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STATE OF NEW JERSEY

3 FINAL ADMINISTRATIVE
: ACTION OF THE
In the Matter of John Shukovsky, - CIVIL SERVICE COMMISSION

Network Administrator 2 :
(PS5083K), Woodbine Developmental :

Center Examination Appeal

CSC Docket No. 2020-815

ISSUED:  October 29, 2019 (RE)

John Shukovsky appeals the decision of the Division of Agency Services
(Agency Services) which found that, per the substitution clause for education, he did
not meet the experience requirements for the promotional examination for Network
Administrator 2 (PS5083K), Woodbine Developmental Center.

The subject examination announcement was issued with a closing date of
January 22, 2019. The examination was open to employees in the competitive
division who had an aggregate of one year of continuous permanent service as of the
closing date and who were serving in the title Network Administrator 1, OR m any
competitive title and who met the announced requirements. These requirements
included graduation from an accredited college or university with a Bachelor's
degree which must include a minimum of eighteen semester hour credits in
mathematics and/or computer science, and four vears of experience in the
development, implementation, and maintenance of multi-network, multi-user Local
Area Networks (LAN), Metropolitan Area Networks (MAN), and/or Wide Area
Networks (WAN) environments. Evidence of formal training in Computer
Science/Information Technology received at an accredited institution could be
submitted with the application for evaluation hy the Civil Service Commission for
possible credit. Applicants who did not possess the Bachelor’s degree but posscssed
the 18 semester hour credits could substitute additional experience on a year-for-
year basis with thirty semester hour credits being equal to one year of experience
The appellant was found to be below the minimum requirements in experience, per
the substitution clause for education. No candidates were admitted to the
examination and the examination was canceled on September 20, 2019,
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The appellant indicated that he possessed 45 college credits, which prorates
to one year, six months of experience. Of his credits, he meets the credit
requirement of eighteen semester hour credits in mathematics and/or computer
science, Per the substitution clause for education, the appellant was required to
possess six years, six months of applicable experience. On his application and
resume, the appellant listed experience in five positions, provisional Network
Administrator 2, Supervisor IT Help Desk, Information Technology Specialist, Data
Processing Programmer 3 and Communication Systems Tech. He received three
months of credit in his provisional position and one year, seven months of credit in
his Data Processing Programmer 3 position. Thus, he was found to be lacking four
years, five months of experience, per the substitution clause for education.

On appeal, the appellant argues that he has accrued applicable experience,
and he lists the examples of work from the job specification for Network
Administrator 2 and the amount of time he has spent doing each, unrelated to any
title. He also resubinits his duties for each position, and supplies a resume.

CONCLUSION

N.JAC. 4A:4-2.6(a) provides that applicants shall meet all requirements
specified in the promotional examination announcement by the closing date.

The appellant was denied admittance to the suhject examination since he
lacked four years, five months of experience per the substitution clause for
education. A review of appellant’s application reveals that this determination is
correct. Before discussing the actual duties, it must be noted that the appellant
indicates that he supervises seven professional staff, and his prior-held title was
Supervisor IT Helpdesk. The title under test, for which the appellant has a
provisional appointment, is not a supervisory title. Regardless of the actual duties
involved, the appellant’s position is misclassified as a Network Administrator 2, as
there would be an inappropriate reporting relationship if the appellant has
supervisory responsibility and his title is in the Employee Relations Group (ERG)
“P” (professional).

That issue aside, the appellant listed his duties as:

Developing applications includes: writing code for the user interface,
designing databases and establishing data constraints to ensure
uniform data collection and storage. Configure, troubleshoot and
maintain availability of all applications: client applications, employee
applications, file, printing and reporting services, file and web servers,
pes, routers and switches. Configure, troubleshoot and maintain
Windows 2008/2012 environment services, including Active Directory,



DFS, WINS, DNS and DHCP. Configure, troubleshoot and maintain
all network devices: installing software updates, service packs and
patches to network operating systems and server based applications
and monitoring the performance of server and network devices to
ensure maximum performance and highest availability. Oversees the
maintenance operations, improvements and expansions to the facility’s
multi-user, multi-site IT infrastructure and wuses independent
judgment and initiative when making decisions regarding needs of the
facility. Administers user access to network resources and services to
ensure the highest level of network security and integrity. Develop,
test and implement network disaster recovery plan and ensures daily
backups are performed so that the facility's data for 265 clients and
1200 employees 1s collected and stored in an organized and sccure
manner. Supervises IT Department and the technicians within the
unit who provide technical support to users regarding issues which are
logged through the MIS Help Desk web application. Supervises the
Communications team, who is responsible for all telecommunications,
video communications, data transmission lines and monitors work
through the MIS Help desk web application. Provides technical advice
to Department heads, colleagues, subordinates and staff regarding
their needs. Evaluate performance of subordinates and makes
recommendations regarding promotions, demotions and disciplinary
actions.

This description, while having a few related duties, does not have as the primary
focus the definition provided on the job specification for Network Administrator 2,
which is

Under direction performs professional work, which includes
development, implementation, and maintenance of multi-network,
multi-user Local Area Networks (LAN); Metropolitan Area Networks
(MAN):; and/or Wide Area Networks (WAN); maintains centralized,
decentralized, and remote network services; maintains network
security and data  integrity; provides consultations and
recommendations to infrastructure managers as required to
troubleshoot and resolve network problems, momtor overall
performance, and conduct upgrades as required; does other related
duties.

The appellant’s description has very few network duties pertaming to
routers and switches.  Rather, the majority of duties pertain to servers on a
network, database development and maintenance, software applications, backups,
and supervision of a Helpdesk. The appellant provides some more network-related
tasks on appeal, but they are mixed in with other tasks as well. Combined with the



fact that Network Administrator 2 is not a supervisory title, the provisional position
is misclassified and warrants a classification review. At this point, as the
examination 1s cancelled for lack of admits, and the provisional appears to be
misclassified, there is no point in further analysis of the appellant’s emplovinent
history.

If the appointing authority wants the appellant to remain in his current
position, the appellant should provide the enclosed duties questionnaire to Agency
Services detailing the duties of the position, along with a completed examination
applhication within 30 days of the issuance of this decision, so that an appropriate
provisional title can be assigned and a pre-qualification determination can be made.
Should the appellant be found not eligible for the new provisional appointment, he
should be returned to his regular prior-held title at that time. In the future, if
Agency Services determines that the position is that of Network Administrator 2, a
new examination can be announced.

The appellant was denied admittance to the subject examination since he
lacked the minimum requirements in experience per the substitution clause for
education. An independent review of all material presented indicates that the
decision of Agency Services that the appellant did not meet the announced
requirements for eligibility by the closing date is amply supported by the record.
The appellant provides no basis to disturb this decision. Thus, the appellant has
failed to support his burden of proof in this matter.

ORDER

Therefore, it is ordered that this appeal be denied. Further, the position
should undergo a classification review to determine whether the position is properly
classified.

This is the final administrative determination in this matter. Any further
review should be pursued in a judicial forum.

DECISION RENDERED BY THE
CIVIL SERVICE COMMISSION ON
THE 23rd DAY OF OCTOBER, 2019

Aundie! o bty Gebd-

Deirdré L. Webster Cobb
Chairperson
Civil Service Commission
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STATE POSITION CLASSIFICATION QUESTIONNAIRE

NEW JERSEY CIVIL SERVICE COMMISSION DIVISION OF STATE & LOCAL OPERATIONS

FOR CIViL SERVICE COMMISSION USE

K&LO
LOGNO.

IMPORTANT: Full instructions For completing this lorm are located on the last page. I is most nsporkant
that corployees and supervisors read them carelully. The form must be signed by the employee, his or her
supervisnr, the Program Manager or ivision Director and the Appointing Authority Representative

INCOMPLETE REQUESTS WILL BE RETURNED.

EMPLOYEE
i

Css
RCQUEST NO

1. NAME OF EMPLOYEE {IF ANY)

2. ANNUAL SALARY (Current) 3. POSITION NO.

4. CODE (Range and Tille)

5. OFFICIAL CIVIL SERVICE TITLE

6. WORKING TITLE (# ditferent)

7. LOCATION OF POSITION

(Geographic localion. Unit, Section, Division, Institution. or Depariment)

7A. EMPLOYEE WORK OR HOME MAILING ADDRESS

8, REQUESTED TITLE ¢rhis is a required tield for appeats.)

9. WORK (DUTIES) PERFORMED - Describe in detail the work required of this position. Make descripttons so clear thal persons unfamitiar with
the work can understand exactly whal is done. You MUST alsc explain how the duties at issue are more appropriate to the requested title

than your current title, NOTE: It this is a vacant position or a new position request, the form must be compleled by the supervisor of the position
and certified far accuracy by the Appointing Authority Ropresentativa,

Percent of
Time

Work (Duties) Performed

Order of
Diifculty
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CONTINUED ON FOLLOWING PAGE s



ITEM 9 CONTINUED

Percent of
Time

Work (Duties) Performed

Order of
Difficulty

10. REGULAR SCHEDULE OF WORK HOURS

10 A. EXPLAIN ROTATICN OF SHIFTS, IF ANY

DAY FROM TO DAY FROM TO0
Mondgay Friday
Tuesday Salungay
Waunesay Sunday
Thussday Length of Lunch 10Dt e = = = = =

Total Hours Worked Per Week

DPF-445 Page 2 {Revised 12-06-11)

CONTINUED ON FOLLOWING PAGE mump-



QUESTIONNAIRE CONTINUED
11. TYPE OF SUPERVISION RECEIVED {Check One — See delinitions on page 5)

I:l CLOSE L._.l LIMITED I:I GENERAL I:I OTHER (Explain)
12. Does this position supervise other employeas? E. List the names and titles of the employeas supervised direcily.
I:l YES (" yes, complste llems A thry E) D NO (i the emplayees supervised compise ona or Mg complela umts. inciuda tha ninas of the tmils
A, I:I Qccasionally? [or] |:| Regularly?
B. Responsible for the
preparation of performance D YES D NO
evaluations?
C. Assign work? D YES D NO
D. Review completed
work of employees
supervised? D YES [:] NO
13. CERTIFICATION FCERTIEY that [ hase read the instructions and the entries made above are my osonanil, (o 1he best ol ng
OF knowledge. are accurate and complete
EMPLOYEE

I::> SIGNATUIRE L oL o o @ o . . . . i Lmtdiia . 1Al

14, STATEMENTS OF IMMEDIATE SUPERVISOR

A. Comments on Statements of Employee

DCheck here if continued on addilonal sheets

B. What do you consider the most imporiant dotics ol this position?

I:lCheck here if continued on additional sheets.,

€. List those knowledges and abilities necessary lor standard performance of the job 1o be dong by an incumbent of this position

[:I Check here if continued on additional sheets.

D.1 [] AGREE [ ] DISAGREE with the employee’s description af job duties.
E. | [] AGREE [ ] DISAGREE with the employec's ciled perceniage of time.
F 1 [] AGREE [_] DISAGREE wilh the title proposed by the employee.

If you dsagree with any of the above-stated factors. explain the nature of the disagreement here

I:l Check here if continued on addiional sheots.
DATE

OFFICIAL CIVIL SERVICE TITLE SIGNATURE
(Working title if different)

DPF-445 Page 3 {Revised 12-08-11)



15. STATEMENTS OF PROGRAM MANAGER OR DIVISION DIRECTOR

Al D AGREE D DISAGREE with the employee’s descriplion of job duties.

8.1 D AGREE D DISAGREE wilh he employee’s cited percenlage of ime.

C 1 D AGREE D DISAGREE with the title proposed by the employee.

I you disagree with any of the above-slated faclors. explain the nature of the disagreement here

* You musi forward this form within 15 days of the omployee’'s submission of
tho appeal 1o Ihe supervisor, lo your agency represeniative along wilh a copy . . .

of the employee's mast recent performance evalualion larm,. DCheck e
OFFICIAL CIVIL SERVICE TITLE SIGNATURE
{Woarking litle if dilferent)

DATE

16. STATE APPOINTING AUTHORITY REPRESENTATIVE SIGNATURE

l::> In Siate service, Ihe agency represenialive’s signalure cerlifies the infermation in accordance wilh 44°:3-3.9(c)1 through 3 <::l

|:| A copy of the employee’'s most recenl performance evaluation and an organizational chart are attached

O IC\EYNE | recommend that this appealbe [ JGRANTED  [[JREJECTED

REASON:

|:| Check here if conlinued on addilional sheets

OFFICIAL CIVIL. SERVICE TITLE SIGNATURE DATE
(Working title if different)

DPF-14S Page 4 tRevised 12-06-41)



INSTRUCTIONS FOR COMPLETING
STATE POSITION CLASSIFICATION QUESTIONNAIRE (DPF-44S)

NOTE: I this is a vacant position or a new gosition request, this form must be complated by the supervisor ol the postion and cestified for accuacy by the Appoinling Autharity

Please read these Instructions carefully before filling out the Position Classification Questionnalire.

This form is used to oblain information about a position. I will be used lo delermine the classification or to determing a rale ol pay. Thetelore be as clear and
accurate as possible and fill out the form completely. Be specific and illustrate statements with examples. If more space is needed 1o answer any of the ilems
attach an additional sheel and identily each ilem by its number.

This form must be completed in its entirety. Should any of the fields be left blank, the package will be returned to the appointing authority and the appeal will
not be considered received by the Civil Service Commission (i.e. CSC's 180-day review period will not commenca). Appeals are considered received by the
CSC (and our 180-day review period begins) when a complele package is received.

This form is to be complated by you in your own words. Your supervisor and department head will review your Posilion Classilication Questionnaire to
determine the completeness and accuracy of the statements and to clarify or give additional information concerning your dulies and responsibililies. Under rio
circumstances, however, should the supervisor or the department head change the answers as given and cerlified by you. In the space provided. they may
make whalever stalements they think are necessary before signing the reporl, Stato your name in liem 1 and complele llems 6 through $3. llems 2 thraugh
5 will ba completed by your personnel office. Remember to sign your name in Itam 13. Give the compleled questiznnaire to your supervisor.

ITEM 8 - You must indicate the titte which you feel is a more appropriale classification of your position. This is a required field. 11 this field is left blank. the form
will be returned.

ITEM 9 - The answer to this ilem requires an exact account of what you do, Describe your "whole job" or year-round duties, not just those which might be
performed during rush or peak periods of activity or when you are substituling for other persens, Start with your most important dubies and describe your least
impaortant duties last, Use a separate paragraph for each major duly. In the calumn at lefl indicate as besl you can Ihe percentage of time you devole to eazh
duty. The posilion's supervisor will complete the information requested in the right hand colurnn,

You MUST also explain how the duties al issue are more appropriate to the requested tille than your current tille. For example, how does the job
specification for your current title significantly differ from the major duties you are assigned to perform? How is the job specification for the requested titlz a
more appropriate description of the major dulies you are assigned to perlorm? Whal are the reasons you beligve your position is arroneously classified? You
should reference the specific information listed in the job spacificalion for the requested title thal supporls your point of view, as well as the spaciiic araas ol
disagreement you have with the job specification for your current title.

EXAMPLES OF GOOD AND POOR DUTIES STATEMENTS
Poor Statements Good Statements

Assist in handling correspondence, s s e s e s s oo es Receive, open, lime stamp, and route incoming mail.

Mainfain grounds and landscaped areas. e s e e e v e e Mow lawn with power mower and hand mowars,

Trim trees from ground and from ladder, using power saws.

Lubricate mowars.

| dolinishconcrele work. e s s esecoosasssvoe Place forms; mix, pour and finish concrete walks and curbing.

Keepclaimregislers. g g g nowseosvensasnses Prepare registers of all ciaims showing allocation of budget expenditines and lolat
amount of expendilures for month in which claims are made,

Do general kilchenwork. g o oo s e s s eesvesas Clean and cul fruits and vegetables. Make salad dressings. Serve at steam table. Wash
pots and dishes and store away utensils and leods, Once or twice a month, bake cookies
and larts.

Our unil is responsible for keaping all purchasing records. ¢ ¢ | | compare invoices with purchase orders, Review requisilions submitied by the dilleren!
depariments for accuracy. then give them to the Purchasing Agent lor his or her OK

ITEM 11 - Belore you complete ltern 11, the following delintions will he halpiul in making your chotce of the type of supervision you raceive,
* CLOSE SUPERVISION: Work is performed according 1o detailed instructions and supervision is available an short nolice.

* LIMITED SUPERVISION: Incumbent proceeds on his/her own initiative while complying with policies, praclices, and procedures prescribed by the
supervisor, The supervisor generally answers questions only on the more important phases of the work.

+ GENERAL SUPERVISION: Work is performed independently. The incumbent seldom refers malters to superviser except for clarification of policy.

* OTHER: Il your work is supervised in a manner different from all of the above, please describe brielly how your work is assigned and supervised,

INSTRUCTIONS FOR SUPERVISORY STAFF

ITEM 14 - { you are a supervisor reviewing this form. you should remember that your cettilication means you accep! responsibility that the sialements made
conslitute a true description of the duties and responsibililies of the position. If the descnplion does nol meet wilth your idea of the position, it is your
responsibility to see that statements made are qualified or elaborated upon in your comments. Under no circumslances, however, are the employee’s
statements 1o be changed. However, you are asked 1o determine the order of difficulty of each duty performed. Under llem 9 in the column at right, cite the
order ol difficulty of duties performed by assigning the number one (1) to the most difficult, the number two {2} 16 the next most difficull, ete. Keep in mind thal
the most important duty performed by this position may not be the most difficult, ner the one on which the greatest percenlage of time is spent.

You should review the completed and signed lorm for correctness, completeness. and accuracy ol statamenls. You must incicate agreemient or disagreement
wilh tha employea’s description of dulies. cited percenlage of time and the titlle proposed by the employea. If you disagree with any of those factors, explain
the nature of 1he disagreemenl in the spaca provided. Sign the form, and forward it {o the program manager or dvision director,

ITEM 15 - The program manager or division direclor MUST indicate his or her agreement or disagraement with the employee’s descriplion of duties. cited
percentage of time and the title proposed by the employee. If you disagree with any ol those factors, explain the nature of the disagreement in the space
provided, Additicnal comments may he written in the space provided. Sign the form, attach a copy of employae’s most recent performance evaluation and

forward i 10 your Personne ice.
ey Fersemel Gl APPOINTING AUTHORITY SIGNATURE

ITEM 16-The appointing authority or designaled representalive must ensure that a copy of tha employee’s moslt recent periormance evaluation and an
organizational chart are included in the package and should then check the box. You may indicate whether you agree or disagree with the appeal and
include a reason if desired. Sign the form and forward the completed package to the Civil Service Commission.
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