
    Human Resources Manager
Sherilyn Knight, 465-8977
DOPLR Management Team
Workforce Planning
Policy and Procedure Development
Liaison with Labor Relations
Delegated authority for designated HR processes
DOT/PF's Administrative Services Director HR Liaison
DOT/PF Commissioner's Office HR Trend & Pattern Reporting
Complex Human Resources issues
DOT/PF Policy and Procedure recommendations
HR recommendations to DOT/PF management
Training Instructor
Management and supervision of DOT/PF HR Services Center functions, 
processes and employees

9/3/2010

Assistant Human Resources Manager
Krisi Hicks, 465-6956
Strategic Recruitment
ADA/FMLA/Equal Employment Opportunity Resource
Policy and Procedure Development
Delegated authority for designated HR processes
DOT/PF Internal EEO Officer and Internal EEO Program
Liaison for TEARS for DOT/PF
Liaison for MMS for DOT/PF
Complex Human Resources issues
HR recommendations to DOT/PF management
Management and supervision of DOT/PF HR Services Center 

 

functions, processes and employees

MANAGEMENT SERVICES AMHS MARINE UNIT AMHS MARINE UNIT
Central Region - Anchorage AMHS Management Services - Juneau Vessel Payroll - Juneau SHORE SIDE UNIT - Anchorage SHORE SIDE UNIT - Juneau RECRUITMENT UNIT 
Brittany Patzke, 269-0288 Shanna Burns, 465-8838 Elias Barger, 465-8845 Faye Parker, 269-0501 Lori Day,  465-8846
Employee Performance Management Employee Performance Management Vessel Payroll supervision; analyze raw data for new/existing Supervision of Anchorage shoreside unit payroll staff. Supervision of shoreside unit payroll services staff. Administers Shannon Conger, 465-5029
Organization Development & Reorganization Organization Development & Reorganization marine contracts; draft procedures, policies and Administers overpayments, analyzes AKPAY reports, overpayments, analyzes AKPAY reports, oversees the 
Knowledge Transfer Plans Knowledge Transfer Plans correspondence; coordinate vessel steward orientation;  establishes and monitors payroll deductions for housing, establishment and monitors payroll deductions for housing, Primary contact for hiring managers in DOT/PF
Classification Union Contract Administration maintain/update ship status in AKPAY tables; participate with voluntary PERs indebtedness. Conducts complex audits such voluntary PERs indebtedness. Conducts complex audits such Counsel and assistant hiring managers on the recruitment and 
Union Contract Administration Letters of Agreement (excluding Alternate Workweek LOAs) DOA in payroll schedules for marine payrolls; counsel as retro merit increases, amended timesheets, leave accrual, as retro merit increases, amended timesheets, leave accrual, selection process
Letters of Agreement (excluding Alternate Workweek LOAs) Step 1* & II Grievance Responses employees and managers on FMLA; issue vessel employee workers' comp adjustments, health insurance payments and workers' comp adjustments, health insurance payments and Review and post recruitment bulletins on Workplace Alaska
Step 1* & II Grievance Responses Letters of Grievance Resolution garnishment list; respond to Department marine payroll miscellaneous pay changes. miscellaneous pay changes.  Respond to shoreside payroll Assist hiring managers with disposition of applicants
Letters of Grievance Resolution Arbitration and other formal hearings grievances;  consultant for EIS conversion to AKPAY, and to grievances and pay problems. Oversees the processing of Ensure hires are legal and conform to guidelines
Arbitration and other formal hearings Complex Investigations and Conflict Resolutions new seniority system being developed by ISM;  responsible for Alternatve Workweek LOAs. Writes policies and procedures; Approve job offers
Complex Investigations and Conflict Resolutions ADA accommodation requests maintaining license insurance through Lancer insurance conducts training. Evaluate and approve requests for advanced step hires
ADA accommodation requests Layoff and Recall of Employees company; responsible for annual reporting to NWMRT; help Identify unusual or unique recruitment problems
Layoff and Recall of Employees ATLAS development liaison develop marine PERS procedures;  oversee MEBA Pension; Special projects/other duties as assigned

ATLAS development liaison.

Central Region - Anchorage
Kari Johnson, 269-0505 Karen Morgan, 465-1750 Vacant, 465-8995 Tiffanie Wilson, 269-0496 Joshua Carter, 465-5310 Jessica Williams, 465-8998
Employee Performance Management IBU payroll for employees with last names beginning H-M. Supervise and train HRT II's.  Certify all marine timesheets, Processes payroll for a variety of employees located in Central Processes payroll and personnel actions for a variety of LTC Dispatch and promotional postings 
Performance Evaluations Perform  the following functions for assigned payroll online warrants, payroll adjustments,  personnel actions, certify Region M&O, Anchorage International Airport Facilities, employees located in Juneau at both the Seven Mile and Job service and student intern referrals
Classification (reallocations, transfers, flexes, etc.) employees:  PERs verifications; input personnel actions; audits and monthly reports pertaining to leave without pay and Fairbanks International Airport Safety, Central Region Right of Headquarters DOT/PF buildings. In addition this position Review recruitment bulletins on Workplace Alaska
Union Contract Administration employment/salary verifications; draw authorizations;  payroll leave accrual changes.  Calculate IBU donated leave Way and Optics Lab. Specific payroll codes this position is processes payroll for AMHS Marine Engineering and other Assist hiring managers with disposition of applicants
Letters of Agreement (excluding Alternate Workweek LOAs) audits; on-line warrants; and resource for employee questions. requests;  set up union due deductions in AKPAY; calculate responsible for include: 25801, 25130, 25900, 25103, 25109, employees located in the South Central District. Specific Ensure hires are legal and conform to guidelines
Step 1* & II Grievance Responses and approve excess of 84, hold overs, unearned wages;  25141. payroll codes this position is responsible for include: 25301, Approve job offers
Draft Letters of Grievance Resolution calculate maintenance & cure adjustments; adjust all service 25302, 25303, 25331, 25332, 25333, 25341, 25342, 25344, Respond to questions and inquiries on recruitment and 
Investigations hour & leave accruals; monitor for 30 points (IBU seasonal to Processes personnel actions, payroll, final pay, leave and 25370, 25503, 25504, 25508, 25570, 25600, 25602, 25603, selection
ADA accommodation requests relief status); conduct orientation to new employees. Kennecott payroll adjustments.  Performs payroll audits. This position is 25604, 25610, 25620 and 25710. Counsel and assistant hiring managers on the recruitment and 
Drug Testing 2x2 audits, respond to marine Notice of Pay Problems. also responsible for the family medical leave process for the selection processes
Layoff and Recall of Employees employees that personnel actions and payroll is processed for. Processes personnel actions, payroll, final pay, leave and Special projects/other duties as assigned

payroll adjustments.  Performs payroll audits. This position is 
also responsible for the family medical leave process for the 
employees that personnel actions and payroll is processed 

Northern Region - Anchorage
Shannon King, 269-0499 Jay Ribao, 465-1751 Herminia Gana-Abad, 465-8997 Shawna Crews, 269-0576 Christy Gendron, 465-1476 Erlinda Padura, 465-1471
Employee Performance Management MEBA and SW IBU  payroll.  Perform the following functions IBU payroll for employees with last names beginning A-G. Processes payroll for a variety of employees located in Processes payroll and personnel actions for a variety of Lead Support Staff
Organization Development & Reorganization for assigned payroll employees:  input personnel actions, Perform the following functions for assigned payroll employees Administrative Services, Fiscal -  Anchorage,  Anchorage employees located in Northern Region M&O, Northern Region Supply orders
Knowledge Transfer Plans employment/salary verifications; draw authorizations;  certify al PERs verifications; input personnel actions, employment/salary International Airport, Fairbanks International Airport, State SEF, Statewide Design and Engineering Services, Office machine maintenance
Classification (reallocations, transfers, flexes, etc.) PERS verifications; payroll audits; on-line warrants and verifications; draw authorizations;  payroll audits; on-line Equipment Fleet, Central Region M&O, and Design &  Administrative Services, Fiscal, shoreside employees from the Building problems
Union Contract Administration resource for employee questions; MEBA manual leave warrants and resource for employee questions;  and salary Engineering Services Utilities.  Specific payroll codes this Alaska Marine Highway System. Special payroll codes this Greivance Tracking
Letters of Agreement (excluding Alternate Workweek LOAs) accounting; assists with MEBA pension reporting. advance cross check audits. Back up for MMP & MEBA payroll position is responsible for include:  24141, 25145, 25801, position is responsible for include: 25232, 25242, 25244, Information Management
Step 1* & II Grievance Responses processing. 25170, 25171, 25103, 25900. 25270, 25403, 25641, 25643, 25645 and 25701 CDL Drug Testing and Background Checks
Letters of Grievance Resolution Personnel and Payroll Processing
Arbitration and other formal hearings Processes personnel actions, payroll, final pay, leave and Processes personnel actions, payroll, final pay, leave and Recruitment and Selection 
Complex Investigations and Conflict Resolutions payroll adjustments.  Performs payroll audits. This position is payroll adjustments.  Performs payroll audits. This position is Special projects/other duties as assigned
Drug Testing also responsible for the family medical leave process for the also responsible for the family medical leave process for the 
ADA accommodation requests employees that personnel actions and payroll is processed for. employees that personnel actions and payroll is processed for. 

Headquarters/Southeast Region - Juneau Rebecca Brown, 269-0504 Amy Oyloe, 465-4045 SUPPORT STAFF
Kirk Thorsteinson, 465-8230 Processes payroll for a variety of employees located at the Processes payroll and personnel actions for the majority of 

Ely Mojica, 465-3032 Christine Broussard, 465-8841 Darla Orbistondo 465-4052
Anchorage International Airport, Central Region Planning, Northern Region employees along with Statewide D&ES, 

Recruitment services Mail outs IBU payroll for employees with last names beginning N-Z:  Reception and mail distribution
Central Region Project Control, Central Region M&O, Research and Training, Internal Review and Admin Services 

Employee Performance Management Vessel timesheet tear down and mail out assist with certification of IBU payroll.  Perform the following PERs service verifications
Materials, Central Region Construction, Statewide Design & Fiscal  in Fairbanks and some employees from Admin Services 

Performance Evaluations Vessel Personnel Action distribution functions for assigned payroll employees:  PERs verifications, Online Warrant Distribution
Engineering Services Aviation Design, Traffic and Safety, and in Juneau. Specific payroll codes this position is responsible for 

Organization Development & Reorganization Vessel Personnel File maintenance input personnel actions; employment/salary verifications; draw Leave Cashins
Central Region Public Facilities. Specific payroll codes this include: 25201, 25202, 25203, 25204, 25206, 25205, 25243, 

Knowledge Transfer Plans Special projects/other duties as assigned authorization; payroll audits; work IBU/MMP lump sum Personnel Actions (address changes, cc & lc changes)
position is responsible for include: 25801, 25133, 25104, 25245, 25401, 25442, 25432, 25442, 25407, 25532, 25542 

Classification (reallocations, transfers, flexes, etc.) payment reports; special projects; on-line warrants and Payroll Support
25141, 25103, 25132, 25144, 25142, 25102, and 25106. and 25630.

Nonperms, Emergency Hires resource for employee questions.  Act as back up for Personnel Action and Evaluation distribution
Union Contract Administration MEBA/MMP payroll processing. Share Donations

Processes personnel actions, payroll, final pay, leave and Processes personnel actions, payroll, final pay, leave and payrol
ADA accommodation requests Payroll Warrant Distribution

payroll adjustments.  Performs payroll audits. This position is adjustments.  Performs payroll audits. This position is also 
Drug Testing Shoreside File Maintenance

also responsible for the family medical leave process for the responsible for the family medical leave process for the 
Layoff and Recall of Employees Special projects/other duties as assigned

employees that personnel actions and payroll is processed for. employees that personnel actions and payroll is processed for. 

*Managers consult with Management Services staff Vacant, 269-0498
PRIOR to responding to Step 1 Grievances or before Daniel Arreola, 465-4042 Processes payroll for a variety of employees Central Region Kiera Clark, Intern
taking any form of discipline. Back up Tech II duties for both shoreside and marine Director's Office, Budget, Supply, Contracts, Civil Rights, 

Processes MM&P payroll Design & Engineering Services, Statewide Aviation, KABATA, Shoreside file maintenance
 Vacation Relief Audit Statewide Information Systems, and Internal Review. Specific Shredding/confidential burn coordination

MEBA pension payroll codes this position is responsible for is 25101, 25105, Special projects/other duties as assigned
Cross certification of payroll and PA’s 25160, 25141, 25110, 25120, 25130, and 25143.

Answering AMHS vessel employees questions when assigned 
payroll Tech is not available Processes personnel actions, payroll, final pay, leave and 

Assigned leave and payroll audits payroll adjustments.  Performs payroll audits. This position is 

Special projects as assigned also responsible for the family medical leave process for the 

Marine highway orientations for Juneau employees that personnel actions and payroll is processed for. 

Assist Tech III with training needs of Tech II’s
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