
1 BALDWIN STREET, 
MONTPELIER, VT   05633-5701 

 
 

PHONE: (802) 828-2295 
FAX: (802) 828-2483 

STATE OF VERMONT 
JOINT FISCAL OFFICE 

 

 

VT LEG #357156 v.1 

MEMORANDUM 

To: Joint Fiscal Committee members 

From: Sorsha Anderson, Staff Associate 

Date: July 27, 2021 

Subject: Grant Request – JFO #3058 

Enclosed please find one (1) item, which the Joint Fiscal Office has received from the 

Administration.  

 

JFO #3058 – One (1) limited-service position, Administrative Services Coordinator II, within 

the VT Military Department, Communications Division. The VT National Guard C4 Division 

will begin work with the National Guard Bureau Administrative Services to assist in records 

management at the national level. Local C4 staff will assist in VTARNG records management 

training, including training to other states. This position will assist with the increased day-to-day 

workload. This position is fully funded from previous JFO Grant #2948 and is valid through 

9/30/2024. 

[Received July 23, 2021]  

 

Please review the enclosed materials and notify the Joint Fiscal Office (Sorsha Anderson: 

sanderson@leg.state.vt.us) if you have questions or would like this item held for legislative 

review. Unless we hear from you to the contrary by August 21, 2021, we will assume that you 

agree to consider as final the Governor’s acceptance of this request. 



STATE OF VERMONT
Joint Fiscal Committee Review
Limited Service - Grant Funded

Position Request Form

This form is to be used by agencies and departments when additional grant funded positions are being requested. Review
and approval by the Department of Human Resources must be obtained prior to review by the Department of Finance and
Management. The Department of Finance will foruard requests to the Joint Fiscal Office for JFC review. A Request for
Classification Review Form (RFR) and an updated organizational chart showing to whom the new position(s) would report
must be attached to this form. Please attach additional pages as necessary to provide enough detail.

Agency/Department:
Vermont Military Department

Date:
o512812021

Name and Phone (of the person completing this request)
David Henderson (802) 338-3314

Request is for:

I Positions funded and attached to a new grant.

[] Positions funded and attached to an existing grant approved by JFO #
JFO #2948

1. Name of Granting Agency, Title of Grant, Grant Funding Detail (attach grant documents):
National Guard Bureau, Master Cooperative Agreement, Appendix 14

2. List below titles, number of positions in each title, program area, and limited service end date (information should be
based on grant award and should match information provided on the RFR) position(s) will be established onlv afier JFC
finalapproval:

Title* of Position(s) Requested # of Positions Division/Proqram Grant Fundinq Period/Anticipated End Date

Administrative Services Coordinator ll - One (100% Federally funded) position within the Communications Division of the W Military
Department), Ltd. End date 9130124

.Final determination of title and pay grade to be made by the Department of Human Resources Classification Division upon submission and review of
Request for Classification Review.

3. Justification for this request as an essential grant program need:

To provide continuity and support of document management administrative services for the Vermont Army National Guard C4 division. See the
attached addendum for a more thorough justification.

I certify that this information is correct and that necessary funding, space and equipment for the above position(s) are
available (required by 32 VSA Sec. 5(b).

Kenneth W. Gragg Jr. Digitally signed by Kenneth W. Gragg Jr
Date: 2021 .06.03 12:06:21 -04'00'

Signature of Agency or Department Head Disiraly sisned by Aimee

Aimee Pope 3l[l ror,.ou.,,
13:57:29 -04'00'

Date

aApproved/Denied by Department of Human Resources

Adam Greshin 3:{?'y.;ip:,y,tl,1i35,lJl,

Date

Approved/Denied by Finance and Management

tin ser
Administration

Approved/Deni

Comments:

Digitally signed by Kristin Clouser
Dale: 2021 .07 .1 2 17'.23'.OO -04' OO'

Date

D

A
(required as amended by 2019 Leg. Session)

DHR- 08/12120t9



Administrative Services Coordinator II 
Job Code: 089230 

Pay Plan: Classified 

Pay Grade: 22 

Occupational Category: Admin. Srvcs. HR and Fiscal Oper. 

Effective Date: 02/14/2010 

Class Definition: 

Coordinates the administration of a variety of functions of a division, 
or moderately sized office. Evaluates and uses information to make 
recommendations; provide guidance on applying administrative 
requirements to varying situations; recommend changes to office 
procedures to adopt management decisions and policies; and 
identify problems in administrative workflow, evaluate and 
recommend alternative administrative processes. The work is 
assistive in nature and focuses on extending the capabilities of 
professional or managerial positions. Supervision may be exercised 
over a small staff of technical and/or clerical subordinates. Work is 
performed under the general supervision of an administrative 
superior. 

Examples of Work: 

Coordinates support and office functions. May supervise clerical or 
other support staff. May participate in the interviewing/hiring 
process of lower level clerical or support staff. Interprets rules, 
regulations and policies to all employees assigned to the office. 
Prepares and keeps complete inventory records. Prepares personnel 
documents. Serves as liaison with administrative staff concerning 
office, fiscal and personnel matters. Addresses all situations and 
resolves problems relating to the operation of the office. Resolves 



personnel problems in the office. Represents office at meetings and 
seminars. Keeps time and attendance records. Maintains, monitors 
and may prepare budget and makes recommendations and requests 
regarding needs. Prepares and maintains office records and reports 
of moderate complexity. Answers routine correspondence as 
required. Performs related duties as required. 

Environmental Factors: 

Work is performed in a standard office setting. 

Knowledge, Skills and Abilities: 

Working knowledge of administrative principles and practices 
including supervisory techniques. 
 
Working knowledge of accounting and budgeting practices. 
 
Working knowledge of modern office management methods, 
including the application of automated data processing systems to 
office management problems. 
 
Working knowledge of the principles and practices of personnel 
administration. 
 
Working knowledge of computer technology and its application to 
automated systems. 
 
Ability to read and correctly interpret laws, rules, and regulations of 
moderate complexity. 
 
Ability to exercise discretion in interpreting and applying 
departmental policies, rules, and regulations. 

Ability to communicate effectively orally and in writing. 
 
Ability to establish and maintain effective working relationships. 



Minimum Qualifications 

High School diploma or equivalent AND three (3) years or more of 
experience providing administrative-level support to a business or 
organization. 

  

OR 

  

One year of full-time college level study in accounting, business or 
public administration, office administration or a related field AND 
two (2) years or more of experience providing administrative-level 
support to a business or organization. 

  

OR 

  

Two years of full-time college level study OR an associate's degree 
or higher in accounting, business or public administration, office 
administration or a related field AND one (1) year or more of 
experience providing administrative-level support to a business or 
organization. 

  

OR 

  

Three years or more of full-time college level study OR a bachelor's 
degree in accounting, business or public administration, office 
administration or a related field. 

  



OR 

  

One (1) year or more of experience as an Administrative Services 
Coordinator I with the State of Vermont. 

  

NOTE: Only administrative work experience is qualifying. 
Administrative support includes those functions which keep the 
organization running or provide the resources for others to provide 
the programmatic work (e.g., accounting, budget management, 
grant administration, finance, human resources, payroll, purchasing, 
or space management). 

Preferred Qualifications: 

Special Requirements: 

For some positions experience working with the VISION system 
(VISION is the State of Vermont PeopleSoft financial management 
system) may be required. 

 



RFR Form A
October 2003 

VERMONT DEPARTMENT OF PERSONNEL 
Request for Classification Review 

Position Description Form A 

 This form is to be used by managers and supervisors to request 
classification of a position (filled or vacant) when the duties have 
changed, and by managers and supervisors to request the creation of a 
new job class/title (for a filled, vacant, or new position), and by 
employees to request classification of their position.  
This form was designed in Microsoft Word to download and complete on your computer.  This is a form-
protected document, so information can only be entered in the shaded areas of the form.  

 If you prefer to fill out a hard copy of the form, contact your Personnel Officer. 

 To move from field to field use your mouse, the arrow keys or press Tab.  Each form field has a limited 
number of characters.  Use your mouse or the spacebar to mark and unmark a checkbox. 

 Where additional space is needed to respond to a question, you might need to attach a separate page, and 
number the responses to correspond with the numbers of the questions on the form.  Please contact your 
Personnel Officer if you have difficulty completing the form. 

 The form must be complete, including required attachments and signatures or it will be returned to the 
department’s personnel office. All sections of this form are required to be completed unless otherwise stated. 

INSTRUCTIONS:  Tell us about the job.  The information you provide will be used to evaluate the position.  It will not 
be used in any way to evaluate an employee’s performance or qualifications. 

Answer the questions carefully.  The information you give will help ensure that the position is fairly evaluated.  
Here are some suggestions to consider in completing this questionnaire: 

 Tell the facts about what an employee in this position is actually expected to do. 

 Give specific examples to make it clear. 

 Write in a way so a person unfamiliar with the job will be able to understand it. 

 Describe the job as it is now; not the way it was or will become. 

 Before answering each question, read it carefully. 

To Submit this Request for Classification Review: If this is a filled position, the employee must sign the 
original* and forward to the supervisor for the supervisor’s review and signature. The Personnel Officer and the 
Appointing Authority must also review and sign this request before it is considered complete. The effective date of 
review is the beginning of the first pay period following the date the complete Request for Classification Review is 
date stamped by the Classification Division of the Department of Personnel. 

*An employee may choose to sign the form, make a copy, submit original to supervisor as noted above, while 
concurrently sending the copy to the Classification Division, 144 State Street, Montpelier, with a cover note 
indicating that the employee has submitted the original to the supervisor and is submitting the copy as a 
Concurrent filing.  

If this is a request (initiated by employees, VSEA, or management) for review of all positions in a 
class/title please contact the appropriate Classification Analyst or the Classification Manager to discuss 
the request prior to submitting.  



Request for Classification Review
Position Description Form A 

Page 1 

Request for Classification Review 

Position Description Form A 

For Department of Personnel Use Only 

Incumbent Information: 

Employee Name:   Employee Number:  

Position Number:   Current Job/Class Title: 

Agency/Department/Unit:   Work Station:    Zip Code:  

Supervisor’s Name, Title, and Phone Number:  

How should the notification to the employee be sent:  employee’s work location  or other
address, please provide mailing address:  

New Position/Vacant Position Information: 

New Position Authorization: Request Job/Class Title: 

Position Type: Permanent or Limited / Funding Source: Core, Partnership, or Sponsored

Vacant Position Number:   Current Job/Class Title:  

Agency/Department/Unit:   Work Station:    Zip Code:  

Supervisor’s Name, Title and Phone Number:  

Type of Request: 

  Management:  A management request to review the classification of an existing position, class, or create a 
new job class. 

  Employee:  An employee’s request to review the classification of his/her current position. 

  Date Received (Stamp) 
Notice of Action #____________________________ 

Action Taken:  ________________________________________________ 

New Job Title      ______________________________________________

Current Class Code ___________    New Class Code ___________ 

Current Pay Grade  ___________    New Pay Grade  ___________ 

Current Mgt Level____ B/U OT Cat.  ____EEO Cat. _ _ _FLSA _ _ 

New Mgt Level ____      B/U   OT Cat.  __  _EEO Cat. _  __FLSA _     _ 

Classification Analyst__________________________Date ____________    Effective Date:    ___________ 
Comments: 

  Date Processed: ___________ 

Willis Rating/Components: Knowledge & Skills: ______ Mental Demands: ______  Accountability: ______ 
Working Conditions: ______ Total: ______ 



Request for Classification Review
Position Description Form A 

Page 2 
1.  Job Duties 

This is the most critical part of the form.  Describe the activities and duties required in your job, noting 
changes (new duties, duties no longer required, etc.) since the last review.  Place them in order of 
importance, beginning with the single most important activity or responsibility required in your job.  The 
importance of the duties and expected end results should be clear, including the tolerance that may be 
permitted for error.  Describe each job duty or activity as follows: 

 What it is:  The nature of the activity. 

 How you do it:  The steps you go through to perform the activity.  Be specific so the reader can 
understand the steps. 

 Why it is done:  What you are attempting to accomplish and the end result of the activity. 

For example a Tax Examiner might respond as follows:  (What) Audits tax returns and/or taxpayer records.  
(How)  By developing investigation strategy; reviewing materials submitted; when appropriate interviewing 
people, other than the taxpayer, who have information about the taxpayer’s business or residency.  (Why) To 
determine actual tax liabilities. 

    

 

2.  Key Contacts 

This question deals with the personal contacts and interactions that occur in this job.  Provide brief typical 
examples indicating your primary contacts (not an exhaustive or all-inclusive list of contacts) other than those 
persons to whom you report or who report to you.  If you work as part of a team, or if your primary contacts are 
with other agencies or groups outside State government describe those interactions, and what your role is.  For 
example: you may collaborate, monitor, guide, or facilitate change. 

  

3.  Are there licensing, registration, or certification requirements; or special or unusual skills 
necessary to perform this job? 

Include any special licenses, registrations, certifications, skills; (such as counseling, engineering, computer 
programming, graphic design, strategic planning, keyboarding) including skills with specific equipment, tools, 
technology, etc. (such as mainframe computers, power tools, trucks, road equipment, specific software 
packages).  Be specific, if you must be able to drive a commercial vehicle, or must know Visual Basic, indicate 
so. 

    

 

4.  Do you supervise? 

In this question “supervise” means if you direct the work of others where you are held directly responsible for 
assigning work; performance ratings; training; reward and discipline or effectively recommend such action; and 
other personnel matters.  List the names, titles, and position numbers of the classified employees reporting to 
you: 

  

5.  In what way does your supervisor provide you with work assignments and review your work? 

This question deals with how you are supervised.  Explain how you receive work assignments, how priorities 
are determined, and how your work is reviewed.  There are a wide variety of ways a job can be supervised, so 



Request for Classification Review
Position Description Form A 

Page 3 
there may not be just one answer to this question.  For example, some aspects of your work may be reviewed 
on a regular basis and in others you may operate within general guidelines with much independence in 
determining how you accomplish tasks. 

  

6.  Mental Effort 

This section addresses the mental demands associated with this job.  Describe the most mentally challenging 
part of your job or the most difficult typical problems you are expected to solve.  Be sure to give a specific 
response and describe the situation(s) by example.  

 For example, a purchasing clerk might respond:  In pricing purchase orders, I frequently must find 
the cost of materials not listed in the pricing guides.  This involves locating vendors or other sources 
of pricing information for a great variety of materials. 

 Or, a systems developer might say:  Understanding the ways in which a database or program will 
be used, and what the users must accomplish and then developing a system to meet their needs, 
often with limited time and resources. 

  

7.  Accountability

This section evaluates the job’s expected results.  In weighing the importance of results, consideration should 
be given to responsibility for the safety and well-being of people, protection of confidential information and 
protection of resources.   

What is needed here is information not already presented about the job’s scope of responsibility.  What is the 
job’s most significant influence upon the organization, or in what way does the job contribute to the 
organization’s mission?  

Provide annualized dollar figures if it makes sense to do so, explaining what the amount(s) represent. 

For example: 

 A social worker might respond:  To promote permanence for children through coordination and 
delivery of services;  

 A financial officer might state:  Overseeing preparation and ongoing management of division 
budget: $2M Operating/Personal Services, $1.5M Federal Grants. 

   

    

 

8.  Working Conditions 

The intent of this question is to describe any adverse conditions that are routine and expected in your job.  It is 
not to identify special situations such as overcrowded conditions or understaffing.  

a) What significant mental stress are you exposed to?  All jobs contain some amount of stress.  If 
your job stands out as having a significant degree of mental or emotional pressure or tension 
associated with it, this should be described.  

Type How Much of the Time? 

      



Request for Classification Review
Position Description Form A 

Page 4 

b) What hazards, special conditions or discomfort are you exposed to?  (Clarification of terms:
hazards include such things as potential accidents, illness, chronic health conditions or other
harm.  Typical examples might involve exposure to dangerous persons, including potentially
violent customers and clients, fumes, toxic waste, contaminated materials, vehicle accident,
disease, cuts, falls, etc.; and discomfort includes exposure to such things as cold, dirt, dust,
rain or snow, heat, etc.)

Type How Much of the Time? 

c) What weights do you lift; how much do they weigh and how much time per day/week do you
spend lifting?

Type How Heavy? How Much of the Time? 

d) What working positions (sitting, standing, bending, reaching) or types of effort (hiking, walking,
driving) are required?

Type How Much of the Time? 

Additional Information: 

Carefully review your job description responses so far.  If there is anything that you feel is important in 
understanding your job that you haven’t clearly described, use this space for that purpose.  Perhaps your job 
has some unique aspects or characteristics that weren’t brought out by your answers to the previous 
questions.  In this space, add any additional comments that you feel will add to a clear understanding of the 
requirements of your job.   

Employee’s Signature (required): Date: 



Request for Classification Review
Position Description Form A 
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Supervisor’s Section: 

Carefully review this completed job description, but do not alter or eliminate any portion of the original 
response.  Please answer the questions listed below. 

1.  What do you consider the most important duties of this job and why? 

  

2.  What do you consider the most important knowledge, skills, and abilities of an employee in this job (not 
necessarily the qualifications of the present employee) and why? 

  

3.  Comment on the accuracy and completeness of the responses by the employee.  List below any missing 
items and/or differences where appropriate. 

  

4. Suggested Title and/or Pay Grade: 

  

Supervisor’s Signature (required):        Date:    

Personnel Administrator’s Section: 

Please complete any missing information on the front page of this form before submitting it for review. 

 

Are there other changes to this position, for example:  Change of supervisor, GUC, work station?   

 Yes  No   If yes, please provide detailed information.  

    

Attachments: 

    Organizational charts are required and must indicate where the position reports.  

    Draft job specification is required for proposed new job classes.  

Will this change affect other positions within the organization?  If so, describe how, (for example, have duties 
been shifted within the unit requiring review of other positions; or are there other issues relevant to the 
classification review process). 

    



Request for Classification Review
Position Description Form A 
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Suggested Title and/or Pay Grade:

  

Personnel Administrator’s Signature (required):     Date:    

Appointing Authority’s Section:  

Please review this completed job description but do not alter or eliminate any of the entries.  Add any 
clarifying information and/or additional comments (if necessary) in the space below. 

 

Suggested Title and/or Pay Grade: 

  

              

Appointing Authority or Authorized Representative Signature (required)  Date 

 

 

 

 

  

 

 



STATE OF VERMONT 

Joint Fiscal Committee Review 

Limited Service - Grant Funded 

Position Request Form 

Addendum – Question #3:   Justification for this request as an essential grant program need: 

 

The Vermont National Guard C4 Division has started working with the NGB program manager for Admin 
Services to assist in records management at the National level by forming a National charter that 
includes all 7 regions in the country to assist other states with their records management training. The 
Local C4 staff, to include the current state employee will be assisting in training all the VTARNG force in 
records management and training to other states down the road. So that is why we are requesting 
another state employee to cover the day-to-day operations in Admin Services. We will be starting to get 
very busy soon.  



STATE OF VERMONT MILITARY DEPARTMENT
UPDATED 05/27/21

THE ADJUTANT 
GENERAL’S OFFICE

Camp Johnson, Colchester

Security Camp Johnson
Colchester

Airport Fire Fighters
South Burlington

Mil Prop & Installation Ofc
(MPIO)

Colchester

Civil Engineers
South Burlington

MPIO –Maintenance/Armory 
Caretakers
Colchester

Security Forces
South Burlington

Ethan Allen Firing Range
(EAFR)

Jericho/Underhill

Star Base Vermont
South 

Burlington/Rutland

Office of Veterans 
Affairs

Montpelier

Communications
Colchester

Judge Advocate
Colchester

Security
Stephen Guion (Fed)– (802) 338-3159
Michael Aher (State) – (802) 338-3379
Main Gate – (802) 338-3030

MPIO
Jacob Roy  (Fed) – (802) 338-3306
John Patry (State) – (802) 338-3315
Matthew Greaves (State) – (802) 338-3319

EAFR
Jacob Roy (Fed) – (802) 338-3306
John Patry (State) – (802) 338-3315
Vacant (State) – (802) 899-7073

Office of Veterans Affairs
Robert Burke (State) – (802) 828-3380
Admin Staff (State) – (802) 828-3379

Environmental

Communications
Jim Woodworth (Fed) – (802) 338
Chris Evans (Fed) – (802) 399-6345

Judge Advocate
CPT Kurt Kafferlin  (802) 338-3160

Airport Fire Fighters
Fed Prog Mgr – SMSGT Brannon Soter

Blake Lahue – A/C (State) - (802) 660-5910

Civil Engineers
John Talcott (Fed) - (802) 660-5328
Richard McMahon (State) - (802) 660-5276

Security Forces
Dennis Mercier (Fed) - (802) 660-5240
Chad Crowniingshield(Fed) - (802) 660-5488
James Sides (State) – (802) 660-5241
Main Gate - (802) 660-5497

Star Base Vermont
Hank Harder(Fed) (802) 660-5291
Dan Myers (State) – South Burlington
(802) 660-5201
Rebecca Steward (State) – Rutland
(802) 786-3820



Federal Program Manager
Christopher Evans 

Administrative Services Coordinator 
II

Position 320221
Wren Miskimen

Administrative Services Coordinator 
II

Position # (TB Created)
Vacant 

Communications Division – VT Military Department
Updated: 5/27/21

Federal Program Manager 
Christopher Evans – (802) 339-6345














