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25% Business Services Team

Provides administrative direction and leadership to the Business Services Team responsible for 1) DOTD’s Reproduction Center
including offset printing services and related duplication processes, 2) the sale and distribution of maps, design plans, publications,
and specifications, 3) serving as the DOTD liaison to the Office of the Louisiana State Library for the Semi-Annual Report of
Publications, 4) serving as the designated Records Manager liaison with the Louisiana Secretary of State Records Management Office,
and 5) DOTD’s Records Management Unit including the direction, implementation, and administration of DOTD’s comprehensive
Records Management Program that serves all Offices and Sections of DOTD. Through subordinate personnel and contacted resources,
facilitates design, implementation, and maintenance of electronic records management systems including program analysis, disaster
planning/recovery, and security of confidential information. Directs the activities of contracted resources to image documents and
ensures that the contracted resources are provided adequate equipment, software, and support for the efficient operations of Electronic
Content and Records Management Systems.

5% Miscellaneous Duties
May be required to perform other duties as necessary, including, but not limited to emergency/disaster support activities.
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ENTERPRISE SUPPORT SERVICES — SECTION 26

50486831

P# 10639
Deputy
Undersecretary 3

Statewide Program Manager 2

AsS-624

50486833 50418071 50455851
DOTD Program Specialist 5 DOTD Program Specialist 5 === DOTD Program Specialist 5
AS-619 AS-619 AS-619
00008323 50453017 50539102 50539101
Admin. Program Director 3 ™ Managen;i:l Consultant GIS Specialist GIS Specialist
AS-620 TS-316 TS-314 TS-314
00014010 50501302 50470551 00132697 00088932 000007974 50509875 50453065
R . - . . - . . R . o . - . R " 50328780 50328778 IT Management Consultant 2 -
Administrative Supervisor 2 Administrtative Prog. Specialist A Administrtative Prog. Specialist A Administrative Coordinator 4 Administrative Coordinator 3 Printing Superintendent Administrative Prog. Specilist C —
Student Worker - Non-TO Student Worker - Non-TO
AS-611 AS-613 AS-613 AS-611 AS-609 WS-219 AS-615 75315
00007973 000096030 50453066
—— Administrative Coordinator 3 Printing Supervisor |___ T Management Consultant 2 -
AS-609 WS-215 T5-315
50311208 00109784 50453070
-—— Administrative Coordinator 3 |- Printing Operator 2 IT Management Consultant 2 -
AS609 ws-212 5315
—_— —_—m —_—
50321637 00012782 50453071
—— Administrative Coordinator 2 '~ Printing Operator 2 L Ma”agemegéfmsu'ta"f 2-
AS-607 Ws-212 TN
50311209 50453072
‘—— Administrative Coordinator 3 T ManagemeSéLConsultant 2-
A0 15315
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