
DEPARTMENT OF STATE CIVIL
SERVICE
P.O. BOX 94111-CAPITOL STATION 
BATON ROUGE, LA 70804-9444

POSITION DESCRIPTION APPROVAL 
Form Est: 03/2015

Department: 0700 - DOTD

Agency: 0276 - DOTD-Engineering & Operations

Position Number: 50569149

 

Allocation Action: New Position

Official Allocation: ADMIN PROG MGR 3

Job Code: 170700

Pay Level: AS-617

Delegated: No

Career Progression Group: No

Master Job Description: No

Effective Date: 04/26/2019

Position Audited: No

Audit Date:

Comments:

 

Log Number: 157019

Consultant: KTM

Supervisor: SAH



POSITION DESCRIPTION 
COMPENSATION DIVISION 

DEPARTMENT OF STATE CIVIL SERVICE 
P.O. BOX 94111 -CAPITOL STATION 

BATON ROUGE, LA 70804-91 l l 

SCSPDS@lo.gov 

Form Revision Date: 11/2016 

1 TYPE OF REQUEST 
Check appropriate request boxes. If master job description, please attached master list of positions. 

D UPDATE 

D JOB CORRECTION 

� NEW POSITION 

D AGENCY APPEAL 

0 5.3 APPEAL 

D MASTER __ # requested 

 CAREER PROGRESSION 
GROUP 

CURRENT OFFICIAL JOB TITLE (IF POSITION IS IN A CPG, LIST CAP OF ALLOCATION) 

Administrative Program Manager 3 
REQUESTED OFFICIALJOB TITLE 

ADMIN PROGRAM MANAGER 3 

EMPLOYEE GROUP (CHOOSE ONE)
D FT HOURLY D FT SALARY D PT HOURLY

MAJOR AGENCY CODE &
PERSONNEL AREA CODE

0276 

CURRENT PAY LEVEL 

AS 617 
REQUESTED PAY LEVEL

POSITION NUMBER

CURRENT OFFICIALJOB CODE

170700 

REQUESTED OFFICIALJOB CODE

\'10'100 

3 GENERAL INFORMATION I 
EMPLOYEE'S NAME - LAST, FIRST

VACANT 

AGENCY /DEPARTMENT - OFFICE - DIVISION

Employee Qualifies For Job

D Yes D No

HUMAN RESOURCES CONTACT

Mary E. Thomas 

DOTO - Office of Operations - District 03 - Gang 001 - Lafayette Parish (28) 

HUMAN RESOURCES TELEPHONE 

( 225 ) 379-1259 

OFFICIAL TITLE OF SUPERVISOR DIRECT SUPERVISOR'S POSITION NUMBER HUMAN RESOURCES EMAIL 

mary.e.thomas@la.gov 

INCUMBENT NAME POSITION NUMBER OFFICIALJOB TITLE/ AGENCY

5 SUPERVISORY ELEMENTS ORGANIZATIONAL CHART MUST BE ATTACHED I 

[8] DETERMINES WORK ASSIGNMENTS [8] RECOMMENDS HIRING/PROMOTIONS [8] TRAINS STAFF NUMBER OF 
DIRECT 

SUBORDINATES [8] REVIEWS AND APPROVES WORK [8] PREPARES & SIGNS PES RATING [8] APPROVES LEAVE 
5 

6 ATTACHMENTS Check to indicate attachments. ;

[8] Organizational Chart (required) [8] Duties/ Responsibilities (required) D Comments O MJD Position Numbers D Contracted Personnel Form

7 SIGNATURES Sign and print below. ! 

VA�AtJT 
OATE 

EMPLOYEE 

DATE 

Jl,2?, 

---

P�At;:���o APPOg,���t�TY� J � � j) E. �

D I certify that the information in this document is true and correct to the best of 
my knowledge. 

D I certify that I have reviewed the position description. I disagree with a portion of 
the contents and have attached comments. 

I certify that I a1ree with this document. 

D I certify that I have reviewed the position description. I disagree with a portion 
of the contents and have attached comments. 

� that I agree with this document. 

0 I certify that I have reviewed the position description, I 
disagree with a portion of the contents and have attached 
comments. 
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From: Barry Keeling
To: Michelle Sanders
Cc: Susan Pellegrin; Mary E. Thomas (DOTD)
Subject: RE: Approval needed - New Position request - Re-establishment of Abolished position D03
Date: Friday, April 26, 2019 8:07:01 AM
Attachments: image002.png

image005.png

Michelle I concur with your recommendation.
 
Barry D. Keeling
Undersecretary
Department of Transportation and Development
Cell: 504 909-3940
Office: 225 379-1270
 

 

From: Michelle Sanders 
Sent: Wednesday, April 24, 2019 10:14 AM
To: Barry Keeling <Barry.Keeling@la.gov>
Cc: Susan Pellegrin <Susan.Pellegrin@LA.GOV>; Mary E. Thomas (DOTD) <Mary.Thomas2@la.gov>
Subject: FW: Approval needed - New Position request - Re-establishment of Abolished position D03
Importance: High
 
Barry,
 
I have reviewed the request of D03 to create a new Administrative Program
Manager 3 position.  There are no negative impacts to the creation of this
position and the duties support the requested title.  I recommend that the
position description be sent to SCS for review and creation.  Your favorable
consideration and approval is greatly appreciated.  Thank you.
 
Michelle Sanders,
HR Compensation and Staffing Unit Manager
Department of Transportation and Development
Office: 225-379-1288  Fax: 225-379-1856
Michelle.Sanders@la.gov

 
From: Mary E. Thomas (DOTD) 
Sent: Thursday, April 11, 2019 10:03 AM
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To: Michelle Hughes (DOTD) <Michelle.Hughes2@LA.GOV>; Michelle Sanders
<Michelle.Sanders@LA.GOV>
Subject: Approval needed - New Position request - Re-establishment of Abolished position D03
Importance: High
 
For Barry’s review and approval:
 
District 03 is requesting to re-establish the Administrative Program Manager 3 position (P# 89893). 
Effective March 16, 2017, this position was abolished in District 03 as part of ACT 557 clean-up. 
District 03 did not intend for the position to be abolished as they needed the position, but were
having difficulties filling it. They would like to re-establish it for filling at this time.
 
This position will supervise the same 5 subordinates it did previously and the structure meets
allocation criteria. The creation of this position will not cause any adverse impact on any other
positions. The position has the same duties as it did prior to being abolished (refer to SF-3s
provided). The reporting structure will be identical to what it was prior to the abolishment of the
position.  The position will report to the Administrative Program Director 3 (P# 50375725) as it did
previously.  The duties of this position are similar to what they were previously with some minor
adjustments (see request attached).  Other Districts are set up similarly. 
 
District 03 is under their T.O. by 1. The span of control is currently 1:6 creating this position will
decrease back to 1:4.33.
 
Human Resources recommends re-creating the position as requested to manage the Business Office
by providing oversight over purchasing and accounting for District 03.
 
Thank you,
--
Mary E. Thomas
HR Compensation Specialist
Louisiana Department of Transportation (DOTD)
1201 Capitol Access Road, Room 301G
Baton Rouge, LA  70802
(225) 379-1291 Ext. 31291
Fax: (225) 379-1856
Email: Mary.E.Thomas@la.gov
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