchasing and warehouse operations, buildings and grounds maintenan
	0 

	The applicant does not possess a Bachelor's degree from an accredited college or university in business administration, accounting, finance or related field; therefore the work history must demonstrate seven years of varied and professional experience which included formulating, developing and monitoring program or agency budgets; analyzing and interpreting :financial information and making 
	recommendations; developing, evaluating or revising programs, organizations orwork methods; and/or management responsibility for business operations such as 
	recommendations; developing, evaluating or revising programs, organizations orwork methods; and/or management responsibility for business operations such as 
	0 

	contract and lease administration, purchasing and warehouse operations, buildings and grounds maintenance, food and laundry services, data processing, facilities 
	0 


	maintenance and construction, communications equipment, or fleet maintenance for the Administrative Services Officer I level. 
	For the Administrative Services Officer 2 level, the work history must demonstrate eight years of varied and professional experience which included budget development and analysis; responsibility for accounting or fiscal management; development, management and evaluation of a large and complex program; and/or management of two or more business operations such as contract and lease administration, purchasing and warehouse operations, buildings and grounds maintenance, food and laundry services, data processi
	The applicant was credited for one year of experience based on college coursework and an additional year of experience for her time as the acting Administrative Services Officer, for a total of two years of experience. The acting time was verified with the Department of Corrections. 
	We also reviewed the class specifications for the Accountant Technician 2 and 
	were unable to find the professional level experience as outlined in the minimum 
	qualifications. 
	Accountant Technicians perform technical accounts maintenance work. 
	To be specific, Accountant Technicians reconcile and monitor specific accounting 
	and fiscal functions or activities within a department establishing or using 
	established procedures and guidelines. Reconciliation includes balancing 
	departmental records with reports generated by the State's central accounting 
	system as well as federal and other accounting systems. Monitoring includes 
	ensuring accounting functions and activities are in compliance with reporting 
	requirements and grant specifications. Accountant Technicians assist management 
	in preparation of complex budgets by coordinating with various sections to ensure 
	budget requests are received and reviewed in a timely manner. 
	In summary, for the Administrative Services Officer I level, the incumbent needs 
	an additional five years of varied and professional experience which included 
	formulating, developing and monitoring program or agency budgets; analyzing and 
	Q 
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	REPORT OF CLASSIFICATION CHANGES NOT REQUIRING PERSONNEL COMMISSION APPROVAL 
	Attached is a report of changes made to the classification plan pursuant to NRS 284.160, sections 4 through 6 which reads as follows: 
	"4. The classification plan and changes therein are subject to approval by the Commission, except that the Administrator may make a change in the classification plan without the prior approval of the Commission if: 
	(a) 
	(a) 
	(a) 
	The Administrator deems it necessary for the efficiency of the public service; 

	(b) 
	(b) 
	The change is not proposed in conjunction with an occupational study; and 

	(c) 
	(c) 
	The Administrator, at least 20 working days before acting upon the 


	proposed change: Provides written notice of the proposal to each member of the Commission, to all departments and to any head of an employees' organization who requests notice of such proposals; and 
	(2) Posts a written notice of the proposal in each of the 
	principal offices of the Division. Any occupational study conducted by the Division in connection with the preparation, maintenance or revision of the classification plan must be approved by the Commission. 
	5. 
	5. 
	5. 
	If no written objection to the proposed change to the classification plan is received by the Administrator before the date it is scheduled to be acted upon, the Administrator may effect the change. The Administrator shall report to the Commission any change in the classification plan made without its approval at the Commission's next succeeding regular meeting. 

	6. 
	6. 
	If a written objection is received before the date the proposed change is scheduled to be acted upon, the Administrator shall place the matter on the agenda of the Commission for consideration at its next succeeding regular meeting." 


	The conditions set forth in these statutes have been met. A copy of the justifications and revised class specifications are on file in the office of the Administrator of the Division of Human Resource Management. 
	The following changes have been effected: 
	REPORT OF CLASSIFICATION CHANGES 
	POSTING#: 19-16 Effective: 02/12/16 
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	CODE TITLE GRADE EEO-4 CODE TITLE 
	CODE TITLE GRADE EEO-4 CODE TITLE 
	GRADE EEO-4 

	NEW 7.816Digital Media Speci111ist 
	13 B
	BASIS FOR RECOMMENDATION 
	As a result of an Individual Classification Study (NPD-19) and in partnership with Subject Matter Experts from the Nevada Department of Transportation (NDOT) and the Division of Human Resource Management, it was determined that a new class specification was to be created based upon the duties and responsibilities of the position. 
	Within the Nevada Department of Transportation (NDOT), the Digital Media Specialist plans, coordinates, schedules and performs video and photographic production by assignment or by request from departmental staff or other agencies; produces video products and processes photographs; archives videos and photographs with identifying information; and maintains video and/or photographic and peripheral equipment and supplies. Video and photographic products may include DVD's, media files, digital images, photo sl
	In reviewing the job duties and responsibilities, Human Resource Management recommends the Digital Media Specialist be allocated at grade 33, to recognize the specialized and theoretical knowledge required to perform the duties acquired through college courses and other training. The preponderant duties allow for this class to be assigned to the Fiscal Management & Staff Services Occupational Group, Public Information Subgroup. As this position performs duties similar to the Photographer series, but with ad
	Both management and agency human resource personnel within the division participated by offering recommendations and reviewing changes as the process progressed and they support the recommended changes. 
	POSTING#: 20-16 
	Effective: 02/19/16 
	CURRENTAPPROVED
	CODE TITLE GRADE EE0-4 CODE TITLE GllADE EE0-4 
	12.457 Disability Adjudication Supervisor 35 B 12.457 Disability Adj11dicatio11 Superi-isor JS B 
	12.456 Disability Adjudicator Ill 33 B 11.456 DisabililJ Adjudicator Ill 33 B 
	12.428 Disability Adjudicator II 32 B 11.418 Disability Adj11dicator II 32 B 
	12.425 Disability Adjudicator I 30 B 12.415 Disability Adjudicator I 30 B 
	BASIS FOR RECOMMENDATION 
	Working in conjunction with Subject Matter Experts (SMEs) from the Department of Employment, Training and Rehabilitation, Rehabilitation Division, Human Resource Management recommends revisions to the Disability Adjudicator series remove the reference to option 2 under the Disability Adjudication Supervisor. This position now serves in the Department of Employment, Training and Rehabilitation's Quality Assurance unit as a Quality Control Specialist as a result of a reclassification. Updates were also made t
	Disability Adjudicators evaluate disability claims and make determinations in accordance with laws, rules, regulations, policies and procedures governing Social Security Disability Programs. Work involves the evaluation of medical evidence to make judgments about the presence, onset, clinical severity and prognosis of physical or mental impairments and determination of the vocational potential of claimants in order to allow or deny Social Security benefits. Incumbents interview applicants to obtain personal
	The agency supports the changes. 
	POSTING#: 21-16 Effective: 02/19/16 
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	CURRENTAPPROVED
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	CODE 
	CODE 
	TITLE 
	GRADE 

	EE04 
	EE04 
	CODE 

	TITLE GRADE 
	TITLE GRADE 
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	Q11nlity Colltrol Specialist II 
	Optio11s A: Depnrr111e111 of Hen/ti, a11d H11111n11 Sen•ices (DHHS), Welfare 
	Quality Control Specialist II 
	36 
	8 
	B: Departmellt of 
	36
	12.370 
	B E111plo)'111em, Trni11i11g a11d Relmbilitatio11 (DETR), Relmbilit,11io11 
	12.370 
	Q11nlity Comrol Specialist I 
	Optio11s A: Depnrtmem of Hen/ti, a11d H11111a11 Sen•ices (DHHSJ, We[fi,re 
	Quality Control Specialist I 
	34 
	8
	12.371 
	J4 
	B
	/2.371 
	B: Departmellt of EmploJ'lllt!llt, Trai11i11g n11d Relmbilitatio11 (DETR), ReJ,nbilitatio11 
	BASIS FOR RECOMMENDATION 
	As a result ofNPD-19s submitted and in response to an appeal from the agency, also in conjunction with the Subject Matter Experts (SMEs) from DETR's Disability Adjudication and Vocational Rehabilitation units, Human Resource Management recommends revisions to the Quality Control Specialist series to recognize the work perfonned by staff in quality control/assurance units within DETR. In order to accommodate the separate and distinct duties, minimum qualifications and knowledge, skills and abilities required
	Quality Control Specialists review sample casework of public assistance, child support enforcement, disability adjudication/fraud, or vocational rehabilitation programs to detennine compliance with State and federal laws, regulations, policies and procedures; identify errors and causal factors; investigate and verify case facts and information; and recommend corrective action or compile data for required reports. Incumbents conduct independent audits; determine compliance with State and federal laws by comp
	to program administrators and federal officials which measure program efficiency and effectiveness and which 
	become the basis for funding; and prepare and submit cases of suspected fraud for additional review and investigation. 
	Positions allocated to the Quality Control Specialist II within DETR perform duties including, but not limited 
	to, the following: plan, develop, implement and maintain the federally mandated quality assurance program; conduct staff training relative to the rules, regulations, policies and procedures of the state/federalN ocational Rehabilitation program or of the disability adjudication process: Furthermore, incumbents within the Bureau of Disability Adjudication's Quality Assurance Unit, ensure disability determinations are made accurately, timely nn to Social Security regulations. 
	and in compliance with federal requirements; and direct corrective action on decisions which do not confo

	Human Resource Management worked closely with the agencies involved and they support the changes. 
	POSTING#: 22-16 Effective: 02/02/16 
	BASIS FOR RECOMMENDATION 
	As a result of an Individual Classification Study (NPD-19) and in partnership with Subject Matter Experts from the Department of Transportation, it was determined that the class specification for the Environmental Services Supervisor should be amended to account for a shift in focus of the position from a supervisory capacity to a more managerial function. 
	As a result of these changes, the class title was changed from Environmental Services Supervisor to Environmental Services Manager. Also, duty statements were modified to account for duties and responsibilities reflective of a more complex regulatory environment and a higher criticality in program and Departmental decision making requiring greater judgment. Finally, the education & experience and the knowledge, skills and abilities were modified to reflect these changes. 
	As a result of added duties and responsibilities, it is recommended that the Environmental Services Manager be allocated at a grade 40, two grades above the subordinate supervisory Environmental Scientist IV, 10.545, grade 
	38.This two grade differential, is consistent with other class specifications throughout State service.
	Both management and agency human resource personnel within the division participated by offering recommendations and reviewing changes as the process progressed and they support the recommended changes. 
	POSTING#: 23-16 
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	CURRENTi"P-PJ(O;V,EQ) 
	CODE TITLE GRADE EE0-4 CODE TITLE GRADE EE0-4 
	I0.121 Clinical Program Manager Ill 44 A 10.121 C/i11icnl Program Mn11nger Ill 44 
	10.122 Clinical Program Manager II 42 A 10.122 Cli11ica/ Program l\ln11nger II 41 
	10.123 Clinical Program Manager I 39 A 10./13 C/il1ical Program Ma11nger I 39 A 
	BASIS FOR RECOMMENDATION 
	At the request of the Department of Health and Human Services, Aging and Disabilities Division, the Division of Human Resource Management recommends a minor revision to remove hurtful language from the Clinical Program Manager class specification and replace it with language currently used by other state and federal entities pursuant to the enactment of Rosa's Law in 2010. 
	POSTING#: 24-16 
	Effective: 02/20/16 
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	At the request of the Office of the Attorney General, Human Resource Management recommends revisions be made to the series concept to better describe the scope of responsibility of the AG Criminal Investigators. Additionally, Informational Notes pertaining to POST qualifications and firearm qualifications were added. Minor formatting changes were made in order to maintain consistency with other class specifications. 
	Criminal Investigators in the Attorney General's Investigations Division perform criminal investigations involving violations of federal and/or State laws pertaining to a specific program or regulatory area which includes, but is not limited to, Medicaid fraud, workers' compensation fraud, consumer protection, public integrity, human trafficking, computer forensics, missing children, financial fraud, alleged criminal offenses committed by State officers or employees, and all types of conflict of interest ca
	Human Resource Management worked closely with the Subject Matter Expert from the Office of the Attorney General and the changes are being supported. 
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	CODE TITLE 
	GRADE EE0-4 
	CODE TITLE 
	CODE TITLE 
	GIL\DE EE0-4 

	10.135 Mental Health Counselor V 
	8 
	10.135 Jllcllfal Hea/11, Com1selor V 
	43* B 
	"' 
	41
	B

	10.137 Mental Health Counselor IV 
	10./37 Jlle111t1I Hcaltlt Co111tsclor IV 
	41* B 
	10.138 Mental Health Counselor Ill 
	39• 8 
	10.138 Jlle11tal Hea/tl, Cm111sclor III 
	39• B 
	10.139 Mental Health Counselor II 
	8 
	10.139 Jllc111nl Hen/ti, Co1111selor JI 
	37• B 
	10.141 Mental Health Counselor I 
	35• B 
	10.141 No Change 
	B 
	•Reflects a 2-grade, special salary adjustment granted by the 2007 legislature lo improve recruitment and retention.
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	-a

	CURRENTAPPROVED
	ll 
	11 
	:

	-
	. ' 
	CODE 
	CODE 
	TITLE 

	GRADE 
	EE0-4 
	CODE 
	TITLE 
	GRADE 
	EE0-4 
	Psychological Developmental 
	Psycho/ogicnl De1Jelop111c11tnl 
	10.153 
	37• 
	B 
	10.153 
	37* 
	B
	Counselor II 
	Co1111sclor 11 
	Psychological Developmental 
	Psycltological Derelop111c11t 
	10.152 
	35• 
	B 
	10.151 
	35* 
	B
	Counselor I 
	Co1111selor I 
	.
	• Reflects a 2-grade, special salary adjustment granted by the 2007 Legislature lo improve rccnntment and retention. 
	--
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	II 
	II 
	CODE 
	CODE 
	TITLE GIL\DE EE0-4 

	CODE 
	TITLE GRADE 
	EE0-4 
	l0.168 
	l0.168 
	Licensed Psychologist II 45• A 

	10.168 
	Lice1tscd Ps1•c/,o/ogist JI 45* 
	Lice1tscd Ps1•c/,o/ogist JI 45* 
	A 

	10.170 
	Licensed Psychologist I 44• 8 
	10.170 
	Licc11sed Psycl10/o1!ist I 44* 
	B 
	41* B 
	10.171 
	Psychological Assistntll 41* 
	B
	10.171 
	Psychological Assistant 
	* Reflects a 2-grade, special salary adjustment granted by the 2007 legislature: to improve recnutment and retention 
	-
	-
	-·
	.. 
	BASIS FOR RECOMMENDATION 
	At the request of the Department of Health and Human Services, Aging and Disabilities Division, the Division of Human Resource Management recommends minor revisions to the Mental Health Counselor, Psychological Developmental Counselor, Licensed Psychologist, Psychiatric Caseworker, and Activities Therapy Technician series to remove hurtful language and replace it with language currently used by other state and federal entities pursuant to the enactment of Rosa's Law in 2010. 
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	GRADE 
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	CODE 
	TITLE GRADE 
	EE0-4 
	10.310 
	ChicfofNursing Services 
	47• 
	A 
	10.310 
	Chief of N11rsit11! Services 47* 
	A 
	10.300 
	Director of Nursing Services II 
	45• 
	A 
	/0,300 
	Director of N11rsi11g Services II 45* 
	A 
	l0.301
	Din:ctorofNursing Senices I 
	44• 
	A 
	10.30] 
	Director of N11rsi11g Services I 44* 
	A 
	•Renects a 4-grade, special salary adjustment granted by the Legislature to improve n:cruitment and retention. 
	BASIS FOR RECOMMENDATION 
	At the request of the Department of Health and Human Services, Aging and Disabilities Division, the Division of Human Resource Management recommends minor revisions be made to the Director of Nursing Services to remove hurtful language and replace it with language currently used by other state and federal entities pursuant to the enactment of Rosa's Law in 2010. Furthermore, the Division of Human Resource Management recommends changes be made to the knowledge, skills and abilities of these classes to mainta
	The agencies utilizing this series support the changes. 
	POSTING#: 27-16 Effective: 03/09/16 
	• Reflects a 2-grade, special salary adJustment granted by the: 2007 Legislature to improve recnutment and retention. 
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	CODE 
	CODE 
	TITLE 

	GRADE 
	EE0-4 
	CODE 
	TITLE GRADE EE0-4 
	10.241 
	Quality Assurance Specialist Ill 
	38 
	a 
	10.141 
	Q11ality Ass11ra11ce SpecialistJI/ 38 B 
	10.242 
	Quality Assurance Specialist II 
	35 
	B 
	10.141 
	Quality Ass11ra11ce Specialist JI 35 B 
	B 
	10.140
	10.240 
	Quality Assurance Specialist IV 
	Q11alit}' Ass11ra11ce Specialist II' 39 B 
	10.244 
	Quality Assurance Specialist I 
	B 
	10.144 
	Quality Ass11ra,1ce Specialist I 33 
	B 
	/PU.iJ!EltJ' iv1t[O:Y£s[)J 
	II 
	.:._ 
	I 

	CODE 
	TITLE GRADE IEE0-4 CODE TITLE GRADE 
	EE0-4 
	10.306 
	Psychiatric Nurse IV 
	B 
	10.306 Ps}'cllintric Nurse II' 
	10.306 Ps}'cllintric Nurse II' 
	43* 

	B 
	10.305 
	Psychiatric Nurse: Ill 41* B 10.305 Ps}'cliintric Nurse Ill 41* 
	B 
	10.307 
	Psychiatric Nurse II 
	B 10.307 Psychiatric Nurse II 39* 
	B 
	10.309 
	Psychiatric Nurse I 37• B 10.309 No Change: 37• 
	B 
	.
	• Reflects a 4-grade, special salary adjustment granted by the Legislature to improve recruitment and retention.
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	CODE TITLE 
	GRADE 
	EE0-4 
	CODE TITLE GRADE EE0-4 
	12.300 Social Services ChierIll 
	41 
	A 
	11.300 SocialServices Cl,ief II 41 A 
	12.306 Social Services Chier! 
	38 
	A 
	11.306 SocialServices Cl,iefJ 38 A 
	12.301 Social Services Chiefll 
	12.301 Social Services Chiefll 
	A 

	11.301 SocialServices Cl,iefJI 39 
	11.301 SocialServices Cl,iefJI 39 
	A 

	0 
	·
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	BASIS FOR RECOMMENDATION 
	At the request of the Department of Health and Human Services, Aging and Disabilities Division, the Division of Human Resource Management recommends minor revisions to the Psychologist, Clinical Social Worker, Quality Assurance Specialist, Psychiatric Nurse, Developmental Support Technician, Social Services Chief and Social Worker series, be made to remove hurtful language and replace it with language currently used by other state and federal entities pursuant to the enactment of Rosa's Law in 20 I 0. Furth
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	Chier Pilot-OPTIONS 
	A. NDOW (Wildlife) 
	B. NDOT (Transportation) 
	C
	41 
	9.354 
	Cltief Pilot -OPT/O1','S 
	41 
	C 
	A. No Change 
	B. NDOT (Tra11s11orlatio11) 
	9.356 
	Pilol 111 -OPTIONS 
	C 
	9.356 
	Pilot JI/ -OPTIONS 
	39 
	C 
	A.NDF (Forestry) and 
	A.NDF (Forestry) and 
	A. No Change 

	NOOW 
	B.NDOT 
	9.355 
	Pilol II -OPTIONS 
	A. NDF 
	8.NDOW 
	9.359 
	Pilol 1-OPTIONS 
	A. DCNR (Conservation & Natural 
	Resources) 
	B. NDOT 
	37 
	36 
	C C 
	BASIS FOR RECOMMENDATION 
	Upon request by the Department of Transportation (NDOT), Human Resource Management recommends revisions be made to the class specification for Pilot. In working with the agency's Subject Matter Expert (SME) and Personnel Officer, it is felt that revising the number of hours required by the agency for flight time logged as a pilot in a single-engine or multi-engine land aiiplane, would broaden the qualified applicant pool. In the process, it was determined that there are no Federal Aviation Agency (FAA) requ
	During this review, the Division of Human Resource Management consulted NDOT's SME and Personnel Officer who assisted in revising the class specification. 
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	CODE TITLE GRADE EEO-4 CODE TITLE GRADE EEO-4 
	1.119 Agri culturisl IV 37 B l.Jl9Agric11/111rist IV 37 B 
	1.120 Agriculturist Ill 34 B 1.120 Agriculwrist Ill 34 B 
	1.123Agriculturist II 33 B /,123 Agricullllrist I/ 
	B 
	1.128 Agriculturist I 30 B 1.128 Agric11/111rist I 30 B 
	BASIS FOR RECOMMENDATION 
	At the request of the Department of Agriculture, the Division of Human Resource Management has conducted a review of the Agriculturist Series. Analysts within the Division of Human Resource Management worked with a subject matter expert from the Department of Agriculture, and as a result of this review, it is recommended that the class concept for the Agriculturist I be expanded to include an option whereby an incumbent would perfonn technical inspection and enforcement duties related to agricultural progra
	Currently, the Agriculturist I, 1.128, is a training level providing for automatic progression to the next level upon meeting the minimum qualifications, satisfactory perfonnance and with the approval of the appointing authority; however, creating the additional option will allow higher level Agriculturists to focus on performing the more complex professional level duties, as well as, creating promotional opportunities for individuals that have technical versus professional level experience. 
	The minimum qualifications were modified to allow for graduation from high school or equivalent and two years of technical inspection and enforcement experience related to agricultural program. Also, the minimum qualifications for Agriculturist II, III and IV were modified to maintain consistency with fonnatting and structure. 
	This request is consistent with the Biologist I, 1.737, grade 30 modifications approved by the Personnel Commission May 12, 2012. 
	Both management and agency human resource personnel within the division participated by offering recommendations and reviewing changes as the process progressed and they support the recommended changes. 
	POSTING#: 30-16 
	Effccth·c: 04/08/16 
	BASIS FOR RECOMMENDATION 
	As a result of an Individual CJassification Study (NPD-19) and in partnership with Subject Matter Experts from the Department of Health & Human Services, Division of Health Care Financing & Policy and Division of Human Resource Management, it was determined that the class specification for Health Information TechnoJogy Project Manager be amended to account for the addition of the Affordab]e Care Act, minor changes in verbiage and the education required. 
	As a result of these changes minor modifications lo the duty statements were made. 
	Also, it is recommended that verbiage related to the Master's degree from an accredited college or university be removed as it creates a barrier to recruitment of Infonnation Technology professionals and other Business Management professionals. When this series was originally created, it was to align with the Administrative Services Officer Series ( specifically the Administrative Services Officer III, 7 .216, grade 41) which only details the need for a Bachelor's degree for education at all levels. In addi
	These changes required no modifications of either the entry level or full performance knowledge, skills and abilities. 
	Both management and agency human resource personnel within the division participated by offering recommendations and reviewing changes as the process progressed and they support the recommended changes. If approved, the effective date of the class specification will be March 1, 2016. 
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	CODE TITLE GRADE EE0-4 CODE TITLE GRADE EE0-4 
	Executive Secretary, Nevatla 
	Co111111issio11 011 Off-Highway 31 B Vehicles (OHi') 
	Discussions with Human Resources, Governor's Office of Finance and a recent completed State Audit of the Commission, resulted in the need for the Nevada Commission on Off-Highway Vehicles (OHV) to have a State classified position. Therefore, in conjunction and consultation with the Chairman of the OHV, Human Resource Management recommends a new class titled, Executive Secretary, Nevada Commission on Off-Highway Vehicles (OHV), be established. 
	Under the direction of the Chair for the Nevada Commission on Off-Highway Vehicles (OHV), the OHV Executive Secretary performs administrative, organizational, outreach and grants duties to support the Commission in its daily activities. The incumbent will serve as primary day-to-day contact for OHV related information and performs the following duties including, but not limited to: assisting the Office of Grant Procurement, Coordination and Management with the monitoring and administration of the OHV's comp
	With theaforementioned responsibilities, it is recommended that the class be established at grade 31 and placed in the Fiscal Management and Staff Services Occupational Group, Public Information Subgroup. 
	The Nevada Commission on Off-Highway Vehicles assisted in developing this class specification and supports the establishment of the class. 
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	Health Facilities Inspection Manager-Hen/ti, Facilities l11spectio11 Ma11ngcr 
	10.550 40 B 10.550 40 B
	RN -RN
	I0.551 Healtlt Facilities l11spector I -RN 14 
	I0.551 Healtlt Facilities l11spector I -RN 14 
	10.551 Health Facilities Inspector Ill -RN 38 B 10.551 Hen/tit Facilities l11spector Ill -RN 18 B 

	10.552 Health Facilities Inspector II -RN 37 B /0.552 Health F11ci/ities l11spector II -RN 17 B 
	10.553 
	Health Facilities Inspector I -RN 
	B 
	B 
	BASIS FOR RECOMMENDATION 
	At the request of the Department of Health & Human Services (DHHS), Division of Public & Behavioral Health (DPBH), the Division of Human Resource Management has conducted a review of the Health Facilities Inspector -RN Series. Analysts within the Division of Human Resource Management worked with subject matter experts from DHHS and DPBH, and as a result of this review, it is recommended that minimum qualifications, at every level in the series, be revised. 
	It is recommended that the requirement of a Bachelor's degree from an accredited college or university be removed as it creates a barrier to recruitment that other series requiring licensure as a Registered Nurse do not have. Additionally, the years of professional nursing experience involving direct patient care was lowered from two years to one year. Also, experience at the Health Facilities Inspector II -RN was amended to clarify professional health administration experience. These modifications will all
	Both management and agency human resource personnel within the division participated by offering recommendations and reviewing changes as the process progressed and they support the recommended changes. 
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	Developmental Support Technician 
	27 E 
	/0.147 
	E
	10.347 
	llI 
	E 
	10.357 
	E 
	BASIS FOR RECOMMENDATION 
	At the request of the Department of Health and Human Services, Aging and Disabilities Division, the Division of Human Resource Management recommends minor revisions to the Developmental Support Technician be made to remove hurtful language and replace it with language currently used by other state and federal entities pursuant to the enactment of Rosa's Law in 20 I 0. Additionally, the reference to hurtful language was removed in the Special Requirements and replaced with current language per NRS 433.279. F
	Developmental Support Technicians supplement the work of qualified intellectual disabilities professionals and other professional staff in providing direct client care and support including participation in the formulation and implementation of treatment plans for clients. Incumbents maintain current information on clients in assigned caseload including contact with parents or guardians; attend and participate in meetings regarding clients and contribute first-hand knowledge of changes or improvements; and 
	The agency agrees with, and supports, the changes. 
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	CODE TITLE GRADE EEO-4 CODE TITLE GRADE EEO-4 
	Forensic Specialist IV F orellsic Spcci11/ist JV 
	34*
	34*
	E 13.311 

	Op1io11s A: Memal Healt/1 
	Options A: Mental Health 
	E
	13.321 
	8: CorTCctions B: Corrcctio11s 
	Forensic Specialist III Fore11sic Specialist Ill 
	13.322 Options A: Mental Health 32E 13.311 Optiolls A: Memal Health 32E 
	•
	*

	B: Corrections B: Correctio11s 
	Forensic Specialist II Fore11sic Speci111ist II 
	13.323 Options A: Mental Health 30• E 13.313 Optio11s A: Mc11tal He11lth 30E 
	*

	8: CorTCctions B: Correctio11s 
	Forensic Specialist I Fore11sicSpecia/ist I 
	13.324 Options A: Mental Health 28• E 13.314 Optio11s A: Me11tal Health 18* E 
	B: Corrections B: Corrcctio11s 
	At the request of the Department of Health and Human Services, Division of Public and Behavioral Health, the Division of Human Resource Management recommends minor revisions to the Special Requirements of the Forensic Specialist series to remove the reference to hurtful language and replace it with language currently used per NRS 433.279. 
	Forensic Specialists perform a combination of security and client/inmate care duties in a high security mental 
	health facility or in a correctional setting in a clinic, medical infirmary and/or mental health unit for treatment 
	ofthe mentally and/or medically ill offender. Incumbents operate the control room to ensure the security of 
	facilities for the protection of community, clients/inmates and staff; monitor activities of staff and 
	clients/inmates through video monitors; perform perimeter checks of the facility; conduct head counts and 
	special watches to verify the whereabouts and condition of all clients/inmates; make visual contact with the 
	client/inmate which may include pulling back bedcovers and using lights to ensure visual recognition and 
	client/inmate physical condition; and conduct room and body searches to detect controlled substances, 
	contraband and weapons. They also independently, or in conjunction with other security staff, supervise 
	clients/inmates in the courtyard, kitchen, barbershop, gym, multipurpose room, day room, classroom, 
	recreational and creative activity areas, clinic, medical infirmary, mental health unit, and living areas to ensure 
	the safety of clients/inmates and staff; control aggressive and maladaptive behavior of clients/inmates to ensure 
	safety and security; interventions appropriate to the situation and in consideration of client/inmate rights; 
	Additionally, they provide basic first aid, cardiopulmonary resuscitation (CPR) and the Heimlich maneuver in 
	emergency situations; assist assigned clients/inmates with eating, bathing, shaving, oral hygiene, grooming, 
	dressing and other basic activities of daily living; and maintain current knowledge and ensure compliance with 
	applicable State and federal health and safety laws and regulations, as well as policies concerning infection 
	control and related issues. 
	The agency agrees with, and supports, the changes. 
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	CODE TITLE GRADE EE0-4 CODE TITLE GRADE EE0-4 
	Conservation Crew Supervisor Ill Co11servatio11 CrewS11pervisor Ill 
	1.817 Option A: Natural Resource 31 D 1.817 Optioll A: Natural Resource 33* D 
	B: Fire Suppression B: Fire S11ppressio11 
	1.820 Conservation Crew Supervisor II 29 D 1.810 Co1iservatio11 Crew Supervisor II 31* D 
	1.825 Conservation Crew Supervisor I 27 D 1.815 Co11servatio11 CrewS11pervisor I 19* D 
	•Renectsa 2-grade, special salary ad1ustment authonzed by the 2015 Legislature to improve recruitment and retention.
	BASIS FOR RECOMMENDATION 
	At the request of the Division of Forestry, and as a result of the 2015 Legislative Session, the Division of Human Resource Management recommends changes to the class specification for the Conservation Crew Supervisor series to reflect a two (2) grade increase, authorized by the Legislature, in order to improve recruitment and retention. 
	In order to support the grade increase, positions allocated to the Conservation Crew Supervisor III level must meet Crew Boss training requirements and have completed the Division of Forestry's Resource Task Book prior to appointment. Also, positions allocated to the Conservation Crew Supervisor II must be Firefighter I qualified by the National Wildland Coordinating Group. Previously, positions allocated at these levels had one year to meet these requirements. 
	These changes required no modifications of either the entry level or full performance knowledge, skills and abilities. 
	Both management and agency human resource personnel within the division pllrticipated by offering recommendations and reviewing changes as the process progressed and they support the recommended changes. 
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	11.421 DMV Services Super.·isor II 
	B ABOLISHED 
	11.422 DMV Ser.ices Super.·isor I 31 B 11.422 DMV Services S11pcniisor 31 B 
	11.423 DMV Ser.ices Technician IV 29 E 11.423 DMV Sera•iccs Tcc/111icia11 IV 29 E 
	11.424 OMV Services Technician Ill 27 E 11.424 DMV Services Tec/111icia11 Ill 27 E 
	DMV Ser.ices Technician II 
	11.425 
	E 11.425 DMV Services Tcc/111icia11 II 25 E 
	11.426 DMV Ser.ices Technician I 23 E 11.426 DMI' Sera•iccs Tecl111icia11 I 23 E 
	BASIS FOR RECOMMENDATION 
	At the request of the Department of Motor Vehicles (DMV) management and personnel, it is recommended that the Division of Human Resource Management make revisions to the DMV Services Supervisorff echnician series. A minor change was made to the series concept to update a program area. Regarding the Class Concepts, it was detennined by the agency that the DMV Supervisor II was no longer required and would not be used in the future. It is therefore recommended to be abolished. To accommodate the change, the t
	DMV Services Technicians provide customer services associated with driver's license, vehicle, and business occupational licensing programs including licensing drivers. Incumbents ensure compliance with State and federal motor vehicle laws and regulations and agency policies and procedures involving the licensing of motor vehicle operators, registration and titling of motor vehicles, withdrawal of licenses and registration, licensing of certain operations and representatives of the automotive industry, and r
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	New 7.610Gover11111e11tal Liaiso11 40 B 
	BASIS FOR RECOMMENDATION 
	In conjunction with a request from the Nevada Department of Transportation (NDOT), and as a result of an NPD-19, Human Resource Management recommends establishing a new class titled, Governmental Liaison, to provide strategic support to the Director's Office in southern Nevada and to act as a government affairs liaison administrator with other governmental agencies and the public. 
	Under the direction of the Southern Nevada Deputy Director, Nevada Department of Transportation (NDOT), incumbent acts as a government affairs liaison administrator with other government agencies and the public; serves as an organizational expert on government issues; develops a strategic plan for support of various transportation advocacy groups; supports NDOT's public policy efforts by monitoring various government meetings; communicates and coordinates with federal, State and local government agencies an
	With the aforementioned responsibilities, it is recommended that the class be established at grade 40 and placed in the Fiscal Management and Staff Services Occupational Group, Administrative & Budget Analysis subgroup. 
	The Nevada Department of Transportation assisted in developing this class specification and supports the establishment of the class. If approved, the class specification will become effective retroactive to November 30, 2015. 









