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DECISION 
AND 

ORDER 

Nature of the Case 

This is an appeal of a decision by respondcnt, in response to a request to 

reclasstfy appellant’s positton from Program Assistant 3 (PA 3) to Management 

Information Technician 3 (MIT 3), to reclassify appellant’s position to Program 

Assistant 4 (PA 4) A hearing was held bclorc Gerald F Hoddmott, 

Commissioner 

Findinrs 01 Fact 

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

by the Department of Industry, Labor and Human Relations (DILHR) in a 

classlfled position in the Bureau of Bcncf~ts, Central Processing Section. 

2 At the tlmc of the SubJCCl reclawficatlon request, the duties and 

responsibllitics of appellant’s position wcrc accurately described in a position 

description slgncd by appellant on January 22. 1991, as follows: 

Time % 

30% 

Goals and Workers Media 

A. ProcessmE of Automated Mediq 

Al. Thorough knowledge of Flagstaff software to 
read magnetic tapes and copy wage data to the 
PC hard disk for processmg. During a quarter 
(3 monrhs), 750 tapes are processed and 
rcturncd. 
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A2. 

A3. 

A4 

A5 

A6 

Al 

A8 

A9. 

Analyze, review and resolve mcorrect data 
formatting problems using knowledge of SPF, 
Lotus, PEE, Slice and other PC programs to 
correct 
Resolve technical problems with Main 
Computer Data Processing staff with regard to 
cartrldge and unreadable reel tapes. 
Maintain operating procedures to ensure 
prompt and accurate processtng of automated 
media using Kennedy Tape Drives. 
Apprise wage record coordinator/supervisor 
of overnight mamline processing problems. 
Monitor 24 hour dial-up phone system for 
wage detail and perform backup procedures 
to bung system down to copy dial-up data on a 
disk and then bring the system back up. 
Rcsponslble for all steps of processing 
100,000 wage records rcccivcd wa diskettes to 
the mainframe data base quarterly 
Rcsponslble for processing all cartridge tapes 
and problem reel tapes via the downloading 
program on the PC. 
Backup person for processing Scanner Wage 
and Insurance Tapes. 

25% B. Lcadworkcr Resoonslbilities tor Waee Record 
Automated Media Unit 

Bl. 

82. 

B3. 

84 

B5. 

B6. 

DetermIne priorities and asslgn work to 
ensure data is processed timely to avoid 
penalties to Employers. 
Train new staff in procedural operations, 
train cxistlng staff in methods/procedures 
changes as required. 
Responsible for the vertfication of 1.1 million 
wage records processed wa tape, disk and 
dial-up. Of the 1.1 million records processed, 
10% or 100,000 wage records are 
adjustcd/correctcd Inhouse prior to our 
allowng the wage records to be transmltted to 
our data base 
Inform supervisor of work 
progress/problems. Suggest solutions to 
individual problems and program 
cnhancemcnts or procedural changes to 
lnclcasc eflicicncy. 
Assist supervisor in establishing unit and 
lndivldual performance standards. 
Participate with supervisor in the evaluatton 
and monitoring of staff performance. 
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20% 

87 Contact all cmploycrs/scrv~cc bureaus via 
telephone & follow with correspondence to 
discuss tape dumps, technical problems or 
any other dlfficultrcs that occur when 
dutomatcd mcdla cannot be processed and 
must be returned. 

B8. Responslblc for ongoing promotion of 
converting employers reporting on paper by 
advising them of the many advantages of 
filing on automated mcdla. 

B9. Analyze, rcvicw and evaluate employers for 
certification of magnetic media. Data is 
submitted by an employer via tape, dtskettc or 
dial-up using one of the five programming 
formats acceptable with a combination of up 
to I5 variations of the following: record 
lengths, block s~zcs, labeled. unlabeled, 
EBCDIC or ASCII 

C. Adiustmcnts to Wage File 

Cl. Momtor the submission of 1.1 million wage 
items submitted via tape, disk & dial-up to 
ensure the quality of data to mamtain the 
intcgrlty of the data base system as 100,000 
wage records arc adjusted Inhouse each 
quartcl. 

c-2 Asstst in the analysis of “out of balance” 
accounts wth Tax and Accounting staff to 
ldcntlfy and rcsolvc the discrepancies. 

c3 lnterprct replacement tapes/diskettes from 
cmploycrs or payroll servlce agencies to 
determine If it will correct the problem. 

c4. Analyze wage files to determine the impact of 
tapeldtskette adjustments. 

c5. Access the appropriate wage dctatl to enter 
adJustmcnts using Fixl, FixM, Addl, AddM, 
dclctc or move data 

D Extraction of Waee Records from Diskettes 

Dl Lotus spread sheets submitted on diskettes 
must bc converted IO the accepted wage 
format using a multi step procedure using the 
PC. 

D2. Some PC software systems Insert different 
symbols and when we attempt to process the 
data we must delete the characters that 
mterfcrc m the processing of wage records 
Example, a control Z will stop the conversion 
ot data, the PEE program on the PC is the only 



Taylor v. DER 
Case No. 91.0232-PC 
Page 4 

program that wll allow you to correct this 
problem 

D3 Outdated data IS sometimes not removed from 
the diskette prior to submitting current wage 
dctall. The SPF program using the PC will 
allow you to dclctc the unwanted data. 

D4. Each acceptable lormat for reporting wage 
data must end with a carriage line return, 
when this IS not supplied you must use the 
Slice program usmg the PC to insert them. 
The submitted format will determine if the 
data should be sllced at 80 or 128. 

5% E. Corresnond with Emolovers and Pavroll Service 
Avencies 

El. Thorough knowlcdgc of DBASE III to update 
file for employers filing on diskcttc. We 
product 500 labels, quarterly and mail to the 
employer for riling the next quarter data 

E2. Rctrleve InformatIon from the 
en~ployer/payroll service agency to resolve 
cornplcx tapc/dlsk coding problems and solicit 
submission in acceptable formats 

E3. Thorough knowledge of PC Office Writer to 
draft correspondence to the 10 percent of the 
cmploycrs/payroll service agencies 
informing them of the corlectlons we have 
made to their submitted data each quarter. 

E4 Respond to employers/payroll service 
agencu on all aspects of the Wage Reportmg 
program via telephone 

ES Clarll’y discrcpanclcs concerning wage 
adJuslmCtllS/lCplaCClnCnl tapes or diskettes 
wth employers/payroll service agencies 

5% F. Promotion of Waee Record Prorram 

Fl When III contact with employers and payroll 
service agcnclcs strongly encourage their 
participation in magnetic media. 

F2 Assist 111 the development of brochures or 
other educatlonal mstructlonal materials for 
employers. 

F3. Provide cmploycrs with wage record 
Informatlonnl materials, tape, postage pald 
canister, transmlttcr report and labels. 

3. The Wage Retold Program, which appellant’s position supports, 
collects and processes apploxmlately 2.5 rnllllon wage records from 110,000 
Wisconsin employers on a quarterly basis. The data base system for this 
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program ts utiltzed by DILHR to calculate each cmploycr’s Unemployment 

Compensation (UC) tax rate base and to dctcrminc a UC claimant’s benefit 

entitlement. The Wage Record Program is the only computer application wtth 

which appellant’s position works, although, in working wtth thts application, 

appellant’s position is required to bc familiar with certatn hardware, 

including certarn main frame computers, macro-computers, and mini- 

computers and the drskettes and tapes uttltzcd by each; the diskette and tape 

droves utilized as part of thus hardware as well as the softwate for these drives; 

ccrtam packaged software, including spread sheet software such as Lotus and 

Quattro, database software such as Dbase, word processing software such as 

Word Perfect, editing software such as Program Editor and SPF/PC; certain in- 

house software programs such as CICS and TSO: and JCL modules which are a 

series of batch commands for tnttiatrng mam frame computer programs 

4. Appellant’s positton handles tmost hardware and software 

problems whrch arose. Those which she cannot dtagnose or resolve utiltzing 

standard troubleshoottng techntqucs, she wtll reler to a management 

rnformation professional tn DILHR’s Bureau of Systems and Data Processing. 

5. Appellant’s positron serves as a lcad worker for one position 

which is classtfted as a MIT 1 This MIT 1 position functions under close 

supervtston. 

6 The followtng positions wcrc offcrcd for comparison purposes in 

the hearing record, 

a. Kristi Ballweg--MIT 3--Department of Revenue, Bureau of 
Information Systems. Thts position IS responsible for performtng 
data processing tasks comparable to those performed by 
appellant’s positton but does so for apptoxtmately 12 computer 
applications, including salts tax, year-end income tax, 
tnherrtancc tax, revenue accounting, gtft tax, audit stattsttcs, and 
W-2 records The salts tax appltcatton IS thus positton’s primary 
assignment and IS stgnrftcantly more complex than the Wage 
Record application due to the number of Jobs run in each cycle, 
the number of scparatc databases. its intcrfacc wtth other 
systems such as the dcltnqueni tax control system, and its critical 
subfunctions such as the county salts tax system. The W-2 
application is comparable to the Wage Record application but 
consumes only 15% of this positron’s time. 

b. Sylvia Thornton-MIT 3--DILHR Bureau of Systems and Data 
Processing. This position is responsible. under the general 
supervision of the second shift supervisor, for data control 
mamframc acttvtttes tclatcd to the ttmcly and accurate 
processtng of mamframc tnput and output for all divtsions of 
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DILHR. Tasks performed by this positlo” the majority of the time 
arc comparable to those performed by appellant’s position except 
that this posttio” works with more than one application, I” more 
than one program arca. and works with a broader range of 
software. 

From a classtficatton standpoint, these positions arc somewhat stronger than 
appellant’s position based both on the numbet of agency programs supported 
and the scope. and complexity of the processing activities. 

I. The MIT position standard states as follows, in pcttinent part: 

I. INTRODUCTION 

**c*li** 
B. lncluslons 

This Position Standard includes positions whtch are performing 
data control, programming, forms design, tape librarian and/or 
other spectalizcd data proccssmg work which is considered to be 
“techntcal” in nature. In most instances, organizationally these 
positions wll bc located wlthm the agency’s data processing 
operation provldlng dtrect tcchnlcal data processmg supportive 
services to the professional data proccssmg staff or to users. 

c Exclusions 

This Posltlotl Standard excludes the following types of posttions: 

1) 

2) 

3) 

4) 

All positions whose primarv functions are clerical rather 
than technical in “aturc and, therefore more properly 
idcntrhcd wthm a clcrtcal classification. In such cases, 
the positlons may have to apply some technical data 
processing knowledge However, such tnteractton will 
usually bc in support of the posittons majority functions 
which may lncludc rcsponstbility for maintamtng a 
stattsttcal rcportlng system, issuing license5 or other 
similar clerical activittes 

All posItions more appropriately identified with another 
technlcal scrlcs such as Computer Operatot, Peripheral 
Equipment Operator or Data Processtng Operations 
Tcchnlclan. 

All posltlons performing programming work which is 
considcrcd to be “professional” in nature, as Identified in 
the Management Information Spectaltst and Management 
Information Specialist-Confldentlal series. 

All other positions which are mow appropriately 
ldenttfted by other class scrics. 

*** 
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E. Within this Standard, the most commonly used areas of 
specialization will bc: 

F. 

1. Data Control 
2. Tape Librarian 
3 Programming 
4. Forms Dcstgn 

Definitions 

The following arc the basic dcfm~t~ons for the previously 
identified areas of specialtzatlon. Please note that any given 
position functioning undct one of these areas may not 
necessarily perform all the functtons ltsted but should perform a 
maJorlty of them Leadwork posltions may perform the functions 
listed or may direct other employcs tn the performance thereof. 

Data Control 

A maJortty of the positions identlf’ted by thts series will function 
as data control tcchnlclans. These positions will normally be 
located within the agency data control entity and will perform a 
variety of complex ftmctlons. 

*** 

II CLASS DEFINITIONS AND SPECIFIC ALLOCATIONS 

*** 

Manawment Information TechnicIan 1 

Definition: 

This LS either an entry or ObJCCllvC level. Positions identified here will 
perform routine managcmeot tnlormation tcchmclan work whtch in 
the case of entry-level positionq 1s structured to provide their 
tncumbcnts with the trainmg and cxpcricnce necessary to progress to a 
higher level The entry level work is perl’ormed under close 
supervision whtle that at the ObJCCtlVC level is performed under general 
supcrvlsion 

*** 

Management InformatIon Technician 3 
Management Information Tcchntctan 3.Confidcntlal 

Definition: 

PR6-12 
PRl-12 

This is typically a lcad or ObJcctivc lcvcl Posltlons identified here in a 
lead capactty arc responsible for leading other technicians engaged in 
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complex managcmcnt Information tcchnlclan work. Posttions 
Identified here as an objcctivc lcvcl perform very complex management 
lnformatton technician work under gcncral supervision. 

Specific Allocations. 

Data Control- This is either a lead or objective lcvcl. Positions 
Identified here in a lead capacity will be responsible for leading 
an organuational unit or shift of data control technicians 
engaged in the full range of complex data control functions. 
PositIons ldentillcd here in an obJcctivc level capacity will be 
responsible for pclforming a full range of very complex data 
control functions a majority of the time. 

*** 

8. The Program Assistant position standard states as follows, m 

pertinent part. 

I INTRODUCTION 

*** 

B. Inclusions 
This sew.x encompasses both gcnerallzed and specialized staff 
asststance in a wde range and combination of actwties. 
Positions in this classiflcatlon scrics are characterized by their 
Involvement in and accountability for carrying out stgnificant 
and recognizable segments of program functions or 
organizational activities. Positions arc assigned related staff 
functions and complctc phases of whole activities where 
discretion and dccwon making can not be standardized. Positions 
typically functmn tn the capacity of a coordtnator for an event 
or activity that lends significantly to the program Involved. 
PositIons normally assist a program head, supervisor or other 
olficial who is ultimately rcsponslble for the entire program area 
involved 

I I. CLASS DESCRIPTIONS 
*** 

*** 

PROGRAM ASSISTANT 4 

This IS paraprofessional stall support work of considerable 
dlfftculty as an assIstant to the head 01 a major program function or 
organiulion aclivity. Positions allocated to this class are coordinative 
and administrative in nature. PositIons typlc,llly cxcrc~sc a significant 
degree of mdepcndcnce and latltudc for decision makmg and may also 
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function as leadworkers. Posltlons at this lcvcl are differentiated from 
lower-level Program Assistants on the basis of the size and scope of the 
program involved, the lndependcnce of action, degree of involvement 
and impact of decisions and judgcment reqmred by the position. Work 
IS performed under direction 

*** 

9. The duties and responsibilities of appellant’s position arc 

distinguishable from those of the MIT 3 positlons offered for comparison 

purposes m the hearmg record and arc bcttcr defined by the specifications 

for the PA 4 classlflcatlon than by the MIT 3 classiftcarion specifications. 

Conclusions of Law 

I. This matter IS approprlatcly before the Commission pursuant to 

$230.44(1)(b). Stats 

2. The appellant has the butdcn to show that respondent’s de&Ion 

reclassifying her position to lhe PA 4 level rather than the MIT 3 level was 

Incorrect. 

3. The appellant has failed 10 sostun this burden 

4. The rcspondcnt’s dcclslon not to reclassify appellant’s position to 

the MIT 3 level was corrc~~ and appcllanl’s position is more appropriately 

clawfied ar rhe PA 4 level 

Opinlo” 

The basic authority for classlftcation decisions arc the classification 

specifications or the position standards for the relevant series. The MIT 3 

specification requires thal positions classlficd at that level either be a 

lcadworker “, rcsponsiblc Tot leading other technicians engaged tn complex 

management Information technician wet-k” or function at an objective level 

performing ” very complex managcmcnt informailon tcchnlcian work 

under general supervision.” 

It IS undlsputed that appellant’s position lcads the work of only one 

other position and that positlon IS clawficd at the MIT 1 level By definition, 

an MIT 1 performs “routine managcmcnt mformatlon technician work” and 

not the “complex” MIT work rcqulrcd for idcntll’lcation as a lead worker at the 

MIT 3 level In addttlon, the record rcflccts that this positron works under 
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close superwsion of appellant. As a consequence, appellant’s lead work duties 

do not qualify her position for classiflcatmn al the MIT 3 level 

To determlne whether the duties and responsibilities of appellant’s 

positlon constitute “complex managcmcnt informatlon tcchniclan work” 

withm the meaning of the second allocnt~on of the MIT 3 classlhcatlon, the 

Commission will look to the duties and responsibilltics of the MIT 3 positions 

offered for comparison purposes in the hearing record Both these positions 

(See Finding of Fact 6, abovc) perform tasks comparable to those of appellant’s 

positlon but do so for a number of applications, not for a single application 

[wage records] ds appellant’s poution dots In additlon, 11 is clear from a 

rewew of the Ballwcg posltion that the application to which she [Ballweg] 

devotes the most time, I e , salts tax, is a significantly more complex application 

than the Wage Record appllcntion wth which appellant’s position works. In 

addition. it IS apparent from the record that the application with whxh the 

Ballwcg positlons works which appellant feels is comparable to the Wage 

Record applicatton, i e , the W-2 appllcatlon, is considered by the Ballweg 

position’s supervisor to bc one of the lcw complex applications assigned to the 

Ballwcg position and consumes only 15% of her time In regard to the 

Thornton posltlon. it 1s apparent from lhe rccold that this position works on 

applications in more than one program nrca (I e a11 divlslons of DILHR) while 

appellant’s posltion is program-spcciflc, and that the Thornton positlon works 

with a broader range of software (I.e. IDMS, CICS, TSO, SDSF, TLMSII, SAS, CSAR, 

NETMAN) than appellant’s posltion. The rccold does not show that the level of 

management information work pcrlormcd by appellant’s position is 

comparable from a clawfuxtion standpount to the management information 

work performed by these two MIT positions Appellant has failed to show that 

the duties and responsibilities of her posltlon satisfy the Objective level 

dcfmitlon for the MIT 3 classification. 

The Program Assistant pos~tlon standard describes a variety of positions 

providmg “generalized and spccializcd staff assistance in a wde range and 

comblnatlon of activities” which is “charactcrixd by their involvement in 

and accountability for carrying out signlflcant and recognizable segments of 

program Iunctions or organl/.ational activities ” Program Assistant positions 

“are assigned related staff functmns and complctc phases of whole acttvities 

where dlscrction and decision making can not bc standardlzcd” and”typlcally 

function in the capacity of a coordinator for an event 01 activity that lends 
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slgmficantly to the program involved.” The duties and responsibilities of 

appellant’s posItion are described by this general language and arc of 

“considerable difficulty,” “coordinative and admmistrative in nature,” and 

require the “exercise [of] a sigmfxant degree of independence and latitude for 

decision making” and Involve leadworker functions within the meaning of the 

Program Assistant 4 (PA 4) definition. There were no PA 4 positions offered 

for comparison purposes m the hearing record. 

Based on the record before it, the Commission concludes that appellant’s 

position is more appropriately classified at the PA 4 level than the MIT 3 level. 

The action of respondent IS affirmed and this appeal is dismissed 

Dated \ Jd!$%#uf s , 1993 STATE PERSONNEL COMMISSION 

LRM:rcr:dkd 

PartieS 

Janis Taylor 
5613 Bryneland Street 
Madison, WI 53711 

Jon Lttscher 
Secretary, DER 
P 0 Box 7855 
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 aggrieved by a fmal order may, 
within 20 days after service of the order, file a written petItIon with the 
Commission for rehearmg Unless the Commission’s order was served per- 
sonally, service occurred on the date of mailing as set forth in the attached 
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affidawt of mailing The petltion for rehearing must specify the grounds for 
the relief sought and supporting outhoritics. Copies shall be served on all 
parties of record. See $227.49, Wis Stats., for procedural details regarding 
petitions for rehearing 

Petition for .Judicial Review. Any pcrson aggncvcd by a decision is 
entitled to Judicial rev~cw thereof. The pclllion for Judicial rewew must be 
flied m the appropriate circuit courl as provided III §227,53(1)(a)3, Wis. Stats, 
and a copy of the pctitlon muqt be served on the Commission pursuant to 
$227,53(1)(a)l, Wis Stats The petition must identify the Wisconsm Personnel 
Commlsslon as respondent. The pctitlon for JudlCial review must be served 
and filed wthin 30 days after the scrwcc of the commission’s decision except 
that If a rehearing is requested, any party desiring Judicial review must 
serve and file a petition for rcvicw within 30 days after the service of the 
Commission’s order finally disposing of the application for rehearing, or 
within 30 days after the final disposltlon by operation of law of any such 
application for rehearing Unless tbc Commission’s dccwon was served per- 
sonally, service of the decision occurred on the date of mailing as set forth in 
the attached affidawt of ma~llng. Not later than 30 days after the petition has 
been filed in circuit COUTI, the pct~t~oncr must also serve a copy of the peti- 
tlon on all partles who appcated in the proceedmg befol-e the CornmIssion 
(who arc ldcntlfled !mmcdiatcly above as “patties”) or upon the party’s 
attorney of record kc $227 53, Wis Stats., for procedural details regarding 
petltions for Judlclal I’CVICW. 

It is the responsibility of the pctitionlng party to arrange for the prepara- 
tion of the necessary Icgal documents because wither tbc commission nor 
its staff may assist m such prcparatlon 


