
STATE PERSONNEL BOARD 

OPINION AND 
ORDER 

Before: James R. Morgan, Calvin Hessert and Dana Warren, Board Members. 

NATURE OF ThZ CASE 

These are appeals of reallocations from Payroll Clerk 1 to Typist 3 

pursuant to 516.05(1)(f), Wisconsin statutes. 

FINDINGS OF FACT 

1. At all relevant times the appellants have been permanent employes in 

the classified service with the Department of Transportation, State Patrol, Bureau 

of Enforcement, District 1 (Link) and District 2 (Mews). 

2. Both appellants' positions were reallocated by the director from 

Payroll Clerk 1 to Typist 3 effective September 12, 1976, 
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3 . A p p e l l a n ts' d u ties  a n d  responsib i l i t ies  a re  bas ica l ly  s imi lar  a n d  

inc lude:  

a . T h e  rev iew o f F O S  (F inanc ia l  O p e r a tin g  Sys tem ) fo rms  o n  wh ich  
th e  t roopers  reco rd  hou rs  a n d  activit ies; 

b . T h e  p r e p a r a tio n  o f fu r ther  records  invo lv ing  th e  u s e  o f a  
numer i ca l  c o d e  system; 

C, T h e  .p r e p a r a tio n  o f a  b iweek ly  payro l l  repor t  fo r  th e  district 
wh ich  invo lves  th e  b r e a k d o w n  o f repor ted  hou rs  in to var ious  
ca tegor ies  such  as  straight  tim e , over t ime,  n i g h t di f ferent ial ,  
e tc. ; 

d . T h e  m a i n te n a n c e  o fin d e p e n d e n tle a v e  a n d  sa lary  a c c o u n t d a ta  in  
o rde r  to  a n s w e r  e m p l o y e s ' q u e s tio n s  a n d  p rov ide  a  bas is  fo r  
compa r i son  wi th th e  resul ts  o b ta i n e d  by  c e n tral payro l l  if th e s e  
figu res  a re  q u e s tio n e d  by  e m p l o y e s ; 

e . A n s w e r i n g  e m p l o y e s ' q u e s tio n s  rega rd ing  f r inge b e n e fits; 
f. M isce l laneous  re la ted  d u ties  a n d  responsib i l i t ies  inc lud ing  

f i l ing, typing,  a n d  th e  p r e p a r a tio n  o f va r ious  reports.  

4 . T h e  b iweek ly  payro l l  repor ts  p lus  a n y  o the r  payro l l  m a ter ia l  such  as  

d e d u c tio n  a u thor iza t ions  a n d  i nsu rance  fo rms  a re  s u b m i tte d  to  th e  B u r e a u  o f 

E n fo r c e m e n t's c e n tral o ffice payrol l ,  pe rsonne l  a n d  b u d g e t coord inator ,  

A r lene  K irkesch.  

5 . M s . K i rkesch rev iews in  s u m m a r y  fash ion  th e  b iweek ly  payro l l  repor ts  a n d  

p u ts to g e the r  th e  B u r e a u 's payro l l  d o c u m e n ts fo r  submiss ion  to  th e  D e p a r tm e n t o f 

T ranspor ta t ion  payro l l  o ff ice (Off ice o f B u d g e t, F inance,  a n d  A c c o u n ting) .  In  so  

d o i n g  s h e  is respons ib le  fo r  t ranscr ib ing al l  district tim e  repor ts  o n to  th e  m a s te r  

n o n s ta n d a r d  tim e  repor t  a n d  p o s tin g  a n d  m a i n ta in ing  al l  c e n tral pe rsonne l  

" tu rna round"  d o c u m e n ts re lat ive to  var ious  pe rsonne l  t ranact ions a n d  c h a n g e s  in  

payro l l  status. 

6 . T h e  pos i t ions tandards  fo r  th e  c lerk 3  c lassi f icat ion inc lude  th e  fo l l ow ing  

d e fini t ion:  

Pos i t ions  a l loca ted  to  th is  leve l  pe r fo rm work  requ i r ing  a d v a n c e d  c ler ical  
a n d  b e g i n n i n g  leve l  superv isory  skil ls. W o rk a t th is  leve l  is typical ly 
va r ied  a n d /o r  comp lex  a n d  is pe r fo rmed  u n d e r  genera id i rec t ion .  Pos i t ions  
a l loca ted  to  th is  leve l  m a k e  r e c o m m e n d a tio n s  o n  po l ic ies  a n d  p rocedu res  
a ffec t ing  th e  i m m e d i a te  work  a r e a . 
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7. The position standard forthetypist series states that "positions 

allocated to this series perform clerical duties and responsibilities identical 

to those encompassed by the clerk series exceptfortyping." 

8. The 1968 Bureau of Personnel Systems and Data Processing Survey, 1966, 

contains allocation patterns for coding clerks as follows: 

Coding Clerks: Clerks who code non-complex data in numerical form for 
keypunching will generally fall into the Clerk 2 category. An example 
of such data might be where a clerk codes a number 2 or 14 on a 
section of a tax form, signifying a particular city, etc. There is 
no specific or technical background that the employe must have, except 
that she must learn the meaning of the various codes. In some coding 
positions, employes must have a specific background in a technical 
area to efficiently code from source documents. An example of this 
would be coding for a collection of statistical medical data where the 
employe must be fimiliar with medical terminology. The employe codes 
from difficult source documents such as physicians progress reports, 
must interpret writing, recognize meanings of medical terms and be able 
to related them to established coding numbers. Such employes are classified 
as Clerks 3. 

9. The class specifications for payroll clerk 1 contain the following 

definition: 

This is payroll preparation work in a state agency. Employes 
in this class assist higher payroll personnel in a variety of 
complex payroll duties within a central or satellite payroll unit 
of a state agency, or are responsible for the independent preparation 
of a small, non-complex payroll. Work at this level is distinguished 
from higher level payroll positions in that the duties are of a repetitive 
bookkeeping nature requiring some individual judgment, but usually 
performed within a framework of established policies and procedures. 

10. The appellants neither assist higher level payroll personnel in a variety 

of complex payroll duties nor are they responsible for the independent preparation 

of a small, non-complex payroll. 

11. The core of appellants' payroll related work consists of coding and related 

activities identified at the clerk 2 or 3 levels. 
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12. The positions at issue here originally had been classified at the 

payroll clerk 1 level on the expectation that they would be forwarding district 

payrolls directly to the DOT central payroll office rather than through Ms. Kirkesch's 

position, but this organization never materialized. 

13. The appellant Link transferred from the DOT to DHSS in October,,1976, 

where she now occupies a position classified as a payroll clerk 2. 

CONCLUSIONS OF LAW 

1. This appeal is properly before the Board as an appeal of an action 

of the director pursuant to 816.05(1)(f), stats. 

2. The classification of appellants' positions to payroll clerk 1 was 

erroneous. 

3. The reallocation of appellants' positions to typist 3 was appropriate 

pursuant to B16.07(2), stats. 

4. The appellants'positions are appropriately classified as typist 3. 

5. Appellant Link's tranfer did not moot this appeal as to her. 

OPINION 

Appellants maintain that in fact they are responsible for the independent 

preparation of a small, non-complex payroll as required for payroll clerk 1. This 

record does not sustain this contention. The appellants' functions are basically those 

of timekeepers with relatively basic coding of employes' time at a clerk 2 or 3 level. 

Although Ms. Kirkesch may have relied extensively on the documents submitted by 

appellants when she submitted the payroll to the budget, finance, and accounting office, 

she had the respon'sibility and accountability for the payroll, not the appellants. 

Furthermore, she did review the biweekly payroll reports to some extent before 

submitting the payroll to the budget, finance, and accounting office. While the 

appellants did perform some functions identified under the examples of work performed 
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in the payroll clerk 1 class specifications, it is not ususual to have some 

overlap of duties. Lacking either of the central definitions for payroll 

clerk 1, the appellants' positions are not appropriately 

and the director did not em in reallocating them to the 

correct an erroneous classification that was based on an 

that never occurred. 

The respondent's motion to dismiss as to appellant 

is denied. See Watkins v. DILHR, 69 Wis. 2d 782 (1975). 

ORDER 

classified atthat level, 

typist 3 level to 

organizational change 

Link on mootness grounds 

The respondent's action is affirmed and this appeal is dismissed. 

Dated: 3-,3 , 1978 STATE PERSONNEL BOARD 


