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	STATE OF OREGON

POSITION DESCRIPTION
	Position Revised Date:

07/22/09
This position is:

	Agency:  Oregon Department of Fish and Wildlife
Facility:  Salem Headquarters, 3406 Cherry Ave NE, Salem
 FORMCHECKBOX 
 New   
 FORMCHECKBOX 
 Revised
	 FORMCHECKBOX 
 Classified

 FORMCHECKBOX 
 Unclassified


 FORMCHECKBOX 
 Executive Service

 FORMCHECKBOX 
 Mgmt Svc – Supervisory

 FORMCHECKBOX 
 Mgmt Svc – Managerial

 FORMCHECKBOX 
 Mgmt Svc - Confidential

	SECTION 1.  POSITION INFORMATION

	
a.
Classification Title:
	Accounting Technician 3
	
b.
Classification No:
	C0212

	
c.
Effective Date:
	07/01/05
	
d.
Position No:
	0507194

	
e.
Working Title:
	Payroll Technician
	
f.
Agency No:
	63500

	
g.
Section Title:
	Fiscal Services
	
h.
Budget Auth No:
	000940560

	
i.
Employee Name:
	Vacant
	
j.
Repr. Code:
	OA

	
k.
Work Location (City – County):
	Salem/Marion

	
l.
Supervisor Name:
	Sandra Fixsen

	
m.
Position:
	 FORMCHECKBOX 
 Permanent
 FORMCHECKBOX 
 Seasonal
 FORMCHECKBOX 
 Limited Duration
 FORMCHECKBOX 
 Academic Year

 FORMCHECKBOX 
 Full-Time
 FORMCHECKBOX 
 Part-Time
 FORMCHECKBOX 
 Intermittent
 FORMCHECKBOX 
 Job Share

	n.
FLSA:
	 FORMCHECKBOX 
 Exempt

 FORMCHECKBOX 
 Non-Exempt
	If Exempt:
	 FORMCHECKBOX 
 Executive

 FORMCHECKBOX 
 Professional

 FORMCHECKBOX 
 Administrative
	o.
Eligible for Overtime:
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	SECTION 2.  PROGRAM AND POSITION INFORMATION


a.
Describe the program in which this position exists.  Include program purpose, who's affected, size, and scope.  Include relationship to agency mission.
The Oregon Department of Fish and Wildlife (ODFW) mission is "to protect and enhance Oregon's fish and wildlife and their habitats for use and enjoyment by present and future generations."  The Department consists of two main program areas, Administration and Operations.  The Administration Program area has four divisions including Human Resources, Information Systems, Information and Education, and Administrative Services.  The Operations Program has two divisions (Fish and Wildlife) as well as four regional sectors.

The Oregon Department of Fish and Wildlife is a natural resource agency with a complex biennial operating budget of $261 million and 1,399 employees.  The Administrative Services Division (ASD) provides the administrative infrastructure necessary for accounting, payroll, budget, economic analysis, business operations, license sales, and procurement services.  ASD has 54 positions and a biennial budget of $20.1 million.
The Fiscal Services Unit is responsible for the department's central payroll services, accountingwith the use of the Statewide Financial Management Accounting Application (SFMA), statewide annual financial reporting, accounts receivable, accounts payable, travel reimbursement, auditing of license sales agents, and monthly expenditure reporting to department management and Commissions members.  Ensures financial transactions are in compliance with federal and state rules and regularions and accounting structures support agency program goals and objectives.

b. Describe the primary purpose of this position, and how it functions within this program.  Complete this statement.  The primary purpose of this position is to:

The purpose of this position is to provide accurate and timely payroll data required by the Department of Administrative Services (DAS) payroll/leave system to properly pay earnings, provide benefits and deduct voluntary deductions and taxes.  The department’s payroll is very complex with multiple pay types, extensive funding sources and a versatile accounting structure.  This position also assists Human Resources in providing benefits program information and works directly with various insurance carriers, Public Employees Benefits Board (PEBB), Public Employees’ Retirement System (PERS), vendors, Oregon Statewide Payroll Services (i.e. Central Payroll), Oregon Saving Growth Plan (OSGP) for deferred compensation, and employees.
	SECTION 3.  DESCRIPTION OF DUTIES

	List the major duties of the position.  State the percentage of time for each duty.  Mark “N” for new duties, “R” for revised duties or “NC” for no change in duties.  Indicate whether the duty is an “Essential” (E) or “Non-Essential” (NE) function.

	% of Time
	N/R/NC
	E/NE
	DUTIES


Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”.
	25%
	NC
	E
	Process Time Sheets
Reviews employee timesheets for completeness, accuracy and compliance with established policies and procedures and works with employee and manager to resolve and correct discrepancies.  If needed, explains timesheet reporting to employees and managers.  For non-routine situations, consults with Fiscal Services Manager or Human Resource Division for resolution.  Review includes but is not limited to:
--Checks for terminations/amendments and verifies pay period ending date.

--Checks if the employee was on a flex or regular schedule.

--Checks for 40 hours per week and if the total hours listed match the total hours available in the month.

--Uses information on the timesheet to verify if the employee is part-time, full time, hourly, temporary and if they are eligible for shift differential, overtime, Holiday pay, etc.  Checks for OFLA/FMLA eligibility in payroll file and works with ODFW Safety Manager if SAIF coding is used.

--Checks for authorized manager signature.

--May check coding and data enter information from the timesheet in to the payroll system (leave with out pay, overtime, holiday pay, leave taken, military leave, other pay types and coding for hours worked).

--May verify all timesheets have been received by scrolling through the payroll system (using the P002 screen) and follow up on missing ones.

	15%
	NC
	E
	Processes Under/Overpayments; Garnishments; Voluntary Deductions; Salary Advances; Hardship Leave Donations, Etc.

Researches and collects backup documentation to substantiate the overpayment or underpayment exists.  Corrects discrepancies, calculates and process overpayment letter or fills out appropriate paperwork to request a special check from DAS Central Payroll if underpaid.  Enters overpayment information in the payroll system, completes payment documents/forms to reimburse Central Payroll.

Processes garnishments as required by law.  Uses the garnishment and withholding order worksheet to calculate withholding amount and enter into the payroll system; notifies appropriate parties.

Processes salary advance requests, charitable contributions and compensatory time pay off by entering the appropriate information received from the employee/employer in the payroll system.  Fills out appropriate paperwork to request a special check from Central Payroll if needed.
Processes Hardship Leave Donations.  Calculates donations from one employee to another, deducts dollars for insurance premiums, make entries into Hardship Leave database to track employees donations and make entries in the payroll system for leave time donated and reduces donating employee’s leave balance(s) by the number of hours used.
For non-routine situations consults with Fiscal Services Manager or Human Resource Division for resolution.

	15%
	NC
	E
	Payroll and Insurance Exceptions Reports.

Review, the payroll exception reports distributed monthly for errors and/or discrepancies.  May require reviewing the timesheet versus what was entered into the payroll system or working with the employee and manager to resolve and correct discrepancies.  For non-routine situations consults with Fiscal Services Manager or Human Resource Division for resolution.
May review payroll reports for employee’s eligibility for participation in the Public Employees Retirement System (PERS) and makes necessary entries in the payroll system.  When requested by PERS, processes PERS salary certifications using information from the payroll system; makes corrections to the system as needed to insure proper processing of retirement benefits.
Works with PEBB or insurance carrier liaison to clear discrepancies in reports from insurance carriers.  Reports are received monthly or every other month and lists discrepancies between the eligibility and premiums paid.

	25%
	NC
	E
	Process New Hires, Rehires, Changes, and Terminations. 
Coordinates with Human Resources when position/personnel actions are entered in the Human Resources system so they are reflected appropriately in the payroll system.  May need to work with employee and/or manager to resolve and correct discrepancies.  For non-routine situations consults with Fiscal Services Manager or Human Resource Division for resolution.
New Hires, Rehires and Changes – Checks and/or enters required deductions and appropriate information received by the employee/employer into the various payroll screens (withholding & deductions; direct deposit; leave data from clearing account, etc.).

Terminations – Enters information from final timesheet.  If needed prorates leave earned, pays off vacation or compensatory time and moves appropriate leave to the clearing account.  Sends employee required insurance information, etc.
May require filling out appropriate paperwork to request rewritten and/or special checks from Central Payroll.
Insurance Related Information.

Reviews health, dental and life insurance applications for completeness and enters the information in to the PEBB benefits on line system for those employees who don’t enroll using the online process.  Works with employee if information is missing.  Uses established processes and information submitted from the employee to enter the domestic partner and/or dependent information in the payroll or appropriate system.  Works with PEBB to process non-routine requests.
Notifies PEBB if employee is eligible to receive COBRA notice.

Completes employer portion of disability insurance claim forms.

	10%

	R
	E
	Information and Assistance.
Explains payroll processes, procedures and policies to department managers and employees to resolve payroll issues resulting from incorrect information submitted to and entered by Payroll or entry errors made by Payroll in the payroll and benefits systems.  Responds to employee questions on payroll and salary related information concerning wages, taxes, deductions, processing direct deposit and payroll deductions for deferred compensation.  Researches and responds to questions about leave, compensation time, and donated leave accruals and balances.  Verifies employee salary information upon request to qualifying party.


	10%
	R
	E
E

E
NE
E
NE


	Miscellaneous.

Trains new Payroll staff as needed.

Develops and revises internal payroll processing procedures and systems to improve efficiency and accuracy.
May be asked to provide payroll information at meetings and new employee orientation.  
File Maintenance and Retention – Prints appropriate documentation for the payroll records files.

To ensure records are appropriately maintained, uses the Oregon State Archives Retention Schedule to determine the retention and destruction of records.

Other duties and special projects as assigned by the Fiscal Services Manager.

	Ongoing
	NC
	E
	Performs position duties in a manner that promotes customer service and harmonious working relationships.  Engages in effective team participation. 

Develops good working relationships through active participation in accomplishing group projects and identifying and resolving problems in a constructive manner.


	SECTION 4.  WORKING CONDITIONS


Describe any on-going working conditions.  Include any physical, sensory, and environmental demands.  State the frequency of exposure to these conditions.
Extensive personal and telephone contact with agency staff, sometimes dealing with situations where employees disagree with the outcome.  Must occasionally handle highly sensitive issues.  Pressures due to deadlines established by the Department of Administrative Services and the Bureau of Labor and Industries.  Extensive use of the computer.  Occasional lifting of boxes weighing up to 30 pounds.  Must be flexible, responsive, and available to meet payroll and benefit needs.  Normal office working environment.  Regular consistent attendance is an essential function for all positions within the Administrative Services Division.  Occasional travel is necessary.  Overtime may be required. 
This position requires a valid Oregon Drivers License and an acceptable driving record.

	SECTION 5.  GUIDELINES


a.
List any established guidelines used in this position, such as state or federal laws or regulations, policies, manuals, or desk procedures.
· Agency Policies and Procedures Manual

· Oregon State Payroll System and Procedures Manuals

· Department of Administrative Services Personnel Rules and Policies

· Department of Administrative Services Oregon Accounting Manual

· SEIU Collective Bargaining Agreement

· Public Employees’ Retirement System (PERS)

· State and Federal Tax Laws

· Federal and State Labor Laws relating to payroll compensation and employee leave
b.
How are these guidelines used?

To understand and apply the SEIU Collective Bargaining Agreement, Department of Administrative Services (DAS) and Oregon Department of Fish and Wildlife (ODFW) payroll and personnel policies relating to salary administration, insurance, timekeeping, leave accrual and retirement transactions and to respond to questions from employees and managers.  These guidelines are used to comply with federal/state laws, rules and policies.  Consults with Fiscal Services Manager or Human Resource Division for resolution of non-routine situations.

	SECTION 6.  WORK CONTACTS

	With whom, outside of co-workers in this work unit, must the employee in this position regularly come in contact?

	Who Contacted
	How
	Purpose
	How Often?


Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”.
	All ODFW Employees
	Telephone/In Person/Written/E-mail
	Pay/Deductions/Leave Accruals/Benefits
	Daily

	ODFW Human Resources
	Telephone/In Person/Written/E-mail
	Pay/Leave/Benefits/Personnel Actions
	Daily

	PEBB
	Telephone/E-mail
	Benefit Information and Issues
	Frequently

	DAS Central Payroll
	Telephone/Written/E-mail
	Information/Assistance
	Frequently

	PERS/OSGP (Deferred Compensation)
	Telephone/Written/E-mail
	Retirement/Deferred Compensation Issues
	Frequently

	Insurance Vendors
	Telephone/Written/E-mail
	Insurance Deductions
	Frequently

	Other State Agencies
	Telephone/Written/E-mail
	Leave Accrual/ PERS Issues/State Employee Transfers
	Monthly


	SECTION 7.  POSITION RELATED DECISION MAKING


Describe the typical decisions of this position.  Explain the direct effect of these decisions.
Decisions are made based on established procedures, rules and policies for the entry and correction of payroll and benefit information.  Determines when an unusual or non-routine situation exists and consults with the Fiscal Services Manager, ODFW Human Resource Division, and/or appropriate agency (i.e. PEBB, PERS, OSPS, etc.).  When information on the timesheet is not complete, accurate, or does not comply with established policies and procedures determines when to contact the manager and employee, when to contact the Fiscal Services Manager and/or Human Resource Division.  When errors or discrepancies are listed on the Central Payroll Exception Reports or other payroll related records researches errors, determines who to contact to resolve the issue and when it is appropriate to allow time for the transaction to clear before resolving.  As payroll and benefit information is corrected, must be able to decide when to request a rewritten and/or special check from Oregon State Payroll Services (OSPS) or when it is okay to include the compensation on the next regularly scheduled payroll check.

Consequences of incorrect decisions could result in employees not being compensated correctly or not being afforded entitled benefits, which could result in the filing of grievances and lawsuits with the potential of a negative financial impact on the department or employee.  Incorrect decisions could also result in the department being fined or held liable for non-compliance with various federal and state laws.
	SECTION 8.  REVIEW OF WORK

	Who reviews the work of the position?

	Classification Title
	Position Number
	How
	How Often
	Purpose of Review


Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”.
	Principle Executive Manager E 
	5220071
	Reports and registers for each payroll period are reviewed along with documentation supporting the transaction.  One-to-one conversations, electronic communication, and during the formal performance evaluation process to discuss work related issues and performance.
	Ongoing
	Reviewed for correctness of entry and adjustments; affect on employees’ pay; and to ensure compliance with policy and procedures.

	
	
	
	
	


	SECTION 9.  OVERSIGHT FUNCTIONS            THIS SECTION IS FOR SUPERVISORY POSITIONS ONLY

	a.
	How many employees are directly supervised by this position?
	0
	

	
	How many employees are supervised through a subordinate supervisor?
	0
	

	b.
	Which of the following activities does this position do?

	
	 FORMCHECKBOX 
  Plan work
 FORMCHECKBOX 
  Coordinates schedules
 FORMCHECKBOX 
  Assigns work
 FORMCHECKBOX 
  Hires and discharges

 FORMCHECKBOX 
  Approves work
 FORMCHECKBOX 
  Recommends hiring

 FORMCHECKBOX 
  Responds to grievances
 FORMCHECKBOX 
  Gives input for performance evaluations

 FORMCHECKBOX 
  Disciplines and rewards
 FORMCHECKBOX 
  Prepares & signs performance evaluations

	SECTION 10.  ADDITIONAL POSITION-RELATED INFORMATION


ADDITIONAL REQUIREMENTS: List any knowledge and skills needed at time of hire that are not already required in the classification specification:
Employees within the payroll system work under pressure, deadlines and deal with problems concerning employee’s pay, leave accruals, voluntary deductions, benefits and PERS.  Any person applying for this position will need to be tactful and assertive under these situations and must have excellent organization skills.

Must possess a valid Oregon Drivers License and acceptable driving record.

This position has been designated as sensitive in that the incumbent in this position has personnel or human resources functions as one of the position’s primary responsibilities. The successful candidate will be subject to a criminal history background check with fingerprinting and will be subject to annual checks during employment. 

	BUDGET AUTHORITY: If this position has authority to commit agency operating money, indicate the following:

	Operating Area
	Biennial Amount ($00000.00)
	Fund Type


Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”.
	
	
	

	
	
	

	
	
	


	SECTION 11.  ORGANIZATIONAL CHART

	Attach a current organizational chart.  Be sure the following information is shown on the chart for each position:  classification title, classification number, salary range, employee name and position number.



[image: image1.emf]Cathy Stevens

Fiscal Services Manager

PEM E X7008

5220071

Catherine Perard

Acct. Tech 3

C0212   19

5220052

Capitalina Martishev

Acct. Tech. 1

C0210   13

5220067

Pat Tanner

Acct. Tech. 3

C0212   19 

5220027

Iolanda Frampton

Reconciliation Acct.

C1216  23

5220165

Vacant

Revenue Tech 3

C0212   19

5220008

Sandy Sovay

A/R Accountant

C1216   23

5220062

Lillian Brannan

A/R Tech 3

C0212   19

5220188

Richard Rowzee

Senior Accountant

C1218   30

5220160

Mary Loewen

GL Accountant

C1217   27

5220159

Natalie Sutter

JV Accountant

C1215   21

5220066

John Lindow

Screens Accountant

C1216   23

2020190

David Stanley

POS Accountant

C1216   23

5220074

Tracy Loutzenhiser

A/P Tech 2

C0211   17

5220070

Vacant

A/P Tech 2

C0211   17

5220050

Heather Archambault

A/P Tech 2

C0211   17

5220025

Vicki Whitten

A/P Tech 2

C0211   17

5220161

Shirley Obritschkewitsch

A/P Tech 2

C0211   17

5220024

Anita Burger

Payroll Tech. 3

C0212   19

5220064

Amanda McKenzie

Payroll Tech. 3

C0212   19

0507194

Sabrina Stupfel

Office Specialist 2

C0104    15

5220047

Shirlene Gonzalez

Administrator

PEMF   Z7010

5200129



	SECTION 12.  SIGNATURES

	
	
	
	
	
	
	
	
	

	
	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date
	

	
	
	
	
	

	
	Appointing Authority Signature
	
	Date
	


	Position Title:  Accounting Technician 3
Position # 0507194

Completed By:  Cathy Stevens
Date: July 22, 2009
Not Required   Rarely =            Occasionally =         Frequently =        Continually =



1% or less
 1-33%
  
         34-65%
             66-100%

PHYSICAL FACTORS

1.  Sitting:


Uninterrupted (N-R-O-F-C)

                  Sitting at a desk is the primary function required by the job.  However, frequent opportunities to stand and move about occur to obtain work from the copy machine, fax machine, and filing cabinets.  Up to two hours uninterrupted at meetings.


Surface (N-R-O-F-C)
                  Regular office chairs.
2.  Standing:


Uninterrupted (N-R-O-F-C)
                  Copier or filing cabinet.  ½ hour to 1 hour at field staff meetings.


Surface (N-R-O-F-C)
                  Carpeted floor.  Rough terrain in field.  
3.  Walking:


Uninterrupted (N-R-O-F-C)
                  Frequent short trips within the building.  ½ hour to 1 hour field trips.


Surface (N-R-O-F-C)
                  Carpeted floor in office building or unsurfaced terrain when in the field.
4.  Crouching (bending at knees):


(N-R-O-F-C)
                  Is the recommended posture for picking up items from floor, lifting and/or moving the occasional box and for obtaining documents from lower files, drawers and shelves.
5.  Kneeling/Crawling:


Uninterrupted (N-R-O-F-C)


Surface (N-R-O-F-C)

6.  Stooping (bending at waist):


(N-R-O-F-C)


Documents are in vertical file cabinets and may require bending at the waist to reach those documents within the files.

7.  Twisting (knees/waist/neck):


Knees (N-R-O-F-C)


Waist (N-R-O-F-C)

                  To retrieve files.


Neck (N-R-O-F-C)

                  To answer phone, use computer monitor, retrieve files.
8.  Climbing:


(N-R-O-F-C)

                  Use railed step ladder to locate documents in boxes on upper shelves.
9.  Balancing:


(N-R-O-F-C)

               When climbing step ladder to reach boxes on upper shelves.
10. Leg/Foot Use (for machine controls):


(N-R-O-F-C)
                  Driving to various locations.
11. Reaching (overhead/extension):


Overhead (N-R-O-F-C)
                  To locate documents in boxes or retrieve office supplies on upper shelves.

Extension (N-R-O-F-C)
                  Frequent extension involved in day to day use of telephone, calculator, computer and terminal keyboard, obtaining documents from vertical files, and when pulling reference books from shelves.
12. Handling/Grasping:


Handling (N-R-O-F-C)
                  Frequent handling of documents, files, books.

Grasping(N-R-O-F-C)

                  Writing utensil, stapler and stapler remover, telephone, reference books, files.
13. Fingering/Feeling:


Fingering (N-R-O-F-C)
                  While operating calculator and computer key board, obtaining documents from files, assembling payroll documentation.

Feeling (N-R-O-F-C)

14. Pushing/Pulling (average weight/maximum weight):


Pushing, Average (N-R-O-F-C)

                  20 lbs. Pushing file drawers closed, moving storage boxes of files.

Pushing, Maximum (N-R-O-F-C)

                  30 lbs. Conditions same as above.

Pulling, Average (N-R-O-F-C)

                  20 lbs. Conditions same as above.

Pulling, Maximum (N-R-O-F-C)

                  30 lbs. Conditions same as above.
15. Lifting/Carrying (average weight/maximum weight)


Lifting, Average (N-R-O-F-C)

                  Less than one lb. in the form of documents, files, books.

Lifting, Maximum (N-R-O-F-C)

                  30 lbs. May need to unstack boxes to reach document in lower box.

Carrying, Average (N-R-O-F-C)

                  Less than two lbs. reference books to copier or to desk, folders of documents.

Carrying, Maximum (N-R-O-F-C)

                  30 lbs. May carry boxes of documents during annual document purge or storage reorganization.
16. Other Physical Demands:


(N-R-O-F-C)

USE OF SENSES

1.  Talking:


(N-R-O-F-C)
                  While interacting with others in Fiscal Services Unit and other agency staff.
2.  Hearing:


(N-R-O-F-C)

                  While interacting with others in the Fiscal Services Unit and other agency staff.
3.  Vision:


(N-R-O-F-C)

                  Use when processing payroll, sorting documents, data entering, mathematical calculation, and researching problems and process management.
4.  Smell:


(N-R-O-F-C)

5.  Other:


(N-R-O-F-C)

ENVIRONMENTAL FACTORS

1.  Work indoors (exposures):


(N-R-O-F-C)
                  Works almost exclusively indoors in a temperature controlled environment.
2.  Work outdoors (exposures):


(N-R-O-F-C)
                  May go to training or meeting outside the building requiring occasional, brief exposure to all weather conditions.
3.  Safety equipment:


(N-R-O-F-C)

4.  Exposures:


(N-R-O-F-C)

                  Exposure to office chemicals such as white out thinner, copier toner and flower pollens.  A very large percentage of the documents handled are treated with carbonless paper chemical.
5.  Operating of equipment/tools/vehicles:


Equipment/vehicles (N-R-O-F-C)

                  Computer terminals, copier, fax, paper shredder.

Tools (N-R-O-F-C)
                  Office tools such as staplers, date stamps, calculators, telephone.

Vehicles (N-R-O-F-C)

                   Automatic transmission cars and trucks.
6.  Required hygiene standards:


(N-R-O-F-C)

MENTAL FACTORS

1.  Interaction with others:


(N-R-O-F-C)


     Interacts with supervisor, other agency staff and businesses.

2.  Deadlines/shift-work/flexibility:


(N-R-O-F-C)
                  Deadlines of varying levels of importance occur often each month.  Must be able to set priorities to meet deadlines.
3.  Highly repetitive work:


(N-R-O-F-C)
                  Tasks within the payroll processing are repetitive.  Employee has a range of tasks and ability to vary work tasks to avoid long periods of repetition. 
4.  Attention to detail:


(N-R-O-F-C)
                  Must be continuously attentive to detail.  Inattention to detail can result in errors in paying or applying employee benefits.
5.  Other psychological demands:


(N-R-O-F-C)

                  Working with agency staff requires diplomacy to correct errors.
NOTE:
ALTHOUGH NOT STRICTLY ALL-ENCOMPASSING.  THIS CLOSELY REFLECTS THE WAY THE JOB IS CURRENTLY BEING DONE.  THERE MAY BE ALTERNATIVE WAYS TO PERFORM SOME DUTIES THAT ARE NOT REFLECTED IN ANY OF THESE FACTORS.

SECTION 13.  SIGNATURES

                                                                                                                                                                                    
[image: image2]           
Employee Signature                      Date                                   Supervisor Signature                               Date
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Cathy Stevens
Fiscal Services Manager
PEM E X7008
5220071


Catherine Perard
Acct. Tech 3
C0212   19
5220052


Capitalina Martishev
Acct. Tech. 1
C0210   13
5220067


Pat Tanner
Acct. Tech. 3
C0212   19 
5220027


Iolanda Frampton
Reconciliation Acct.
C1216  23
5220165


Vacant
Revenue Tech 3
C0212   19
5220008


Sandy Sovay
A/R Accountant
C1216   23
5220062


Lillian Brannan
A/R Tech 3
C0212   19
5220188


Richard Rowzee
Senior Accountant
C1218   30
5220160


Mary Loewen
GL Accountant
C1217   27
5220159


Natalie Sutter
JV Accountant
C1215   21
5220066


John Lindow
Screens Accountant
C1216   23
2020190


David Stanley
POS Accountant
C1216   23
5220074


Tracy Loutzenhiser
A/P Tech 2
C0211   17
5220070


Vacant
A/P Tech 2
C0211   17
5220050


Heather Archambault
A/P Tech 2
C0211   17
5220025


Vicki Whitten
A/P Tech 2
C0211   17
5220161


Shirley Obritschkewitsch
A/P Tech 2
C0211   17
5220024


Anita Burger
Payroll Tech. 3
C0212   19
5220064


Amanda McKenzie
Payroll Tech. 3
C0212   19
0507194


Sabrina Stupfel
Office Specialist 2
C0104    15
5220047


Shirlene Gonzalez
Administrator
PEMF   Z7010
5200129



