Guam Memorial Hospital Authority
Aturidat Espetat Mimuriat Gudhan

850 GOV. CARLOS CAMACHO ROAD
OKA, TAMUNING, GUAM 96913
TEL: {671) 647-2444 or 647-2330

FAX: (671) 649-0145

September 29, 2020
MEMORANDUM
TO: Chairperson and Members of the Board of Trustees
FROM: Hospital Administrator/CEO

SUBJECT: Petition for Creation of Position
Re: Hospital Materials Management Assistant Administrator

Buenas yan Hafa Adai! This is to request your approval to establish the Hospital Materials Management
Assistant Administrator position in the classified service within GMHA pursuant to Title 4 Guam Code
Annotated, Chapter 6, § 6303(d) — Creation of Positions in the Autonomous Agencies and Public
Corporations. A copy of the proposed job standard for the above-mentioned position is aitached (Exhibit
A).

On July 1, 2020, the Hospital Materials Management Administrator submitted a request to review and
amend the current Assistant Supply Management Administrator position’s duties and pay allocation
(Exhibit H). The reason to review the pay allocation is due to the fact that the position of Central Service
& Supply Supervisor (CSR Supervisor), reports to the Assistant Supply Management Administrator, but is
sitting at a higher pay grade. Upon further review, the department would also want the position’s duties to
reflect work at the Guam Memorial Hospital Authority, as well as look to amend the title to Hospital
Materials Management Assistant Administrator to be consistent with the organizational chart. The job
standards would also need to be amended to include necessary special requirements of the modules of
procurement as required by law.

The proposed positions are being created in accordance with all requirements stated under 4 GCA, Chapter
6, § 6303(d) as follows:

(A) The justification for the new position: The Guam Memorial Hospital Authority
acknowledges and recognizes the organizational/functional structure of the Materials
Management Department and the Central Supply Receiving Section. Management recognizes
the need to align the duties of the Assistant Supply Management Administrator to be more
exclusive to a hospital setting, amend the title to be consistent with the organizational chart,
as well as to ensure its proper pay allocation. The review for pay allocation is due to the fact
that the position of Central Service & Supply Supervisor (CSR Supervisor) reports to the
Assistant Supply Management Administrator in the organizational chart (Exhibit B) but is
sitting at a higher pay grade.

(B) The essential details concerning the creation of position: The “benchmark” classification
methodology was followed which involved reviewing the proposed Position Description of
the position, proposed job standards, and comparable job standards. The pricing for the
position was determined by staff evaluation using the Hay Guide Chart-Profile Method. For
comparison purposes, the Department of Labor, Bureau of Labor Statistics May 2019 wage
data for Buyers and Purchasing Agents was also used in determining pay grade (Exhibit C).
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(C) An analysis of the similarities and differences between the positions to be created and

)

(E)

(F)

positions listed pursuant to 4 GCA § 4101.1(d): Section 4101.1(d) refers to the government
of Guam Classification Plan which lists all established civil service positions (and their pay
grade) actively being utilized by the Department of Administration. The Assistant Supply
Management Administrator, Hospital Materials Management Administrator, and Central
Service & Supply Supervisor were reviewed. In regards to the organizational/functional chart;
the proposed created position will report to the Hospital Materials Management Administrator
as well as assist in administering department programs and activities. When reviewing the
Central Service & Supply Supervisor position, we find that this position will be reporting to
the proposed created position. However there is an inverted pay disparity, where the
subordinate position is allocated at a higher pay grade. When reviewing the Assistant Supply
Management Administrator, it is essentially the same job, but the current job standards do not
adequately reflect all of the functions exclusive in a hospital setting. In addition, the newly
created position will include the mandated procurement module training requirements
pursuant to Public Law 32-131 to be completed prior to or soon after hiring (Exhibit D).

The position descriptions: A copy of the completed Position Description Questionnaire
(PDQ) for the position is attached (Exhibit E). The PDQ confirms the additional duties and
responsibilities performed and the minimum knowledge, abilities and skills necessary to
satisfactorily perform those essential functions.

The proposed pay range and demonstration of compliance with § 6301 (Compensation
Policy) of this Title: The government of Guam’s Compensation Policy is administered by
the Department of Administration. The Department of Administration uses the Hay Guide
Chart-Profile Method for assigning pay grades and determining the relative pay and value of
government of Guam positions. To determine the appropriate pay grade for the proposed
positions, the Human Resources Division conducted an evaluation using the Hay Guide Chart-
Profile Method - hay points were determined based on the factors of Know-How, Problem
Solving, and Accountability. The hay points and proposed pay grade for the new position is
as followed: Hospital Materials Management Assistant Administrator (451 hay points = Pay
Grade O} with a starting salary of $49,897.00 per annum. A brief description of the hay
evaluation can be found attached (Exhibit F). The U.S. National Annual Mean Wage
Estimate (from the U.S. Department of Labor — Bureau of Labor Statistics, May 2019
data) for Buyers and Purchasing Agents overall is $69,680.00 per annum. Pay Grade O
Step 7 = $62,371.00 per annum is used to compare with the national wage mean.

A fiscal note as that term is described in 2 GCA § 9101 et seq,; and any other pertinent
information. Section 9101 refers to restrictions on filling unfunded positions. The FTE of
the current Assistant Supply Management Administrator position will be utilized. The position
is currently budgeted at $40,762.00 per annum. If the position were to be created it would be
filled by the incumbent and reclassified to the higher pay grade. The current staffing pattern
of the department is attached (Exhibit G) that shows the incumbent of the current Assistant
Supply Management Administrator position. The total additional cost for implementation of
the new position with incumbent is $9,136.00.



Based on the information given and supporting documents provided, this office requests your approval to
create the Hospital Materials Management Assistant Administrator at Pay Grade O. Si Yu’os Ma’ase!

Respectfully,

A
L]LLitAN &PERF&POSADAS MN, RN

Attachments <



Exhibit A
Draft as of 09/29/20 1.450B

HOSPITAL MATERIALS MANAGEMENT ASSISTANT ADMINISTRATOR

{Proposed Creation)
NATURE OF WORK IN THIS CLASS:

Assists the Hospital Materials Management Administrator in the application, coordination and implementation of the
procurement procedures and contract management of the materials management system throughout the hospital, and
provide a systematic means of providing supplies, equipment, and services under the procurement authority pursuant to
law. Assists in the oversight of the Central Supply and Receiving Department’s systematic inflow, proper sterilization,
processing and distribution of medical supplies, materials and equipment, including the maintenance, disassembly and
assembly of technical medical equipment.

ILLUSTRATIVE EXAMPLES OF WORK: (These examples do not list all the duties which may be assigned; any one
position may not include all the duties listed.)

Assists in planning, organizing, coordinating, integrating and evaluating all programs/activities and functions within the
Materials Management and Central Supply and Receiving Department to ensure quality services and to achieve the
hospital’s mission, vision, values, goals, objectives, plans etc.

Assists in overseeing activities of the Materials Management and Central Supply and Receiving Departments’
sterilization operations and ensure regulatory compliance.

Assists in planning, directing, and managing medical supplies, pharmaceuticals, laboratory reagents, equipment and
procurement stock inventory for the agency.

Assists in the development and administration of policies and procedures, including budget administration and
personnel,

Ensure compliance to established programs (Infection Control, Safety, Risk Management, Security, Quality Assurance,
and JCAHO).

Responsible for assisting in the procurement of all hazardous materials that are requested and/or used within the
Hospital.

Assists in training personnel within the facility to handle any spills or dispose hazardous chemical/materials and comply
with the National Toxicology Program (NTP), Environmental Protection Agency (EPA), OSHA, and JCAHO.

Develops recommendations for improvements affecting cost, efficiency and quality of operations and functions.

Researches and develops specifications to determine agency requirements for annual bids and price agreements;
reviews and approves or rejects vouchers.

Maintains and supervises the maintenance of a variety of records and prepares comprehensive reports.

Performs related work as assigned.

MINIMUM KNOWLEDGE, ABILITIES AND SKILLS:

Knowledge of modern warehousing, purchasing and materials management practices and procedures.



Page 2
Hospital Materials Management Assistant Administrator 1.450B

Knowledge of the types, characteristics, sources, and market factors of supply, materials and equipment categories
frequently required by the agency.

Knowledge of the principles of administration as applied to a centralized supply/materials management program.

Knowledge of Joint Commission on Accreditation of Health Organization, federal and local reguiations for acute and
skilled nursing facilities.

Ability to assist in administering the programs and activities of supply management functions.
Ability to make decisions in accordance with appropriate program guidelines.

Ability to evaluate operational effectiveness and recommend/implement changes in organization, policies and
procedures to improve effectiveness.

Ability to interpret and apply pertinent laws, regulations, and policies governing the purchasing of commodities by the
agency.

Ability to work effectively with the public and employees.
Ability to communicate effectively, orally and in writing.

Ability to maintain records and prepare reports.

MINIMUM EXPERIENCE AND TRAINING:

A) Three years of experience in the various phases of supply work including procurement, supply cataloging,
warehousing, contracting, stock control, issuing, and receiving of supplies; two years of supervisory experience
and graduation from high school; or

B) Any equivalent combination of experience and training which provides the minimum knowledge, abilities and
skills.

Completion of all of the following procurement courses is preferred prior to or soon after hiring:
Module 1: Fundamentals and Principles of Procurement (Basic)

Module 2: The Procurement Solicitation Process (Advanced)

Module 3: The Procurement Review and Remedies (Administrative)

Module 4: The Management and Administration of Procurement (Administrative)

ESTABLISHED: July 1980
AMENDED: April 1989;
PAY GRADE/PLAN: O (GPP}

HAY EVALUATION

KNOW HOW: Ell3 264
PROBLEM SOLVING: E3 (33%) 87
ACCOUNTABILITY: E1C 100
TOTAL POINTS - 451

THERESA OBISPQ, Chairperson
Board of Trustees



WXL LSO TV INEeY
RV INYIVA

= HL TR TVOREIN
WM ANYIYA

bl HCRLL SARTIRANRS TV O

YTHOV4 0GBV NN

e S ——s iy

=1 HOiL At v KDY = WEIA
ORIvE0 NI QP ANVIVA
=t O LNRARNDG TYour = 00he
VRV YIS AV OBIEYD 'E NNVANYW
PERAL L D "Pv 200030 1AW
BANVIY vAROSVI (E00) ANVIVA,

bed R LACMINDN IVOREDN WAy
NESVEa NARSYITY ONITNYAE "D MMA°] AMNONY
— N —

TR JNEEINCEL IV IRE Y - 1A
AOANTVE XDDIN

SYOVTT W MV NI

R ) MAERON IS
SOLNYS VI0MN NVE NHOT
= ML ANENIG TYOKIY 1IN WETD A"
NYSTIOVE SHIRIRON SYINY SNNATMYESNVYS TUNDRIND TIVEED
WETID AW BOSIARMNX WD I HOSIAMMNE AN WD LINDW ANCLNIANI BOBAGIINE BENOMHNY, %
TTIOIN UmN ANVIVA OVLOVAUYL ‘N KVIAIA ANVIVA - NYSIRINVIY Kavevi usEet
1 | .
ANVLTENR OMISECI0W anow

NOLVALGHINGY LNDW ALLINS IS5V

VNS 4 WA AN YR
NYIRIED Y SNV IEN

BOLYALSINWAY "THOM LV TVLAS0H

SNOLLYHD “SOLVILLENINGY HAVIJONY
OONYE N HVITTIM

0307 HOLYLLENDNAOY “TVLLEON

LUVIO TVNOLVZINYDUO 2NEGINISVNYIN STVIIALYIA



Exhibit C

YK  ALS.EUREAV OF LARORSTATISTICS
Occupational Employment Statistics oes D) mom )

Occupational Employment and Wages, May 2019

13-1020 Buyers and Purchasing Agents

This cocupation includes the 2018 and 2010 SOC occupations 13-1021 Buyers and Purchasing Agents, Farm Praducts; 131022 Wholesale and Retall Buyers, Except
Farm Products; and 13-1023 Purchasing Agents, Except Wholesale, Retail, and Farm Products,

Nmtional estimates for this occupation

Industry profite for this occupation
Geogaphic profile fac this occypation

National estimaiss for this occupation: Top

Employment estimate and mean wage estimates for this occupation:

le
e ) e i [

421,280 0.7% $3350 $69,600 93%

Percentiie wage estimates for this occupation:

0N
(Median}

HourdyWage |$19.38 | 32389 | $3095 {35400 ! ts2.60
Annual Wage (2) [$38,230 549,280 ) $64,380 |$84,630;$107,510

Percantila | 10% | 2% lvmm

Industry profils for this occupation: Tap
Indystries with the highest published employment and wages for this occupation are provided. For a list of alf industries with employment In this occupation, see the
Create Cusipmized Tables function.

Industries with the highest levels of employment in this occupation:

Pevcant of
industry Employment ()|  Industry Howrty matn "'""".'l';’"‘
. employment o - bt
Management of Companies and Enterprises 43,680 17 $37.44 $77.200
Federal Executive Branch (QES Designation} 35,560 177 $41.5¢ 486,410
Merchant Wholesalers ;
s mm‘-'l o le 4233 17,680 124 $3087 $64,210
P " 12,450 126 $3143 $65,370
M%Mmh 12,150 on s32.16 366,890

Industries with the highest concentration of employment in this occupation:

Percent of
Industry Employment{l]|  Industry Hourtymesn | Annvalmesn
employment wage wage(2)
sarusnice Product and Pas Manufacturis 11,540 22 sar_ | sma0m
Eederal Executive Branch (QFS Designation) 35,580 L7 $41.54 86410
Manogement of Companies ind Enterprists o LT IO L IO LI
e I B B
Farm Product Raw Materia| Merchant Wholesalers 1,200 n sz | $sam
Top paying Industries for this occupation:
Parcent of
industry Employmant(l)| Industry | MOuymesn | Annvalmein
employment wage wage (2}
Pineline Tansportation of Cryde Ol 50 0.42 [ $49.19 ‘;mz,am
Software Publishers 20 0.19 $45.50 $94,640
Qlland Gas Extraction 1,110 13§ s6n £90,110
Credit Intermediation and Related Activitis (5221
Al 83230t 1680 | 008 $4178 36,890
Federal Executive Rranch (QES Designation] 35,560 im $41.54 $36,410

Geographic profile for this occupation: Tap
' n



Exhibit C
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this occupation, see the Create Customized Tables function.

Employment of buyers and purchasing agents, by state, May 2019

Empleymant

Q& -1.760 W1.770- 4,900
%140 - 5,720 10,250 - 43.970

Blank areas Indicate data not avadable

States with the highest employment level in this ocarpation:

Employment Location Hourly maan | Annual "
Stane Sraploymant (1) "'";'::"" quotient (9} Tm me;l.
Callfornia  4s8m0 264 092 535.06 290 |
: T 31660 1.0 106 | s | Tﬁ:ﬁi‘
Mo York 25,840 271 095 $3655 $76.030
[ Berida 22,600 257 0.90 $3108 | $6A560
Ghig 18,020 331 118 Tsne $67,810




Location quotient of buyers and purchasing agents, by state, May 2019

Laastion quotient

| lo20.040
10 40- 000
060.1.25
N 125-250
250350

Eilank areas mdicate data not avadable

States with the highest concentration of jobs and location quotients in this occupation:

T

Employment I
Siste Employment (3] p-rl::;unu qm::g) < “Ol::::nn An:::.;.;,.,.
Washipgton 14,910 449 187 $3563 sTa110
I T 409 149 | swmos $19,150
E T T T

Mo fampahic 2% ™ S

Colondo 9,720 363 L P osun $68.900

Annual mean wage of buyers and purchasing agents, by state, May 2019

Annusl mean wage

0$29,150- 361,260 [ $61,540 - $65,570
B 355.760 - 169.660 1B $69.920 - $99.250

Biank sreas Indicate data not avaitable

Exhibit C



Top paying States for this occupation:
Employmaent
Location Hourty mean | Annualmean
Suate Cmployment 1) porthesand | owetientit) | wags wage (2)
Distrct of Columbsa 2,540 3s) 11 L $93,2%0
New Jensey 11,410 m 0.97 $40.55 $84,350
q:‘mh 15,950 409 143 $30.05 $79,150
Hardaed 9,080 338 L7 $31.96 $78,960
Hew York 25,840 n Q.95 $38.55 $76,030

Empleymant
0¥-120 130 - 220
W23 - 470 490 - 27750

Blank areas mdicate data ot svaladle

Metropolitan areas with the highest employment level In this occupation:

Employment |
Lecation Hourly mesn | Annwalmean
Matropeliten area Employment (}) pcrt;o:md quatiant(9) e wage(2)
ey York-Newark: Jerssy City, Y- 27 i el
290 a3 0.9 $39.16 $81,450
k= LBy : . . i 1}___“ |
mmgw'l 18,340 w L am | e 12,130
WW 13070 a1 143 §43.76 $91,010
Dallss FontWorth-Adiggton, IX | 12170 s | s | swam | sms
Chicage-Napenille Elghn, ICINWI | 11,740 251 087 s2n $6,%
seartle-Tacoma-Beflevys. WA 11,170 553 1.93 $37.39 $77,180 1
) )
Houston The Woodiaads:Su
P~y L 10,850 s 12¢ | sase8 $T4 820
: S S =
philadeiphia-Camden-
DE. 8,710 30 106 $38.57 §16,0T0
imingtan, P& J-DE-MD ~ _ ol e
M"m“]-l ey 8220 an 145 $34.50 $71,760
T pamityarenDeabornMi | &A% | 44l Tl | smwm | smsse

Exhibit C
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Location quotient of buyers and purchasing agents, by area, May 2019

Ledation quetiant
0020-04 [p040-080
WMOB-15 @WtB5-2%
®250-512
Elank s1eas indicste 6ata not avalladle
Metropolitan areas with the highest concentration of jobs and location quotients In thes occupation:
tmployment i
Locatien Hourlymean | Annuslmesn

Matropolitan srea Employmant (1) I'ﬂ:l:::lnd auotient{s) i wage (3}
Cafifornia-\mington Pack, MD 100 1470 513 s 595,09
Huntsville, AL 2,200 .44 in 53952 $62,210
Wamer Robins. GA 500 _ 6.78 .37 $38.03 $79,090
E‘mﬁ‘_’:&m 1,640 658 230 $40.69 $84,620
Dayion, O 2,260 s 207 X | st
Cotumbys, IN 290 $.68 199 $38.83 | $80,760
Boulder, CO 1,030 5.55 193 $3335 $69,380
Seattle-Tacoma-Bellevue, WA 1,170 553 193 73 | smam
Lewiston, J0-WA 4o 535 187 $26.08 $54,240
Wausay Wi 360 5.06 176 $26.24 $54,560

ExhibitC



Exhibit C

Annual mean wage of buyers and purchasing agents, by area, May 2019

Annusi mean wage

04$24310-155.110  E1 155,120 - §50.900
160910+ 365530  { $65,590 - §95.090

Blank areas indicate data not avadable

Top paying metropolitan areas for this occupation:

| emplaymant | i i
| tecation | Haourlymean ; Annuslmean
Metropolitan area ]lmphymm [$1] p-n::and . quotient(9) | — 1)
Callfomiazleinglon Park, M) | 100 Wi | s13 | ssm | ses0%0
MW 12070 et Il 143 40376 $91,010
ﬂmﬂ%ﬂmm 1,640 ese | 23 $40.69 $84,620
- P TIPS L <
Tallshassee, Fl (&} [0} i @® §3989 | $829%0
Sin Jos:Supnyyale-Santd Claa,
A 2,800 3 116 $39.65 $82,460
Huntwville. AL 2,200 944 EYT) __"L: sz $82,210
Dallys-Fort Worth-Arlingtan. TX 12,170 333 116 $39.39 |l $81,940
m*%w& 27,29 28 299 3906 | 8140
SR | -
Mosgantown, W 180 2 | 0% | she 581,150
Lrenton.NJ 700 291 102 396 | $810%0 |
Nonmetropolitan arsas with the highest employment I this occupation:
Employment Location Hourt,
y mean | Annual mean
Honmetropolitanarea Employment {1) portkho;;und quotient {8} wags wge(2)
[ Kansps noometranolfan ared 1,120 245 099 $25.97 $54,020
Karth Nostheasteen Ohio pon-
matropolitan areafoon: 180 n 0.81 $28.23 $58,110
contiguous) N
e octhyisstom Oty 750 293 102 $29.00 $50,220
Southeinlodiana 730 28 136 52900 $61,9%0
Balance of Lower Peninauta of
; i 730 266 093 $20.69 $59,670
Nonmetropolitan areas with the highest concentration of jobs and location quotients in this occupation:
Employment
Location Hourlymean | Annusimean
Monmetropatitan ares Emplayment (1) pcrt;o.’u'und auotlent{g) e, wage (3)
West Ceatrat-Southwest New
Mamgshire nopmetrapoitan ed 450 443 154 $20.68 $61,700
Southern tndiana 730 ) 136 | s:980 |  §61,880




Hortheast Virginia 180 ) 128 suasy $93,330

East South Dakota
480 363 127 $29.93 $62.240

Southwest Albama |
230 338 L1t $303 | 563,150

Top paying nonmetropaiRan areas for this occupation:

Nonmetrepolitanares | Employment(]); perthousand qmo?ﬂ | Hourtymean | Annuslmean

Jobs _ _::': ) wags (3}
oo 18 w1 ) $93,20
£

Seuthwest Mississiep) 100 M | oas $3075 382,670

nonmetropolitan area i .

EzsternUtah nonmetropalian |

e _ 100 127 ! 044 ssm | sras00
Atizana nonmetrogolitan arep 180 200 | 0.70 i snm $68,270
ummmmm 140 15 | 054 $32.3% 67,200

About May 2019 National, State, Metropolitan, aed Nonmetropelitan Area Occupationat Emplovment and VWage Estimates

These estimates are calcuiated with data collected from employers in ol industry sectors, all metropoiitan and nonmetropolitan areas, and all states and the District
of Cohsmbla. The top employment and wage figures are provided above. The complete kst is avaitable in the gownjoadable XLS fles.

The percentile wage estimate is the value of a wage below which a certain percent of workers fall, The median wage Is the 50th percentile wage estimate--50
percent of workers eam less than the median and 50 percent of warkers earn more than the medhan. More about percentile wages.

(1) Estimates for detalied occupations do not sum to the totals because the totals indude occupations not shown separately. Estimates do not include self-empioyed
workers.

{2) Annual wages have been calculated by multiplying the hourly mean wage by & "year-round, full-time™ hours figure of 2,080 hours; for thase occupations where
there Is not an hourly wage published, the annual wage has been directly calculated from the reported survey data.

(3) Tha relative standard esror (RSE) Is 3 measure of the reliability of a survey statistic. The smaffer the relative standard eror, the more precise the estimate.
(8) Estimate not released. :

{9} The location quotient I the ratio of the area concentration of occupational employment to the national average concentration, A location quotient greater than
one Indicates the occupation has a higher share of employment than average, and a location quotient less than one indicates the accupation I kess prevalent in the
area than average,

Other OES estimates and related information:

Last Modified Date: July 6, 2020

U.S. BUREAU QOF LABOR STATISTICS Division of Octupational Employment Statistics PS8 Suite 2135 2 Maseachusetts Avenus NE Washington, OC 20212+
000t

Telephone:1-202-691-6569_ wynw bis gov/OES Contact OES

Exhibit C
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Liewtenant Governor

Govemor
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Honorable Judith T. Won Pat, Ed.D Da lO =
Speaker Tz L ) S

I Mina'trentai Dos Na Liheslaturan Gudhan Freimemd & __._,..,.._3
155 Hesler Street :x,)
Hagétiia, Guam 96910 2
Dear Madame Speaker: ;’

Attached is Bill No. 201-32 (COR). entitled, “An act to add a new §5141 to Chapter 5 of
Title 5, Guam Code Annotated, relative to establishing a system of training, continuing
education, and certification for government of Guam procurement personnel,” which lapsed

into law as new Public Law 32-131.

Government procurement is a vital function that serves to ensure that public funds are not
wasted, but rather spent wisely so that the Territory receives the best value for the People. The
laws and regulations goveming procurement are complex, and Bill 201 secks to arm procurement
personnel with the skills and training to effectively and efficiently do their jobs.

1 am concerned, however, about the funding necessary for Bill 201°s certification and
education requirements. As soon as possible, [ urge 7 Liheslaturan to take action supporting the

mandates of Bill 215, including the appropriation of any necessary funds.

Senseramente,

EDDIE BAZA CALVO

1385

Ricardo 1. Bordallo Goversior™s Complex « Adelup, Guam 96910
Tel: (671472893170 « Fux: (671 477-4820 » www, gon ernor guam. gos



I MINA'TRENTAI DOS NA LIHESLATURAN GUAHAN
2014 (SECOND) Regular Session

CERTIFICATION OF PASSAGE OF AN ACT TO I MAGA’LAHEN GUAHAN
=== 2 2 AAL Y AN ALL 1O I MAGA LAHEN GUAHAN

This is to certify that Substitute Bill No. 201-32 (COR), “AN ACT TO ADD A
NEW §5141 TO CHAPTER 5 OF TITLE 5, GUAM CODE ANNOTATED,
RELATIVE TO ESTABLISHING A SYSTEM OF TRAINING,
CONTINUING EDUCATION, AND CERTIFICATION FOR
GOVERNMENT OF GUAM PROCUREMENT PERSONNEL,” was on the
1* day of February, 2014, duly and regularly passed.

"

Tina Rose Mﬁﬁa Barnes
Legislative Secretary

Judith T. Won Pat, Ed.D.
Speaker

5
This Act was received by I Magalahen Guéhan this _/ 7 day of @- ,

2014, at
V& o'clock /M. 2 5
/" Assistfut Staff Officer
Maga’lahi’s Office
APPROVED:

EDWARD J.B. CALVO
I Maga’lahen Gudhan

FEB 1 4 2014

32-131

Date:

Public Law No.
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I MINA'TRENTAI DOS NA LIHESLATURAN GUAHAN
2013 (FIRST) Regular Session

Bill No. 201-32 (COR)
As substitnted by the Author; further substituted

by the Committec on General Government Operations
and Cultural Affairs; and amended on the Floor.

Introduced by:

B. J.F. Cruz

T.C.Ada

V. Anthony Ada

FRANK B. AGUON, JR.
Chris M. Dueiias

Michael T Limtiaco

Brant T. McCreadie
Tommy Morrison

T. R. Muifia Barnes
Vicente (ben) C. Pangelinan
R. J. Respicio

Dennis G. Rodriguez, Jr.
Michael F. Q. San Nicolas
Aline A. Yamashita, Ph.D.
Judith T. Won Pat, Ed.D.

AN ACT TO ADD A NEW §5141 TO CHAPTER § OF
TITLE 5, GUAM CODE ANNOTATED, RELATIVE TO

ESTABLISHING A SYSTEM

OF  TRAINING,

CONTINUING EDUCATION, AND CERTIFICATION
FOR GOVERNMENT OF GUAM PROCUREMENT

PERSONNEL.

BE IT ENACTED BY THE PEOPLE OF GUAM:
Section 1. A new § 5141 is hereby added to Part E of Chapter 5 of Title 5,

Guamn Code Annotated, to read:

“8 5141. Training and Certification of Purchasing Personnel
g g

and Vendors.
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(8) Guam Community College Procurement Program.,
The Guam Community College (GCC, College) shall establish and
administer an integrated program of academic, research, practical
training, and continuing education, and provide the same on a fulll cost
recovery basis, for government of Guam procurement personnel and
other interested private or public participants, to be known as the
“GCC Procurement Program.” The College may adopt rules to
provide appropriate criteria for the training, continuing education and
certification authorized by this Section, and to administer this Section,
including rules related to monitoring a certified purchaser's
compliance with the continuing education requirements of this
Section. The College may, under the GCC Procurement Program,
establish a library, publish papers and journals, hold conferences and
seminars, and do such other things as it deems reasonable to improve
the government of Guam’s acquisition and asset management
strategies, practices and effectiveness. The primary focus of the
activities of the GCC Procurement Program shall be on the study and
instruction of the procurement laws and regulations of Guam, but may
include the examination and comparison of other procurement
regimes for the purpose of better understanding of procurement
philosophy and best practices and the improvement of Guam’s
procurement regime. The College shall establish such equivalent
training, education, experience and certification, and such
prerequisites, tests, attendance and standards as it determines are
necessary to qualify for any certification required by this Section,
and is solely responsible for bestowing such certification in such

form as it determines. 1t is not the intent, however, to require that

o
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tests be standardized or to prevent variation in subject matter tested,
method of testing or the use of other pedagogical techniques. The
College, in consultation with the Guam Procurement Advisory
Council, shall review all qualification criteria annually, and may
revise any of the same as it deems appropriate to improve the
standards and proficiency of government of Guam procurement
personnel. The College shall maintain records ol enrollment and of
the training, continuing education, and certification in same or
similar manner, and subject to the same or similar rules as its
regularly enrolled student records. The College may provide training,
assistance and coordination with other states and nations of
Micronesta on a cost recovery basis on the subject matter as covered
under this Section.

(b) Mandatory Certification and Continuing Education.
Notwithstanding any other provision of law or this Chapter and
effective October 1, 2016, all government of Guam personnel tasked
with the responsibility of purchasing or otherwise procuring goods, or
services, or construction, including those employed by agencies with
authority to conduct their own procurement, as well as any person
within the Office of Public Accountability responsible for
administering procurement appeals or auditing of the purchasing
activities of the government of Guam, must receive the training and
continuing education to the extent required under this Section and
oftered by the College in consultation with the Guam Procurement
Advisory Council. A government of Guam employee who is required
to receive the training tay not participate in purchases by the

employing agency unless the employce has received the required
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training or received equivalent training from a national association
recognized by the College and the Guam Procurement Advisory
Council, which shall be the judge of equivalency. The equivalent
training may count toward the continuing education requirements of
this Section, as determined by the College, in consultation with the
Guam Procurement Advisory Council.

(c) Consultation with the Guam Procurement Advisory
Council. The Guam Procurement Advisory Council shall, on an
annual basis and to the extent of its resources, advise and consult with
the Guam Community College regarding the professional education
programs contained in this Section, as they relate to the educational
needs of government of Guam employees and vendors, and provide
such other counsel and assistance as the College may request.

(d) Promulgation of Fees and Rules. The College,
pursuant to the Administrative Adjudication Law, shall promulgate a
fee schedule for students, departments and agencies, and vendors in
order to recover the College's costs under this Section. The operations
budget of each government of Guam department or agency for staff
development may be used to pay for fees provided herein. The
College shall also promulgate any rules authorized by this Section, or
which it may deem necessary or appropriate to give effect to this
Section, pursuant to the Administrative Adjudication Law.

(¢e) Cooperation with Other Entities. The College may
provide training and continuing education under this Section using its
own personnel and facilities, or through contracts with other public or

private entitics or personnel, including the federal government
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Procurement Technical Assistance Program, the Hawaii Procurement
Institute, and other state and international institutions.

(f) Basic Training Requirements. The College shall
provide at least four (4) modules of procurement basic training, each
with at least eighteen (18) hours of study and instruction, or more, as
the College may determine as necessary, and shall award a Certificate
of Enrichment of training to those qualifying, as required by this
Section, for each module of the following subject matter areas:

Module 1. Fundamentals and Principles of Procurement

(Basic).

Module 2. The Procurement Solicitation Process

(Advanced).

Module 3. The Procurement Review and Remedies

(Administrative).

Module 4. The Management and Administration of

Procurement {(Administrative).

(g) Continuing Education for Procurement Training. In
consultation with the Guam Procurement Advisory Council, the
College shall require a reasonable number of hours of continuing
education to maintain a certification level for each Certificate of
Enrichment required in this Section. The College may allow
attendance at an equivalent certification fraining recognized by the
College, in consullation with the Guam Procurement Advisory
Council, to count toward the required number of hours. Maintenance
of the certification level may be by yearly renewal or another
reasonable renewal period comparable to nationally recognized

certification requirecments.
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(b)) Requirement of Certificate of Enrichment (Basic).

The College’s prerequisites for awarding a Certificate of Enrichment

'(Basic) must include the completion of the first module of

procurement basic training and passage of a written examination
prescribed by the College. From October 1, 2016, no person shall
serve in the capacity of a level-one purchaser, and no person shall
sign for any procurement requisition, without the Certificate of
Enrichment (Basic) provided by the College.

(i) Requirement of Certificate of Enrichment
(Advanced). The College’s prerequisites for awarding a Certificate
of Enrichment (Advanced) must include the completion of the first
and second modules of procurement basic training and passage of a
written examination prescribed by the College. From October 1,
2016, no person shall serve in the capacity of a level-two purchaser,
without a Certificate of Enrichment (Advanced) provided by the
College, and a minimum number of years of purchasing experience as
prescribed by the Department of Administration. Recognizing that the
College has been providing procurement basic training since 2012
that covers the subject matter in the first and second basic training
modules required in this Section, the College may allow attendance
at any such training given as credit toward any certification required
without examination until such time as the College has implemented
testing for such training.

(j) Requirement of Certificate of Enrichment
(Administrative). The College’s prerequisites for awarding a
Certificate  of Enrichment (Administrative) must include the

completion of the first, second, third, and fourth modules of



procurement basic training and passage of a wrilten examination
prescribed by the College. From October 1, 2016, no person shall
serve in the capacity of a Chief Procurement Officer or Procurement
Administrator, or as a classified employee in the position of supply
management administrator, procurement officer, or otherwise as the
responsible head of procurement, or a level-three purchaser, of any
government of Guam entity, including any governmental body,
public corporation, semi-autonomous or autonomous agency, within
or under the purview of the Executive Branch, without a Certificate
of Enrichment (Advanced) provided by the College and a minimum
number of years of purchasing experience as prescribed by the
Department of Administration.

(k) Requirement of Industry Certification, The College
may provide an Industry Certification which may require completing
the required number of college credit courses to include the four (4)
subject matter areas covered under this Section and passage of a
written examination as developed, prescribed, and administered by the
College, in consultation with the Guam Procurement Advisory
Council.

() Requirement of Certificate of Procurement
Management Program. The College's requisites for providing a
GCC Certificate of Procurement Management may include
completing seventeen (17) college credit(s), or more, as the College
may determine necessary, to include the four (4) subject maiter areas
covered under this Section and meeting all the general requirements
for a certificate program and a Certificate of Completion to be

awarded by the College.
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(m) Requirement of an Associates Degree. The College's
requisites for providing an Associates Degree in Procurement
Administration may include completing the required college credits as
the College may determine necessary, to include the four (4) subject
matter areas covered under this Section and meeting all the general
requirements for an Associates Degree to be awarded by the College.”

Section 2. Effective Date. This Act shall be effective upon enactment.
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CassCode ___

GUAM MEMORIAL HOSPITAL AUTHORITY
POSITION DESCRIPTION QUESTIONNAIRE

I IDENTIFICATION _

Official Official

Position Title; Assistant Supply Management Adminisirator . PositionNo.z__ 9010 ,

Job : ]

Location: 111 PP O EC TN peTation aterial Management Dy DS
(Department/Agency) ({Division) (Section/Unit)

Name:

- Last First Middie Initial

PayGrade: _ M [ ) Classified ( ] Unclassified " [x]Position Vacant

Supervisor ______Dolores F. Pangeligan ~Hospital Materials Management Administratcy

IL

sName of Direct Sgggvisor} Tide of Supervisor

DESCRIPTION OF DUTIES

Duty
NO.
or %
of
Time

ESSENTIAL FUNCTIONS: Organize and list duties and tesponsibilities that MUST be performed. List duties in one of the
formats below.

(1) The daily work assignments, beginning with the first duty and ending with the last duty for the day.
(2) - Perceniage of time and show % for each {total % equals 100%).
(3) Ovder of importance, beginning with the most important.

Muk (Vor X) one format only: [ ] (1), 11 (13

"Assist the Hospilal Matecials Management Administrator in directing and coordinating the productive opuati&ml hours, space,

equipment, and expense activities of ali sections of the Materi Management Department & Central Supply Receiving (CSR),
with the exception of sterilization 10 ensure compliance with approved laws, standards, rules and regulations, -

Astist in recommending and developing policies and procedures in the areas of the procurement, inventory contral, receiving
and stosage, distribution throughout the organization. ' '

Assist in recommending and developing operational improvements to ensure departmental performance is in line with
izational objectives and ies,

Assists in formivlating, compiling, preparing, reporting and mainaining department’s Performance Improvement (PI) program

on monthly performance results 1o ensure processes meet operational needs, organizational objectives and strategies and submit
moathly report on the departments overall perfocmance to the Department Head for submission to Administration and Board of
Trstee.

Asgist in solicitation of BIDS and proposals from various manulactures and distributors for all supplies, equipments, and
senices throughout the organization, with the exception of personnel and contractual employments.

Asiist in review, evaluation, and recommends approval of stock requisition and purchase order review 1o ensure stock
replenishmeats orders comply with established procurement rules and regulations, and generally accepted accounting
prirciples for stock replenishment.

Assist in interviewing, negoliating, and acting as the contact person for all purchase agreements with the vai'ious distributors,
sales representatives that may or may not be addressed by a group purchasing organization, and review vendor performance
datain relation to overall rendered in compliance with all organizational policies regarding ethical business practices.

Assist in developing department personnel and supecvisors on approved procurement rules, regulations, generelly accepted
accountting principles in inventory practices through ongoing in-service education, on-the-job training; evaluation and open
department meetings to ensure stock replenishment, task performance, procedures, or policies guidelines are in compliance
with established organizational objectives and strategies.

Assist in monitoring department emplayee's job performance, and assist in conducting department’s personnel evaluations, and

objectives and strategies

0

~|AAssist in monitoring the Returned Goods Program for éxpired pharmaceutcal and sihes goods for compliance to ensure proper

disposal and credits are realized in a timely manner.

' Rovised: GMHA Aptll 2018
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Assist in coordinating efforts with inveatory and procurement staff to ensure adequaie stock levels is maintained using o
11 | apgroved inventory management methods including PAR level utilization to ensure cost containment, and oeced with
submission to periodic reports 0a stock status to supervisors.

1 Coordinaie the Product Alert / Recall notification program: informing and encouraging all organizational departments to
12 | perform appropriated actions up to and including removal of affected products form use and retura to manufacturer for credit of
replacement and submit annual re o ity Management 00 compliance. :
I Assist in direct interface with all departments in the ocganization on a regular basis to coordinalé depariment efforts with

13
—
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regard 1o materials that have been requesied to ascertain specifications and need in accordance the established organizational

sdministrative goals and objectives while providing and maintaining good refationship with highest level of service,

management assistance and communications.

Assist in encouraging & safe, clean. healthy cavironment for the Matcrials Management Department and Central Supply &

1 Receiving Department stafl by overseeing the Depariment Safety, Emergency Preparedness and Infection Control Programs
(e.g.. developing of department specific policies and procedures, implementation of by-weekly safety and infection controt |

rounds, eic.) to ensure¢ the mainienance of a safe. clean and healthy work environment,

Assist in providing administrative support (o senior management in the form of reports, budgets. supply utilization analysis and

15 | copital expenditure management and resource infotmational aid 10 depastment directors in the budget process, which includes

operating and capitat bud on and maintenance 10 ensure accuracy in planning bu jections.

 ————————— e ——

NON-ESSENTIAL OR ADDITIONAL FUNCTIONS: List duties and responsibilities not listed above that may be
Et[md. 2 assigned.
| | Prepare and maintain reeords, reports and depantment internal and external correspondences for ease of retrieval during annual
audits. : .
7 | Perform special administrative assignments, atiend meetings and participate in ocganization wide committees as assigned.
z Respond (o disasters. typhoon and other emergencies in accordance with the organization’s spproved Mass Casualty and
% | Typhoon Preparedness Plan.
[
5
6

Prepare appropriate formal solicitation package for distribution lo prospective suppliers for good and service with atieation 10

timeliness and accuracy.
Atiend mandalory in-service ainings as directed and as established on the organization {c.g HIPPA, API, Infection Control)

Perform additional task as assi ;ned EI the Hosgital Administrator/CEO and Hosgital Materials Mmgrﬁcm Administrator. _

daily activities.

kY. CONTACTS: De ats, agencies and individuals you deal with during the course of
A, Within your départment / agency. Mark (X oc ¥) on¢ box:

[ ] None [ 1 Upto 15% of total working hours
[ ] 15—50% of total workgﬁhours [x] OverS0%
B. Outside your depariment / agency. Mark (X oc )
[ 1 None { ] Upto 15% of total working hours
fx] 15-50% of total working hours { ] Over50% 1

V. SUPERVISION RECEIVED: How closely is the employee s/jobholder’s work reviewed by the direct supervisor? Mark (X or

+) one cocrect response.

|~ Detailed and specific instructions / rocedures received or followed for each assignment.

]  Generol Supervision - Routine duties are performed with minimal supervision. Standard practices ot procedures allow
employee to function alone at routine work. Supervisor makes occasional check of work while in progress. Work is reviewed
upon completion.

(X} Direction - Receives guidance about general objectives in most of the tasks and projects assigned; determines methods, work

- sequence. scheduling and how to achieve objectives of assignmenis; operates within policy guidelines. (Generally applicable
to skilled professionals, supervisors and managers.)

[ | General Direction - Receives very general guidance about overall objectives; work is usually quite independent of others;
operates within division or department policy guidelines, using independent judgment in achicving assigned objectives.
(Generally applicable to managers / administrators in targe and complex organizations and to department / agency heads and
their ficst assistants.)

Revised: GMHA Aprl 2018
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" * V3 SUPERVISION EXERCISED: The employeefjobholder supesvises other employees. List the number of employees
: supenvised. their position titles. and a briel deseription of their responsibilities.

Number Supervised Position Title Descri
W - - T 1
3 Property Control Officer Assist in the coordination and administration of the organizations

Fixed Assct Program, including ihe coordination o f fixed asset
purchasing. inventory, dispesition, and other related Fixed asset, high
value or easily pilfered supply management programs and activities,
Assist in the development and administration of policies and
procedures, including budget adminisiration and personnel relative 1o
the Fixed Assct Management Program. Maintains and supervises the
maintenance of s variety of records and prepares comprehensive
Fixed Assets Reports; directly responsible for the supervision of one
(1) Supply Clerk.

1 Buyer Supervisor 11 Assist in coordinating the administration of all purchasing functions,
and staffing; assist i the training of procurement staft in the proper
procurement methods in compliance with approved laws, rules and
regulation; and the administration of procuremen policies and
procedures. Assist in researches and develops specifications to
determine agency requiremerits for annual BIDS, Request for
Propaosals and price agreements. Maintains and supervises the
maintenance of a variety of procurement records and porepares
comprehensive audit reports; directly responsible for the supervision
of three (3) procurement personnel.

1 Inventory Management Officer | Assist in coordinating the administration of stock control, inventory
management and other related supply function programs and
activities. Assist in the development and administratios of policies
and procedures, including budge administration and personnel relative
to supply management of official and unofficial organization stock.
Researches and develops specifications to determine agency
requirements for anaual BIDS, cost containment options and price
agreements, reviews and recommends approval or rejection of stock
replenishment requisitions. Maintains and supervises the
maintenance of a variety of recocds and prepares comprehensive
supply support, and inventory reports; directly responsible for the
supervision of one (1) data control and two (2) stock control
perscanel.

1 Warehouse Supervisor I Assist in coordinating the administration of gli warehousing,
inventory, staffing and other related supply management programs
and activities. Assist in the development and administration of
approved policies and procedures related to stock movement,
including the administration of personnel management. Assistin
research (0 develop specifications to determine agency requirements
for annual BIDS; reviews and recommends approval or rejection of
stock replenishment requisitions. Maintains and supervises the
maintenance of a stock and distribution records and prepares
comprehensive reports; directly responsible for the supervision of
four (4) warchouse personnel,

VIL.EQUIPMENT: List the equipment (pickup truck, welder, crane, elc.), office machines (woed processor, calculator, copying
machine, etc.), or any other machines, tools or devices that aze used on a regular and continuing basis. Show what percentage of

the reiuhr \'vorkdaz is spent usin; each. .

PERCENT (%) OF
. TOOLS / EQUIPMENT ENT (%) OF
Personl Desitop Compurter 40%! IME

tng Machine = 0%
Fax"Michine —— ———— .
Telephone r
Calculator . o

4

Revised GMHA April 2018
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voL JOB REQUIREMENTS
[ ] . Mark{V or X)here if jobholder is unable to complete this section. The direct supervisor will then complete this

section for the jobholder.

A. MINIMUM QUALIFICATION REQUIREMENTS: List the minimum experience and training a qualificd applicant must
have before ¢ t
T _’M == e il
1. WORK EXPERIENCE: Listthe gencral, specialized and/or supervisory / management work experience needed and how much
gone, mark (¥ oc X) “No work experience required.”

Minimum four (4) years on developing. implementing, and administering a coordinated supply support system that operates

elliciently and meets the needs of the institution's departments. Ability to developing policy and procedures in purchasing. investory
coatrol, receiving. storage, distribution, and materials processing. Knowledgeable of JCAHO and state regulations for both acute and
skilled nuui_uifacilities. Able 1o work effectively with physicians and clinicians in a collaborative manner.

Some education in the field of Business Administration, Public Administration, of Materials Management with working knowledge of
logistics and contract laws, or four (4) years in procurement of supply experience is required. Communicate effectively both verbally
and in writing in Eaglish. Has working knowledge of computers.

A minimum of three (3) ye: eTience &5 & SUPETVISOr O MANAZET Supervising a gro 5 of no Jess than theee (3) subordinates.

If no wock experience is required, list the knowledge, abitities and skills a qualified applicant needs before employmeni to pesform the
essential job functions. -

> FORMAL EDUCATION OR TRAINING: .
Mark (¥ or X) the most applicable education level required.

a [ ] BelowHigh School - Show Number of Years

b. Hieh School Graduation / GED

c. [ | Vocatonal/ Technical School

Show specific training that is required by this position.

Id. [} Some College
Show number of [ - ] Semester Hours or[ ) Quarter Hours

Show specific courses required by the essential functions of this job.

”|

College Degree (Show major area of study required.)

[ ] Associate’s:

[} Bachelor's:

| ] Master's:

. I_chond Masters:

”-—l“--———ﬂ-.—

Revised: GMHA Apdl 2018



Exhibit E

.
e,

T

"L _CRITICAL SKILLS / EXPERTISE: List specialized skills or

1. Inventory Management ' 8. Infection Control
2. GMHA Procurement Rules & Regulations 9. Computer Science
3. Accousting {Principles & Fundamentals) 10. Guam Procurement Laws
4. Negotizion / Contracts ment 11, Hazardous Waste & Materials
S.Strategic & rations Plannin 12. Sterilizations Processi
&. Human Relations 13. HIPPA
7. Fiance ment 14, Joint Commission Accreditation of Hospital Or gasization TACHO
4. LICENSE, REGISTRATION OR CERTIFICATION:
List ion of required licen fessional registration/certification aeeded 1o essential functions,
1. it of Certificate of Entichment Administrative) must include the ion of Module Traini

o Module I- Fundamentals and Principles of Procurement {Basic).

¢ Module 2- The Procurement Solicitation Process {Advanced).

o __Module 3- The Procurement Review and Remedies (Adminisurative).

¢  Module 4- The M. nt and Administration of Procurement Administrative).
2. Guarn Driver's License

)

appropriate physical requirement(s) for the job. .
The job requires the employee (o sit in a comfortable position most of the time. “The employes
can move about,

Employee is required ¢o sit for extended periods or time without being able ro Jeave the work
area.

(X] Siung/Standing/Walking _ The employee is required to sit, stand, and walk most of the time,

[ 1 Climbing Employee is required 10 climb ladders or scaffolding or 1o climb and work in overhead areas,

[ ] Liking Employee is required to raise or lower objects from one level to another regularly.

[ 1 Puling and/or Pushing The job requires exerting force Up 1o pounds on a regular basis to move the object to or
away from the employce.

[X] Canying The employee is required, on a regular basis, to carry objects in his or her arms of on the
shoulder(s).

[X] Rexhing : The employee is regularly required to use the hands and arms to reach for objects.

[ 1 Stoopingand Crouching x en_tp!oyee is regularly required to bend forward by bending at the walst or by bending legs

spine,
} Cnvling Employee is required to work in a confined Space and/or to crawl and meve about on his or her

hands and kaces.

[X] Speking The job requires expressing ideas by the spoken woird.

fX) Liskening - The job requires the perception of speech or the nature of sounds in the air,

f 1 Othe Describe the requirement.

2. Mark ({ or X) the most ropriate mental / visual re ui::nunt for the job,
[X] General Intelligence (iypical requirement for machine operators, office staff, exc.)

{ 1 Motor Coordination Skills (typical for automotive mechanic, painter, ete.)

{ } Cocrdination of Eyes, Hands, and Feet (typical for tractor trailer driver, fire fighter, line electrician, elc.)
[X)  Vecbal Intelligence (typical for counselors, customer service representatives, etc.)

[X]  Numerical Intelligence (typical for an accounting clerk, cargo checker, etc.)

[X]  Oche: ___ Apalytical Intelligence

Aevised GMHA Apidl 2018
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3. The igb“s mast am:e work environment and the weather exposure.

Show what percent of a typical workday is spent. (Select one response only)
90 & Indoorsina comfotable temperature-controlled environment (for instance, in an office).

1. 05 % Indoorsina noa-temperature-controlled environment (such as an open garage, storercoms and warchouses, ¢1¢.)

&  Outdoors exposed to changing weather conditions (for instance, rain. sun, wind, etc.)

___& Oudoors butinan enclosed vehicle protected from extreme weathes conditions.

O e Ssuisip — S——— = =

S = i =

if none of the followiag is applicable.

i | Mark(Xor

Show what percem of a typical workday this position is exposed to:

_02 %  Aircontamination (i.e., dusi, fumes, smoke, toxic conditions, disagreeable odors).

G Vibeation (i.c., operating jackhammer, impact wrench).

%  Noise (Exposure at a level enovgh to cause bearing loss or fatigue).

G  Animproperly illuminated or awkward and confining work space.

%  Working a_bove ground level where the chance of falling exists (i.e.. on ladders, rooftops, bucket trucks, scaffolding).

05 _%  Lifting oc carrying items oc objects. Describe item/object and weight:
i nd P.O. jackets /5

@& Heal (Hotor Cold) Describe source and degree of high or low temperature.

6  Medication accessibility: This position may be expose {0 arcas where medication is accessible.

G  Other hazards. Describe:

5. Describe the working conditions that are irrezular or unusual for the job and show frequency of exposure.

{ | Mark(X or'¥)if not applicable.

CONDITION FREQUENCY OF EXPOSURE

Hazardous Mawrials/Supplies 2%

Contaminated Equipment/Waste 2%

Revised: GMHA Aprll 2018
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* G, WorkSchedule/Hours - Mark (Y or X) the mogt iate work scheduleMours foc the job,
] Regular ~ Standard Eight (8) hours daily, Moaday - Friday

[ ] Inegular - Shift work - A 24-hour work operation.
1 Regular/ Irregular — Overtime hours with overtime Ppay entitlement

Sute Purpose and Total Hours required per pay period:

ix] Regular/ Irregular - Overtime hours without overtime pay entitlement
State Purpose and Total Hours required per pay period:

YL NG ISCh] yea;

The informstion given on this position is complete and correct.

Signature of Employee _ Date

Ravisod: GMHA Apill 2018
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IX. SUPERVISOR'S REVIEW .

INMPORTANT: This Block To Be Filled Out Onty By The Direct S

2 1) Husthe guploves correctly siated his or her ofii=ial payroll position tide?
[ ] Yes { I No

(1) Ifoot, whatis the correct tithe? |
B. (1) Are the employee’s statements sbout The duties of his/her position and the supplementary information éomplete and
sccurate?
[ ) Yes { ) No
(@ 1o, what sdditions, deletions oc comrections should be made? (Refer 1o block a0d page)
: |
I What positions under your supervision perform the same cssential functions Give name and title:
Name Title
d. " Does this position require (mark onc)
{ ] Immediate supervision on a regular basis,
! [} lmmediate supervision only for new/complex tasks, or
{ ) Litle immediate supcrvision.

e Does the employee participate in (mark those appropriate) the
(X) Formulation, [X} Interpretation, and/or (X} Application o

Reviews and revises departmental golicies as need OF 35 (£QU

{ The employee (mark one)
{ ] Berforms routine, well-defined tasks,
[ ] Performs moderately complex tasks requiring moderate knowlcdge of Agency’s/Depariment’s work; or
[X] Petforms complex tasks requiring extensive knowledge of Agency's/Department’s work.

[ certify to the accuracy of the description of duties, responsibilities and organizational relationships provided herein; further, that the
position is nccessary fo carry out government functions for which I am responsible. This centification is made with the knowledge that
this information is to be used for statutory purposes on the use of public funds. The falsc or misleading statement may constitule
violations of such statutes or their implementing regulations.

Qdes A shfre b2 shaps

Signature of Department Manager Date

Signature of Immediate Supervisor Date
s o NI . X
?&&mﬁ%k& %f/m (S M W s 252
i Date ate

Zatuce of Agency Head, Signature of Divislon Manager D

" Revised: GMHA Aprll 2018
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Human Resources Office Review:

Date:

Reviewed by:

Positioa Title Name

Classificstion Corect: { ) Yes [ ] No
If not, comective action taken: (Attach <opy of review made)

Approved by:
Personnel Services Administrator Date
Post-Audit:
Date:
Reviewed by:
Position Title Name

Classificatioo Correct: [ ] Yes [ ] No

If not, corrective action taken: (Attach copy of review made)

10
Revised: GMHA Aprl 2018
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CLASSIFICATION REVIEW:
Hospital Materials Management Assistant Administrator — Summary of Proposed Position

Position Title: This is a managerial position and provides assisted oversight of the Materials
Management and Central Supply Receiving departments. The title is changed to reflect the duties
specific to the hospital.

Nature of Work: The nature of work reflects the assistance in administering the programs and
activities of the various supply/materials management functions at the Guam Memorial Hospital
Authority.

Hlustrative Examples of Work: The examples given reflect the additional duties and
responsibilities of supply/materials management operations, programs, and activities of the
hospital.

Minimum Knowledge, Abilities, and Skills: The minimum knowledge, abilities and skills reflect
the work characteristics necessary to successfully assist in the administration of warehousing,
purchasing and materials management practices and procedures.

Minimum Experience and Training: The quantity and quality of training and experience take into
consideration the minimum knowledge, abilities and skills required to successfully administer
programs and activities of the various supply/materials management functions in a hospital setting.

Hay Evaluation: The staff evaluated the position of Hospital Materials Management Assistant
Administrator using the Hay Guide Chart-Profile Method to reassess the Pay Grade. The Know-
How (KH), Problem-Solving (PS), and Accountability (ACCT) points of the job are as follows:

KH PS ACCT PROFILE TP PG
EII3 264 | E3 (33%) 87 E1C 100 +1 451 O

The job entails administering warehousing, purchasing, inventory and other related supply
management programs and activities at the Guam Memorial Hospital Authority. The
Know-How is placed at level “E” which is characterized as “Professional”. This means
that knowledge at this level is in a field of expertise is sufficient and requires an
understanding and application of a theoretical or scientific discipline gained through
extensive practical experience. The managerial skill is “II” or involves the integration of
related activities, especially emergency management planning. In a conceptual or
consultative mode, the position ensures that functional interests and issues are addressed
throughout the broader organization. The position’s human relation skill is at “3”. The job
involves different types of relationships with multiple audiences that require well
developed abilities to persuade others and to create commitments for getting things
accomplished.

With respect to problem solving (PS), the evaluation is “E” or clearly defined since the
position has latitude to consider whether new procedures may have to be developed,
consistent with current policies, or existing principles, in order to achieve required end
results. The thinking challenge is “3” or variable since the situations differ and require the
identification of issues, the application of judgment, and selection of appropriate solutions
will based on past experiences.
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On the factor of Accountability (ACCT), the freedom to act is “E” or clearly directed.
Incumbents have the degree of independence needed to achieve annual results, provided
that activities are consistent with approved operating plans and objectives, and within
established functional policies and precedents. This position determines how and when
results are to be achieved. The area of impact is “1”” or very small, units limited to their
department or program areas and the nature of impact of the position is “C” or conttibutory
where the position is interpretative, advisory or facilitating services for use by others to
achieve results. Such impacts are commonly found in jobs/roles that significantly influence
decisions relative to the Area of Impact.

The position’s profile is +1 up which means that the job’s accountability is higher than its
problem-solving. The +1 up profile indicates that the position is a results or action oriented
line job in a management setting. The evaluation resulted in the total hay points of 451
which is at Pay Grade O under the General Pay Plan (GPP).

In comparison, the job evaluations for Hospital Materials Management Administrator,
Central Service & Supply Supervisor, as well as the previous job evaluation for the position
is shown below. The change in total points for the position is primarily the result of a one-
step movement in the Know-How factor:

KH PS ACCT TOTAL | PROFILE PAY
POINTS GRADE
Assistant Supply | DI13200 | E3(33%)66 C3C76 342 +1 M
Management
Administrator
Hospital EII3304 | E3(38%) 115 E2C 132 551 +1 P
Materials
Management
Administrator
Central Service | EI12230 E3(33%)76 E1C87 393 +1 N
& Supply
Supervisor
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Exhibit H

Guam Memorial Hospital Authority
Aturidat Espetat Mimuriat Guihan

850 GOV. CARLOS G. CAMACHO ROAD
OKA, TAMUNING, GUAM 96913
TEL: (671) 647-2409 OR 647-2171
FAX: (671) 648-9215

July 1, 2020
MEMORANDUM
TO: Hospital Administrator/CEQ
FROM: Hospital Materials Management Administrator

SUBJECT: REQUEST FOR REVIEW AND AMEND OF PAY ALLOCATION: Assistant
Supply Management Administrator

I would like to request for a review on pay allocation for the Assistant Supply Management
Administrator position.

The responsibilities and duties of this position is to assist the Hospital Materials Management
Administrator in directing and coordinating the productive operational hours, space, equipment, and
expense activities of all sections of the Materials Management Department & Central Supply Receiving
(CSR) Area. Currently this position is at a lower pay Grade than the Central Supply & Receiving

Supervisor position.

The Assistant Supply Management Administrator position is currently at paygrade M. However, the
Central Supply Supervisor is a paygrade N. I would like to request to change the Assistant Supply
Management Administrators paygrade from and M to and O.

Please see attached the Position Description form along with our organizational chart.

Your approval for this request is appreciated. If you have any questions, please feel free to call me at
ext: 2460.

Sincerely,

Geltes G L

DOLORES F. PANGELINAN

Vdpproved [ IDisapproved

M%A .
o

Lillian Pém-_Posadas,
Hospital Administrat

o (S RECEIVED

el et UL 102

2397 o oMottty





