PORT AUTHORITY OF GUAM
Jose D. Leon Guerrero Commercial Port
Piti, GU 96925

February 7, 2012

MEMORANDUM

TO: Division Heads

FROM: General Manager

SUBJECT: Proposed Creation of Positions - Assistant Maintenance Manager and Assistant

Operations Manager

The Board of Directors at their meeting of January 26, 2012 authorized management to begin the
process to create the Assistant Maintenance Manager and Assistant Operations Manager positions
in the classified service.

To provide you with an opportunity to submit your inputs on the proposed position, we have
posted the request to create the proposed positions on the Port's website, under “Community, Public
Notices & Events ~ News Release and Announcements” for your review and comments.

Please submit your comments, if any, to the Human Resources Division no later than February 22,
2012.

Should you have any questions regarding the request, please feel free to contact the Human

Resources Division. ,
Sl 4, =y S

PEDRO A. LEON GUERRERO, JR.

Ce: Corporate Services Manager
Personnel Services Administrator



PORT AUTHORITY OF GUAM
Jose D. Leon Guerrero Commercial Port
Piti. Guam

January 23, 2012

MEMORANDUM

TO: Board of Directors

FROM: General Manager

SUBJECT: Request for Creation of Positions — Assistant Maintenance Manager & Assistant

Operations Manager

According to Title 4, Guam Code Annotated (GCA), Section 6303(d), the Port has the authority to create
positions in the classified service provided the following are included in the request;

I, Justification for the new position;

2. The essential details concerning the creation of position;

3. An analysis of the similarities and differences between the position to be created and positions
listed pursuant to Title 4, GCA, Section 4101.1(d);

4. The position description

5. The proposed pay range and demonstration of compliance with Section 6301 of Title 4, GCA;
and

6. A fiscal note as that term is described in Title 2, GCA., Section 910! and any other pertinent
information.

The positions may be established only if the following requirements are met:

I The request for creation is posted on the Port’s website for 10 days;

2. Notices of the postings are provided to each newspaper of general circulation and broadcasting
station which airs a regular local news program within Guam.

3. The creation of position documents are available to the public under the Sunshine Act;

4. The Board approves such request by resolution at a scheduled meeting;

5. The request and Board resolution is filed for record with Director of Administration and

Legislative Secretary,

Upon meeting the above requirements, the Port can fill the position once 30 days have elapsed from the
date of filing with the Legislative Secretary. However, if the Port does not comply with the rquirements,
such creation of position shall be voided.

To ensure that transparency and disclosure is provided to all parties concerned, the following processes
and cstimated timetrames are to be followed:
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Processes Estimated Timeframe j
Request to be submitted to the Board for their
initial review and approval to proceed with the | January 26, 2012
creation of position, i.e., posting such request on
the Port’s website. ]

It the Board agrees to proceed with the creation, the
request will be transmitted to the division heads for | January 27, 2012
review and comments.

Posting of proposcd creation of positions on Port’s
website

Notification to be provided to the electronic and
written media outlets of the Port’s request, its
availability on the website; and possible Board

January 27, 2012 to February 10, 2012

meeting date the request may be approved. January 27, 2012
Request to be resubmitted to the Board for final
approval and adoption by resolution. February 23, 2012

Creation of position documents to be transmitted to
Director of Administration and Legislative | February 27, 2012
Secretary
Process job announcement March 29, 2012

In light of the above, we are tmnsmlttmg our request to create the Assistant Maintenance Manager and
Assistant Operations Manager positions in the classified service for your initial review and ask your kind

approval to begin the creation of position process.

Your kind approval of the above is greatly appreciated.

PEDRO A. LEON GUERRERO. JR.

Attachments

Ce: Corporate Services Manager
Personnel Services Manager



PORT AUTHORITY OF GUAM
Jose D. Leon Guerrero Commercial Port
Piti, Guam

January 4, 2012

INTER-OFFICE MEMORANDUM

TO: Personnel Services Administrator
FROM: General Manager

SUBIJECT: Creation of Positions

Within the next couple of months, the Port will be embarking on a major renovation and
enhancement of its facilities to prepare for the demands of cargo movement as a result of the
anticipated relocation of the Marine Expeditionary Force personnel and their dependents from
Okinawa to Guam. The demands for cargo movement during base construction, increased
military and local population after construction, and future organic growth in the region (of
which the Port services) are expected to put considerable demands on the Port facilities, which
has been determined cannot be supported in its current condition and configuration. The Port
will immediately begin the facility modernization and improvements needed to meet the
demands in an acceptable environmentally safe and efficient manner once the program elements
have been agreed upon between the Port and U.S. Maritime Administration (MARAD), who is
the federal lead agency for the Port Modernization Program. As the Port moves forward its
capital improvements, it must operate in a profitable and efficient manner during the years of the

build-up.

The modernization program will consist of two (2) phases. The first phase (1A) will cncompass
the acquisition of new cargo handling equipment, information technology systems, the
renovation and demolition of new or existing buildings, expansion of the Port’s yard and other
infrastructure improvements. The second phase (1B) is estimated to begin in 2013 and work
will be emphasized on the structural refurbishment of existing docks. Berths F4 and F6 were
built and placed in service in the 1960s. The 1993 carthquake severely damaged sections of the
whart structure. Based on preliminary assessments, it is clear that time has taken its toll on the
other kerths.  They are hadly deteriorated and corroded, which such conditions are expected
considering the harsh ¢nvironment and lack of protection provided to these structures.  The
physical conditions of F4 and F6 are incapable of dealing with the projected increases in hoth
breakbulk and containerized cargo associated with the military build-up.
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In addition to the above phases, the Port would need to invest in a Maintenance and Replacement
Capital Program to preserve its facilities and replace gaining equipment as necessary. From a
sustainable operations perspective, there will be increased wear and tear to the Port facilitics as
cargo volumes increase.

When the program begins in full force, the Maintenance Manager and Operations Manager will
serve as point of contacts with our stakcholders to ensure that the services provided to our
customers while the Port’s facilities are being expanded and configured services continue to
operate efficiently and smoothly, with minimal delays, especially during the construction period.

As such, you are requested to prepare the necessary creation of position documents for the
Assistant Maintenance Manager and Assistant Operations Manager.

Reviewing the Fiscal Year 2012 Budget, the full-time equivalencies to be converted for these
new positions will be the Assistant Harbor Master and Assistant Port Police Chief.

Your cooperation on the above is appreciated.

Sfllo A e, S/,

PEDRO A. LEON GUERRERO, JR.

Cc: Deputy General Manager
Corporate Services Manager



PORT AUTHORITY OF GUAM
Jos¢ D. Leon Guerrero Commiercial Port
Piti, Guam

Prepared by:  Human Resources Oftice
Date:  January 23, 2012

STAFF REPORT

CREATION OF POSITION — ASSISTANT OPERATIONS MANAGER
POSITION

REQUEST:

The General Manager requested that Human Resources Division review the Port’s
current organizational structure and establish an Assistant Operations Manager position.

AUTHORITY

Public Law 30-43 adopted the Port’s Personnel Rules and Regulations which authorizes
the Board of Directors to create positions in the classified service. Rule 5.015, Creation
Jo New Positions and Classes of Positions, of the Personnel Rules and Regulations

stipulates:

A, Pursuant to Section 6303(d), Title 4, Guam Code Annotated (GCA), the General
Manager shall petirion the Board to create new positions or classes of positions
when necessary for the efficient performance of duties and functions of the Port.

B. The petition shall include:

1. The justification for the new position,

2. The essential details concerning the creation of the position;

3. The analysis of the similarities and differences between the position to be
created and the positions listed pursuant to Title 4, GCA, Section 4101, 1(d);

4. The position description,

3. The proposed pay range and demonstration of compliance with Section 6301

of Title 4, GCA; and
6. A fiscal note as that term is described in Title 2. GC.A Section 9101 er veq.;

and any other pertinent inforimation.

C. The petition shall be posted on the Port’s website for ten (10) days (Saturdays,
Sundays and Government of Guam holidays excepted.)  After the posting. the
General Manager shall forward the petition, along with evidence of his
complianee with Title 5, GCA, Section 6303 7(w) 10 the Board, who if 1hey

P j Y S B T YL TR AU s U AT I SN ,'[ ,,{:/,. N SRS S S
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Staft Report - Creation of Position
Assistant Operations Manager

and resolution for record with the Director of ldministration and the Legislative
Secretary.

D. No new position may be filled until afier compliance of the provisions of this
Section and thirty (30) davs have elapsed from the date of filling with the
Legislative Secretary.

In line with this Rule 5.016, Transparency and Disclosure of Creation of New Position or

Classes of Positions. statcs:
A Prompt notice of the postings required by Title 4, GC.A, Sections 6203 and 6303

shall be provided to each newspaper of general circulation and broadcasting
station which airs a regular local news program within Guam.

B. The petition required hy Title 4, GCA, Sections 6205 and 6303 are public
documents for the purposes of Title 5, GCA, Chapter 10. Article 1 (The Sunshine

Law).

Co dny attempted creation of a position or above-step recruitment are nol in
compliance with provisions of Title 4, GCA, Sections 6203, 6303 and 6303.1 (a)
are void.

References of Compliance:

2 GCA §9101, Restrictions Against Unfunded Appropriations, “All bills that have an
effect upon the revenues or the expenditure of any funds of the Government of Guam
shall identify a specific funding source for which funds are, in fact, available ...

4 GCA §4105(a) Departmental Rules, “Rules subject to criteria established by this
Chapter governing selection, promotion, performance. evaluation, demotion, SUSPERSTON
and other disciplinary action of classified employees shall be adopted by the Board of
Pirectors of the...Jose D. Leon Guerrero Commercial Port. with respect to personnel
matlers within their respective Branches. agencies, public corporations or departments
and hy the Director of Administration as to all other Executive Branch emplovment. ™

4+ GCA §4101.1(d).  Responsibilities of the Director of Administration Regarding
Personnel Policy of the Government.  “The Director of Administration shall perform the
Jollowing functions...(d) maintain, post and keep current on the Department’s website a
list of all classified and wnclassified positions in ihe cvecutive hranch, inclucding
wutonomous agencies and public corporations, showing the description and pay runge

assigred to cach position.. "

[
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Assistant Operations Manager

4+ GCA §6301. Compensation Policy.

Yl Emplovee compensation shall be  based on internal equitv and  external
competitiveness.

(2) To the extent practical. compensation will be targeted at the U.S. National
Average levels compared to the appropriate lubor markets and account taken of

the relevant cconomic factors.

(3) Internal equity shall be reviewed annual and external competitiveness at least
every three (3) years.

(4) Compensation structures and administration policies should also recognized and
reward individual employees commensurate with performance.

(3) Al aspects of compensation (base salaries, benefits, pay differentials and other

Jactors) will be considered as a total reward and incentive packages for
employees and shall be consistent and uniformly administered by the government.

(6) A program of ongoing communications and training shall be a critical component
of compensation administration.

JUSTIFICATION:

The Port facilities have remained largely unchanged since its construction in 1969, with
the exception of the repair of F-5 in 1999. The modernization program of the Port is
long overdue. With many areas near capacity, congested or unusable, the expansion of
Port facilitics and cquipment upgrades will cnable the Port to improve operational
etficiencies and maximize Port capacity.

Within the next couple ot months, the Port will be embarking on a major renovation and
enhancement of its facilities to prepare for the demands of cargo movement as a result of
the anticipated relocation of the Marine Expeditionary TForce personnel and their
dependents from Okinawa to Guam.  The demands for cargo movement during base
construction, increased military and local population after construction, and future
organic growth in the region (of which the Port services) are expected to put considerable
demands on the Port facilities, which has been determined cannot be supported in its
current condition and configuration.  The Port will immediately begin the facility
modemnization and improvements needed to meet the demands in an acceptable
environmentally safe and efficient manner once the program clements have been agreed
upon between the Port and U.S. Maritime Administration (MARAD), who is the tederal
lead agency for the Port Modernization Program.  As the Port moves forward its capital
improvements, it must operate in a profitable and ctficient manner during the years of the

build-up.

The modernization program will consist of two (2) phases. The first phase (1.A) will

enecompass the acquisition of new cargo handling equipment. information technology

systems, the renovation and demolition of new or existing buildings, expansion of the

Port’s vard and other infrastructure improvements.  The second phase (1B) is estimated

to begin in 2013 and work will be emphasized on the structural refurbishment of existing
ST
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Staft Report — Creation of Position
Assistant Operations Manager

carthquake severely damaged sections of the wharf structure. Based on preliminary
assessments, it is clear that time has taken its toll on the other berths. They are badly
deteriorated and corroded, which such conditions are expected considering the harsh
environment and lack of protection provided to these structures. The physical conditions
of F4 and [F6 are incapable of dealing with the projected increases in both breakbulk and
containerized cargo associated with the military build-up.

In addition to the above phases, the Port would need to invest in a Maintenance and
Replacement Capital Program to preserve its facilitics and replace gaining cquipment as
necessary. From a sustatnable operations perspective, there will be increased wear and
tear to the Port facilities as cargo volumes increase.

The Operations Manager is responsible for the administration of programs and activities
of the Operations Department, which consist of the Stevedoring, Transportation and
Terminal divisions.  He will serve as the one of the point of contacts with our
stakcholdcrs as the Port embarks in cnsuring that the services provided to our customers
while the Port’s facilities are being expanded and reconfigured in order to operate
efficiently and smoothly, with minimal delays, especially, during the construction period.

To assist the Operations Manager in the day-to-day operations, the Board has determined
the need to cstablish an Assistant Operations Manager position to allow the Operations
Manager to focus on coordinating the components of the modernization program with our

stukeholders.
The Assistant Operations Manager will be responsible for assisting the Operations

Manager with the administration of the programs and activities of the Operations
Department.  This position will also perform the duties of the Operations Manager in his

absence.

METHODOLOGY

The Human Resources staff, together with the Classification & Compensation
Consultant, reviewed the duties and responsibilities of the proposed Assistant
Operations Manager positions using the job evaluation methodology as outlined in the
Port’s Personnel Rules and Regulations.

The evaluation is a systematic process of assessing the relative size and importance of
maritime positions unique to Port operations and certified, technical and professional
positions in the Port.  The evaluation provides a structured approach to assessing the
relative work of each position and used measurement factors universally applicable
across all sectors o industry, commerce and government.  The positions were evaluate
don the basis of twelve (12) measurement factors.  Each factor indicates a point rating
and the sum ot all points represents the total “points™ value for the job.
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The twelve (12) factors consistent with the Methodology of Position Classification and
Salary Administration Guidelines are: education, experience. complexity. scope of work.
problem-solving, freedom to act/supervision received, work environment, physical
demands. impact of discretionary decisions. human relation skills/contact. authorized
exercised and supervisor/managerial responsibility.

CLASSIFICATION REVIEW

The Assistant Operations Manager position will be responsible for assisting the
Operations Manager with the programs and activities of the Operations Department. The
position will assume the duties of Operations Manager in his absence.

The position requires knowledge of:

Comprehensive specific technical knowledge of major functions of the marine

L ]
terminal and cargo handling operations, including local and federal rules and
regulations.

Knowledge of:

+ modern management and financial principles and practices;
» functional expertise associated with the Authority’s mission.

The position requires the ability to:

provide strong leadership skills;

direct superintendents and other subordinate staff engaged in diverse actions:
exercise administrative ingenuity. independent analysis, adaptabilitv  and
judgment on highly specialized proposals with ditficult, complicated choices of
action:

make recommendations and present them effectively to management, board.
committees, agencies or the public:

apply the principles and practices ot public administration, financial and
personnel management;

clearly interpret all applicable laws. mandates and codes;

direct research, survey technical and statistical methods;

communicate etfectively with subordinates, other government emplovees, and
aeneral public: and

provide guidance to superintendents in a clam. effective manner during crisis

situations.

The position reports to the Operations Manager.

41
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Guidelines to be used by this position include established laws, agency/division policies
and the principles, methods. practices and techniques involved tn a marine terminal and

cargo handling operations.

The experience and training of the position requires five (5) years progressively
responsible experience overseeing or performing functions in an eftective program in
administration, operation or planning of a maritime operations management, to include
three (3) years as a direct supervisor responsible for direction and evaluation of staff.
The minimum educational requirement of the position would be possession of a high
school diploma or successful completion of a General Education Development (GED)

fest.

The proposed position will be supervising the daily activities of the Stevedoring
Superintendent, Terminal Superintendent, Transportation Superintendent, Planner and
Administrative Officer.,

The job cvaluation points process (Stage 1) is based on twelve (12) job factors (i.c.,
education, experience, complexity, scope of work. problem solving. freedom to
act/supervision received, work environment, physical demands, impact of discretionary
decisions, human relations skills/contacts, authority exercised and
supervisory/managerial responsibility. This was provided and reviewed by our
consultant.

Additionally, the market data comparison (Stage 2) was gathered but not limited to
resources in state, local government, private sector, including other Port nation-wide to

provide compensation and benefits data specific to the port industry. This data is used to
determine market percentile for this position.

‘The factors in determining the pay grade allocation are attached.

ANALYSIS OF SIMILARITIES AND DIFFERENCES:

A review of the Government of Guam Classification Plan’s Occupational Listing
revealed that are no positions established that is closely associated with the proposed
Assistant Operations Manager position,

As such, 1t is recommended that the Assistant Operations Manager position be
ostablished under the Port’s Classification and Compensation Plan.

FISCAL NOTE:

Phe full-time cquivalency (F1E) and funding has been identificd and approved by the
Board.
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RECOMMENDATION:

Based on the above and attached documents, it is recommended that the Board of
Directors approve the creation of the Assistant Operations Manager position and resultant
pay grade allocation at the pay grade indicated above in the classified service,

Personnel Services Administrator
CONCURRED:

ML»/

VIVIAN C. LEON

Corporate Services Manager



JOB EVALUATION

For

Assistant Operations Manager

Factors

Points

Comments

Education

I132

Requires e.g., 4-5 years high schooling plus highly technical
training or advanced practical courses of study at a more
advanced level. Training relates to and emphasizes specific
technical training towards a specific trade or professional
rather than generalized management training.

Experience

J 152

Experience in managing/administering a major
function/department or division of a small to medium size
organization or a major department/branch of a large

organization, e.g.. 8-10 years+ experience.

Complexity

D 55 284 (156.2)

Involved — Whilst the end results are still generally defined
the means of achieving them are becoming unspecified and
as a result more complex. The need to balance continuous
conflicting demands (often from diverse sources) together
with an increasing level of unpredictability is encountered.

Scope of Work

D 20 284 (56.8)

Managerial — Management of a significant operational or
functional unit/department or division including the
planning, directing and controlling of all activities and

resources.

Problem Solving

E 132

Complex - Problems contain uncxpected and unusual
elements not previously encountered. Extensive research
may be required. Corporate policies and available expertise
will not necessarily provide a complete answer to the
problem.

Freedom to Act;

Supervision Received

E 115

Guidance- Jobholder is expected to work with a large degree
of independence within the organization’s plans, policies
and reporting requirements. Overall guidelines and
objectives are discussed initially and progress is reviewed
intermittently and informally.

Work Environment

Bl 16

Work usually performed indoors in favorable working
conditions with occasional exposure to unpleasant
environmental influences, e.g., as noise, heat, dirt, cold,
dampness, ete.

Physical Demands

Al 22

Work is performed sitting, with the opportunity to stand
and walk freely.

Impact of Discretionary
Demands

D276

Direct impact of a single decision causes a major impact
which can be expressed in dollar terms of tens of thousands
of dollars (70,001-100.000)

Human Relations Skills;
Contacts

E3 76

Sensitive/Responsive — extensive contact with a large part
of the organization and/or a need to lead, motivate and
direct staff in sensitive employee relations conditions.

Authority Kxercised

Approves routine expenditure within budgetary limits and
is accountable for an O&M budget 320 - $20M

Has full supervisory/managerial responsibility for 100-299

| Supervisory & | E276

} Managerial staff.

_Responsibility | N
| TOTAL POINTS | 1162 | |

PAY GRADE ALLOCATION

| Minimum

Y

WA BT5.70.60

Maximum

I N9 ¥35536.00 B




ASSISTANT OPERATIONS MANAGER

NATURE OF WORK:

Assists the Operations Manager in his duties in directing the programs, projects, activities and operations
involved in the operation of cargo handling equipment, receiving, recording, storage, transfer,
consignment and accountability of transit containerized and breakbulk cargoes within the terminal
facilitics and warehouses, and providing vessel operations with the necessary manpower assists with the
overall management of activities of the Operations Department

ILLUSTRATIVE EXAMPLES OF WORK: (These examples do not include all the duties and
responsibilities which may be assigned; nor do the examples cover all the duties which may be

performed.)

Assists in the direction, planning and management of services of the Operations Department; implements
and/or manages administrative and operational objectives and/or project as; as assigned; assists the
Operations Manager and acts in the latter’s absence.

Analyzes staffing requirements and workload distribution; develops and implements staffing plan to
optimize the performance of cach work unit within a division.

Assists in formulating the department’s wide annual budget; assists in identifying budget priorities;
prepares and monitors department’s budget.

Analyzes operations to improve productivity within a division.

Communicates and implements safety rules, policies and procedures in support of the Authority’s safety
vision and goals; und maintains accountability for the safety performance of all subordinate employees.

Represents the Port andfor the department before Board, federal and focal regulatory agencics,
community meetings and/or professional conferences: maintains good relations with above mentioned

gronps.

Assists with strategic planning by developing and implementing long and short-term goals for a program

arca.

Makes independent important decisions involving the operations and management and the allocation of
resources for a divisional organizational unit.

May plan, direct and coordinate work during emergencies.
Pertarms refated duties as required,

MININVIUM KNOWLEDGE, ABILITIES AND SKILLS:

Comprehensive specitic technical knowledge of major functions of the marine terminal and cargo
handling aperations, including local and federal rules and regulations.
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Knowledge of:
* modern management and financial principles and practices;
* functional expertise associated with the Authority’s mission.

Ability to:
* provide strong leadership skills;
s direct superintendents and other subordinate staff engaged in diverse actions;
s exercise administrative ingenuity, independent analysis, adaptability and judgement on highly
specialized proposals with difficult, complicated choices of action;
¢ make recommendations and present them effectively to management, board, committees,

agencies or the public;
apply the principles and practices of public administration, financial and personnel management;

L

s clearly interpret all applicable laws, mandates and codes;

s direct research, survey technical and statistical methods;

¢ communicate effectively with subordinates, other government employees, and general public; and
s provide guidance to superintendents in a clam, effective manner during crisis situations.

MINIMUM EXPERIENCE AND TRAINING:

(a) Five years verifiable progressively responsible experience overseeing or performing functions in
an effective program in administration operations and planning or maritime operations
management, to include three (3) years as a direct supervisor respensible for direction and
evaluation of statT; or

(b) Any equivalent combination of experience and training which provides the minimum knowledge,

i

abilities and skills. //

VAR
N - /x
| J‘L//

DANIEL J. TYDINGCO
Chairman, Board of Directors



PORT AUTHORITY OF GUAM

POSITION DESCRIPTION

1.0 IDENTIFICATION

POSITION TITLE

.

i

ASSISTANT PORT OPERATIONS MANAGER ,

!
i POSITION NUMBER
| |
| NAMEOF EMPLOYLE 1 f
: 2 X
i !
! NAME OF DIRECT SUPERVISOR I John B. Santos :
i ‘;
TITLE OF DIRECT SUPERVISOR Operations Manager
D e e e et e e e e e e e e e ]
i |
; JOB LOCATION (Department / Agency) [ Port Authority of Guam ‘
i |
L DIVISION I Operations
e l !
N |
| i E
| DEPARTMENT | !
| SECTION/UNIT
: ! “
FLSA A
© CEASSIFICATION D[ Chessified | backassified | Vacant
o OB EVALUATION POINTS :
© PAY GRADE |

POSITION DESCRIPTION (Reviewed)



20 DESCRIPTION OF DUTIES

Assists the Operations Manager in his duties in directing the programs, projects, activities and
operations involved in the operation of cargo handling equipment, receiving, recording, storage,
transter, consignment and accountability of transit containerized and breakbulk cargoes within the
terminal facilities and warehouses, and providing vessel operations with the necessary manpower
assists with the overall management of activities of the Operations Department

241 ESSENTIAL FUNCTIONS
Oreanize and list Juties andfor responsibilities that must be pertormed using one of the formats below

a ) Daily work assignments, heomnlm with the first duty and ending with the last duty of the day
b ) Percentage of time. Show % for each duty and/or responsibility (Note: total % should equal 100%)
¢ ) Order of importance, beginning with the most important

Mark with an [ X | one format only:  a) ) _«J b} :‘{_J <) :J,,,_, |
Duty No | i
or % " 5
of Time :
!

implements and or manages administrative and operational objectives and/or project as; as assigned:
1 assists the Operations Manager and acts in the latter’s absence

f

‘

i

! r

% 20% | Assists in the direction. planning and management of services of the Operations Department:
i

,

i

20% Analyzes operations to improve productivity within a division. 1
¢ 20%  Analyzes staffing requircments and workload distribution; dcvclops and implcments staffing
i ) | plan to optimize the performance ot each work unit within a division.
; C10% Makes mdepmdent important decisions mvo!\vmg the opemtmns and m:m'xgement and the
J . allocation of resources tor a divisional organizational unit.
’ 5% 1 Assists in formulating the department’s wide annual budget; assists in identitying budget
| priorities; prepares and monitors department’s budget.
3% Assists with strategic planning by developing and implementing long and short-term goals
| for a program aren.

10% | Communicates and implements safety rules, policies and procedures in support of the

¢ Authority’s satety vision and goals; and maintains accountability for the safety performance
' of all subordinate emplovees.

10% . Represents the Port and/or the department before Board, federal and local regulatory
| agencies, community mectings and/or prolessional conferences; muaintuins good relations
! with aboye mentioned groups.

22 NON-ESSENTIAL OR ADDITIONAL FUNCTIONS

pas

List duties and responsibilities not listed above that may be performed, as assigned :

Duty No
. or% @ Duties andior Responsibilities
boof Time

Prepare i w‘t\ ,”'?d unﬂ YSCS.
! © Performs special projects and other reluted duties us assigned.

1.
S apeCiii e

3.0 CONTACTS
Nopartments. aaencics andeor individinls vou deal with during the course of your daily activirics




3.1

Port Divisions.,
Shipping Agents, Trucking Companies and Vendors
Federal and Local Government Agencies und Depurtments

WITHIN DEPARTMENT / AGENCY
Mark one correct response below withan | X

None

Up to 13% of total working hours

15 - 30% of total working hours

]

3.2

X

'

1

Over 50% ol total working hours o

OUTSIDE DEPARTMENT / AGENCY
Mark one correct response below withan | X |

None

Up to 15% of total working hours

X

I

15 - 50% ol totul working hours

f

Over 30% of total working hours

4.0

SuU

PERVISION RECEIVED

How closely is the employee / job holder's work reviewed by their direct Supervisor.
Mark one correct response below withan | X |

Detailed and specific instructions / procedures received or followed for cach assignment

General Supcrvision - Routine dutics arc performed with minimal supervision. Standard practices ot
procedures allow employee to function alone at routine work. Supervisor makes occasional check of
work while in progress. Work is reviewed upon completion.

X

Direction - Receives guidance about general objectives in most of the tasks and projects assigned;
determines methods, work sequence, scheduling and how to achieve objectives of assignments;
operates within policy guidelines. (Generally applicable to skilled professionals, managers and

SUpPCrvisors.

General Direction - Receiy es very general guidance about overall objectives; work is usually quite
independent of others; operates within division or department policy guidelines, using independent
judgment in achieving assigned objectives. (Generally applicable to managers / administrators in Jarge
and complex organizations and to department  agency heads and their firstassistants) ]

5.0

SUPERVISION EXERCISED

The employee / job holder supervises other employees, List the number of employees supervised, their position

titles and a briet description of their responsibilities.

{f the employee has no supervisory responsibility mark [ X Jin thishox

No Supervised

|

Position Title Description of Responsibilities {
l

|

|
|
;
I
Administers the operations, programs and activitics

z
!
|
!
|
!
j

i Stevedoring Superintendent

e |
‘g f involved in providing vessel operations with the

! i NeCEssary manpower i

1 i Transportation Superintendent | Administers the programs, projects und activities {

j

Civolved in the operatian of cargo hondling cquipment




Ferminal Superintendent ¢ Administers the programs, projects and activitics
involved with receiving, recording, storage, transter,
consignment and accountability of containerized and
hreakbulk cargo

e o

Administrative Officer

B
i b
{ Provides administrative support to the Operations
| Department

6.0

EQUIPMENT

L.ist the cquipment (pickup truck, welder, crane, ete.), office machines (word processor, calculator, copying

machine, ¢te.), or any other machines, tools or devices that are used on a regular and continuing basis. Show
what percentage of the regular workday is spent using each.

Yo Tools / Equipment

80 PC or Word processor

10 Calculator

10 Copying and scanning machine

JOB REQUIREMENTS

X Mark [ X | in this box if the job holder is unable to complete this scetion. The dircet Supervisor will then

complete this section for the job holder.

Comprehensive specific technical knowledge of major functions of the marine terminal and cargo
handling operations, including local and federal rules and regulations.

Knowledge of:

modern management and tinancial principles and practices;

[ ]
o functional expertise associated with the Authority’s mission.
Ability to:

e provide strong leadership skills;

e direct superintendents and other subordinate statf engaged in diverse actions;

s exercise administrative ingenuity, independent analysis, adaptability and judgement on
highly specialized proposals with difficult, complicated choices of action;

o make recommendations and present them effectively to management, board, committees,
agencies or the public;

e apply the principles and practices of public administration, financial and personnel
management;

e clearly interpret all applicable laws, mandates and codes;

o direct research, survey technical and statistical methods;

»  communicate effectively with subordinates, other govermment employees, und gencral
public; and

s provide guidance to superintendents in a clam, effective manper during crisis situations.

7.1

MINIMUM QUALIFICATION REQUIREMENTS

[dentity helow the minimum experience and training a qualified applicant must have before employ ment.

Comprehensive specific technical knowledge of major functions of the marine terminal and cargo

Loandbine oeecstionss incloding Tocad and federal rales and reoulations.




Knowledge of:
e modern management and financial principles and practices;
» functional expertise associated with the Authority’s misston.

7.1 WORK EXPERIENCE

List the general, speciulized and/or supers isory / management work experience needed and how much (in

months and'or years). I none, mark an [ X ] in box a) “No work experience required.”

4} No work experience required | :
,,,,, ;

by General Years Months
i
¢} Specialized Years Months
t
4} Supervisor / Management Years Months
Experience oversecing or performing functions in an effective program in administration 5 !'
operations and planning or maritime operations management
Experience as a direct supervisor responsible for direction and evaluation of statf 3
i
[f no work experience is required, Hst the knowledge, abilities and skills a qualitied applicant needs before
employment to perform the essential job functions.
Years Months

b de g

7.1.2  FORMAL EDUCATION OR TRAINING

Mark an | X | in the box that indicates the most applicable education lev el required :
PP q

L Below High School, Show number of years: | |
ST N . . . .
X High Schoat Graduation - GRED

[T Veeational ) Technicut Schosl Detail Ralaw the spacific training that 15 roquired by this

position




{

i P Some College, Show number of CoSemester Hoars, or

Quarter Hours

Detail below spucific courses required hy the essential functions of this position :

| x Coflege Degree. Show major arca of study required ©

I Associates :

Bachclors @ Business or Public Administration, or related field

Masters :

Beyond Masters :

7.1.3 CRITICALSKILLS / EXPERTISE
List specialized skills or specialization needed to perform essential functions :

Skill in writing reports and correspondence.

Skill in managing properties and budget.

Skill to accurately perform mathematical computations.

7.1.4 LICENCE / REGISTRATION OR CERTIFICATION
List possession of required license, professional registration/certification needed to perform essential functions:

7.2 MENTAL/ VISUAL/ PHYSICAL & ENVIRONMENTAL JOB REQUIREMENTS

7.2.1  PHYSICAL REQUIREMENTS

X SittingsStanding/ Walking The employce is required to sit, stand, walk most of the time.

Mark with an | X [ below the most appropriate physical requirement(s) for the job.

Sitting , The job requires the employee to sit in a comfortable position most of the
! time. The employce can move about.

Sitting | Employec is required to sit for extended periods or time without being
| able to lcave the work arca,
{
i
i
|

Employee is required to climb ladders or scaftolding or to climb and

X Climbing
work in overhead arcas,

X Lifting Employee is required to raise or lower abjects from one level to another

regularly.

PR VU E—

The job requires exerting forceup to 15 pounds on a regular busis

X Pulling und-or Pushing
to move the objectto or away from the employee.

Fhe employec s required, ¢a o regulur busis, to carry objects in his or her
arms or on the shoulder(s).

‘The employee is regufurly required to use the hunds and arms to reach for
i objects.

§ The employee is regularly required o bend forward by bending at the

>
Vgl
=
=

i
oo}

[1=9
oy
=0
[y
&l
&
jevrng
=1
129

I waist or by bending fegs and spine.
reauired toowoerk inoa cont

bty




© moye about on his or her hands and knees,

X Speaking

i The job requires expressing ideas by the spoken word.

X Writing

| X Listening I The job requires the perception of speech or the nature of sounds in the
! | air.
;r Other T See description betow

The Employee is regularly required to use the hands to write with pen,

peneil.markers. cic.

"

Describe any other physical job requirements below :

7.2.2  MENTA

Mark withan |} X

X i

4

s

B E

L/ VISUAL REQUIREMENTS

| below the most appropriate mental / visual requirement for the job.

General Intelligence (typical requirement for machine operators, office staff, ¢ic.)

Motor Coordination Skills (ty pical for automotive mechanic, painter, 2tc.)

Coordination of Cyes, Hands, and Fect (¢.g. tractor trailer driver, fire fighter, line electrician, ctc.)
Verbal Intellisence (typical for counsellors, customer service representatives, etc.)

Numerical Intelligence (typical for an accounting clerk, cargo checker, ctc.)

Other (outline below)

7.2.3  WORK

ENVIRONMENT & WEATHER EXPOSURE

Selecting one response only show what percent of u typical workday is spent :

Indoors in a comfortable temperature-controtled environment (for instance, in an office)
Indoors in a non-temperature-controlied environment (e.g. storereoms and warehouses, etc.)
Qutdoors exposed to changing weather conditions (for instance, rain, sun. wind, ctc.)

Outdoors but in an enclosed vehicle protacted from extreme weather conditions.

724 OTHER PHYSICAL WORKING CONDITIONS

[ ; N . ~ - . . .
i ¢ Muark an | N in the Box i none of the fallowing i< applicabte

[

show whut percent of w Ly pical workday this position is expuosed to:

Aby cam i thon (e st Bpies, smake feedis canditions s ores ihile catease s



i . Vibration (i.e., operating jackhammer, impact wrench).

i P Neise (Exposure at a level enough to cause bearing oss or fatigue).
! [ Animproperly illuminated or awkward and confining work space.

b Working above ground level where the chance ot talling exists {e.g. fadders, bucket trucks cte)

Lifting or carrying items or ohjeets. Describe item/object and weight:

Boxes, Parts and Supplics, Small tools, small furniture

1 Heat. Describe source and degree of high temperature.
el

I Cold. Deseribe source and degree of cold temperature:

Other hazards. Describe:

7253 IRREGULAR/UNUSUAL JOB REQUIREMENTS

Describe the working conditions that are irregular or unusual tor the job and show frequency ot exposure.

{ X | Markan { X | in the hox if not applicable

5

Condition

Frequency of Exposure ,J
!
E

t
|
!
i

7.3 WORK SCHEDULE / HOURS
Work Schedule:Hours — Mark an | X | the most appropriate work schedule hours for the joh.

X 1 Regular - Standard Eight (8) hours daily. Monday - Friday

| C drregufar - Shift work - A 24-hour work operation.
| Regular rregular - Overtime hours with overtime pay entitlement

State purpose and average total bours required per pay period:




' © Regular s frregular - Overtime houars without overtime pay eatitlement

State purpose and average total hours required per pay period:

The information given on this position is complete and correct.

Signature of Employee Date
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PORT AUTHORITY OF GUAM
Jose D. Leon Guerrero Comimcercial Port
Piti. Guam

Prepared by:  Human Resources Office
Date:  January 23, 2012

STAFF REPORT

CREATION OF POSITION — ASSISTANT MAINTENANCE MANAGER
POSITION

REQUEST:

The General Manager requested that Human Resources Division review the Port’s
current organizational structure and establish an Assistant Maintenance Manager

position.

AUTHORITY

Public Law 30-43 adopted the Port’s Personnel Rules and Regulations which authorizes
the Board of Directors to create positions in the classified service. Rule 3.013, Crearion
Jor New Positions and Classes of Positions, of the Personnel Rules and Regulations

stipulates:

A Pursuant to Section 6303(d), Title 4, Guam Code Annotated (GCA), the General
Manager shall petition the Board ro create new positions or classes of positions
when necessary for the ctficient pevformance of duies and funcrions of the Port.

B. The petition shall include:

L. The justification for the new position;
The esseiial details concerning the creation of the poyition;
& :
The analysis of the similaritics and differences between the position 1o be

created and the positinns listed pursuant to Title L GCH, Section 4101, 7(d);
4. The position description;

ta

[

3. The proposed pay range and demonsiration of compliance sweith Section 6301
of Title 4, GCA: and
G A fiscal note ay that rerim i deveribed i Ditle 20 GO Section 9707 o soq.;

aindd vy arher pertinent information,

C. The petition shall be posied on the Port's website for fen (10) days (Saturdays,
Sundays and Government of Guam holidays cxcepted ) After the posting, the
General  Manager shall forward the petition, along with cvidence of hiy

PR vy g , ; r P
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approved the same, shall approve the petition by resolution aund file the petition
and resolution for record with the Director of Administration and the Legislative

Sceretary.

D. No new position may be filled until afier compliance of the provisions of this
Section and thirty (30) davs have ¢lapsed from the date of filling with the
Legislative Secretary.

In line with this Rule 5.010, Transparency and Disclosure of Creation of New Position or
Classes of Positions, states:
A Prompt notice of the postings required by Title 4, GCA, Sections 6203 und 6303

shall be provided to cach newspaper of general circulation and broadcasting
station which airs a regular local news program within Guam.

B. The petition required by Title 4, GC.A, Sections 6205 and 6303 are public
documents for the purposes of Title 3, GCAL Chapter 10, Article 1 (The Sunshine

Law).

C. Any attempted creation of a position or above-step recruitment are not in
compliance with provisions of Title 4, GCA, Sections 6203, 6303 and 6303.1(a)

are void.

References of Compliance:

2 GCA §9101, Restrictions Against Unfunded Appropriations, “All bills that have an
effect upon the revenues or the expenditure of unyv funds of the Government of Guam
shall identify a specific funding source for which funds are. in fact. available...”

4 GCA 34105(a) Departmental Rules, “Rules subject to criteria established by this
Chapter governing selection, promotion, performance, evaluation, demotion, suspension
and other disciplinary action of classified employees shall be adopted by the Board of
Directors of the . Jose D. Leon Guerrero Commercial Port. with respect to personnel
malters within their respective Branches, agencies, public coiporations or depaitinents
and by the Director of Administration as 1o all other Executive Branch employment.”

). Responsibilities of the Director of Administration Regarding
Personnel Policy of the Government. " 7he Director of Administration shall perform the
Jfollowing functions...(d) maintain, post and keep current on the Department s websile u
fist of ol classificd and wnclassificd positions in the execuiive brarch, incliding
cuttononiolis agencies and public corporations. showing the description aind pay range

4 GCA §4101 1(d)

assigned to each position ... "



StdT Report = Creation of Position
Assistant Maintenance Manager

4 GCA 030l Compensation Policy.

Y1) Fmployvee compensation shall be  based on internal equity  and  external
COHIDETHVENCSS.

(2 To the extent practical, compensation will he targeted «l the U.S. National
Average levels compared to the appropriate labor markets and account taken of

the relevant economic factors.

(3) Internal equity shall be reviewed unnual and external competitiveness at least
every three (3) years.

(4 Compensation structures and administration policies should also recognized and
reveard individual emplovees commensurate with performance.

(3) All aspects of compensation (hase salaries, benefits, pay differentials and other

factors) will be considered as a total reward and incentive packages for
employees and shall be consistent and uniformly administered by the government.
(6) A program of ongoing communications and training shall be a critical component

of compensation administration.

JUSTIFICATION:

The Port facilities have remained largely unchanged since its construction in 1969, with
the exception of the repair of F-5 in 1999.  The modernization program ot the Port is
fong overdue. With many areas near capacity, congested or unusable, the expansion of
Port facilities and equipment upgrades will enable the Port to improve operational
efficiencies and maximize Port capacity.

Within the next couple of months, the Port will be embarking on a major renovation and
enhancement of its facilities to prepare for the demands of cargo movement as a result of
the anticipated relocation of the Marine Expeditionary Force personnel and their
dependents from Okinawa to Guam.  The demands for cargo movement during base
construction, increased military and local population alter construction, and future
organic growth in the region (of which the Port services) are expected to put considerable
demands on the Port facilities, which has been determined cannot be supported in its
current condition and configuration.  The Port will immediately begin the facility
modernization and improvements needed to meet the demands in an acceptable
environmentally safe and efficient manner once the program elements have heen agreed
upon between the Port and U.S. Maritime Administration (MARAD), who is the federal
tead agency for the Port Modemization Program.  As the Port moves forward its capital
improvements, it must operate in a profitable and cfficient manner during the years of the

huild-up.

The modernization program will consist of two (2) phases.  The tirst phase (IA) will
encompass the acquisition of new carvo handling cquipment, informaution technology

systems, the renovation and demolition of new or existing butldings, expansion of the

PorCs vard und other mbrastructure improvements.  The second phase (1B) 18 estimated

to begin in 2013 and work will be emphasized on the structural refurbishment of existing
P if PGS The 1993
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carthquake severely damaged sections of the whart structure.  Based on preliminary
asscssments, it 1s clear that time has taken its toll on the other berths,  They are badly
deteriorated and corroded, which such conditions are expected considering the harsh
environment and lack of protection provided to these structures. The physical conditions
of F4 and F6 are incapable of dealing with the projected increases in both breakbulk and
containerized cargo assoctated with the military build-up.

In addition to the above phases, the Port would need to invest in a Maintenance and
Replacement Capital Program to preserve its facilities and replace gaining equipment as
necessary. From a sustainable operations perspective, there will be increased wear and
tear to the Port facilitics as cargo volumes increasc.

The Maintenance Manager is responsible for the administration of programs and
activities of the Maintenance Department, which consist of the Equipment Maintenance

and Facility Maintenance Division.

The Maintenance Manager will serve as the point of contact with our stakeholders to
ensure that the Port facilitics are expanded, recontigured and new cargo handling
equipment are added to in order to operate efficiently, cspecially, during the construction

period.

To assist the Maintenance Manager in the day-to-day operations, the Board has
determined the need to establish an Assistant Maintenance Manager position to allow the
Maintenance Manager to focus on coordinating the components ol the modernization
program with our stakcholders.

The Assistant Maintenance Manager will be responsible for assisting the Maintenance
Manager with the administration of the programs and activities of the Maintenance
Department.  This position will also perform the duties of the Maintenance Manager in
his absence.

METHODOLOGY

The Human Resources staff. together with the Classification & Compensation
Consultant, revicwed the dutics and responsibilitics of the proposed Assistant
Maintenance Manager positions using the job evaluation methodology as outlined in the
Port’s Personnel Rules and Regulations.

The evaluation is a systematic process of assessing the relative size and importance of
maritime positions unique to Port operations and certified. technical and professional
positions in the Port.  The evaluation provides a structured approach to assessing the
refative work of cach position and used measurement factors universally applicable
across all sectors o industry, commerce and govermnment.  The positions were evaluated
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on the basis of twelve (12) measurement factors.  Cach factor indicates a point rating and
the sum of all points represents the total “points” value for the job.

The twelve (12) factors consistent with the Methodology of Position Classilication and
Salary Administration Guidelines are: cducation, experience, complexity, scope of work,
problem-solving, freedom to act/supervision received, work c¢nvironment., physical
demands, mmpact of discretionary decisions, human relation skills/contact. authorized
exercised and supervisor/managerial responsibility.

CLASSIFICATION REVIEW

The Assistant Maintenance Manager position will be responsible for assisting the
Maintenance Manager with the programs and activities of the Maintenance Department.
The position will assume the duties of Maintenance Manager in his absence.

The position requires knowledge of:

¢ Opcrational characteristics, scrvices and activitics of a scaport terminal and cargo
handling maintenance and repair system.

s Principles, methods and practices used in seaport terminal facilities construction

and maintenance and repair of cargo handling equipment.

Occupational hazards and standard safety practices.

»

»  Principles and practices of budget preparation and administration.
» Principles of supervision, training and performance evaluation.

»  DPertinent federal and local laws. codes and regulations.

The position requires the ability to:

* Oversee and participate in a seaport facility and cargo handling equipment
operations.

o Oversee, direct and coordinate the work of staff.

e Supervise, train and evaluate staff,

¢ Monitor the operational efficiency of the facilities and cargo handling equipment
and schedule needed maintenance.

*  Oversee the work of facility and equipment maintenance personnel.

»  Participate in the development and administration of the department’s goals.
objectives and procedures.

»  Prepare and administer the budeet.

»  Prepure clear and concise adminisirative reports,

» Analyze problems. identity alternative solution. project consequences of proposed
actions and mplement recommendations in support of goals.

s Interpret and apply federal and local policies. laws and reculations.

e ! B S S U N ot an
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o [stablish and maintain effective working relationship with those in contact with
in the course of work.

['he position reports to the Maintenance Manager.

Guidelines to be used by this position include established laws, agency/division policies
and the principles, methods. practices and techniques involved in a scaport maintenance
program lor cargo handling equipment and facilities.

The experience and training of the position requires five (5) years progressively
responsible expericnce oversecing or performing functions in an cffective program in
administration, operation or planning of a seaport cargo handling equipment and facility
maintenance program, to include three (3) vears as a direct supervisor responsible for
direction and evaluation of staff. The minimum educational requirement of the position
would be possession of a high school diploma or successful completion of a General

Education Development (GED) Test.

The proposed position will be supervising the daily activities of the Equipment
Maintenance Superintendent, Facilities Maintenance Superintendent, Maintenance
Planners and Administrative Otticer.

The job evaluation points process (Stage 1) is based on twelve (12) job factors (i.e.,
education. experience. complexity, scope of work, problem solving, freedom to
act/supervision received, work environment. physical demands, impact of discretionary
decisions. human relations skills/contacts, authority exercised and
supervisory/managerial responsibility. This was provided and reviewed by our
consultant.

Additionally, the market data comparison (Slage 2) was gathered but not limited to
resources in state. Jocal government. private sector, including other Port nation-wide to
provide compensation and benefits data specific to the port industry. This data is used to
determine market percentile for this position.

The factors in determining the pay erade allocation are attached.

ANALYSIES OF SIMILARITIES AND DIFFERENCES:

A review of the Government of Guam Classification Plan’s Occupational Listing
revealed that is only one position established that is closely related to this position, but
can only be used for the Guam Memorial Hospital.  The position is Hospital Facilitics

and Maintenance Assistant Manager.

As such. 1t s recommended that the Assistant Maintenance Manager position be

cotabbisned under the Port’s Clussincarion and Compensation Plan.
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FISCAL NOTE:

The full-time equivalency (FTE) and funding has been identified and approved by the
Board.

RECOMMENDATION:

Based on the above and attached documents, it is recommended that the Board of
Directors approve the creation of the Assistant Maintenance Manager position and
resultant pay grade allocation at the pay grade indicated above in the classified service.

INE T. ROCIO
ersonnel Services Administrator

CONCURRED:

m__‘_QLL».)

VIVIAN C. LEON
Corporate Services Manager



JOB EVALUATION
For

Assistant Maintenance Manager

| Factors | Paoints I Comments
Education 1132 Requires e.g.. 1-5 years high schooling plus highly technical
training or advanced practical courses of study at a more
advanced level. Training relates to and emphasizes specific
technical training towards a specific trade or professional
rather than generalized management training.
: Experience  in managing/administering  a majoﬂ
function/department or division of a small to medium size
organization or a major department/branch of a large
organization. e.g.. 8-10 vears+ experience.
D 55 284 (156.2) Involved — Whilst the end results are still generally defined
the means of achieving them are becoming unspecified and
as a result more complex. The need to balance continuous
conflicting demands (often from diverse sources) together
with an increasing level of unpredictability is encountered.
Scope of Work D 20 281 (56.8) Managerial — Management of a significant operational or
functional unit/department or division including the
planning, directing and controlling of all activities and
resources.
Complex — Problems contain uncxpected and unusual
elements not previously encountered. Extensive research
may be required. Corporate policies and available expertise
will not necessarily provide a complete answer to the
problem.
Guidance- Jobholder is expected to work with a large degree
of independence within the organization’s plans, policies
and reporting requirements. Overall guidelines and
objectives are discussed initially and progress is reviewed
intermittently and informally.

ot
L

Experience J1

Complexity

Problem Solving E 132

| Freedom to Act; | E115
Supervision Received

Work Environment B1 16 Work usually performed indoors in favorable working
conditions with occasional exposure to unpleasant
environmental influences, e.g., as noise, heat, dirt, cold,
dampness, etc.

Physical Demands Al 22 Work is performed sitting, with the opportunity to stand

and walk freely.

Direct impact of a single decision causes a major impact
which can be expressed in dollar terms of tens of thousands
of dollars (70,001-100,000)

Human Relations Skills; | K3 76 Sensitive/Responsive — extensive contact with a large part
| of the organization andior a need to lead, motivate and

Impact of Discretionary | D2 76
Demands

| Contacts

direct staff in sensitive employee relations conditions.
i Authority Bxercised P 2152 i Approves routime expenditnre within budgetary linirs and
f | ,’ i3 accountable for an O&M budget $2M - £20M J
’ Supervisory & | D257 l Has full supervisory/managerial responsibility for 30-99
i Managerial I staff,
| Responsibility | i ) |
| TOTAL POINTS L1113 ; ] :

_PAY GRADE ALLOCATION - - e
;’ Minimum | - Maximum |

CNRTE Tt A2 a0 LN g
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ASSISTANT MAINTENANCE MANAGER

NATURE OF WORK:

Assists the Maintenance Manager in the administration of the programs and activities of the Maintenance
Department.

ILLUSTRATIVE EXAMPLES OF WORK: (These examples do not list the duties and responsibilities
which may be assigned; any one position may not include all the duties listed.)

Assists with the management, operations and maintenance activities of the Port facilities and cargo
handling equipment.

Participates in the development and implementation of goals, objectives, policies and priorities for
assigned programs. Recommends and administer policies and procedures.

Monitor and evaluate the efficiency and effectiveness of service delivery methods and procedures.
Recommend within departmental policy, appropriate service and staffing levels.

Plan, direct, coordinate, evaluate and review the work plan for assigned staff. Assign work activities,
projects and programs. Review and evaluate products, methods and procedures. Meet with subordinate
staff to identify and evaluate problems.

Troubleshoot equipment and facility design, operations and maintenance problems. ldentify mechanical,
clectrical, instrumental and other related problems. Develop and recommend design modifications.

Assist engineering staff and outside consulting personnel on the design and construction support of
facility and/or infrastructure expansion projects and cargo handling equipment.

Prepare specifications for performance of specialized preventive maintenance and overhaul work by
employees and/or outside contractors,

Monitor operational efficiency of cargo handling equipment and facility. Check for mechanical or
clectrical malfunctions. Schedule and/or perform needed maintenance on equipment and facilities.

Participate in the planning, construction and modification of facility infrastructure and cargo handling
equipment. Reviews design and inspects job sites for safety and operational efficiency.

Train, motivate and evaluate maintenance personnel. Provide or coordinate staff training.  Work with
employees to correct deficiencics. Implement discipline procedures.

Participate in the forecast of funds nceded for staffing, equipment, materials and supplies. Monitors and
approves expenditures and implement adjustments.

Manages and supervises operations activities of cargo handling and facility maintenance.  Ensures
etficiency, cost effectiveness and uninterrupted services,

Performs related duties as required.
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Page 2

MINIMUM KNOWLEDGE, ABILITIES AND SKILLS:

Knowledge of:

» & o @

Ability
*

»
L
®

Operational characteristics, services and activities of a seaport terminal and cargo handling
maintenance and repair system.

Principles. methods and practices used in seaport terminal facilities construction and maintenance
and repair of cargo handling equipment.

Occupational hazards and standard safety practices.

Principles and practices of budget preparation and administration.

Principles of supervision, training and performance evaluation.

Pertinent federal and local laws, codes and regulations.

to:

Oversee and participate in a seaport facility and cargo handling equipment operations.

Oversee, direct and coordiante the work of stafl.

Supervise, train and evaluate staff.

Monitor the operational efficiency of the facilities and cargo handling equipment and schedule
needed maintenance.

Oversee the work of facility and equipment maintenance personnel.

Participate in the develepment and administration of the department’s goals, objectives and
procedures.

Prepare and administer the budget.

Prepare clear and concise administrative reports.

Analyze problems, identify alternative solution, project consequences of proposed actions and
implement recommendations in support of goals.

Interpret and apply federal and local policies, laws and regulations.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationship with those in contact with in the course of

work.

MINIMUM EXPERIENCE AND TRAINING:

(a)

Five years progressively responsible experience overseeing or performing functions in an
effective program in administration, operations or planning of a seaport cargo handling
equipment and facility maintenance program. to include three (3) years as a direct supervisor
responsible for direction and evaluation of staft; or
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(b) Any equivalent combination of experience and training which provides the minimum knowledge,
abilities and skills.

DANIEL J. TYDINGCO
Chairman, Beard of Directors
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POSITION DESCRIPTION

1.0 IDENTIFICATION

|
ASSISTANT MAINTENANCE MANAGER

1

POSITION TITLE

POSITION NUMBER |

NAME OF EMPLOYEE [
j
NAME OF DIRECT SUPERVISOR | Pmest G Candoleta
{
E
TITLE OF DIRECT SUPERVISOR l Muntenance Muanager
|
JOB LOCATION (Department / Agency) i Port Authority of Guam
i
|
DIVISION { Maintenonee
;
DEPARTMENT

SECTION/ LNIT

FLSA

D Clasafied [ Unomssified [ ]V acant

CLASSIFHOATION

JOB EVALUATION POINTS

PAY LRADE

POSITION DESCRIPTION (Revicwed) i



2.0 DESCRIPTION OF DUTIES
Assists the Maintenance Muager in directing the programs, projects, activities and operations imohved in the
araintenanee of careo handling cquipment and terminad facilities and warchouses and overall management of

activities of the Maiatenance Department.

2.1 ESSENTIAL FUNCTIONS

Orzanize and st dutics andror responsibilitics that must be performed using one of the formats below

a ) Daily work assignments, beainning with the first duty and ending with the tast duty of the day
b ) Percentage of time. Show %9 for cach duty and/or responsibility (Note: total %6 sheuld equal 100%%)
¢ ) Order of importance. beginning with the moest important

NMark with an [ X ene format only: a3 : J B X [
. Duty No j
Coor i Duties andjor Responsibilities
i of Time | ) !
P20, Assists with the management, operations and maintenance activities of the Port facilities and cargo 7
: " handling equipment. '
i J0% 1 Participates in the development and implementation of goals, chjectives, pelicies and priorities for )
§ Cassignod programs. Recommends and administer policies and procedures. }
; |
|
| {05 Monitor and ovaluaie the officiency and effectiveness of service delivery mothods and pracedures. |
f | Recommend within departmental policy. appropriate service und stafting levels. i
" i 1
T 20% T Plan, diroet. eoordinate, evaluate and review the work plan for assigned st Assign work activities. |
] Cprojects and programs. Roview and ovaluate products. methods and procedures. Mect with :
; , subordinute sl to identity and evuduate prebienss. :
S0 Participate in the planning. consiruction and moditication of faciliny infrastructure and cargo handling |
: " equipment. Roviews desien and inspects job sites ror nafcty and opcrational efficiency. i
1 :
i 3% 1 Train, metivate and evaluate madurenance personnel. Provide or coordinate staff waming. Work !
j with emplosees to correct deficiencies, implement discipline procedures )
! 37, Participate in the forecast of funds needed for staffing. equipnicnt. materials and supplies. Monitors (’
{ rand approves expenditures and implement adjnztments. ]
. |
: ; 1
5 102, Mogitor operational cfiicioney of cargo handling aquipment and facility . Check for mechanical o !
! ! cleetrical maltunctions. Schedule and or perform necded maintenance on cquipment and facilitics. |
. |
' 1395 ; and supervises aperations activities of corge hondling ond facility mainmenonce. Ensures |
v, cost effectiveness and uninterrupted services. |
j
22 NON-ESSENTIAL OR ADDITIONAL FUNCTIONS
i ist dutics and responsibifitios nat Hared above rhat may be porformed. as assiyned
Duty No
ar Vo Duties undror Responsibilities
af Time ) ~ B o s
‘ : — N

'
!
)
t
Sl

peld

Performs speciud prog

and other reluted dutics as assigned

py
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Port Divisions,

sShipping Agents, Trucking Companies and Vendors
Foederal and Local Government Agencies and Departments

3.1 WITHIN DEPARTMENT / AGENCY
Mark one correct resporse below withan | X |

' ;. None

i

| Upto 139 of total working hours

[ 15 - 30% of wial working hours

X[ Over 30% of total working hours

3.2 OQUTSIDE DEPARTMENT / AGENCY

Mark one correct response below withan | X

i None

Up to 15% of total working hours

X 15 - 50% of total working hours

{ | Over 30% of total working hours

4.0 SUPERVISION RECEIVED

How closely is the employee / job holder's work reviewed by their direct Supervisor.

Mark one correct respense below with an | X |

: [

Detailed and specific instructions / procedures received or foilowed for each ussignment

Gieneral Supervision - Routine dutics arc performed with minimal supervision. Standard practices or
procedures allow employee to function alone at routine work. Supervisor makes occasional check of
work while in progress. Work is reviewed upon completion.

SuUpervisors.

Direction - Receives guidance about general objectives in most of the tasks and projects assigned;
X determines methods, work sequence, scheduling and how Lo achieve objectives of assignments;
operates within policy guidelines. {Generally applicable to skilled professionals, managers and

General Direction - Receives very general guidance about overall objectives; work is usually quite
independent of others; opcerates within division or department policy guidelines, using independent
Judgment in achieving assigned ohjectives. (Generally applicable to managers ¢ administrators in large
i and complex orgunizations and to department ¢ agency heads and their first assistants.)

5.9 SUPERVISION EXERCISED

The employee / job holder supervises other employees. List the number of employees supervised, their position
titles and 4 brief description of their respensibititics,

the emplayee

2o has na supervisery rospansibitity mark { X in this hox ;

1

No Supervised Position Title

¢ Fauipment Maintenance
Superintendent

|
'

T

i

Description of Responsibilities

i
i
!

Administers the prog
involved in the maintenance of cargo handling

| cquipment

ams. projects and activitics

;
i

Admipicters the

Freler

BIrAnts, prodects i activitios

I R R

D Fucilitios Modntraanec



. - Superiiicndeitt v ofved with atdiniendince vl scapoil faciiics.
; | { Administrative Officer | Provides administrative support to the Maintenance
. ‘ - Depariment.

6.0 EQUIPMENT

[ist the equipment (pickup truck, welder, crane, ete.), oftice machines (word processor, caleulator, copying,
muchine, ete.). vr any other machines, tools or devices that are used on a regular and continuing hasis. Show

what percentage of the regular workday is spent using each.

3 T
%o { Tools / Equipment
80 I PC or Word processor
10 | Calculator
10 | Copying and scunning machine
|

7.0

JOB REQUIREMENTS

Mark [ X 1 in this box if the job holder is unable to complete this section. The direct Supervisor will then
complete this section for the job holder.

Ability to:

Oversee and participate in a seaport tacility and cargo handling equipment operations.

Ll

»  Oversee, direct and coordiante the work of staff

s Supervise, train and evaluate staft.

+ Monitor the opcrational efficicncy of the facilities and cargo handling equipment and schedule
necded mainicnance,

»  Oversee the work of facility and equipment maintenance personnel.

e Participate in the development and administration of the depurtment’s goals, objectives und
procedures.

«  Prepare and administer the budget.

e Prepare clear and concise administrative reports.

o Anzlyze problems, identity alternative selution, project censequences of proposed actions and
inplenient reconunendations in support of goals.

e [nterpret and apply federal and local policics, laws and regulations.

»  Communicate clearly und concisely. both orally and in writing,

e Establish and maintain effective working relationship with those in contact with in the course of

work.

7.1 MINIVIUM QUALIFICATION REQUIREMENTS
Tdentity below the minimum experience und training a qualified epplicant must have before employ ment.

Knowiedge of:

e

eraiional  churecterts

SCHVIRes of ard o ocarce handimyg

Jo :
mulmtenance and repair ) stem,
Principles, methods and practices used in seaport terminal fucilities construction and maintenance and
repair of carso hendling cquipment.

Oceupationa hazards and standard safety praciices,

Principles and practices of budget prepuration and administration.

. . . . ‘ .
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Tt WORK EXPERIENCE

[ist the general, speciabized and or superyvisory S munagement work experience needed and how much (in

months and’or vears). T rone, mark an [ X | in box a) "No work experience required.”

§

ay No owork experfepee required :
| SSUEE———}

hy General Years Mionths
i j i
| I
j |
| i 1
¢) Specialized Yeurs Months
!
t
|
j J
d) Supervisor/ Manegement Years  Months
I Experience oversceing or performing functions in an cffeetive program in administration, 3 f
operations or planning of a seaport cargo handling equipment and facility maintenance |
program !
I

i
}Eg{fggriﬁrlc‘q as a direct supervisor responsible for direction and evaluation of statf
i

1 no work experience is required, list the knowledge, ubilities und skills u gqualilied applicunt needs belore

employment to perform the essential job functions.

Years

Months

7.4.2  FORMAL EDUCATION OR TRAINING

Mark an | X | in the box that indicates the most applicable education level required :

i Below Hisgh School. Show number of vears: J
[ X | High Sehoel Graduation  GRD
Coo0 o Vacational - Lechnical Sehoal Dorail helow the specitic training that is required by this position -

|
|
|
|
|
|
I
|

i i

some College. Show number of poseimesior Hanes, or

(R e Hoaes



Dhetait nojory spectfic courses required by the essentiad tunctions of this positien

Db Codleae Degree. Show major arca of study roquired

T .
CoAssoctates :

Bachelors : Business or Public Administration, or related licld

Muasters

| Beyond Masters © _ _

7.1.3 CRITICAL SKILLS / EXPERTISE
List specialized skills or speciahization aceded ro perform essential functions

| Skill in planning, coordinating and directing scaport maintenance pregram eperations

Skill in writing reports and correspondence.

Skill in manueing propertics and budget.

7.1.4 LICENCE/REGISTRATION OR CERTIFICATION
List possession of required ficense, profess

essional registration/certitication needed to perform essential functions:

—

L.l 4

!

i

7.2

7.2.1  PHYSICAL REQUIREMENTS
Mark with an | X | below the most appropriate physical requirement(s) for the job.

MENTAL/ VISUAL / PHYSICAL & ENVIRONMENTAL JOB REQUIREMENTS

I The job requires the employee to sit in a comfortable position most of the

Sitting |

time. The emplovee can move about. |

Sitting i Emplovee is required to sit tor extended perieds or time without being !

| ! able 1o teave the work area. 1
X Sitting/Standing/ Walking The employee is required to sit, stand, walk most of the time. |

X Climbing
work in overhead arcas.

Emplovee is required to ¢limb ladders or seatfolding or to climb and

0

Employee is required to raise or lower ebjects from one level to another

Darms or on the shoulderGs),

X Lifting
i { regularly. i
I'X Pulling and/or Pushing ] The job requires exerting force up to 15 pounds on a regular basis
| to move the object to or away from the employee.
N Carrying i The employee is required, on a regular basis, w carry objects tn his or her |

i
X | Reaching
j ohjects,

Steoping and Craaching
waist or by bending legs and spine.

The employee is regularly required to bend forword by hending at the

he emplovee is regularly required to use the hands and arms to reach for

i
I
|

|
|
1

Crawding
move sbout on his or her hands and knees,

Fmplosce is required to work in a cantined space and/or to ermvl and

Speaking

e

I The job requires expressing ideas by the spoken word.



{ Fhe job requires the perecption of speech or the nature of sounds in the

A { [.istening g ‘
‘ i L.
| Other U See deseription below f
’ :
X | Writing ) Ihe Employee is regularly required to use the hands to write with pen.

Copencil. markers. ote. :

Describe uny other physical job requirements below :

S

2 MENTAL/VISUAL REQUIREMENTS

7.2

Mark with an | X | below the most appropriate mental - visual requirement for the job,

Y 1 General Intelligence (typical requirement for machine operators, office staff. ¢c.)
LX 0 Motor Coordination Skilts (ty pical for automatinve mechanic, painter. etc.)
IX 1 Coordination of Eyes, Hands, and Teet (e.g. tractor trailer driver, fire fighter, line electrician, etc.}

X verhal tntelfigence inpical far connscllors, custemer service representatives, cte.)
‘FX [ Numerical Intelligence (ty pical for an accouiting clerk. cargo checker, etc.)

Orther (aptline below)

e ]

723  WORKENVIRONMENT & WEATHER EXPOSURE

Selecting one response only show what percent ol a ty pical w orkday is spent

{50 ¢ Indoors in a comfortable wemperature-controlled eoviranment (for instance. in an office)

| |

| S . . .

i " Indeors in a pon-temperature-controliod environment {e. 2. storerooms and warehouses, ete.)
L300 0 Outdoors exposed to changing weather conditions (for instance, rain. sun. wind. vtc.)

3 ] SHE

; P Outdaars Bt in an enclased cebicle protecied from extrome weather tonditions.

crecable adours).

Adr captamination (e, Jdust, fun

B L PN
ARt A TAT T



F Neoise (Dxposure at a level encugh to cause bearing foss or fatigue).
i ks £
L Ap mmpreperty iuminated or awkward and confining work space.

| I Working above ground level where the chance of falling exists (e.g. ladders, bucket tricks etc)

| S . . N . n . . .
PXO 0 Lifting of cartying items or objects. Describe itemisohject and weight:

i Boxces, Parts and Supplics, Small tools, small furniture

b Heat. Deseribe source and degree of high temperature.

Cold. Describe source and degree of cold temperature:

Other hazards, Describe:

|

7.2.5 IRREGULAR/UNUSUAL JOB REQUIREMENTS

Describe the working conditions that are irregular or unusual tor the job and show frequency of exposure.

f X 1+ AMark an [ X }in the box it not applicable

Condition Frequency of Exposure

SR R

7.3 WORK SCHEDULE /f HOURS
Wark Schedule Hours — Mark an | X | the most appropriate work scheduleshours for the job.

| X 0 Regular - Standard Light (8) hours daily. Monday - Friday

: b drregudar - Nt work - A 24-hour work operation.

Reguifar, frregular - Overtime hours with overtime pay entitlement

state purpose und aserage tetal hours required per pay peried:

Rogithar S drmognhir - Ghoriime Rosrs sithvagt ovortime pas entitfomont




State purpose and average total heurs required per pay period:

The tntormatton civen on this position is complete and correct.
E=

Sirnature of Employee Date
o s



PORT AUTHORITY OF GUAM

Jose D. Leon Guerrero Commerical Port
FISCAL YEAR 2011 ORGANIZATIONAL CHART

MAINTENANCE DEPARTMENT
January 24, 2012

Maintenance Manager
Ernest G. Candoleta

Assistant Maintenance Manager
Vacant - 1

Administrative Officer
Evelyn P. Bagaforo

Administrative Assistant

Maintenance Planner
Alexander J. Aflague
Shannon T. Quenga

Maria T.M. Taimanglo
Katherine Cruz

Planner-Work Coordinator
Francisco C. Okazaki
Kenneth L. Calvo

Equipment Maintenance Superintendent
Jorge R. Javelosa

Facilities Maintenance Superintendent
Joe A. Ragasa




1/23/2012
S S S £Y2012 . . . o
__Paswmien| ~ T Pay |Grad Hourly Annual RET-DC RET-DDI LIFE MEDICARE MEDICAL DENTAL TOTAL
"Numoer | ~ POSITION TITLE Grad | Step Rate income 0.28 19.02 6.69 9.01 B
i 18221 A cistant Operations Manager ) 35.44 73,720.00 20,862.76 494.52 173.94 1,064.34 1,682.58 22594 98,229 04 |
1 [#318  |Ausistant Maintenance Manage: 34.40 71,552.00 20,249.22 494.52 173.94 1,037.50 1,682.98 225.94 95,416.10
. 145,272.00 41,111.98 989.04 347.88 2,106.44 3,365.96 451.88 193,645.18
B ; B
o ESTIMATED
e Pay_|Grad Haurly Annual RET-DC RET-DDI LIFE MEDICARE MEDICAL DENTAL TOTAL
n POSITION TITLE Grad | Step Rate income 0.28 19.02 6.69 0.01
1 [»221 " lAcsistant Operations Minager 3544 30,805.69 8,746.31 206.05 72.48 448.13 701.24 94,14
i___[4319  [Assistant Maintenance Manager 34.40 29,996.80 8,489.09 206.05 72.43 43435 701.24 94.14
] 60,902.49 17,235.41 412.10 144.95 883.09 1,402.48 188.28 81,168.80
Working Days hrs As of 12/31/11

23 184 May BASE INCREMENT _[FY-2012 BUDGET

21 168 June SALARIES 14,840.235 631,796 15,472 032

22 176 July BENEFITS 5,659,933 -97.981 5561952

23 184 August

20 160 September TOTAL 20,500 69 533,815 21,033,584

109 872




PORT AUTHORITY OF GUANM
Jose D. Leon Guerrero Commercial Port
Piti, Guam

FUNCTIONAL STATEMENT - OPERATIONS & MAINTENANCE DEPARTMENTS
Fiscal Year 2012

INTRODUCTION

The Jose D. Leon Guerrero Commercial Port is established by Public Law 13-87, as a public
corporation and an autonomous instrumentality of the Government of Guam. The Agency is
mandated to provide for the needs of ocean commerce, shipping, recreational,
commercial/boating and navigation of the Territory of Guam.

The enabling act provides that the Port must be entirely self-supporting, i.e., it must raise capital
funds for construction projects by borrowing money on its own credit. Its financial obligations
and administrative operating costs must be paid by monies generated from the use of its facilities
and services in accordance with the provisions of the Port terminal tariff.

BOARD OF DIRECTORS

The Board of Directors is composed of five (5) non-salaried members, appointed by the
Governor with the consent and advice of the Guam Legislature. The Board provides and
establishes policies and directives pertaining to the planning, promotion, development,
construction, operation and maintenance of the Port facilities.

GENERAL MANAGER

The General Manager, under the general direction of the Board of Directors, serves as Chief
Executive Officer for the Authority. The General Manager has charge and control of the
planning, organization, staffing, direction and coordination of the Authority’s operations and
business affairs. The General Manager is hired and employed at the pleasure of the Board.

DEPUTY GENERAL MANAGER

The Deputy General Manger is under the general supervision of the General Manager. In the
absence of the General Manager, the Deputy General Manager serves as Acting General
Manager. The position is hired and employed under the terms and conditions fixed by and at the
pleasure of the Board of Directors.



Functional Statement
Page 2
Fiscal Year 2012

HARBOR MASTER DIVISION

This division is responsible for providing and administering the overall safe and orderly
movement, berthing and mooring and traffic of sea vessels within the Apra Harbor area.

PORT POLICE DIVISION

This division is functionally responsible for the protection of life and property through the
Agency’s security rules and regulations, Guam Criminal and Motor Codes, Maritime Security
Act and applicable federal and local security programs, laws, rules and regulations.

OCCUPATIONAL HEALTH AND SAFETY DIVISION

This division is responsible for the compliance and enforcement of the Occupational Safety and
Health Act of Guam, federal and local regulations on marine terminal, long shoring and

environmental protection statutes.

PLANNING DIVISION

The division is responsible for securing and administering the federal grants in aid; ensuring
compliance with federal and local regulations and program guidelines; evaluating the financial
feasibility of proposed capital improvement projects; and providing technical advice to
management regarding the effectiveness of the Agency’s programs, operations or its productivity
and efficiency. The division also maintains the Agency’s records management program.

MARKETING/PUBLIC RELATIONS DIVISION

Responsible for the planning, developing, coordinating and implementing of the Agency’s local,
regional and worldwide marketing and communication activities and efforts.

CORPORATE SERVICES DEPARTMENT

The Corporate Services Manager is under the general supervision of the Deputy General
Manager. The position is responsible for the programs, projects, activities and operations of the
Finance, Human Resources, Information Technology, Procurement & Supply, Commercial,
Engineering/CIP and General Administration divisions.



Functional Statement
Page 3
Fiscal Year 2012

GENERAL ADMINISTRATION DIVISION

The division maintains the Authority’s correspondence; responsible for the Authority’s
internal/external mail distribution, switchboard operations and all major reproduction services.

COMMERCIAL DIVISION

The division oversees all real estate and appurtenances controlled by the Port and responsible for
projects pertaining to the planning, organizing, controlling of the property planning and
development of the Commercial Port and Industrial Complex and all other Port real property.
The division is also responsible for the day-to-day management of the programs and activities
involving the operation, maintenance and repair of the marina and its facilities.

ENGINEERING/CIP DIVISION

Responsible for providing management with professional civil engineering work involved in the
overall planning, design and construction of seaport facilities. Also responsible for the
coordination of the Agency’s capital improvement projects in regards to the planning,
implementing and monitoring of programs, functions and activities, including coordination with
port and harbor agencies on the engineering aspects of cargo handling equipment and other port
related operations, facilities, certifications, pollution control.

INFORMATION TECHNOLOGY DIVISION

Responsible for the administration and control of data processing services for informational,
financial, personnel, voice and data communications and other management functions.

FINANCE DIVISION

The Finance Division is responsible for the development and maintenance of the Authority’s
payroll, accounting, and billing functions. Also responsible for the continual review of
accounting controls to safeguard all assets and to ensure fulfillment of commitments to
management; and for coordinating the annual audit of the authority with an independent public
accounting firm retained by the Board of Directors.



Functional Statement
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Fiscal Year 2012

Expense Accounting Section

Responsible for accuracy and timeliness of all accounts payables, establishing and
maintaining fixed asset property inventory records and validating, auditing and payment
of approximately 400 daily/weekly time cards and the issuance of bi-weekly paychecks to
include payroll deductions and fringe benefit allotments.

Revenue Accounting Section

Responsible for the invoicing of billable services and use of facilities with the Port tariff
provisions, maintenance the general ledger and collection of revenues.

PROCUREMENT AND SUPPLY DIVISION

This division is responsible for the procurement and supply, inventory and surplus property
programs for the Agency.

Procurement Section

This section is responsible for ensuring that the General Manager’s delegation of
procurement authority is safe guarded; ensures that all applicable federal and territorial
procurement rules and regulations are adhered to.

Supply Section

This section is responsible for multi-million dollar parts/supplies inventories; operate and
maintain the sole parts/supply warehouse for the entire Port Authority.

HUMAN RESOURCES DIVISION

This division is responsible for the development, coordination, planning and administration of a
comprehensive personnel program for the Agency. These programs include, but not necessary
limited to, position classitication and compensation plans, employee development and service
functions, employment and recruitment, training, cqual employment opportunity, employee
relations activitics, and the maintenance of personnel records for all employees.
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OPERATIONS DEPARTMENT

The Operations Manager is under the general supervision of the Deputy General Manager. The
position is responsible for the day-to-day operations and administration of the Transportation,

Terminal and Stevedoring divisions.

TRANSPORTATION DIVISION

The division administers the programs, projects and activities involved in the operation of cargo
handling equipment, such as, gantry cranes, straddle hoists, hystainers, forklifts, tractors, etc., for
the vessel operations and special service requests.

Dispatcher

Charged with the responsibility of dispatching personnel and equipment assigned to the
vessel operations; relaying and recording messages; and the maintenance of records of

activities of the division.

Equipment Operator Section

The section is responsible for operating tractors, hystainers, forklifts and related
equipment involved in the movement and storage of container and breakbulk cargoes
during vessel and normal operations.

Crane Operator Section

The section is responsible for operating the straddle hoists, gantry and stick cranes for the
loading and unloading of containerized and breakbulk cargoes during vessel and normal

operations.

TERMINAL DIVISION

The division administers the programs, projects and activities functionally charged with the
responsibility for receiving, recording, storage, transfer, consignment and accountability of
transit containerized and breakbulk cargoes within the terminal facilities and warchouses.



Functional Statement
Page 6
Fiscal Year 2012

Cargo Control Section

The section accounts and issues containers received from vessel/customers; maintains
control of container movements; records/verifies container locations; operates and
accounts for receiving, storage, and issuing breakbulk cargoes in the transit warehouses.
This section processes and physically inspects all transit vehicles or equipment prior to its
issuance or export to consignees.

STEVEDORING DIVISION

The division administers the operations, programs and activities involved in providing vessel
operations with the necessary manpower, such as, the lashing and unlashing of containers,
loading and unloading of containers and breakbulk cargoes, the stuffing and unstuffing of
containers, etc. Additionally, the division manufactures and repairs a variety of rigging

equipment and devices.

Cargo Handling Section

Provides all manual work for vessel operations, such as, the lashing activities, rigging of
cargoes, palletizing of cargoes, stuffing and unstufting of containers, etc.; and operates
vessel winches to load and unload cargoes.

Rigging Section

Manufactures, repairs and operates a variety of rigging equipment and devices, as well as,
stocks up and provides necessary rigging equipment and devices for all vessel operations.

MAINTENANCE DEPARTMENT

The Maintenance Manager is under the general supervision of the Deputy General Manager.
The position is responsible for the day-to-day operations and administration of the Facility
Maintenance and Equipment Maintenance Divisions.

Maintenance Control Section

Coordinates work projects for the maintenance, alteration, repair and upkeep of buildings
and grounds and maintenance and repair work projects of equipment and vehicles.
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Page 7

Fiscal Year 2012

FACILITY MAINTENANCE DIVISION

The division is responsible for the administration of programs, projects and activities involved in
the maintenance, alteration, repair and upkeep of the Port facilities, warehouses, trade shops and
grounds.

Building Maintenance Section

This section provides all services involved in the construction, maintenance, alteration
and upkeep of wooden structures, such as, offices, doors, windows, floors, cabinets and
partitions. Responsible for the installation, alteration and maintenance of the plumbing

systems, fittings and accessories.

Refrigeration/Electrical Section

This section is responsible for the installation, maintenance and repair of the central and
window-type conditioning units and water cooling systems. In addition, installs,
maintains, alters and repairs electrical systems for the administrative buildings, offices

and trade shops.

Janitorial Section

This section provides custodial services, housekeeping and grounds maintenance work
and minor maintenance repair work on the plumbing/electrical systems, office furniture,
equipment and building structures.

EQUIPMENT MAINTENANCE DIVISION

This division is functionally charged with the maintenance and repair of all cargo handling
equipment, such as, gantry cranes, stick cranes, tractor-trailers, hystainers, straddle hoists, diesel
and gasoline-powered light and heavy ecquipment. Also, the division provides preventive
maintenance work to prevent the corrosion of Port equipment and facilities.

Crane Maintenance Section

This section is functionally responsible for the maintenance and repair of mechanical,
electrical and hydraulic systems of the gantry cranes, straddle hoists and stick cranes to
ensure that all operating sections have reliable and necessary cargo handling equipment.
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Fleet Maintenance Section

This section is responsible for the overhaul, maintenance and repair of diesel and
gasoline-powered equipment to cnsure that all sections have the necessary and reliable
cargo handling equipment to perform their assigned functions.

Corrosion Control Section

This section is responsible for providing preventive maintenance work to effectively
prevent or stop the corrosion on the structural framework of the gantry cranes, straddle
hoists, stick cranes, tractors, forklifts and vehicles.

Welding Section

This section is responsible for providing welding work on the structural framework of the
cargo handling equipment and Port’s facilities.





