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STATE OF NEW JERSEY

. FINAL ADMINISTRATIVE ACTION

In the Matter of Maia Mayonral, : OF THE
Data Entry Operator 2 (PS9539N), : CIVIL SERVICE COMMISSION

Department of Labor and Workforce

Development o
Examination Appeal

CSC Docket No. 2020-1070

ISSUED: January 16, 2020 (RE)

Maia Mayoral appeals the determination of the Division of Agency Services
(Agency Services) which found that she did not meet the experience requirements for
the promotional examination for Data Entry Operator 2 (PS9539N), Department of
Labor and Workforce Development.

The subject promotional examination was open to employees in the non-
competitive division who are currently serving in a title to which the announcement
is open and have an aggregate of one year of continuous permanent service as of the
closing date as a Data Entry Operator 1, and meet the announced requirement of one
year of experience in the operation of an electronic data entry input device and/or
alphanumeric keyboard to transcribe data into data processing equipment or
computer. These requirements had to be met as of the April 22, 2019 closing date.
As there were no admitted applicants, the examination was cancelled on October 11,
2019.

The appellant listed one position on her application, Data Entry Operator 1.
On a resume she added two positions, Convergent with Saint Barnabas Office, and
Credit Balance Representative with Saint Barnabus Office. No hours worked per
week were provided for either position. Official records indicate a similar yet
different employment history. These records indicate that the appellant was a
provisional Data Entry Operator 2 from August 2018 to the April 2019 closing date.
None of the appellant’s experience was credited, and therefore she was found to be
lacking one year of experience.
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On appeal that appellant states that her experience exceeds one year of
experience. She states that she works directly for the Chief of Ashestos Control and
Licensing and has trained three temporary employees in the computer program being
utilized. She ensures that checks and money orders are properly recorded and
delivered to accounting, ensures that deadlines for sending correspondence are met,
assists an internal audit team with an audit of the unit, accounts for over two million
dollars a year, reviews penalty letters for correctness, ensures that settlement
conferences are scheduled, reviews penalty files, reports field movements of
investigators, and assisted in selecting a new computer system and ensuring the
correct use of it. She states that she answers questions, provides instructions and
directions for those entering data, scans and faxes documents, indexes documents,
enters data, and provides reports to the Chief. In support, the Chief and of Asbestos
Control and Licensing states that these duties are true, and that the appellant sets
up all present logs and controls, and deals with data on accounting and enforcement.

CONCLUSION

N.JA.C. 4A:4-2.6(a) provides that applicants shall meet all requirements
specified in the promotional examination announcement by the closing date. N..J A.C.
4A:4-2.1(f) provides that an application may be amended prior to the announced
closing date.

Applicants must demonstrate on their applications that the duties they
perform provide them with the experience required for eligibility. See In the Matter
of Charles Klingberg (MSB, decided August 28, 2001). In order for experience to be
considered applicable, it must have as its primary focus full-time responsibilities in
the areas required in the announcement. See In the Matter of Bashkim Viashi (MSB,
decided June 9, 2004). Next, when an applicant indicates extensive experience in
titles established under the State Classification Plan, it is appropriate to utilize the
job specifications to determine the primary focus of the duties of incumbents serving
in career service titles. In the eligibility screening process, reliance on the job
specifications to determine the primary focus of duties for incumbents of a particular
title or title series provides a standardized basis on which Agency Services can
compare what an applicant indicates on his or her application to what incumbents in
a particular title series generally perform. See In the Matter of William Moore (MSB,
decided May 10, 2006).

A Data Entry Operator performs data entry, and those tasks directly related to
data entry. Incumbents spend a majority of their work time entering, editing, updating and
verifying data utilizing prescribed data entry equipment and software. Incumbent Data
Entry Operator 2s perform varied, moderately complex data entry and verification tasks.
They typically spend a greater percentage of time verifying data than those positions at the
entry level and more frequently make decisions involving the correction of errors,
questioning discrepancies and releasing batches. Positions at this level may work with non-
standard source documents or with one or more documents per program. At this level they



are expected to answer questions, provide instruction or direction to, and guide lower level
operators in performing the work of the unit. The announced experience requirement for
the subject title was experience in the operation of an electronic data entry input
device and/or alphanumeric keyboard to transcribe data into data processing
equipment or computer.

The appellant described her experience as:

Performed account payables functions and customer service for an
Asbestos Department * managing the day to day activities of mail and
financial processing. + entered accounts payables, receivables.
Prepare daily and monthly financial statements. * performed general
office duties and administrative tasks. * managed the internal and
external mail functions. * enter, copy, scan, update and verify
documents into specific files. * enter and update draft invoices, reports
and company payments. * expertly handle accounts, payments and
refunds. * ensured all departmental invoices were correctly coded and
documented for payment within the period. worked with companies to
ensure all invoices were paid on a timely basis * knowledge and oversee
and account for all license, permit, notification and violation monies. *
ensured that the notification is in compliance with the regulations
prescribed by the State of New Jersey. ¢ ability to interpret the
regulations associated with the removal of asbestos. * prepared,
organized, and maintained inspection records. * keep daily notification
logs to track inspection job sites. * prepared citations, violations and
other notices that outline proper repair, correction methods, time limits,
permits and al necessary remedial work required. « respond to inquiries
from the public and contractors regarding codes and other issues with
projects, * monitored follow-up actions in cases where violations were
found, and review compliance monitoring reports.

Clearly, the appellant’s described experience did not match the announced
experience requirement, nor does it match the duties performed by a Data Entry
Operator. Given the variance between these duties and those required of the
provisional title, Agency Services should perform a classification review of this
position. A new examination can be announced if it is determined that the position
is properly classified as Data Entry Operator 2. The appellant’s experience as a
Convergent and Credit Balance Representative with Saint Barnabus Office, ave
inapplicable.

N.J.A.C. 4A:4-1.5 (a) states that a provisional appointment may be made only
in the competitive division of the career service when all of the following conditions
are met:



1. There is no complete list of eligibles, and no one remaining on an
incomplete list will accept provisional appointment;

2. The appointing authority certifies that the appointee meets the
minimum qualifications for the title at the time of the appointment; and
3. The appointing authority certifies that failure to make the
provisional appointment will seriously impair its work.

In this case, the appellant did not meet the minimum qualifications for the title
at the time of the appointment and she still lacks one year of qualifying experience.
As the appellant did not indicate that she is primarily performing work required of a
Data Entry Operator, it appears that her position may be misclassified. Therefore,
the appellant and appointing authority should complete the attached duties
questionnaire and submit it to Agency Services detailing the duties of the position, so
that an appropriate provisional title can be assigned.

The appellant was denied admittance to the subject examination since she
lacked the minimum requirements in experience. An independent review of all
material presented indicates that the decision of Agency Services, that the appellant
does 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 her burden of proof in this matter.

ORDER

Therefore, it is ordered that this appeal be denied, and the matter of the
appellant’s provisional position classification be referred to Agency Services for
review.

This is the final administrative determination in this matter. Any further
review should be pursued in a judicial forum.
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FOR CIVIL SERVICE COMMISSION USE

STATE POSITION CLASSIFICATION QUESTIONNAIRE ~ fik

NEW JERSEY CIVIL SERVICE COMMISSION DIVISION OF STATE & LOCAL OPERATIONS LCG NO,

IMPORTANT: Full instructions tor completing this lorm are located on il last page. It s most importai :;_:‘:: LOYEL
that employ ees and supervisors read them carelully. The Torm must be signed by the employee, his or her
supervisor, the Program Manager or Division Divector and the Appointng Awhorty Representative, C&s
REQUEST N
INCOMPLETE REQUESTS WILL BE RETURNED.
1. NAME OF EMPLOYEE (IF ANY) 2. ANNUAL SALARY (Current) 3. POSITION NO 4 CODE fHango and Titie}
5. OFFICIAL CIVIL SERVICE TITLE 6. WORKING TITLE (#f difforent)

7. LOCATION OF POSITION
(Geographic location, Unit. Section, Division, Inslilution, or Department)

7A. EMPLOYEE WORK OR HOME MAILING ADDRESS

8, REQUESTED TITLE (rnis is a required field lor appeals.}

9. WORK (DUTIES) PERFORMED - Describe in delail the work required of this position. Make descripttons so ¢lear that peisons unfamslan with
the work can understand exactly what is done. You MUST also explain how the duties at issue are more appropriate to the requesied litle
than your current title. NOTE: I this is a vacant position or a new position request. the form must be completed by the superviser of the position
and certified for accuracy by the Appointing Authority Represeniative,

Percent of Work (Duties) Performed Order ol
Time Dilficuity

DPF-145 Page 1 (Revised 12-06-11) CONTINUED ON FOLLOW'NG PAGF ‘



ITEM 9 CONTINUED

Percent of . Order of
Time Work (Duties) Performed Difficulty

DAY FROM T0 DAY FROM TO
Manday Friday
Tuesday Saturday

Wednesday Sunday

Thirrsday Longih ot lunch IFenode = - = = -

Total Hours Worked PerWeek - . _ _ _ _ _ _ _ i o o w =

PPF-14S Pags 2 (Rewsed 12:06:11) CONTINUED ON FOLLOWING PAGE s>



QUESTIONNAIRE CONTINUED
11.TYPE OF SUPERVISION RECEIVED (Check Ono — See delinilions on page 5)

D CLOSE D LIMITED I:i GENERAL I:'OTHEH(Epraiﬂ)

12. Doos this position supervise other employees?

E. List the namas and titles of the amployees supervised dhectly,
(If ihe amployee: FupIVISRd COMPNSE ONe OF e compiete unms, nclunle (e rames of the (s
l:l YES {If yes, complele ltems A lhiu E) D NO

A D Occasionally? [or] D Regularky?
B. Responsible for the

preparation of perdormance [__—] YES D NO
evaluations?
C. Assign work? D YES I:I NG

D. Review completed
work of employees

supervised? D YES D NO

13. CERTIFICATION FCERTTEY that Thave read the instructions and the entries made abos e are my osn andd, te the best ol s

OF knowicdge, are acenraie and complete.
EMPLOYEE

.::> SIGNAIURY 00000 oo .. . R

14, STATEMENTS OF IMMEDIATE SUPERVISOR

A Commants on Statements of Employee

|:| Check here il conlinued on addiional sheets

B. What do you consider the most impertant duties of this position?

DCheck here it continued on additional sheots,
C. List those knowledges and abilities necessary lor standard performance of the job to be done by an incumbent ol this position

DCheck here i continued on additicnal sheets.

0.1 [] aGRee [T| DISAGREE with the employee's description of ob dusies
E. I L—_l AGREE D DISAGREE with the employee's cited percentage of tlime.
) [[] AGREE [] DISAGREE with the litle propased by the employee.

I you disagree with any ol the above-stated faciors. explain the nature of the disagrecment here

DCheck here il conlinued on addiional sheets
OFFICIAL CIVIL SERVICE TITLE SIGNATURE DATE
(Working title if different)

DPF-445 Page 3 (Revised 12-06-11)



15. STATEMENTS OF PROGRAM MANAGER OR DIVISION DIRECTOR »

Al D AGREE |:] DISAGREE with the employee's descriplion of job duties

B. I D AGREE D DISAGREE with the amplayea's ciled percenlage of time.

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

If you disagree with any of the above-stated factors, explain the nature of the disagreement heoie

* You must forward this farm wathin 15 days of tho gmployec s submission ol
Ihe appeal 1o the supervisor, lo your agency representative along with a copy . . ¢ g
of the emplovee’s mast recent pertormance evalualion form. DCheck here it continued on additional sheets.

QFFICIAL CIVIL SERVICE TITLE SIGNATURE DATE
{Warking titte if different)

16. STATE APPOINTING AUTHORITY REPRESENTATIVE SIGNATURE

I::> In State service, the agency representalive’s signature certifies the information in accordance with 4A:3-3.9(c)¥ through 3. < 11

|:| A copy of the employee’s most recent perfermance evaluation and an organizationat chart are attached,

SN OINYNIN | recommend that this appealbe [ |GRANTED [ JREJECTED

REASON:-

D Check here if continued on addiional sheels

OFFICIAL CiVIL SERVICE TITLE SIGNATURE DATE
(Working title if diffarent)

DPF-44S Page 4 iAevised 12-06-11)



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

NOTE: Il Ihis is a vacant pasition or a new pasiticn request. this form must be compleled by the supervisor of the position and certified for accuracy by the Appomting Authority

Please read these instructions carefully before filling out the Position Classification Questionnaire,

This form is used o oblain information about a position. It will be used 1o determine the classification or lo determineg a rale of pay. Therefore, be as clear and
accurate a3 possibla and fill cut the lorm completely. Be specific and illustrate statements with examples. Il moro space 15 needed 1o answer any of the itomns,
attach an additional sheel and idenlity each item by its number.

This form must he completed in its ertirely. Should any of the fields be left blank, the package will be returned 1o the appointing author ty and e appeal will
not be considered received by the Civil Service Commission {i.e. CSC's 180-day review period will not commence). Appeals are considered received by the
CS5C (and our 180-day review period begins) when a complete package is received,

This form 15 to be completed by you in your own words. Your supervisor and departmenl head will review your Posilion Classilication Questionnaire 10
determing the completeness and accuracy of the statemeants and to clardy or give additional information concerning your duties and responsibilities Undar no
circumslances, however, should the supervisor or the department head change the answers as given and certified by you. In the space provided. they may
make whatever slalements they think are necessary before signing the repont. Stale your name in ltem 1 and compleie ltlems & through 12, liems 2 thiough
5 will be completed by your personnel office. Remember to sign your name in ltem 13. Give the completed questinnnaire 1o vour supervisor

ITEM 8 - You must indicate the title which you feel is a more appropnate classification of your position. This is a required field_If this tield is lefl blank, the form
will be returned.

ITEM 9 - The answer lo this ilem requires an exact account of what you do. Describe your “whole job” or year-reund duties, not just those which might be
performed during rush or peak periods of activity or when you are substituting for olher persons, Start with your most important duties and describe your least
important duties last. Use a separate paragraph for each major duly. In the column at left indicate as best you can the percentage of lime you devote to cach
duty. The position’s supervisor will complete the information requesied in the right hand column,

You MUST also explain how the duties at issue are more appropriate lo the requested tille than your current tille. For example, how does the job
specification for your current title significantly ditfer from the major duties you are assigned (o perform? How is the job spesification lor the requested title a
more appropriate descriplion of the major duties you are assigned to perflorm? What are the reasons you believa your positron is erroneausly classilied? You
should reference the specific information listed in the job specification for the requested title that supporis your peint of view, as well as the specific areas of
disagreemont you have with the job specification for your current title.

EXAMPLES OF GOOD AND POCR DUTIES STATEMENTS
Poor Statements Good Statements

Assist in handling correspondence. s s s s oo s s e e Receive, open, time stamp, and route mncoming mail

Maintain grounds and landscaped arcas. s wewees s e Maw lawn wilh power mower and hand mowers

Trim {rees from ground and from ladder, using power saws,

Lubricate mowers.

ldofinishconcrete work. e s ssesensssssnonee Place torms; mix, paur and finish concrete walks and curbing

Keepclaimregisiers. g g g poosassnsesses Prepare registers of ail claims showing allocation of budgel expenditures and total
amount of expendiluras far month in which claims are made.

Do generalkilchenwork. g oo s s o s s sessenee Clean and cut fruits and vegetables. Make salad dressings. Serve at steam lable. Wash
pols and dishes and store away ulensils and foods. Once or twice a monlh, bake cookies
and larts

Our unit is responsible for keeping all purchasing records. ¢ ¢ | | compare invoices with purchase orders. Review requisilions submitted by lhe dillerent
depariments lor accuracy, then give them to the Purchasing Agent for his or her OK

ITEM 11 - Belore you complete ltem 11, the lollowing delinitions will be helplul in making your choica of the type of supervision you receive.
» CLOSE SUPERVISION: Work is performed according 1o detailed instruclions and suparvision is availabla an short notice.

* LIMITED SUPERVISION: Incumbent proceeds on his/her own initiative while complying with policies, practices, and pracedures prescriberd by the
supervisor. The supervisor generally answers guastions only on the more important phases of the work

* GENERAL SUPERVISION: Work is performed independently. The incumbent seldom refers matiers to supervisor except lor clarification of policy.

* OTHER: If your work is supervised in a manner dilferent from all of the above, please describe briefly how your work 15 assigned and supervised.

INSTRUCTIONS FOR SUPERVISORY STAFF

ITEM 14 - If you are a supervisor reviewing this form, you should remember that your certilication means you accept respons Lility 1hat the statements mace
constitule a true description of the duties and responsibilities o} the position. if the descriplicn does not meet with your idea of the pasition, it is your
responsibility o see that statements made are qualified or elaborated upon in your comments, Under no circumsianges however. are the employee’s
statements 10 be changed. However, you are asked to determine the order of dilficulty of each duty periormed. Under ltem 8 1 the column at nght, ciie the
order of difticulty of duties performed by assigning the number one (1) to the most diflicult, the number two (2) to the next most difficult, ele. Keep in mind that
the mast imporiant duty performed by this position may nol be the most difficult, nor the ong on which the grealest percentage of time is spent

You should reviaw lhe completed and signed form for correctness, complelensss. and accuracy of stalements. You must indicate agreement or disagreement
wilh the employee's description of dufies cited percenlage of time and the litle proposed by the employee. Il you disagree with any of those faclors, explain
the nature of the disagreement in the space provided. Sign the farm, and forward it to the program manager or division director

ITEM 15 - The program manager or division director MUST Indicate his or har agreement or disagreement with the employee’s descripton of duties, ciled
percentage of time and the title proposed by the employee. Il you disagree with any of those factors, explain the nalure of tho disagreement in 1ho space
provided. Addtional comments may be wnlten in the space provided. Sign the form, atlach a copy of employoe's most recent performance evalualion and

forward it to your Persennal Office.
Heyeu® APPOINTING AUTHORITY SIGNATURE

ITEM 16-The appointing authority or designaled representalive musi ensura thal a copy of the employee’s most recent performance evaluation and an
organizational chart are included in Ihe package and shauld then check the box. You may indicate whether you agree or disagree with the appeal and
include a reason if desired. Sign the lorm and forward the compleied package to the Civil Service Commission.
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