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

February 27, 2023

INTER-OFFICE MEMORANDUM

TO: Division Heads /

FROM: Rory J. Respicio, General Manager ,@d/hf &(f | oo

SUBJECT: Proposed Creation of Position - General Administration Manager

The Board of Directors at their regular meeting of February 23, 2023 authorized
management to begin the process to create the General Administration Manager position
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 position 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 March
14, 2023

Should you have any questions regarding the request, please feel free te contact the Human
Resources Division.

cc:  Acting Personnel Services Administrator



PORT AUTHORITY OF GUAM PORT, OF

JOSE D. LEON GUERRERQO COMMERCIAL PORT GU M
1026 Cabros Highway. Suite 201 Fili, GU 96915

Phone: (671} 477-5931 Fax: (671) 477-2689 —s
Website, www pofguarm.

News Relecase

FOR IMMEDIATE RELEASE
February 27, 2023

Creation of Position
General Administration Manager

In compliance with Title 4 of the Guam Code Annofated (GCA), the public is
notfified of the Port's request for the creation of the position General
Administration Manager. Request to the Board of Directors and supporting
documents are available on the Port's website under "News Releases” for
public review and comment,

Please submit your comment to the Human Resources Division no later than
March 14, 2023. For more information, plecse confact the Human Resources
Division at 477-5931, ext. 307.

-End -

Contact: SHAWN B. CEPEDA, Acting Personnel Services Administrator
Phone: (671) 477-5931/5 Email: sbcepeda@porguam.com



PORT OF GUAM

: ATURIDAT | PUETTON GUAHAN o Lourdes A Leon Guerrera
G U M Jose D. Leon Guerrero Commercial Port GUAM  Governor of Guam
1026 Cabras Highway, Suite 201, Piti, Guam 96915 22— .
Telephone. 671477 5931/35 Facsimile: 671-477-2689/4445 ;J Joshua F. Tenorio
e A

Lieutenant Governar
Wabsite: wywwportgugm. com

February 17, 2023

MEMORANDUM

To Board of Directors .o

From: Rory J. Respicio, General Manager ‘ é.f/’@b
Subject: Request tor Creation of Position ~ General Administration Manager

Hafa Adai! When the General Administration Division was established in 2006, its functional
responsibility is to provide routine clerical support, such as, mail distribution, printing and copying,
courter services and telephone receptionist 1o all divisions within the Authority. In addition to these
duties, the division was subsequently tasked for the development and administering a comprehensive
records management program, to include storage and preservation of a variety of valuable and historic
records, documents, and disposal of inactive and obsoletz records under their custody. as well a,
maintenance and repair of telecommunication machinery systems. The division also provides secretarial
duties, functions and responsibilities in the absence of the General Manager's staft’ and other office
support services o Port divisions.

Currently, the programs and day-lo-day activities of the General Administration Division are supervised
by an Administrative Services Officer. The organizational structure of this division falls vader the Deputy
General Manager for Administration & Finance. Because of the duties of the position has evolved from a
routine clerical service to a more complex and sensitive administrative support. there is a need to establish
a General Administration Manager within the Port’s Classification and Compensation Plan.

We are attaching classification report and analysis justifying the need to create a General Admintstration
Manager position in the classified service under the Port Classification and Compensation Plan.

Public Law 30-43 adopted the Port’s Personnel Rules and Regulations which authorizes the Board of
Directors Lo create positions in the classified service in accordance with Title 4, Guam Code Annotated,
Section 6303¢d). Rule 5.015 of the Personnel Rules and Regulations stipulates that the General Manager
shall petition the Board (o create new positions or classes of positions when necessary for the efficient
performance of the duties and functions of the Port. The petition shall include:

1. The justification for the new position,

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

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

4. The position description.

5.

The proposed pay range and demonstration of comphance with Section 6301 of Title 4, GCA,
6. A fiscal note as that term is described in Title 2, GCA, Section 9101 ¢r seq., and any other
pertinent information.

Port of Guam, Jose D.Leon Guerrera Commercial Port 1s an Egual Employment Opportunity Employer
Complaints of discrimination should be sent to the Human Resourges Division.
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If the Board agrees 10 establish the General Administration Manager position, Rule 5.016 of the Personnel
Rules and Regulations would need to be complied with regarding wransparency and disclosure, The
requirements of this Rule are as follows:

1. The petition for request for creation s posted on the Port’s website for 0 days {Saturdays,
Sundays and Government of Guam holidays excepted).

o=

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

After the transparency process has been completed, this office shall forward the petition, along with
evidence of compliance io the Board, If the Board 1s satisfied that all requirements have been met, the
petition for creation of positions 1s approved by resolution, which copies is transmitied to the Director of
Administration and Guam 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 requirements.
such creation of position shall be voided.

To ensure that transparency and disclosure 1s provided 10 all parties concerned, the following processes
and estimited timeframes are 10 be followed:

PROCESS ESTIMATED TIMELINE

Request 1o be submitted to the Board for their February 23, 2023
initial review and approval to proceed with the
transparency process for the creation ol the
position. 1.e.. posting such request on the Port's
website,

If Bourd agrees to proceed with the creation, the February 24, 2023
request will be transmitted to the division heads for
review and comments.

Posting of proposed creation of position on Port’s February 24, 2023 1o March 10, 2023
website.

Notification to be provided to the electronic and February 24, 2023
written media outlets of the Port's request, its
availability on the website; and Board mecting die
the request may be approved.

Request to be re-submitied 10 the Board for final March 23, 2023
approvil and adopiion by resolution.

Creation of position documents transmitted (o the March 24, 2023
Director of Administration and Guam Legistative
Secretary

Process job announcement for positions andfor April 25, 2023
effective date of reallocation of positions.
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In hght of the above. we are transmitbing our reguest to create the General Admimistration Manager
posttion 1n the classified service for your infial review and ask youw kind approval to begin the
transparency and disclosure process or the creation.

Your kind approval of the above is appreciated

Attachments

Ce Deputy General Manager, Operations & Maintenance
Corporate Services Manager
Acting Personnel Services Administrator



PORT AUTHORITY OF GUAM
Jose U, Leon Guerrero Commercial Port
Pit, Guam

PETITION FOR

CREATION OF POSITION - GENERAL ADMINISTRATION MANAGER POSITION

REQUEST:

On December 29, 2022, the General Manager requested the Board of Direciors to begin the transparency
process to create the General Administration Manager positon.  Approval was granted by the Board of
Directors and Human Resources Division was asked (0 review the Port’s current organizational structure
and establish a Chief Financial Officer position.

AUTHORITY:

Pubhie Law 30-43 adopted the Port’s Personnet Rules and Regulations which authonizes the Board of
Directors 1o create positions in the classified service. Rule 3.015, Creation of New Paositions and Classes
of Positions, of the Personnel Rules and Regulations stipulates:

A Pursunt 1o Section 6303}, Title 4, GCA, the General Manager shall petition the Bowrd 1o create
new posittons or classes of positions when necessary for the efficient performance of duties and
Sunctions of the Porr,

B, The peusion shall include:

L. the justification for the new position,
the evsential details concerning the creation of the position.

3. the analvsiv of the similuritiex and differences berwecn the position o be
created and the positons listed pursvant o Title 4, GCA, Section 4101.1(d).

4. the posttion description,

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

6. o fisced note as that tevoris described in Title 2, GCA, Section 9101 et seq., aned
any other pertinent information.

C. The peution shall be posted on the Port’s website for ten (10) davs (Sawrdays, Sundavs and
Government of Guam holidayvy excepred). After the posting, the General Manager shall forward the
petition, along with evidence of his comptiance with Tule 5. GCA, Section 6303.1a) to the Board.
who If they approve the sume, shall approve the petinon by resolution and file the petition and
resolition for record with the Divector of Adminmstration and the Legislative Secreiary.

D. No new pasitton may be filled wiil after compliance of the provisions of this Section and thirty (30)
davy have elapsed fronn the date of filling with the Legislative Secretary.

In Line with this Rule 5.016, Transpaurency und Diselosure of Creation of New Positiony or Classes of
Positions, states:



Petition for Creation of Position — General Admimstration Manager
Page 2

A Prompt notice of the postings required by Title 4, GCA, Sections 6205 und 6303 shall be provided to
ewch newspaper of general circwdation and broadcasting station which airv a regular local news
program within Gueoam

B. The petitions required by Title 4. GCA, Sections 6205 and 6303 are public dociments for the
purposes of Title 5, GCA, Chaprer 10, Article 1 (The Sunshine Loaw ).

C. Any attempred creation of a position or above-step recruitment are not in compliance with provisions
of Title 4. GCA. Sections 62035, 6303 and 6303 Ha) are void.

References of Compliance:

2 GCA §9i01. Restrictions Against Untunded Appropriations, "All bills that have an effect upon the
reventies or the expendingre of any funds of the Guyvernment of Guam shatl identify a specific funding
seutrce for which funds wre, in fact, avatlable. .

4 GCA $4105(0) Departmental Rules “Rudes subject to criteria extablished by s Chapter governing
selection, promotion, performance, evaluaiion, demotion, suspension and other disciplinary action of
clussified emplovees shall be adopred by the Board of  Directors of the. Jose D Leon Guerrere
Commercial Port.owith respect o personmel mutters within their respective Branches, agencies, public
corporations or departnents, and by the Director of Administration as 1o all other Execative Branch
ctplovment,”

4 GCA 34101 1{d). Responsibilities of the Director of Administration Regarding Personnel Policy of the
Government, “The Director of Admintstration shall perform the follewing functions. . td) Maintain, post,
and keep current on the Department’s website o list of all classified and wiclassified positions in the
executive hranch, including antonomons agencies and pablic corporations, showing the job deseripion
e pay range assigned to each position.. "

4 GCA §6301. Compensauon Pohicy,

“ta)  Emplovee compensation shall be based on intermal equity and external competiiiveness.

(h) To the extent practical. compensation will be targeted wt the US Nationul Average levels
compared to the uppropriate labor markers and account taken of the refevaint economic factors,

{)  Anrernal equity shall be reviewed annually end external competitiveness at least every tiree (3
veurs

(el Compensution structtres and administrative policies should also recognize and veward individual
cplavees commensurate with performance,

fe) Al aspects of compensation (base salaries, benefits, pay differentials, and other fuctors) will be
considered as a wral reward and inceniive package for emplovees and shall be consisient und
untformly admnistered through the government.

Y A prograin of engomg conmmnications and training shall be o critical component of compensaiion
admimisiration.”
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AGENCY BACKGROUND:

Public Law 13-87 created the Port Authority of Guam as a public corporation and an autonomous
instrumentality of the Government of Guam. The Agency is mandated to provide for the needs of oceun
commerce, shipping recreational, commercial/boating and navigation of the Terntory of Guam. Its
enabling act provides that it must be entirely self-supporting. Its financial obligations and administrative
operating costs must be pmd by monies generated from the use of its facilities and services in accordance
with the provisions of the Port terminal taniff. The Board of Directors is comprised 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 lacilities.

JUSTIFICATION:

When the General Admimsiration Division was established in 2006, s functional responsibility is to
provide routine clerical support. such as, mail distribution, printing and copying, courier services and
telephone receptionist to all divisions within the Authority. In addition to these duties, the division was
subsequently tasked for the development and administering a4 comprehensive records management
program, to include storage and preservation ol a vasiety of valuable and historic records, documents and
disposal of inactive and obsolete records under their custody. as well as, maimenance and repair of
telecommunication machinery systems, The division also provides secretarial duties, functions and

responsibilities in the absence of the General Manager's staff and other office suppon services 10 Porl
divisions,

Currently, the programs and day-to-day activities of the General Admimistration Division are supervised
by an Administrative Services Otficer. The orgamizational structure of this division lalls under the Deputy
General Manager for Administration & Finance., Becaunse of the duties of the position has evelved from a
routine clerical service to a more complex and seasitive administrative support, there is a need 1o estabhsh
a General Administration Manager within the Port’s Classification and Compensation Plan.

METHODOLOGY:

Human Resources staff reviewed the duties and responsibilities of the proposed General Administration
Manager position using the job evaluation sysiematic process for assessing the content, relative size. and
importance of the job within our organization using a tota of twelve measurement factors.  Fach factor
indicates a point rating and sum of all poinis representing the total “points”™ value for the joh. Also
provided were the organizational and functional charts.

In summary, the joh evalution provides:

1. A structured approach to assessing the refative worth of each job.
2. Measurement factors wvmiversally applicable across all sectors of industry, commerce, and
government; and

Y. Objectivity which is attained to avoid much of the irrational and/or emotional tmpact ol personality
conflicts and personal prejudices.



Petition for Creation of Position - General Administration Manager
Page 4

Part two of the methodology completes the evaluation of these positions in using the New Port
Compensation structuring which is determined based on compensation comparison of Compensation
trends of the Private Sector, State and Local Governmenl on percentage changes in wages, salaries, and
benefits, including Market Percentiles, the determination of Cenified/Technical and Professional
Positions and regression analysis of base salaries.

CLASSIFICATION REVIEW:

The proposed General Administration Manager position, under the general direction of management,
plans, organizes, manages and participates in the work of staff engaged in providing administrative and
cierical support services (o the divisions of the Port. The position admmnisters a comprehensive records
managemeni program, to include storage and preservation of a variety of valuable and historic records,
documents, and disposal of inactive and obsolete records under their custody, as well as, maintenance and
repair of lelecommunicasion machinery systems.

The position requires:

Knowledge of:

*  Port organization, function, operations, laws. rules, policies and procedures.

*  Office administrative and management practices and techniques.

*  Principles and practices of sound business communication; correct English usage, including spelling,
grammar and punctuation

Principles, practices. methods and techniques of document and secords management.

Local and federal laws apphicable to retention reqmrements for a wide variety of documents.
Principles and practice so eftective supervision,

Safety principles and practices.

* & * @

Ability to:
+  Plan, schedule, coordinate and supervise the activities of saff.
e Organize work, set priorities and provide advice and suppost to meet the Authornity's needs.

e Utilize and muintain ¢lectronic document management systems and technologies to efficiently sore
and retrieve documents required for Port operations.

o Classify, index, process, file, and retrieve a wide sariety of materials vnder a comprehensive
gO\-'EI’I]I“CI’I( records managemenl S)’%lt!ﬂ"l.

o Anulyse records management problems, reaching sound conclusions and recommending improved
procedures, equipment and facilities.

¢ Appraise the accuracy the value of and legal requirements regarding a wide variety of records and
documents

e Lxercise sound. independent judgrem within establhished guidehines,

+  Maintain information and generate reports uiilizing computer equipment.

e Prepure clear and concise reports and other writlen correspondence.

s Establish and maintain effective working relationships with others encountered din the course of work
Skill in:

e Operation of a personal computer with standard busimess software, including word processing,
spreadsheet and duta base applications and other standurd of fice equipment
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The position reports to the Deputy General Manager for Administration & Finance.

Guidelines to be used by this position includes established laws, agency/division policies and the principles,
methods, practices, and techniques involved in public administration and financial management.

The experience and training of the position requires eight (8) years of progressively responsible
administrative experience of which three (3} years of which were in a supervisory level and graduation
from a recognized college or university with a Bachelor's degree in public or business administration,
social or behavior sciences or related field; or any equivalent combination of experience and training
which provides the minimum knowledge. abilities and skills.

The job evaluation points process is bused 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. Additionatly. a comparative analysis was conducted of the
proposed position’s counterparts within the organization. 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 there are
positions that are closely associated with the proposed General Administration Manager position,
however, those positions are subjected to the sole use of the line departments or autonomous agencies and
cannot be used by the Port Authonty of Guam

As aresult, it is recommended that the General Administration Manager position be established under the
Port’s Classilication and Compensation Plan.

FISCAL NOTE:

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

RECOMMENDATION:

Our review has determined the following pay grade allocation for the General Administration Manager:

Job Evaluation Pay Grade/Step & Mimimum Salary Pay Grade/Step & Maximum
Points Sub-Siep Sub-Step Salary
913 MM-3A $77.007 MM-4A $80.134

Based on the above and the attached analysis and documents. 1t 1s recommended that the Board ol
Directors approve the creation of the General Administration Manager position and the resuliant pay
grade allocation at the pay grade indicated above in the classified servicg

SHAWNYY CEPEDA
Acting Personnel Services Administrator



GENERAL ADMINISTRATION MANAGER

NATURE OF WORK:

Under the general direction of management, plans, organizes, manages and participates in the work of
staff engaged in providing administrative and clerical suppor services to the divisions of the Port.  The
position administers a comprehensive records management program, to include storage and preservation
of a variety of valuable an historic records and documents and storage and disposal of imactive and

obsolete records under their custody. as well as, maintenance and repair of 1elecommunication machinery
systems.

ILLUSTRATIVE EXAMPLES OF DUTIES: (These examples do not include the duties and

responsibilities which may be assigned: nor do the examples cover all the duties which may be
performed.)

Plans, orgamizes, controls, integrates and evaluates the work of assigned staff in the performance of
secretarial, telephone receptionist. courier mail and distribution, printing and copying services and
develops, implements and monitors work plans to achieve the Authority's mission, goals and performance
mMeasures.

Plans, organizes, directs and evaluates the performance of assigned staff, establishes performance

requitements and personal development targets: regularly monnors performance and provides coaching
for performance improvement and development.

Plans, organizes, implements and maintains the Authority's document management and control programs.
methods, practices and procedures to ensure comphance of all applicable laws and regulations; develops
and implements the Port’s policies and procedures for the organization, retention, storage and retrieval of
vital records and documents. Trains staff, as well as, other divisions’ administrative staff on
documentation process on a day-to-day basis

Participates and supervises in developing, implementing and maintaining a coding and indexing structures
for use in document management programs: maiitains and updates forms: indexes and records
management databases or systems o track records and mantain document status log.

Conducis research and locates documents and records; receives researches and responds to requests for
information.

Directs, participates in, coordinates preparation of and administers the division's operating and capital
budgets: monitors budget performance reports and prepares periodic analysis und repots for use by

management; develops budget inputs and are recommends budget adjustments and recommends invoices
for payment.

Develops and implements operational policies and procedures to ensure division conformance with Port
polices and standards.

Supervises and participates in the studies of the Authority’s operational and administrative processes and
practices to identify process, productivity and cost improvements; recommends changes 1o improve
productivity and service while reducing costs.



Job Specificution for General Administration Manager
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Represents the division in meetings with Port officials and staff on a variety of business operations
malters; makes presenfations before outside groups and agencies; coordinates and consults with other
divisions to ensure work programs and objective are consistent; manages or develops policy in related
areas.

Overseas staff conducting software and hardware inveatories; interfaces with end users and Information
Technology division to resolve issues and recommends system improvements; stays abreast of industry
trends and changes in information technology to keep knowledge and skills current.

Interfaces with customers to ensure division’s operations meets Port’s customer service standards;
establishes the Authority’s customer service requirements and sets priorities: resolves customer
complaints and 1vsues; develops and maintains a customer network.

Coordinates with contractors on the maintenance and upkeep of the Authority’s communication system
Assist 1 the preparation and upload of public fecords, meeung agendas and minutes, audio and video
files availuble to the public via the Port’s internet website and in the assembly, copy and collation of
agenda packages and binders for duplication and distribution

Muy serve as a project leader for assigned special projects and program initiatives, including defining
project objectives, establishing project schedules and monttoring project completion on schedute and
budget.

Performs related work as required.

MINIMUM KNOWLEDGE, ABILITIES AND SKILLS:

Knowledge ol

e Principles and practices of office administrative and management practices and procedures.

¢ Port organization, function, operations, laws, rules, policies and procedures.

» Principles and practices of sound business communication; correct English usage, including spelting,
grammar and punctuation.

» Principles, practices, methods and techniques of document and records and documents storage and

retrieval technologies.

Local and federal laws applicable 10 retention requirements for a wide variety of documents.

Basic research techniques, methods and procedures.

Principles and practices of effective management and supervision,

Port human resources rules and regulations, policies and labor contract provisions.

Safety principles and practices.

Ability to:

¢  Plan, organize, manage and direct a variety of complex work programs and activities,

¢ Plan, schedule, coordinate and supervise the activities of staff.

e Organize work, set priorities and provide advice and support to meet the Authority’s needs.
*

Utilize and maintain electroric document management systemns and technologies to efficiently store
and retrieve documents required for Port operations.
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Classify. index, process, file, and retnieve o wide variety of materials under a comprehensive
government records management system.

Analyze records management problems, reaching sound conclusions and recommending improved
procedures, equipment and facilities.

Appraise the accuracy the value of and legal requirements regarding a wide variety of records and
documents,

Exercise sound, independent judgment within established guidelines.

Muaintain information and generate reports utilizing computer equipment.

Prepare clear and concise reports and other written correspondence.

Establish and maintain effective working relationships with others encountered 1n the course of work.
Manage multiple and rapidly changing priorities.

Skill in:

¢ Operation of a personal computer with standard business software, including word processing.
spreadsheet and data base applications and other standard office equipment.

MINIMUM EXPERIENCE AND TRAINING:

A. Eight (8} years of progressively responsible administrative experience of which three (3) years of

which were in a supervisory level and graduation from a recognized college or university with a
Bachelor's degree in public or business administration, social or behavior sciences or related field: or

Any equivalent combination of experience and training which provides the mmimum knowledge,
abilities and skills.



Fiscal Year 2023
FUNCTIONAL STATEMENT FOR
FINANCE DIVISION

INTRODUCTION

The Jose D. Leon Guerrero Cammercial Port is established by Public Law 13-87, as a public corporation
and an amonomous mstrumentality of the Government of Guam. The Agency 1s mandated 1o 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 capitaf funds for
construction projects by borrowing money on its own credit. Its financial obligations and administrative
operating costs must be paid by monies generated trom the use of its fucilities and services in accordance
with the provisions of the Port termina} 1ariff.

BOARD OF DIRECTQRS

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 planming. promotion. development, construction, operation, and muintenance
of the Port facilities.

GENERAL MANAGER

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

DEPUTY GENERAL MANAGER. ADMINISTRATION AND FINANCE

The Deputy General Manager, Administration & Finance is under the general supervision of the Generul
Manager. In the absence of the General Manager. may serve as Acting General Manager. The position is
hired and employed under the terms and condinons fixed by and at the pleasure of the Board of Directors.
The Deputy General Manager for Admimistration & Finance is responsible for the overall operations and
administration of Murketing/Public  Relations Division and Corporate  Services Department which
includes General Administration, Commercial, Human Resources, Information Technology. Procurement
& Supply and Finance divisions.

GENERAL ADMINISTRATION DIVISION
The General Administration Division provides routine clerical support. such as, mail distribution. printing
and copying, courier services and telephone receptionist to all divisions within the Authority. In addition,
the division is tasked the development and administering o comprehensive records management program,
to include storage and preservation of i variety of valuable and historic records, documents, and disposal
of inactive and obsolete records under their custody, as well as, maintenance and repair of
lelecommunication machinery systems. The division also provides secretarial duties, functions and

responsibilities in the absence of the General Manager's staff and other office support services to Port
divisions.



JOB EVALUATION

For

GENERAL ADMINISTRATION MANAGER

Factors Points Comments
Tertiary/Professional: Requires a post high school
tertsary qualification at a4 university. polytechnic ar
Education 1132 equivatent educational body.
J132: Bachelor™s degree including degrees with double
honors and conjoint degrecs,
| Advanced/Specialized:  The job requires
advanced/specialized experience in a technical, scientitic
i or professional field often gained through the attainment
: of additional reievant qualification and/or post
Experience , 1100 e ant quiiiiee po
_ qualification practical experience. [t may also he .
necessary to work in harmony with conflicting and diverse |
activities and this snay involve the control of resources
] and people, e.g., 3-7 years related experience.
Invotved: Whilst the end results are still generally defined
] the means of achicving them are becoming unspecitied

Complexity

Scope of Waork

Problem Solving

Freedom 1o
Act/Supervision
Recerved

D50 264 132.0

and as a result more complex ta that antlined in ~C —
Detined™. The need to balance continuous conflicting
demands (often from diverse sources) together with an
increasing level of unpredictability is encountered.

CI5 264 39.6

Influencing/Supervisory:  Supervision of others is
reguired and/or coordination of resources and provesses
(human/physical/financial) in order 10 achieve significant
outcomes For the organization.

Eii5

Complex: Problems contain unexpected and unusual
elements not previously encountered. Extensive research
may be required. Corporate policies and available
expertise will not necessarily provide a complele answer
1o the problem.

E 100

Work Environment

Al 12

| General Guidance: Minimal guidance is provided

Expected to plun activities of own work program within
the overall objectives of the operations—division.
Expected to ruise only contentious or major problem
issues for the Board or General Manager's consideration,

Work is performed indoors in office conditions with
almost no unpleasant environmental infiuences.




Job Evaluation for General Administration Manager

Page 2
Faclors Points Comments i
ipyiie] (Bamamil: Al22 ork is usually performed sitting. with the opportunity to
stund and walk freely.
Impact of Direct impact of a single decision causes a significant impact
Discretionary Cl143 which can be expressed in dollar terms of thousands of
Decisions dollars.
. Sensitive/Responsive: extensive comact with a farge part of
Human Relations o . :
o _ EX 66 the organization and/or a need to lead. motivate and direct
Skills/Contacts o . . .
staff in sensitive employee relations conditions,
- . ; Approves routine expenditure wilthin budgetary limits and is
Autharity Exercised F1 160 ’ -
¥ EReretse accountable for an O&M budget ($200.0000 - $2 million).
Szt Hu,*f ‘fullIsup_er\'1sor)'f1na1:1;tgffr|;1l responsibility for up 10‘_1[)
. stalt which includes allocation of work, accountability tor
Munagerial B!l 19 - _ . - S
_ L their outputs, quality, ele. and appraisad of their
Responsibility L )
performance.
TOTAL POINTS 913

PAY GRADE ALLOCATION

Job Evaluation Puy Grade/Step & Minimum Sals Pay Grade/Step & Maxinum
Points Sub-Step mum satary Sub-Step Salary
913 MM-3A 577,007 MM-4A 380,134




PORT AUTHORITY OF GUAM

POSITION DESCRIPTION

L0 IDENTIFICATION

POSITION TITLE

General Administration Manager

POSITION NUMBER

NAME OF FMPLOYEFE

NAME OF IRECT SUPERVISOR

TITLE OF DIRECT SUPERVISOR

JOBE LOCATION (IDepartment / Agency)

Part Authority ol Guam

DIVISION

Creneral Admanistration

DEPAR TMENT

SECTION/UNIT

FLSA

CLASSIFICATION

[ X ) Classified | ) Unclussitied | ] Viagant

JOB EVALUATION POINTS

PAY GRADE

POSITION DESCRIPTION (Reviewed)




.0

21

DESCRIPTION OF DUTIES

ESSENTIAL FUNCTIONS

Orgamze and 1ist duties andfor responsibilities that must be performed using one of the fonmats below

4 Daily work assignments, beginning with the first duly and eoding with the last duty of the day
h ) Percentage ol tme. Show % for cach duty andfor responsibility (Note: total % should equal 100%)
¢} Order of importance. beginnmg with the most impuortant

Mark with an [ X | onc tormat only:

Duty Nu
ar Yo
of Time

[ x ] m] | o | |

Duties and/or Responsibilities

Plans. l.)ﬂ!dl'llfl.‘- controls. integraics and evaluates the work o assigned staft in the putmm.mu Al

secretarial. wiephone n.u.i:tmmsl courier mail and distribution. printing and copying services and

develops, implements and nwnitors work plans W achieyve the Authority's mission. goals and

performance measures: Plans, organizes, directs und evaluates the performance of assigned stafl,

establishes PLFIOI’H‘MIILL requirements and persunul development targets: regularly monitors
perlommance und provides coachmg {or performanes improvement and dut.lupmull Plans,

organizes. implements and mantains (he Authority s document management and control programs.

methads. practives und procedures to enstire unnr-h.mu: ol all applicable laws and regulations,
developys and implements e Port’s policies and procedures for the organization, Tetention. storuge

|_and retricval of vital eecords and docunients Trainy statt. as well as other divisions” admimistratiyve

stufl on documentation process on a duy-lo-day bass. Participate and supervises in developing,
unplementing and maintaining 4 coding and indexing siructures for use in document sianagement

programs; maintaias and updates forms: indexes and records management databascs OF sysiems W
track records and mainin document status log: Conducts research and lociies duLl.,IIllt..lll‘N and

|_records: reeeives rescarches and responds 1o reguests for infonmation: Directs. participates in.
Cunrdlndlu prepiration of and administers the divisien’ s operating and capital budgers: menitors
Budgct perfurmance reports and prepares periodic analy sis and reports Tor use by mianagement:

Develops budpet inputs and recommends budget adjusiments and recommends invoices for paynieni:

Develops and i implements operational polcies and procedures to ensure dluslun confurmance with

o - —————

_Pont palicics and standards: Supervises and participates in studies of the Authority 's operationil ‘m_d__-

\dnllnlslrdl_lu. processes and practices W identify process, productivity and cost improvements:
Recommends changes 1o improve productivity and service while reducing costs: Represents the

Division in mectings with Port otlicials and staff on a variety of business operations maiters: makes

innmlmm hLlan oulside 'ruups and agencics. coordindices ‘md umsull\ \.ulh ulhu' dnl\mns W

(hersees safl L.l‘.ll'ldl.ll.llnk_ mflwaﬁ. dnd hurdw are m\ullnncs nterfaces \nlh end users and

Information Technology division to resolve issues aud recommends system improvements: stays

Abreast of industey trends and changes in infornmation techiology 1o I\ccp knowledpe and skills

Cum.nl Imcrl.lu.s with CUSICTS u: ensure dn.mnn 5 npwmum meet Port’s customer Services

Cusmmu‘ Lolllpldmls and issues: d'.vdups and Maintains a customer m.l\mrk Cnnrdmau.s mlh

_contraciors on the mainienance and UPL\.LI! of lhn. Aulhnnl'-.'

t.l.ll'[ll‘l'll..lllltdllt!n w-‘l;.m A‘s‘sl\l in the

Available o the pllhlll. via the Port’s ml;.rm-l u;h»m. .md inhe d\‘aLﬂ!hl\r‘ copy snd collation of

| Agenda pachages and binders for duplu. ation and dhstribution. May serve as project leader for

Assigned \pLLl.Il projects and prosram initiatises, ncluding defining project objectives, ul.ihllshlm.
Pl'('l].l.t.l schedules and monitoring project completion on sehedule and budget; Perform related \.\url\




2.2 NON-ESSESNTIAL OR ADDITIONAL FUNCTIONS

Last dutics and responsibilities not listed above that may be performed. as assigned:

Daty No
or %o Duties and/or Responsibilities
of Time

30 CONTACTS

Departrients. agencies andfor individuals you deal with during the course of your daily senvities
Uperaiions Manager. Transportation & Stevedore Superintendent, Shipping Agencres, Tricking Companies

3 WITHIN DEPARTMENT / AGENCY

Mark one vorreet sponse below with an{ X |

None

Up o 13% ot total working hours

15 - 50% ol total working hours

Over S0% ol tlal working hours

12 OUTSIDE DEPARTMENT / AGENCY

Mark one correct respouse below with an | X )

None

Up 1o 15% of total working hours

15 - 504 ol tutal working hours

Over 50% of total working hours

4.0 SUPERVISON RECEIVED

How closely is the emiployee 4 job holder's work reviewed by their direet Supervisor. Mark one cormect response
below with an | X

Detailed and specific instructions £ procedures received or fallow ed for cach assignmen

General Supervision - Routine duties are performed with minimal supees ision. Standard practices or
procedures allow employes to function alone at routioe work. Superyisor makes vecastenal check ol
work while in progress. Work is reviewed upon completion,

Direction - Receives guidance about general objectives in most of the tasks and projects assigned:
determines methods, work seguence. scheduling and how o achivve ohjectives ol assignments;
operates within policy guidelines. (Generally applicable w skilled prolessionals. managers and

SUPLEVISOTS,
CGienerat Direction - Receives very general guidance about overadl objectives: work is usually guite
X independent of others: operates within division or depanment policy gwdeimnes. usimg independent

Judgment in achicving assigned objectives. (Geneealty applicable 10 managers £ administrators in farge
and complex organizations and 0 deparinent £ agency heads and their Tirst assistaints.)




S SUPERVISON EXERCISED

The employee / job holder supervises other employees. List the number of vimiployees supees ised, their position
titles and a briel desenpuon of their responsibilitics.

If the employee has no supersisory responsibility mark [ X] in this hox |:]

No Supervised Position Title Description of Responsibilities
1 Program Courdinatur i) Moderately comples welmical dutics on an on-going
basis & participates in full range vl complex wehnical
dutics.
2 Clerk 111 Vuried clerical work invobved in performance ol
maderatety complex clerical transactions,

6.0 EQUIPMENT

Lisl the equipment (pchop truck. welder, crime. ete). offive machines (word processor. caleulator. copying
machine. ete. k. or any other machines, tols or devices that are used on o regular wnd continuing busis, Show
what pereemlage of the regular workday is spent using each.

% Towls 7 Equipnient

Personul computer. copying machine, binding machine. paper cutter. paper shredder. cle

1.4 JOB REQUIREMENTS

Ej Mark | X | in this box if the job holder is unable to complete this section: The direct Supersisor will then
complete this section for the jub holder,

7.1 MINTMUM QUALIFICATION REQUIREMENTS

ldenuty below the minimum expericnee and waining a gualified applicant must have before cnmiploy ment

7.1.1 WORK EXPERIENCE

List the general. specialized andfor supervisery / nimgement work ¢xperience needed and how much Gn
months andfor years). I none. mark an [ X s box a} “No work expenence reguired ™

Al No wark experience reguired |



hy General Years Maonths

Progressively responsible administrative experience b
<) Speciahized Years  Months
dy  Supervisor / Management Years  Months
Supervisory level work experience 3

1IN no work experience s reguired. list the knowledie, abihiies and skalls g gualified applicant needs before
crployment 1o perform the essential job functions
Years  Months

7.1.2  FORMAL EDUCATION OR TRAINING
Mark an | X 11n the box tha indicates the mos applicable education level required

| Below Hiegh School. Show number of years: J
'j_x_; High School Graduaion / GED

Yocational / Technical School. Detail below the specilic training that is reguired by this position

Somwe College. Show number ol E Semuester Hours. or

|:I Quarner Hours

Detal below specibic vourses reguired by the esseatial funclions ol this pusition:




1:] College Degree. Show mayor area of study reguined

AsSUCiaes:

Buchelors;

dastors:

Beyond Masters:

7.1.3  CRITICAL SKILLS / EXPERTISE

Last speciadized skhills or speciabization needed o perfonm essential funclions

7.1.4  LICENCE/ REGISTRATION OR CERTIFICATION

List possessinn of reguired license, professiomal regstration/vertilcation needed to pertorm essential unctions:

7.2 MENTAL/ VISUAL / PHYSICAL & ENVIRONMENTAL JOB REQUIREMENTS

7.2.1  PHYSICAL REQUIREMENTS
Mark with an | X ] below the most appropriate physical requirementis? forthe jeb

X Sitting

The job requires the employes 1o sit in a comtoriable position most of the
. The employee can move about.

Sitting

Empluyee is required 1o sit Tor extended periods or time without bemg
able 1o keave the work areu

Siting/Standing/Walking

The employee is reguired to st stand. walk most of the time

Chimbing

Employee is required (o climb ladders or scallfolding or o climb and
work in vverhead arcas.

Lilting

Employee is required to rase or low er objects from one level w another
regularly,

Pulling and/vr Pushing

The job requires exerting foree up to poends on a regular basas 1o
mave the object to or away Irom the cowployee

Carrying The employee is required. on o regular basis, 1o carry objects i his or her
arms or on the shoplderis)
Reaching The employee is regularly required to use the hands and arms to reach for

vbjects,

Stoeping and Crouching

The employee is regulurly required 1o bend forward by bending at the
waist or by bending legs and spine.

Crawling Employee is required o work in a confined space andfor 10 crawl and
move about on his or her hands and knees.

Speaking The job reguires expressing ideas by the spoken word.

Listening The job requires the perception ol speech or the nature of sounds o the
air.

(nher See description helow

fy




Deseribe any other phy sical job requirements below:.

7.2.2  MENTAL/ VISUAL REQUIREMENTS
Mark with an | X | below the most appropriate menial/ visual requirement lor the job

General Intelligence (typical requirement tor machine aperators. office staff. cic.)

Motor Courdination Skills fiypical for automotive mechanie. pamter. et )

Coordiaton ol Eyes. Hands, and Feet te.e. tracwor irailer driver, lire fighter. line elecinician, eic )
Verbal Intelligence (iypical lor counsellors, customer service representatives. el

Numerncal Inelligence (typical for an accouming clerk, cargo checker. cie)

IRERGRARNRG

Other foutline below)

7.2.3  WORK ENVIRONMENT & WEATHER EXPOSURE

Selectine ome response only show what pereent of a typical workday s spent:

Indoars in o comiortable wemperatore-controfled environment (Tor iwstmee. man oftwey

[ndoars in a nen-wmperature-controtled environment (e storerooms and warchouses, cie )

Outdours exposed w changing weather condittons (for mstance. rain, sun. wind. cie |

HUDE

Ohutdoors but in an enclosed vehicle protected from exirenie weather conditons,

7.24  OTHER PHYSICAL WORKING CONDITIONS
Mark an { X | m the box il none of the following is applicable
Show what percent of a typical workday this position is exposed t;
¥
Adr contamunauon (i.c.. dust. fumes. smoke. tosie conditions, disagreeable odours)
Vibration (1.c.. operting jackhammer, impact wrench)

Nare (Exposure at o leve] enough w canse bearing loss o Tatigue)

i

An improperly illuminated or awkwird and confiming work space



Working above ground level where the chance of Calling exists (e.g fadders, bucket truchs etc)

i

Lilling or carrying ilems or objects. Describe itca/object and weight:

|:| Hem. DPeseribe source and degree of high wopeesture,

‘:] Cold. Describe sousce and degree of cold temperature:

|:| {nher hazards, Describie:

7.25 IRREGULAR/UNUSUAL JOB REQUIREMENTS

Deseribe the workmg conditions tha are rregular or unusual tor the (ob and show [regueacy of exposure

Mark an | X ] in the box il not apphcable

Condition Freguency of Expusure

7.3 WORK SCHEDLU LE / HOURS

Work Schedule/Hours - Mark an [ X ) the most appropriate work schedulie/hours fur the job
E Regubar - Standurd Eight (8) hours dwly . Monduy - Friday
:l berepudiar - Skl work - A 24-hour work, operatton
[:l Regubar £ frregular - Overfime hours with esertime pay eolitlement

St purpose and dverage ot hours required per pay period:




2 |
[ | Resgular f lrreeular - Overtime hours without overtums: pay entillement

State purpose and average wlal hours reguired per pay perod

The information given an s position s complete and comrect

Stgnature of Employec Diile
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FISCAL NOTE

1. A. Fiscal effect: Ydentily the fiscal effect on the agency appropriations compared to
funding levels and appropriations anticipated under current Budget.

FY 2023 FY 2024

Crane Crane

General | Surcharge | FMF | Marinas | General Surcharge FME | Marinas

Revenues
Expenditures  $90.880) $218.108
Budget
2 A. Fiscal impact summary: Provide a brief sunmonary of the measure, including

description of the provisions having fiscal impact

The Port is in the process of pettioning the creation of o Chiel’ Finuncial Officer & General
Administration Munager under the Port's Classification and Compensation Plan. The salaries and
benefits {or the positions has also been 1dentified. The following are different levels recommended
for 1he Chief Financial Officer & General Administration Manager positions and  their
corresponding salary ranges.

Chiel Financial Officer

Jub Evaluation Pay Grade/Siep & | Minimum Salary Pay Grade/Step & Maximuim
Points Sub-Step Sub-Swep Salary
§377 PP-9B S$i41.101 PP-10B 3146.830

General Administration Manager

Tob Evaluation Pay Grade/Siep & | Minimum Salary Puy Grade/Step & Maximum
Points Sub-Step Sub-Step Salary
913 MM-3A $77.007 MM-4A $80.134

B. Fiscal impact sectioas: fdemify and provide a brief description of the sections of the
measiire which have fiscal impact, Include any asswanprions and comments relevant to the
analfvsis,
The General Manager will be presenting to the Bowrd on February 23, 2023, (2) two creation of
positions — Chief Financial Officer & General Administration Manager. The funding for the two
positions will come from the Vacancy Pool.

3. Fiscal eftect detail: For information shown under state fiscal effect in 1A, please:

A. Revenues:

B Expenditures:



If the Port decides 1o hire based on the minimum salary for both positions starting May
7. 2023 the wotal pro-rated amount for FY 2023 is $90.880. The hiring of the two new
positions will increase the salary for FY 2024 10 $218.108.

C. Budget: Explam the appropriations ammunts. Provide detaid. when appropriate, for
cach agency und fund affected. Explain the relationship benween the amonnty shoswen for
evpenditires and appropriations. [ndicate whether the appropriation or a part of the
appropriation ar «a part of the appropreation is incliuded in the execntive budget or relaiey
o o continuing appropriation.

The appropriations for the two new position creations will come from the Vacancy Pool
budget based on the YTD for FY 2023, The expenditures for FY 2023 and FY 2024 are
indicated in section /A,

Nume: Jose B. Guevara [, Financial Affairs Controller
Division: Finance Division

Telephone:  (671) 477-593} ext. 323

Date Prepared: 2/16/2023



