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INTRODUCTION

)

In May 1993, the Maine Legislative Council contracted with the National Conference of

State Legislatures (NCSL) to conduct a classification and compensation study for the

Maine Legislature. This study builds on the 1986 Classification and Pay Plan for

nonpartisan and leadership staff which were prepared for the Maine Legislature by NCSL.
In 1993, the Council asked NCSL to:

1y

2)

3)

4)

Develop a classification and compensation structure for those legislative employees
whose positions had not been formally classified with a goal of maintaining equity

with the existing Classification and Salary Plans.

Review selected positions that were included in the 1986 Classification Study which

have been identified as having had a significant change in function and/or scope of

responsibility since originally classed.

Conduct a general assessment of the extent to which the existing Classification and
Compensation Plans have maintained both internal consistency and parity with

comparable nonlegislative positions.

Provide recommendations to the Le gislative Council regarding a structure and

process by which the Council can ad dress future reclassification requests internally.

This report represents the conclusion of the project and incorporates the 1986 and 1993

studies into updated legislative classification and pay plans for the Maine Legislature.









































































































































































































CLASS TITLE: Administrative Secretary
GRADE: Salary Group 6
DEFINITION OF THE CLASS

An Administrative Secretary is the lead secretarial position in an office, usually working for
a director and frequently coordinating the work of other secretaries or clerical employees.
Performs complex secretarial duties of intricate variety for an office director and handles

~ office-wide administrative matters, records and procedures. Work is of a most exacting
nature in an effort to eliminate the possibilities of errors which could result in legislative
session delays. Uses various office machines and equipment. Work is performed
independently according to standard procedure or special instructions; however, an
administrative secretary may develop new methods and advise or train other secretaries as
required to meet special assignments or changing situations.

EXAMPLES OF DUTIES

Performs all or any duties expected of a Senior Secretary with a high degree of skill,
speed, accuracy and independence. ‘

Acts as a liaison on behalf of the office or legislature with vendors such as printers,
travel agents, and suppliers.

Reviews bids, vouchers and office expenditures.

Schedules meetings, hearings and facilities.

Establishes and maintains specialized office personnel files and records.

Composes correspondence for the signature of others.

Performs general typing, filing and record-keeping duties.

May supervise other secretaries, clerical or session employees in an office.

DESIRABLE MINIMUM QUALIFICATIONS

PNAEL N

1. Requires a high school diploma, including or supplemented by courses in secretarial
work or any equivalent combination of education or experience.

2 Requires at least five years previous secretarial experience and demonstrated
competence as a Senior Secretary of comparable position.

3. Ability to perform a broad range of secretarial tasks with speed and accuracy

4 Ability to work cooperatively with legislators, legislative staff and others on a daily
basis and often under pressure.
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CLASS TITLE: Legislative Information Associate

GRADE: Salary Group 6

DEFINITION OF THE CLASS

The Legislative Information Associate carries out a variety of tasks related to both of the

primary functions of the Legislative Information Office: day-to-day administration of the
egislative status system and administrative support to the joint standing committees. The

Associate works under the general guidance of the Legislative Information Manager during
regular and special legislative sessions, but may also be assigned other specific tasks and
duties by the Executive Director, who will coordinate any such assignments with the
Legislative Information Coordinator.

EXAMPLES OF DUTIES

1.
2.

N kW

Track and record official actions of the House or Senate in the legislature’s bill status
system. ‘

Assist Legislative Information Manager in review, proofing, and distribution of the
publications for which the Office is responsible, including weekly bill status and
committee status reports and the annual publication, History and Final Disposition.
Respond to requests for legislative status information.

Coordinate committee activities including technical assistance to clerks, overall
schedules and master files. - _ ‘

Coordinate ordering of supplies for all legislative committees.

Coordinate confirmation hearings during the interim.

Perform office functions including copying, filing, supply inventory, and other duties as

~ assigned.

- DESIRABLE MINIMUM QUALIFICATIONS

1.
2,

3.
4,

High school diploma plus an Associates Degree or any equivalent combination of
education and experience.

"A minimum of three years progressively responsible experience in a computer-based,

customer service or data processing user support role or with clerical or secretarial
experience in the Maine legislature with a working knowledge of legislative
terminology, parliamentary procedure, the legislative process, and committee
procedures. : :

Good interpersonal skills and demonstrated ability to deal with a wide variety of
individuals, members of the public, legislators and legislative staff.

Availability to work long hours with minimal supervision and often under pressure.
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CLASS TITLE: Technical Support Coordinator

GRADE: Salary Group 7
DEFINITION OF CLASS

The Technical Support Coordinator provides technical support for strateglc software and
hardware systems. The position is a resource for others in troubleshooting and data
processing applications.

EXAMPLES OF DUTIES

1. Generates and installs software products and components.

2. Isolates, performs quality assurance testing on, and corrects software problems.
3. Revises and enhances vendor software products and packages.

4. Diagnoses problems and corrects applications.as necessary.

S. Provides support to legislators and legislative staff.

DESIRABLE MINIMUM QUALIFICATIONS

1

Minimum high school diploma plus four years of progressively responsible work
experience in a computer environment or two years of post secondary education or
course work in computer science or any equivalent combination.

Knot\gledge of computer programs, troubleshooting and the abﬂlty/wﬂlmgness to train
others

Ability to communicate and work collaboratlvely with others.

Skills in coordinating and organizing projects.
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CLASS TITLE: Senior Administrative Secretary
GRADE: Salary Group 7
DEFINITION OF THE CLASS

A Senior Administrative Secretary is the lead secretarial position in an office, usually
working for a director and frequently coordinating the activities relating to the legislature
as a whole. A Senior Administrative Secretary performs complex secretarial duties of
intricate variety for an office director and frequently handles work of a confidential nature.
This position involves office-wide administrative matters, records and procedures. Work is
of a most exacting nature in an effort to eliminate the possibilities of errors which could
result in legislative session delays. Uses various office machines and equipment. Work is
performed independently according to standard procedure or special instructions; however,
a Senior Administrative Secretary may develop new methods and advise or train other
secretaries as required to meet special assignments or changing situations.

EXAMPLES OF DUTIES

Performs all or any duties expected of an Administrative Secretary with a high degree
of skill, speed, accuracy and independence. A ,
Acts as a liaison on behalf of the office or legislature with legislators, legislative staff,
executive branch personnel and vendors.

Reviews bids, vouchers and office expenditures.

Schedules meetings, hearings and facilities.

Establishes and maintains specialized office personnel files and records.

Composes correspondence for the signature of others.

Performs general typing, filing and record-keeping duties.

May supervise other secretaries, clerical or session employees in an office.

DESIRABLE MINIMUM QUALIFICATIONS

e RN ol o N

1. Requires a high schiool diploma, including or supplemented by courses in secretarial
work or any equivalent combination of education or experience.

2. Reaquires at least five years previous secretarial experience and demonstrated
competence as a Senior Administrative Secretary or in a comparable position.

3. Ability to perform a broad range of secretarial tasks with speed and accuracy.

4. Ability to work cooperatively with legislators, legislative staff and others on a daily
basis and often under pressure.
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CLASS TITLE: Paralegal

Research Assistant
Budget Assistant
Program Assistant

GRADE: Salary Group 7
DEFINITION OF THE CLASS

Under direct supervision, performs background policy and legal research, bill drafting,
budget anal alysm or program reviews for a legislative committee. This is an entry-level

profession

position requiring the use of general research methods, routine analysis and

simple legal research. Work is routinely reviewed for accuracy, completeness content and

methods.

EXAMPLES OF DUTIES

1. Researches and drafts memos, reports and legislation.

2. Analyzes budgets, expendltures and programs.

3. Gathers information through questionnaires, interviews, hterature reviews and other
methods and sources.

4. Assists other professional staff in organizing, preparmg and presenting information for

legislative committees.
Analyzes data.

DESIRABLE MINIMUM QUALIFICATIONS

wmhAwN »

Requires a bachelor’s degree or paralegal experience or certification or any equivalent
combination of education and experience.

Requires one year of professional level work experience.

Requires good oral and written communication skills.

Requires an ability to work cooperatively with legislators and staff.

Requires basic research skills.
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CLASS TITLE: Senior Technical Support Coordinator
GRADE: Salary Group 8
DEFINITION OF CLASS

This is a professional position requiring knowledge of a highly specialized and technical
nature. The position provides technical sugaort or strategic software systems and acts as a
technical resource for management and staff. A distinguishing feature of this position is
the ability to work independently, to train others in technical areas, and to provide
assistance to legislative working groups, task forces or committees.

EXAMPLES OF DUTIES

1. Generates and installs system software products and components.

2. Isolates, performs quality assurance testing on, and corrects software problems.
3. Revises and enhances vendor system software products and packages.

4. May supervise users and technical support personnel on a project basis.

5. Diagnoses problems and corrects applications as necessary.

6. Provides support and training to legislators and legislative staff.

7. Provides technical support to special projects, task forces and/or legislative

commiittees.

DESIRABLE MINIMUM QUALIFICATIONS

1. Minimum high school diploma with a minimum of six years experience or one year
technical training plus five years experience in a computer environment or any
equivalent combination. :

Minimum of one year’s experience with demonstrated competence in the Legislative
Information Systems office at the level of Technical Support Coordinator.

Experience in training others in computer applications and programs.

Demonstrated ability to communicate effectively and work collaboratively with elected
officials, le‘ﬁaﬁve staff, and the public.

Excellent skills in coordinating projects, organization, and in handling details.

Ao
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CLASS TITLE: Payroll and Benefits Supervisor
GRADE: Salary Group 8
DEFINITION OF CLASS

—This is a professional position requiring knowledge of a hiﬁhly specialized nature. The
position supervises the processing and control of all payroll and personnel benefits
transactions in the legislature. Under limited supervision, the Payroll and Benefits
Supervisor is responsible for all payroll, benefits, travel and expense reimbursements for
legislators and staff. The position requires a high degree of accuracy and coordination an

the ability to work cooperatively with a wide range of individuals. :

EXAMPLES OF DUTIES

1. Directs and monitors the processing and contrdl_of all legislative personnel
transactions.

2. Verifies and inputs all information for biweekly legislator and legislative staff
payroll. L.

3. Conducts new legislator and employee orientations providing information on

legislative payroll and benefits policies. Processes and supervises the paperwork for

anroll deductions, direct deposits, deferred compensation and benefits.
rocesses bills, verifies accuracy and handles discrepancies on the legislature’s

health and dental insurance plans. Processes claims and resolves problems as

necessary with benefit providers on behalf of the legislature.

Coordinates out of state travel for the legislature including airline reservations,

meeting registrations, and hotel reservations. - «

Calculates and processes all legislator expense vouchers on a weekly basis during

the legislative session to include meals, lodgin% and other expenses. -

Answers questions and provides informations for legislators and staff on payroll,

benefits, unemployment, and retirement issues.

Provides general assistance to other legislative staff.

DESIRABLE MINIMUM QUALIFICATIONS

® N o wn

1. Requires a bachelor’s degree ];()lus two or an associate’s degree plus four years
progressively responsible work experience. Requires at least two years work
experience in the Maine Legislature or state government. -

2. Demonstrated ability to communicate effectively and work collaboratively with
elected officials, legislative staff, vendors, and executive branch personnel.

3. Requires attention to detail, accuracy and the ability to work under pressure.

4, Requires working knowledge of the state personnel system, payroll processing .

system and procedures, legislative and policy operations, current benefits and
benefit plans and business travel operations.
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CLASS TITLE: Programmer/Analyst
GRADE: Salary Group 8
DEFINITION OF THE CLASS

The Information Systems office provides computer support to the legislature and is
responsible for maintaining and developintg agplications in both mincomputer and PC
environments. Under direct supervision, the Programmer/Analyst performs a variety of
moderately complex technical functions relating to the full range of legislative computer
services. The Programmer/Analyst assists in the design, development and maintenance of
legislative applications. '

EXAMPLES OF DUTIES

1. Analyzes system needs and assists in system design and development.
2. Programs, maintains and operates computer hardware and software.
3. Develops and maintains security systems.

4. Installs new equipment and applications.

5. Answers technical questions.

DESIRABLE MINIMUM QUALIFICATIONS

1. Requires a bachelor’s degree in computer science or advanced computer or technical
training or any equivalent combination of education and experience.

2. Minimum of two years progressively responsible experience in computer programming
and user support in mini-computer and PC environments.

3. Gt(l)10d communication skills and the commitment to working collaboratively with
others. 4
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CLASS TITLE: Engrossing Supervisor
GRADE: Salary Group 8
DEFINITION OF CLASS

The Engrossing Supervisor is responsible for supervising all engrossing functions of the

legi

lature. The Supervisor integrates all amendments passed by the legislature into

original bills, oversees the legislature’s receipt of laws signed by the Governor. This
position works independently under the general supervision of the Revisor of Statutes.

EXAMPLES OF DUTIES

AN e

Directs the work of all staff involved in the engrossing function.

Identifies, proofreads and integrates all amendments passed by the legislature into the
original bill.

Oversees the receipt of laws signed by the Governor determining the type of law and
assigning appropriate chapter numbers.

Arranges for pre-engrossing of bills in coordination with the offices of Secretary of the
Senate and Clerk of the House.

Prepares files, face sheets and transmittal letters and enactor envelopes for all bills.
Coordinates and manages the functions of the Engrossing office.

DESIRABLE MINIMUM QUALIFICATIONS

N oy R W N =

High school diploma plus six years Frogrcsswely responsible work experience at least
two of which shall be in the Maine legislature
1l\l}leq[uu'es sophisticated knowledge of legislative process and procedure and the laws of
aine
F;lmﬂlanty with the legislative computer system as it functions for the engrossing
ction.

_ Ability to communicate, coordinate and work effectively with members of the

legislature, legislative staff and executive branch.
Excellent command of the English language, grammar and proofreading skills.

‘Requires attention to detail, accuracy, and ablhty to work under pressure often during

long periods of time.
Requires organization and management skills.
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CLASS TITLE: Research Associate
GRADE: Salary Group 8
DEFINITION OF THE CLASS

Under general supervmon, performs background policy and legal rescarch bill dra.ftmg
budget analysis or program reviews for a legislative committee. This is a second level
research position which requires at least one session’s experience as a research assistant
with a good working knowledge of Maine laws and legislative operations during session.
The position requires the use of general research methods, routine analysis and simple
legal research. Work is reviewed for-accuracy, completcness content and methods.

EXAMPLES OF DUTIES

1. Researches and drafts memos, reports and legislation.

2. Analyzes budgets, expendltures and programs.

3. Gathers information through questionnaires, interviews, literature reviews and other
methods and sources.

4. Assists other professional staff in orgamzmg, preparing and presenting information for
legislative committees.

S. Analyzes data.

DESIRABLE MINIMUM QUALIFICATIONS

1. (} uires a bachelor’s degree or paralegal experience or certification plus two years
professional level experience preferably in public service government or public policy
related work or any equivalent combination of education and experience.

2. Requires good oral and written communication skills.

3. Reql(m uires a minimum of one session’s experience as a research assistant wuh good
working knowledge of Maine laws and legislative operations.

4. Requires an ability to work cooperatively with legislators and staff.

S. Requires basic research skills.
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CLASS TITLE: Legislative Indexer
GRADE: Salary Group 8
- DEFINITION OF CLASS

The Legislative Indexer is responsible for providing primary technical support to the
legislative indexing function. The Indexer prepares on-line search indexes and printed
indexes to legislative publications under the day-to-day supervision of the Legislative
Information Systems Manager.

EXAMPLES OF DUTIES

1.

aLew N

Performs a variety of moderately complex technical functions related to subject
indexing of legislative products and processes.

Identifies the need for development and enhancement of computer applications to
support the indexing function.

Provides technical assistance related to indexing to other legislative offices.

Prepares subject indexes for a variety of legislative publications, including bill requests.
Maintains on-line computer index on status of bills under consideration. :
Provides technical assistance to other legislative offices in establishing and maintaining
subject indexes. :

DESIRABLE MINIMUM QUALIFICATIONS

A A

Requires knowledge of the legislative process, and use of legal and legislative
reference tools. o

Requires knowledge of and interest in subject indexing methods.

Requires good oral and written communications skills.

Requires an ability to work cooperatively with legislators and staff.

Requires basic research skills. '

Requires a bachelor’s degree or paralegal experience or certification plus two years
relevant work experience or any equivalent combination of education and experience.
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CLASS TITLE: Senior Programmer/Analyst
GRADE: Salary Group 9
DEFINITION OF THE CLASS

The Information Systems Group provides computer support to the Legislature and is
responsible for maintaining an ({::velo ing applications in both minicomputer and PC
environments. This position works under the overall direction of the manager of
Information Systems. An individuai in this position has high degree of sophistication in
programming and the ability to organize and coordinate legislative wide projects.

EXAMPLES OF DUTIES

1. Shares administrative duties related to the operation of the Legislature’s computer
system at the direction of the Information Systems Manager.

2. Provides support to the Legislature’s non-partisan staff offices in the evaluation of
commercially available software products and in the development of applications that

. are designed to support policy and fiscal analysis, as well as general office

management.

3. Researchs, recommends, installs and configures hardware, software and
communication networks.

4. Provides problem solving definition and resolution as these relate to information
systems projects and programs. .

5. Participates in the coordination and presentation of training programs for users.

DESIRABLE MINIMUM QUALIFICATIONS

Requires a bachelor’s degree in computer science or advanced computer or technical
training or any equivalent combination of education and experience.

Three years progressively responsible experience in software design programming
implementation. : _
Experience in writing sophisticated computer programs; COBOL experience necessary. .
Exceptional understanding of the relational data base models. .

Exg‘irience and facility with PC’s (hardware and software configurations, available
software tools, etc.) ’

Good communication, project management and coordination skills and commitment to
working collaboratively with users. '

S AW Do
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CLASS TITLE: Legislative Analyst
Legislative Attorney

GRADE: Salary Group 10
DEFINITION OF THE CLASS

Under gereral supervision, performs research, policy and fiscal analysis for a legislative
committee or individual legislators. Researches and analyzes information; determines
methods for gathering information; writes reports, memos and papers; drafts legislation
and amendments; and coordinates with committee chairs the operations of a committee or
commission. Develops work priorities, methods and assignments at the request of or in
consultation with legislators, supervisors or other staff and then works independently to
complete tasks. Material requested by committees or legislators is submitted to them for
approval. The office director or designee may regularly review products for content, style
form, objectivity and consistency.

EXAMPLES OF DUTIES

Researches and drafts amendments or legislation;

Analyses budgets;

Researches and analyzes policy issues;

Evaluates government programs and services; '

Acts as liaison with interest groups and executive agencies on behalf of or at the
direction of a committee;

Writes reports memos, fiscal notes and analyses;

Attends committee hearmgs and work sessions;

May coordinate the work of paralegals, or budget, program or research assistants.

DESIRABLE MINIMUM QUALIFICATIONS

PN LAV

1. Reqmres a bachelor’s degree and three years of public policy research experience, a
master’s degree and one year of public policy experience, or a law degree. A graduate
degree is preferred, but any equlvalent combination of educatlon and experience may
be substituted.

2. Requires strong oral and written communication skills.

3. Ability to work cooperatively with legislators, legislative staff, executlve agency
personnel and others.

4. Ability to deal with legislators and others in a wide variety of 51tuat10ns and often
under pressure.
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CLASS TITLE: Administrative Services Manager
GRADE: Salary Group 10
DEFINITION OF CLASS

Under general supervision, the Administrative Services Manager manages complex
financial, personnel and/or administrative functions for the legislature as a whole. An
Administrative Services Manager supervises staff and oversees accounting and financial or
legislative information systems according to established policies and guidelines. The
position involves a high degree of coordination with other legislative offices and a high
degree of independence in daily operations. '

EXAMPLES OF DUTIES

1. Administers and ensures the accuracy and smooth operation of legislative systems
such as bill status and access to public information, personnel management, and/or
legislative accounting.

Supervises the work of staff involved in accounting and financial, personnel, and
information services functions.

Researches and recommends ways to improve administrative support.

Assists with the management of legislative facilities. _

Acts as legislative indormation system liaison with other directors and managers.
Recruits, trains and provides administrative supervision of committee clerks.
Supervises data entry, updating and reporting functions associated with the
Legislaature’s bill status system.

Coordinates activities, meetings and the transfer of information on behalf of the
legislature with the Executive branch and other individuals and offices.

DESIRABLE MINIMUM QUALIFICATIONS

© NoLAWw N

1. Requires a bachelor’s degree in a related field with at least four years progressive
work experience; or 2 master’s degree and two years experience. Any equivalent
combination of education and experience may be substituted.

2. Requires at least one year of experience in a supervisory role.
3..  Requires working knowledge of the field of operation (such as accounting systems,
information systems, personnel and related practices) and general management
ractices. ' :
4. equires knowledge of the legislative process. At least two years work experience
in the Maine legislature or state government is desirable.
5. Requires knowledge and experience in computer applications for problem solving

and operations.
6. Ability to work cooperatively with legislators, legislative staff, executive agency
personnel and the public in a wide variety of situations and often under pressure.
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CLASS TITLE: Associate Law Librarian

GRADE: Salary Group 10
DEFINITION OF THE CLASS

Performs comiplex professional library work involving independent judgment in the
provision of reference services or technical functions. Performs technical library work such
as accessing, cataloguing, classifying, and indexing books, documents and periodicals. Also
provides a range of complex reference services requiring knowledge of bibliographic and
reference tools and techniques. May supervise other professionals, support personnel and
paraprofessionals in technical or reference library services.

EXAMPLES OF DUTIES

1
2.
3.
4

Conducts legal research, bibliographic searches and on-line data base searches;
Assists library patrons in the use of library resources; '

Catalogues books, periodicals and other documents according to recognized rules and
procedures;

Answers simple as well as complex research requests using state, federal and national
reporters, digests, standard legal reference sources and on-line data bases.

DESIRABLE MINIMUM QUALIFICATIONS

1.

2
3.
4,

Requires a master’s degree in library science or any equivalent combination of
education and experience. '

Requires two years prior library experience in a technical services role or in a special
or law library. :

Requires good organizational skills and attention to detail.

Ability to work with a variety of patrons.
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CLASS TITLE: Senior Legislative Analyst
. Senior Legislative Attorney

GRADE: Salary Group 11
DEFINITION OF THE CLASS

Performs complex and diverse research, fiscal, analytic or legal functions for legislative
committees or commissions, individual legislators or other legislative staff. Coordinates
with committee chairs the operations of a committee or commission. Exercises
considerable independence in setting work priorities, initiating projects, determinin
methods and completing assignments while following general office policies, administrative
procedures and guidelines of committee chairs or office director or designee. Material
requested by committees or legislators is submitted to them for approval. The office
director or designee may periodically review dproducts for content, form, style, objectivity
and consistency. Because of their specialized skills, expertise and experience, a Senior
Legislative Analyst or Senior Legislative Attorney may be called upon to coordinate special
pigjects, ajzfafssume additional work assignments and provide expert professional assistance to
other staff.

EXAMPLES OF DUTIES

1. May perform all or any duties expected of a Legislative Analyst or Legislative Attorney
with a high degree of skill, speed, accuracy and independence;
2.  Conceives, plans, directs or conducts independent research projects.

DESIRABLE MINIMUM QUALIFICATIONS

1. Requires a bachelor’s degree and five years of public policy research experience, or a
master’s degree or law degree and three years of public policy experience. A graduate
degree is preferred, but any equivalent combination of education and experience may
be substituted.

2. Requires at least two years experience and demonstrated competence and maturity as
-a Legislative Analyst or Legislative Attorney or comparable position.

3. Requires prover skills in oral and written communications.

4. Requires proven problem solving, decision making and interpersonal skills in dealing
with legislators and others in a wide variety of situations and often under pressure.
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CLASS TITLE: Principal Law Librarian
GRADE: Salary Group 12
DEFINITION OF THE CLASS

Coordinates a major function of the State Law Library mcludm% supervising other .
professional librarians, paraprofessionals and support personnel in the development and
management of technical library services or legislative reference support for legislators,
state agencies, the judiciary, private attorneys and the general public. Plans, directs and
evaluates the work of library personnel.

EXAMPLES OF DUTIES

Provides legal and legislative reference services to patrons;

Accesses, catalogues, classifies and indexes books, documents and periodicals;
Coordinates training and use of on-line search services and other library resources for
library staff and patrons;

Works with other legislative offices in the development of new services and computer
applications;

Participates in acquisition and collection maintenance decisions;

Oversees the management and development of the various hbrary programs and
procedures.

DESIRABLE MINIMUM QUALIFICATIONS

oL A W

1. Requires a master’s degree in library science or any equivalent combination of
education or experience.

2. Requires at least five years of professmnal library experience including at least two
years in a supervisory role.

3. Ability to work cooperatively with a wide variety of library patrons.

4. Requires the ability to manage and lead others.
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CLASS TITLE: Principal Analyst
Principal Attorney

GRADE: Salary Group 12
_ DEFINITION OF THE CLASS

A Principal Analyst or Principal Attorney is a lead professional responsible for planning,
organizing and coordinating the provision of a major legislative service or the performance
of a highly specialized policy or legal function within an office. Within their assigned area
of expertise and responsibility, Principal Analysts and Principal Attorneys supervise,
coordinate and review the work of other analysts, attorneys, assistants and paralegals. A
Principal Analyst or Principal Attorney performs highly complex and intricate legal, fiscal,
research and program review tasks exercising substantial judgment and independence. A
Principal Analyst or Principal Attorney may participate in office-wide, management
decisions.

EXAMPLES OF DUTIES

1. May perform all or any duties expected of a Senior Analyst or Senior Attorney with a
‘ higﬁ' degree of skill, speed, accuracy and independence; I
2. Plans, assigns, coordinates, supervises and reviews the work of other professional staff;
3. Initiates, plans and directs offfcc projects within an assigned area of responsibility and
expertise; '
4. Acts as office liaison on special research, administrative or legal projects involving
more than one office or tge legislature as a whole.

DESIRABLE MINIMUM QUALIFICATIONS

1. Requires a bachelor’s degree and at least seven years of public policy research
experience; or a master’s degree or law degree and five years research experience. A
graduate degree is preferred, but any equivalent combination of education and
experience may be substituted.

Requires at least two years experience and demonstrated competence at the level of
Senior Legislative Analyst, Senior Legislative Attorney, or comparable position.
Requires ability to facilitate group decision-making by colleagues and to implement
those decisions. » :
Requires the ability to manage and lead other staff. Supervisory experience is desired.
Requires demonstrated exceptional ability within area of expertise.
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CLASS TITLE: Manager of Computer Services
GRADE: Salary Group 12
DEFINITION OF CLASS

The manager of Computer Services is responsible for the daily operation of the
Legislature’s computer system, internal computer applications for legislators and staff, and
for public access to legislative information. Under the general guidance of the Executive
Director of the Legislative Council, the manager of computer services serves as the
department leader, coordinates and reviews the work of computer services staff,
participates in legislative-wide management decisions regarding the application of
computer and telecommunications services, and plans and designs short and long-term
information systems applications.

EXAMPLES OF DUTIES

1. Oversees the development and operation of all projects assigned to the computer

- services staff including telecommunications, word processing, desktop publishing,
applications development and hardware maintenance.
Pl:ffns, assigns, coordinates, supervises and reviews the work of other professional
statf. ‘
Oversees the operation and maintenance of the House roll call system.
Works with other legislative offices in the development of new services and
computer applications.
Maintains a continuous review of the operation of all phases of data processing and
computer services and makes recommendations for the improvement in analysis and
programming, equipment utilization, and overall efficiency. v
Assists the Executive Director of the Legislative Council in developing legislative
goals and standards for computer and telecommunications operations.

7. I%gntiﬁes future hardware/software requirements for the Legislature and legislative

offices.

DESIRABLE MINIMUM QUALIFICATIONS

A

A

Requires a bachelor’s degree in computer science or advanced computer or
technical training or any equivalent combination of education and experience.
Seven years progressively responsible experience in computer applications including
hardware, software, design and development.

Requires the ability to manage and lead other staff. At least two years supervisory
experience is desirable.

Requires knowledge of the legislative process as it relates to computer and
telecommunications apFIications.

Requires the ability to facilitate group decision making by colleagues and users and
to implement those decisions.

Good communication, project management and coordination skills, and the
commitment to working collaboratively with users.
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CLASS TITLE: Deputy Director
GRADE: Salary Group 13
DEFINITION OF THE CLASS

Assists an office director in a broad range of management and administrative tasks.
including supervision of other staff. Serves as the administrative leader, makes office
management decisions and interprets office Folicy in the absence of the office director.
Performs complex and diverse research, ytic, fiscal, library and legal functions for the
legislature, a legislative committee or individual legislators.

‘EXAMPLES OF DUTIES

May perform al or any duties expected of a principal Analyst, Prinicipal Attorney or
Principal Librarian with a high degree of skill, speed, accuracy and independence;
Sets priorities, supervises, evaluates, coordinates and reviews the work of other
rofessional staff;
eviews reports, memos, fiscal notes and analyses;
Plans and directs office-wide projects;
Participates in office management decision making;
Aﬁts as liaison on special projects involving more than one office or the legislature as a
whole.

DESIRABLE MINIMUM QUALIFICATIONS

kv N

1. Requires a bachelor’s degree and at least seven years of public policy research
experience; a law degree or a master’s degree and five years public policy experience;
or a master’s of library science and at least five years library experience. Any
equivalent combination of education and experience may be substituted.

2. Requires at least two years experience and demonstrated competence as a Principal
Analyst, principal Attorney, Principal Librarian or comparable position.

3. Requires demonstrated competence at the supervisory level and proven skills at
managing and leading other employees.
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CLASS TITLE: Director
GRADE: Salary Group 14
DEFINITION OF THE CLASS

A Director is the senior manager of a major function of administration or legislative
services such as fiscal and program analysis, statutory revision, policy and legal analysis,
information systems or library services. A Director plans, directs and manages a wide
range of professional, technical and secretarial services and coordinates the provision of
those services with other offices. Performs a broad range of highly complex administrative
and managerial tasks. Works in concert with the Executive Director and other office
directors to identify, develop and strengthen overall policies and procedures dealing with
the administration of the legisiature and the accomplishment of legislative work. A
Director works under the overall direction of the Executive Director in carrying out

policies established by the Legislative Council.
EXAMPLES OF DUTIES

1. Plans, assigns, directs, schedules, supervises, coordinates and evaluates the work of all
ﬁrofessional, technical, secretarial and supervisory personnel in an office;

2 f%cruits, trains, coaches, evaluates and disciplines, when necessary, employees of an
office; :

3. Reviews, critiques and otherwise ensures that high standards of quality are met in the

- work products of an office;

4. Coordinates with other office directors and the Executive Director the provision of
legislative services, the completion of interoffice projects, and the development of new
activities; _

5. Participates in the development of legislative policies and procedures with other office

directors and the Executive Director and articulates, implements and interprets those

K?licies, procedures and guidelines for an office;

anages legislative personnel, financial resources and office work in accordance with
Legislative Council policy, statutory provisions and other guidelines articulated by the
:Executive Director;
7. Identifies and implements new strategies for accomplishing the work of an office.

DESIRABLE MINIMUM QUALIFICATIONS

1. Requires a bachelor’s degree and at least eight years of progressive public policy and
managerial experience; or a law degree or a master’s degree and at least five years of
progressive public policy and management experience. Any equivalent combination of
education and experience may be substituted.

Requires at least three years of management experience in the functional area of
legislative service which the individual will direct. ’

Requires a working knowledge of the operations and procedures of state government
and state legislatures. .

Requires demonstrated competence to lead and manage people.

Requires demonstrated skill in problem solving and decision making.
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