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PERSONNEL COMMISSION 

FINAL 
ORDER 

This matter IS berote the Comm~won following the promulgation of a 

hcarlng cxamlner’s proposed decision. After the promulgation of this 

proposed decision, appellant submitted a lcttcr which advised that because of 

workplace changes and resulting changes in job responslbllities. she was 

gorng to request a new reclassification rewcw, and that “LfJor these reasons I 

hereby withdraw my appeal.” However. the Commission will not permit the 

withdrawal of the appeal shorl ot” a decision on the merits under these 

circumstances. To do so would tend to cncouragc the use of the appeal and 

hcarmg process as a kind of “test run,” with the option of withdrawing the 

appeal prior to a declslon on the mcrlts 11‘ the appeal appears to be heading 

towards a negative wnclusion. Whllc lhc Commission IS not Implying 

appellant 1s engaging in this kind of prac~icc, II IS concerned about the 

possible precedentlal cfl’cct ol” allowing a wIthdrawal in this case and under 

these circumstances 
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The proposed decision and order, a copy of which is attached hereto and 

mcorporated by reference as if fully set forth, is adopted as the Commission’s 

final resolution of thrs matter 

Dated: 8 ( 1993 STATE PERSONNEL COMMISSION 

LRM/AJT:rcr 

Partles: 

Rose Marie Klcln 
315 E. Elm Street 
Sun Prairie, WI 53590 

Katharlnc Lyall 
Prcqldent, UW 
1700 Van Hose Hall 
1220 Linden Drive 
Madtson. WI 53706 

Jon Litscher 
Secretary, DER 
P.O. Box 78.55 
Madison, WI 53707 

NOTICE 
OF RIGHT OF PARTIES TO PETITION FOR REHEARING AND JUDICIAL REVIEW 

OF AN ADVERSE DECISION BY THE PERSONNEL COMMISSION 

Petition for Rehearing Any person aggricvcd by a final order may, 
wthm 20 days akcr service of the order, file a written petiuon wth the 
Commlsslon for rehcarmg. Unless the Commission’s order was selved per- 
sonally, serwce occurred on the date of mailing as set forth in the attached 
affidavit of mailing. The petition for rehearing must specify the grounds for 
the relief sought and supporting authorities. Copies shall be served on all 
partles of record. See $227.49, WIS. Stats, for procedural details regarding 
petitions for reheartng. 

Petition for .Judicial Review Any person aggrieved by a decision is 
entitled lo Judicial rewew thcleof The petition fat judicial rewew must be 
flied m the appropriate circuit court as p!-ovldcd in 9227,53(1)(a)3, WIS. Stats, 
and a copy of the pctiuon must bc served on the CornmissIon pursuant to 
$227,53(1)(a)l, WIS Stats The pctitlon must Identify the Wisconsm Personnel 
Commlsslon as respondent. The peuuon for judicial review must be served 
and filed wthin 30 days alter the service of the commlsslon’s decision except 
that if a rchcarlng IS quested, any party desiring Judicial review must 
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serve and file a petition for review within 30 days after the service of the 
Commtsslon’s order finally disposing of the application for rehearing, or 
within 30 days after the final disposition by operation of law of any such 
application for rehearing. Unless the Commission’s decision was served per- 
sonally, service of the dcctslon occurled on the date of mailing as set forth in 
the attached affidavit of mallmg. Not later than 30 days after the petItion has 
been flied in circuit court, the petltloncr must also serve a copy of the peti- 
tion on all parties who appeared I” the proceedmg before the Commtssion 
(who are identified immediately above as “parties”) or upon the party’s 
attorney of record. See $227.53, Wk. Stats., for procedural details regarding 
petitions for Judicial review. 

It is the responsibility of the pctitionlng party to arrange for the prepara- 
tion of the necessary legal documents because neither the cornmissIon nor 
its staff may assist in such preparation. 
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PERSONNEL COMMISSION 

PROPOSED 
DECISION 

AND 
ORDER 

Nature of the Cast 

This is an appeal of the denial of a reclassification request. A hearing 

was held before Gerald F. Hoddmott, CornmIssioner, and the parties were 

permitted to file briefs. 

Findings of Fact 

1. At all times relevant to this matter, appellant has been employed by 

University of Wisconsin System Administration m a Program Assistant 

position in the Office of Equal Opportunity Programs and Policy Studies 

(hereinafter “OffIce”). In 1991, appellant filed a request for the 

reclasslflcation of her position from the Program Assistant 3 (PA 3) level to a 

higher level classification. This request was denied by respondents in a 

September 9, 1991, letter to appellant’s supervisor, Marian Swoboda. Dr. 

Swoboda functions as the Dlrector of the Office and reports to the President of 

the UW System. 

2. Appellant filed a timely appeal with the Commission of this denial of 

her request for the reclassification of her positlon. 

3. The duties and responsibilities of appellant’s position, as specified in 

a position description dated April 17, 1991, are accurately described as follows: 

,/ 
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TIME 7% GOALS AND WORKER ACTIVITIES 

60 % A. Administrative Suooort and Assistance 

A. 1. 

A. 2. 

A. 3. 

A. 4. 

A. 5. 

Coordinate the gathering of data and 
other pertinent information required 
for the preparation of reports, 
presentations, policy papers, 
sourcebooks, brochures, publications, 
etc. Check materials for accuracy and 
completeness. Compile the data or 
information, develop format and 
coordinate the final production of 
materials produced by the office. 

Schedule meetings and conferences. 
Assist with duties associated with the 
planning and chairing of meetings 
and conferences. Preparing and 
mailing agendas and accompanying 
materials, scheduling meeting 
locations, making reservations, 
attending meetings to record actlons, 
and following through on actions 
required including collections and 
disbursements. 

Coordmate staff assignments and 
follow-up on the assignments so that 
deadlmes will be met on a timely basis. 
Momtor projects with deadlines to 
insure all responses are received. 
Maintain liaison with systemwlde 
directors and coordinators to facilitate 
processing of various reports. 

Assist with the responsibilities 
associated with classroom teaching 
including the preparation of reading 
lists, syllabi, testing materials and 
recording grades and assisting students 
with material location from the office 
library. 
Screen and schedule appointments and 
mamtain calendar for the. Assistant to 
the President keeping her informed of 
events, deadlines and scheduled 
obligations. Gather necessary 
materials for meetings and 
appointments. Make foreign and 
domestic travel arrangements and 
hotel reservations. Respond to 
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A. 6. 

telephone and mail requests for 
information. Explain policies and 
procedures to faculty, other employees 
and the public when requested. 
Review mail and screen 
correspondence formulating responses 
when appropriate. Attach background 
information when appropriate. 
Finalize correspondence for mailing. 

Set-up and maintain databases to 
contain necessasry information for 
committee memberships, conference 
registrations, mailing lists, and 
directories used for programs or 
activity functions. Distribute materials 
produced by the office as required. 
Maintain the office’s reference and 
historical library made up of reports, 
policy documents, papers, brochures, 
and statistical references. Keep 
subscriptions, policy documents and 
statistical references current. 

A I. Maintain resource library of sexual 
assault, harassment and gender equity 
videotapes and materials. Provide 
listing of resources available for loan 
to campuses Schedule bookings and 
timely return of materials to the office. 

A. 8. Review requests from campuses for 
auxiliary aid funding from the UW 
System Contingency Fund for Students 
with Disabilites [sic] for accuracy and 
completeness. Inform Assistant to the 
President of requests made and 
available funds. Process requests and 
guidelines for funding to the review 
committee. Compose letters to the 
requesting campus to approve or deny 
the request. Initiate budget transfer 
for approved funding to the campus. 
Maintain records of all transactions. 
Prepare detailed reports of 
disbursements. 

A. 9. Coordinate the fall and spring 
conferences. Handle administrative 
details of scheduling conference sites, 
establish conference fees and budget, 
assist with development of program, 
obtaining keynote speakers, and 
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5% 

printing and distribution of 
conference materials. Make all 
arrangements for accommodations and 
food. 

A. 10. Arrange for the printing of 
newsletters and publications with 
vendors by obtaining bids, making 
specifications for paper and printing 
service, and writing printing orders. 
Expedite delivery. 

A. 

B. 

11. Attend meetings or workshops for the 
Assistant to the President as necessary. 
Present agenda items at meetings on 
her behalf. Report on actions taken. 

Lead Work Functions 

B. 1. Recrmt, interview and hire LTE and 
student help. Process necessary 
authoruatinos, personnel and payroll 
materials for employees. 

B. 2. Plan, assign, and direct work flow of 
LTE’s and student help. Train LTE’s and 
student help in word and data 
processing procedures necessary to 
accomplish tasks assigned, including 
database management Delegate as 
appropriate clerical responsibilities 
related to activities listed under goals 
and activities A and D. 

30% C. Fiscal Control 

c 1. Maintain departmental budgets. 
Monitor and control expenditures 
under the general office supply and 
expense account, the equal opportunity 
program special projects account, 
LTE/student help, the Contingency 
Fund for Services to Students with 
Disabilities, the Summer Affirmative 
Action Intern Program, the Wisconsin 
Foundation account, and the Elizabeth 
Conrad Trust Fund account. Inform the 
Assistant to the President monthly or 
as requested of balances, expenditures 
and encumbrances. 
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C 2. 

c 3. 

C 4. 

C 5. 

C 6. 

c I. 

Reconcile monthly accounting detail 
reports with department records. 
Perform audits of telephone charges 
and all other expenses charged. Bring 
discrepancies or potential problems to 
the attention of the Assistant to the 
President. Resolve discrepancies with 
controller’s office. 

Reconcile monthly bank statement for 
the Wisconsin Women in Higher Educa- 
tion Administration program. Collect 
conference fees and make deposits to 
the bank account. Monitor expenses 
charged to this account. Write checks 
for expenses charged to this account. 
Inform state coordinator of balances 
monthly or as requested. 

Provide timely billing for sales of 
books and publications produced by the 
office. Follow-up to collect past-due 
amounts. Make deposits to appropriate 
accounts. 

Prepare reports of sales, collections 
received, amount and date deposited, 
amount InvoIced, and total sales to date 
of publicattons produced by the office. 
Provide feedback to Assistant to the 
President on income, both actual and 
anticipated, for purposes of budget 
projections. 

Make deposits to Eluabeth Conrad trust 
fund account from sales of essays. 
Arrange disbursement of funds for 
expenses. 

Assist in development of the office 
supply and expense, equal opportunity 
special projects, LTE/student help, and 
contingency fund for students with 
disabilities budgets. Make budget 
projections to meet needs of the office. 

5% D Office Manaeement and Personnel 
Resoonslbllities 

D. 1. Evaluate and make recommendations 
for purchases of furniture, telephone 
system and service modifications, 
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equipment, supplies, and modifications 
to office work environment. Obtain 
bids as required and prepare purchase 
orders. Salvage items replaced and 
follow-up to be certain credit for the 
sale of those items has been received. 
Maintain office inventory and prepare 
reports. 

D. 2. Initiate requisitions, purchase orders, 
budget transfers, and inter-institu- 
tional agreements; route to appropriate 
administrative offices. Verify that 
correct appropriation has been 
charged for transactions. 

D. 3. Momtor and report to appropriate 
department sick leave and vacation 
tune and attendance reports. Maintain 
staff schedules. Prepare staff expense 
accounts. 

D. 4. Serve on internal committees dealing 
with personnel policies, parking, or 
word processing. The Assistant to the 
President should be kept informed of 
any problems that might occur in 
these areas and propose solutions. 

D. 5. Write work orders for repairs and 
modifications that need to be made. 
Expedite service and follow-up to be 
certam that repairs are made as 
requested. 

D. 6. Analyze computing equipment and 
software needs and make recommenda- 
tions Prepare purchase requests and/ 
or justification for capital budget 
items. Verify delivery and installation 
of equipment and software. 

D. I. Maintain fihng system of materials 
consisting of correspondence from 
campuses, internal and outside 
agencies, Regents meetings, programs, 
budget files, and special projects. 

D. 8 Asstst system admimstration staff as 
resource person in areas of word and 
data processing, and personal 
computing needs. 
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4. Dr. Swoboda, in her capacity as Director of the Office., serves as the 

UW System Affirmative Action Officer, UW System Coordinator of Services for 

Students with Disabilities, Title IX Coordinator, Child Care Coordinator, 

Compliance Coordinator for Wisconsin Acts 186 and 177, Liaison to Wisconsin 

Women’s Studies Consortium, State Coordinator of Wisconsin Women in Higher 

Education Administration, and Chair of the Governor’s Educational Approval 

Board. 

5. The duties and responsibilities of appellant’s position have 

undergone a logical and gradual change since classification at the PA 3 level 

in 1989. These changes have involved the addttion of new duties under Goal A 

(specifically Worker Activities A.7 through A.ll), Goal C (specifically Worker 

Acttvittes C.4 through C.7) and Goal D (specifically Worker Activities D.5 

through D.7). In addition to these new duties, the other major change is that 

the percentage of time for Goal A and Goal B have each been reduced 10% and 

the time percentage for Goal C (Fiscal Control) has been increased from 10% to 

30%. (Respondent’s Exhibit #5). 

6. Appellant’s posttton’s interpretation of Office policies and procedures 

consists of communicating Dr Swoboda’s mterpretatton to those contactmg the 

Office with inquiries. 

7. Appellant’s posttion’s role in setting Office policy consists of 

soliciting and drawing together the ideas of others for Dr. Swoboda’s review 

and decision-making. This is accomplished by appellant’s position through 

the drafting of correspondence to those whose input is sought, the 

establishment of deadlines for their response, presentation of thetr responses 

to Dr. Swoboda, proofreading draft policies, and similar admimistrative tasks. 

8. Appellant’s position’s role in the preparation of reports issued by the 

Office is generally limited to verifying, at Dr. Swoboda’s direction, information 

provided by others; soliciting data from sources by drafting letters of request, 

settmg deadlines for response, suggesting response format, and drafting 

questionnaires; developing formats for data reportmg; tabulating data 

received from sources; and proofreading reports before publicatton. 

Generally, drafts of letters, questtonnaires, data reporting formats, etc., 

prepared by appellant’s positton are reviewed for approval by Dr. Swoboda 

before issuance. Generally, Dr. Swoboda determines the type of data to be 

solictted and tabulated and the sources from which such data is to be solicited. 
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9. Appellant’s posttton is responsible for performing the clerical 

support duties for the Office, including typing or word processing, copying, 

serving as the Office receptionist, and ftling. Appellant’s position sometimes 

delegates these clerical duties to student helpers 

10. At the time period relevant to this matter, the Office, in addition to 

appellant’s position and the Director position, consisted of one academic staff 

position, two or three part-time limited term employees engaged in policy 

research, and one or two student helpers. 

11. Appellant’s position has responsibility for maintaining and 

monitoring seven relatively small operating budgets and for projecting future 

budget requirements based on past expenditures for each of these. 

12. Appellant’s position has responsibility for assessing the equipment 

needs of the Office, gathering information on available equipment to 

determine if and how it could meet those needs, and making equipment 

acquisition recommendations to Dr Swoboda. 

13. Posittons offered for comparison purposes in the hearing record 

Include: 

a. PA 3--Susan Riley--Affirmative Action offtce-UW La Crosse- 
this posttton has responstbility for 45%.-Monitors recruitment 
of unclassified positions, including verifying that Authorization 
to Recruit forms received from vice chancellor, deans, and 
department chairs satisfies appltcable requirements; reviewing 
and approving Position Vacancy forms to determine if posttion 
description, salary, and credentials meet applicable 
requirements; releasing recruttment information for advertising 
and approving content of advertisement; developing and 
compiling all forms for recruitment file; consulting with 
recrutttng department to identify minortttes in applicant pool 
and determining compliance with applicable affirmative action 
regulations and procedures; coordinating and implementing 
changes in interview/appointment process for non-routine 
interview/ appointments; composing and organizmg a monthly 
listing of all unclassified and graduate assistant vacancies; 
independently monitoring, approvtng, and advancing all 
graduate assistantship appointments from initial recruitment to 
final hiring; recommending new procedures to monitor 
unclassified personnel recrutttng actions to improve operating 
efficiency. 20%.-Coordinate and Implement vtsa application 
process for non-rmmtgrant employees, tncluding researching 
and maintaming current knowledge of vtsa pohcies and 
procedures; monitortng changes m poltctes and disseminating 
information to campus community; interpreting state and federal 
rules and regulations for non-immtgrant faculty and academtc 
staff; preparing federal application forms, including supporting 
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documentation. 15%~-Compilation and production of 
computerized statistical data, including developing and 
implementing system to maintain and revise informatIon data on 
unclassified new hires including titles, salaries, hiring statistics, 
and personnel information; developing and implementing system 
to maintain and revise data based information on unclassified 
minority staff; compiling and extracting data base information to 
be used for various local, UW-System, state, and federal reports; 
compiling and computing data using statistical methods and 
verifying all statistical data. 15% Maintenance of faculty and 
academic staff information, including maintaining personnel 
files and determining what, If any, requested information may be 
released from faculty and academx staff personnel files. 5%~- 
General office procedures, includmg verifying and balancing 
the budgets for Affirmative Action, and committees of 
Organization for Campus Women, Sexual Harassment/Assault 
Prevention Education, Minority Recruitment, and Classroom 
Climate; supervising and training student help, work study 
students, and graduate Interns; scheduling and maintaining 
office calendar; composing letters and memos to on- and off- 
campus offices and personnel; and supervlsing ordering for 
office through supply orders and purchase orders. 

b. PA 3--Beverly Brooks--Equal Opportunity Office, University of 
Wisconsin-Extension--this position has responsibility for: 45%~- 
administrative functions, Including responding to questions from 
deans, directors, department chairperson, classified and academic 
staff members and outside agencies regarding affirmative actton 
policies and procedures; Independently responding to requests 
for information and making referrals; preparing statlstical data, 
agendas, and miscellaneous matcrrals for the DIrector’s use in 
conducting county Affirmative Action Compliance Reviews, 
coordinatmg travel and lodging arrangements for the Director; 
maintaining budget control sheets and monitoring for accuracy 
of information/balances; developing budget projections for next 
fiscal year; mamtaining and coordinating appointment calendar 
for the Director; and composing correspondence for DIrector’s 
signature. 40%~-Preparation and coordination of data and 
reports, including researching and compiling data for annual 
New Hires Report for Extension; researching and compiling data 
for Applicant Flow Data Report, utlhzmg data obtained from 
ethnic reply count summaries and from applicant interview 
appraisal forms; researching and analyzmg materials gathered 
from USDA reports and county compliance reviews for the 
Director’s use in the orientation of new Cooperative Extension 
staff and Independently, after reviewmg reports, determine the 
most relevant information to use; analyzing data from 
handicapped survey questionnaires and assembling data from 
questionnaires in report form; preparing recruiting packets for 
Extension units/departments for their use in announcing new 
open positions; making independent decisions in the preparation 
of materials to ensure that the proper equal opportunity/ 
affirmative actlon procedures are Included; updating and 
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revising Equal Opportunity guidebook and responding to 
inquiries relating to EO/AA procedures and policies; assisting 
Director in preparing data for federal and state and system 
compliance reports. 15%--0fftce support functions, including 
initiating requisitions for supplies and equipment; initiating 
orders for the duplicating and printing of materials: maintaining 
and recommending changes in complex filing system; typing 
correspondence; coordinating assembling and issuance of 
mailings; making meeting arrangements for EO Counselor Group, 
EO Liaison Committee, Affirmative Action Interns/Mentors. 

C. PA 4--Bettie Peevy--UW-Madison Office of Affirmative Action 
and Compliance--this position has responsibility for providing 
administrative assistance and support to the Director and four (4) 
professional staff responsible for ensuring compliance with 
federal, states, and UW-System affirmative action/equal 
employment opportuntty laws, policies, and regulations for the 
more than 14,000 staff of the UW-Madison campus as follows: 45% 
Administrative assistance, includtng asststtng the Dtrector in 
monitoring budgets and expenditures and matntaining Office 
operating budgets; preparing and routtng requtstttons, 
duplicating orders, work orders, travel accommodations, travel 
expense reports, and car fleet authorization forms; conducting 
initial Intake and referral of discrimination complaints from 
faculty, academic staff, classified employees, graduate students, 
and other employees and students, independently responding to 
inquiries which frequently requires consulting with campus and 
external offtces to obtain information and prepare reports; 
assisting in the coordination of conferences and workshops; 
maintaining the Director’s calendar; assisting the Director in 
staffing the campus Sexual Harassment Policy Committee. 20%~- 
Special projects, reports, and research duties, including assisting 
the Dtrector and staff in developing and revtsing campus-wide 
AA/E0 policies and regulations; assisting staff in conducting 
specialized projects, employee surveys, and analyses of data to 
comply with federal, states, and UW-System requirements; 
recetving, processing, and preparmg requests for minority 
student data and mailing labels: compiling and preparing 
aggregate stattsttcal reports on minortty student enrollment; 
preparing reports relatmg to complaint and grievance 
procedures, personnel policies and procedures, hiring goals, and 
programs designed to provide equal employment opportunity in 
response to inqutrtes from deans, director, department chairs, 
employees, and students concerning AA/EO; responding verbally 
and in writing to a wide variety of inquiries. 20% Personnel 
responstbtlities, including maintaining all files on personnel 
matters, orienting all new Office staff; coordinating and 
supervistng two (2) student hourly employees; 15%~-Clerical 
assistance and support, including maintaining and updating 
offtce files; composing, reviewing, and preparing 
correspondence for Director’s signature, proofreading and 
editing correspondence for staff members; drafting, prepartng, 
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reviewing, and sending correspondence related to requests for 
data, office services, booklets, publications, etc. 

d. PA 4--Nancy Westrom--UW System Administration, Office of 
the Executive Vice President--this positions has responsibility 
for: 60%--Administrative support, including coordinating the 
flow of materials, correspondence and information to/from 
System Administration, System Chancellors, Regents, the 
Governor’s Office, federal and state agencies, legislators, etc. 
from/to the Executive Vice President; reviewing incoming 
materials and advising the Exec. V.P. as to content, important 
deadlines, disposition; maintainmg a thorough knowledge of UW 
System policies, procedures, rules and regulations in order to 
provide information and interpretation regarding same, serving 
as a resource person to individuals calling or coming into the 
office: researching files, minutes, by-laws, rules, policy 
documents, etc., to provide background and support material for 
decision-making; editmg reports prepared by staff members for 
format, structure, content, and grammatical correctness; 
requesting information from various sources within and outside 
the UW System, collecting, analyzing, tabulating materials 
gathered and preparmg reports; developmg and implementing 
office procedures. IO%--Participation in special projects, 
including providing support for systemwide task force activities; 
serving on System committees or task forces as appropriate; 
providing assistance for the Board of Regents’ committee 
activities m preparation for Board agenda mailing, serving on 
internal System Admimstration committees dealing with such 
issues as personnel pohcies and procedures; afflrmatlve action, 
word processing applications; alerting the Exec. V.P. to problems 
and suggesting solutions. 30% Office management and secretarial 
support, mcluding monitoring and reconciling office accounts; 
maintammg Exec. V.P.‘s calendar and making scheduling 
decisions; making travel/lodging arrangements; developing and 
maintaming a comprehensive filing system in order to have 
resources available from which to gather data and answer 
questions; arranging meetmgs and conferences. 

e. AA 3--Margaret Ries--UW System Administration, Office of 
Information Systems--this position has responsibility for: 27%-- 
Assisting in planning, budgetmg, and analysis efforts, assuming 
responsibility for departmental budget, accounting, and cost 
reports, including, developing, analyzing, and maintaining 
monthly accounting system; developing cost allocation reports, 
billing non-UW users for Information System resources; assisting 
in developing the annual budget, providing information and 
writing initial proposals; obtainmg prOJeCted cost increase 
information for supplies, services, equipment, and software; 
independently collectmg information from external and internal 
sources, analyzing that information, and drafting the 
department’s annual report, OIS plan, and product availabihty 
reports. 27%~-serving as purchasing agent for computing 
supplles, equipment, and services requested by System 
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Administration offices. 27%~-supporting the Office Systems 
Coordinator by configuring software and hardware, contacting 
vendors, arranging maintenance, providing expertise, and 
developing and maintaining software and product libraries, lO%- 
-maintaining inventory system for all System Administration 
computing equipment; 4%-assisting the Director by advtsing on 
issues involvtng publications, policy, and personnel; reviewing 
and screening mail and independently answering as much as 
possible. 3%--independent program responsibility in areas such 
as a checkwriting security operation and as sate administrator for 
WARFVSl, etc. The Office of Information Systems consists of 
approximately 30 permanent positions. 

14. The position standard for the PA series states as follows, in 
pertinent: 

PROGRAM ASSISTANT 3 

This is paraprofessional work of moderate difficulty providing a 
wide variety of program support assistance to supervisory, professional 
or administrative staff. Positions are delegated authority to exercise 
judgment and decision making along program lines that are governed 
by a variety of complex rules and regulations. Independecne of action 
and impact across program lines is significant at thts level. Posittons at 
this level devote more ttme to admtmstrattve and coordination of 
program activities than to the actual performance of clerical tasks. 
Work is performed under general supervision. 

PROGRAM ASSISTANT 4 

This is paraprofessional staff support work of considerable 
difficulty as an assistant to the head of a major program function or 
organization activity. Positions allocated to this class arc coordinattve 
and administrative in nature. Positions typically exercise a significant 
degree of independence and latitude for decision making and may also 
function as leadworkers. Positions at this level are differentiated from 
lower-level Program Assistants on the basis of the size and scope of the 
program Involved, the independence of action, degree of involvement 
and impact of decistons and Judgment required by the posttion. Work ts 
performed under dtrectton. 

PROGRAM ASSISTANT 3 WORK EXAMPLES 

Prepares reports, research project data, budget information, 
matltng Itsts, record keeping systems policies and procedures, training 
programs, schedules and generally oversees operation. 

Plans, asstgns and gutdes the activities of a unit engaged in the 
clerical support of the program assigned. 

Develops and/or revises selected policies and procedures 
affecting the administration of the program. 

I 
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Answers questions regarding the program or division via 
telephone, correspondence or face-to-face contact. 

May serve as an Assistant in charge of secretarial and admini- 
strative tasks in an operation handling cash procedures, equipment 
orders, inventory, program preparation, pricing, etc. 

Composes correspondence, maintains files of program related 
data, sets up schedules and performs any related administrative support 
function necessary to the operation of the program. 

May be in charge of public relations, preparing and sending out 
pamphlets, brochures, letters and various program publications. 

PROGRAM ASSISTANT 4 - WORK EXAMPLES 

Plans, assigns and guides the activities of a unit engaged in 
current projects or programs. 

Researches and produces, as recommended by federal regulations 
and through the direction of an immediate supervisor, necessary data 
and information to prepare grant applications based on federal, state 
and local funding regulations. 

Interprets rules, regulations, policies and procedures for faculty, 
other employers and the public. 

Prepares various informational, factual and statistical reports. 
Assists in the development and revision of policies, laws, rules, 

and procedures affecting the entire program or operation. 
Coordinates units within the department, between departments, 

or with the general public, in an informatlve capacity for a variety of 
complex matters. 

Conducts special projects; analyzes, assembles or obtains informa- 
tion. 

Prepares equipment and material specifications, receives bids 
and authorizes the purchase of an operatmg department’s equipment, 
material and supplies. 

Analyzes, interprets and prepares various reports. 
Administers and scores admission and placement tests; admim- 

sters nationally scheduled examinations: confers with applicants 
regarding test interpretations 

15 The position standard for the AA series states as follows, in pertinent 
part’ 

ADMINISTRATIVE ASSISTANT 3 

Characteristic Work of the Class 

Definition: 

Under general direction to do administrative work of 
more than ordmary difficulty and responsiblllty requiring the 
exercise of a considerable amount of individual mitlative and 
independent Judgment in directmg the business management of 
a division engaged in a comprehensive non-professional 
program or activity; and to perform related work as required. 

I 
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Examules of Work Performed: 

Supervises record and account keeping; approves 
disbursements; maintains budget records. 

Interviews, appoints and assigns personnel. 
Acts as liaison officer between departments, employes, and 

the director. 
Develops and installs operating procedures and makes 

recommendations concerning polnxes, rules and proposed legis- 
lation. 

Supervises special surveys and studies; drafts orders; 
reviews and analyzes reports of assistants or field staff. 

Develops training programs; interprets department 
policies and regulations; keeps director and asisstants advised of 
legislation, legal opinions, court decisions and precedence. 

Conducts hearings; occasionally acts as technical 
consultant in a specialized field. 

Keeps records and makes reports. 

16. The duties and responsibihties of appellant’s position are more 
accurately described by the language of the PA 3 classification specifications 
than those of the PA 4 or AA 3 classifxatlons; and are more closely comparable 
to those of the PA 3 positions offered for comparison purposes than those of 
the PA 4 or AA 3 positions. 

Conclusions of Law 

1 This matter is appropriately before the Commission pursuant to 
5230.44(1)(b), Stats. 

2. Appellant has the burden to show that respondent’s decision denying 
her request for the reclassification of her position was incorrect. 

3. Appellant has failed to sustam this burden. 
4. Respondent’s decision denying appellant’s request for the 

reclassificatin of her position was correct and appellant’s position is 
appropriately classified at the PA 3 level. 

Ooinion 

The issue to which the parties agreed is: 

Whether the respondent’s decision to deny the appellant’s 
request to reclassify her position from Program Assistant 3 was 
correct. If not, whether the appellant’s position is more 
appropriately classified as either a Program Assistant 4 or 
Admimstrative Assistant 3 
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In order to be classified at the AA 3 level, a posltion must direct “the 
business management of a division engaged in a comprehensive non- 
professional program or activity.” Certainly, the Office of Equal Opportunity 
Programs and Policy Studies for the UW-System is not a ” comprehensive non- 
professional program or activity” within the meaning of the AA 3 
classification specifications but, Instead, is a professional program dealing 
with certain narrow aspects of of the University of Wisconsin’s affirmative 
action/equal employment opportunity program. An example of a 
comprehensive non-professional program or activity would be the UW System 
Administration, Office of Information Systems (See Finding of Fact 13.e., 
above). The duties and responsibilities of appellant’s position do not satisfy the 
requirements for classification at the AA 3 level. 

Within the meaning of the PA 3 classification specifications, appellant’s 
position provides a “variety of program support assistance” to the Dlrector of 
the Office: is delegated some “authority to exercise judgment and declsion- 
makmg along program lines that are governed by a variety of complex rules 
and regulations;” and exercises some “independence of action,” particularly in 
the fiscal area. Comparing the duties and responsibilities of appellant’s 
posltion to those of the PA 3 positions offered for comparison purposes, the 
Riley positlon (See Finding of Fact 13.a. above)appears to function more 
independently than appellant’s position, to have more extensive data 
development and data anysis responsibilities, but to have less responsibility in 
the budget area due to the smaller number of funds for which the Riley 
position is responsible and has no apparent responsibility for developing 
budget projectlons. The Brooks position (See Finding of Fact 13.b., above) 
appears to function more mdependently in the report preparation area, to 
have more extensive data development and data analysis functions, to function 
more independently in the procurement area, but to have less responsibility 
in the budget area due to the apparently smaller number of funds for which 
the Brooks position is responsible, All three positions, however, carry out 
similar program support responsiblhtles. In addition, although appellant’s 
position performs program support functions for a program at the System 
level, the record does not show that this fact renders this program of 
signiftcantly greater scope or complexity than the programs supported by the 
Riley or Brooks positions. Although the program supported by appellant’s 
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position may touch Individuals throughout the UW System, its scope is very 

llmlted and the contacts made are primarily for dissemination of information 

and data gathering purposes. Balancing these factors, the Commission 

concludes that appellant’s position is comparable, from a classification 

standpoint, to the PA 3 positions offered for comparison purposes in the 

hearing record. 

For classification at the PA 4 level, a position must function as the 

“assistant to the head of a major program function or organization activity.” 

An example of such a major program function would be the Office of the 

Executive Vice President for which the PA 4 positlon held by Ms. Westrom (See 

Fmding of Fact 13.d.. above) prowdes program support. The Office of Equal 

Opportunity Programs and Policy Studies does not constitute a major program 

function or organizational activity within the meaning of the PA 4 

classification specifications. The PA 4 specifications also state that “[plositions 

at this level are differentiated from lower-level Program Assistants on the 

basis of the size and scope of the program involved, the independence of 

action, degree of involvement and impact of decisions and judgment required 

by the position.” The program supported by appellant’s position is very small’ 

in size consisting of only two permanent professional positions. As discussed 

above, the scope of the program is very narrow compared to the malor 

program functions typxally supported by PA 4 positions. 

In addition, other than m the fiscal area, appellant’s position does not 

function independently in interpreting policies and procedures, in 

developing policies, in preparing reports or substantive reponses to inquiries, 

in conducting program research, or even in an administrative area such as 

scheduling. In contrast, the Westrom position independently interprets a wide 

range of policies, procedures, rules, and regulations; has more independent 

and more extensive research and report preparation responsibilities in a 

wder range of substantive program areas; has independent responsibility for 

developing office procedures; Independently serves on System committees and 

task forces; and has more independence in administrative areas such as 

scheduling, procurement, file system maintenance and development, etc. The 

Commission concludes that appellant’s position does not satisfy the 

requirements for classification at the PA 4 level. 

Much discussion in the record focused on the procedure followed by 

respondents in reviewmg appellant’s request for the reclassification of her 
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position. However, since the Instant proceeding constitutes a de nova review 

of the classification of appellant’s position, the Commission does not need to 
evaluate the procedure followed by respondents in order to resolve the issue 
before the Commission. 

Nothing in this decision is meant to imply that the programs supported 
by appellant are not important or that the appellant is not a valued and 
competent assistant to the Director. However, the issues to be resolved is what 
1s the most appropriate classification for appellant’s position based on the 
classification specifications and the comparison positloos which were 
introduced into the hearing record. Based on this information, the 
Commission concludes that appellant’s position is most appropriately classified 
at the Program Assistant 3 level. 

The action of respondents is affirmed and this appeal is dismissed 
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