





















































Administrative Services Division
Activity Summary

This division provides internal support
services to the department, including
budgeting and accounting, personnel,
employee training and development;
information systems, office management,
records management, centralized statewide
personnel files, word processing, SEMA4
support, data entry, and mail delivery. This
division also provides requested information
and other services to state agencies. This
division administers the state’s Vacation
Donation Program, providing state employees
a procedure for donating vacation leave to
other employees or their families. The
donations are used to pay for unreimbursed
medical expenses of $10,000 or more incurred
due to a catastrophic illness of, or injury to, a
state employee, spouse or dependent.

The Fiscal Services unit has responsibility for
managing the department’s budgeting,
accounting, and procurement.

Central Support Services provides internal
support which includes word processing,
graphics, maintenance of our Web site,
records management, and facilities
management.

In addition to providing information systems
support for DOER, the governor and staff, the
legislature and staff, exclusive representatives
of state employees, and the news media, the
Management Information Services (MIS)
unit provides statewide systems support. The
primary computer systems supported by this
unit include:

s State Employee Management System
(SEMA4). This is the state’s payroll and
human resources system.

® Insurance benefits management for state
employees.

® Workers’ compensation claims
management for state employees
(GenComp).

m The job applicant management system
(SIGMA).

m In addition, MIS is taking the lead role in
preparing DOER’s systems for the Year
2000.

SEMA4 Human Resources (HR) Services is
the functional human resources branch of the
MN-Assist organization. This team is
responsible for providing guidance and
assistance to state agency human resources
and payroll offices. Specifically, SEMA4 HR
Services provides training on SEMA4, policy
and procedures on the administration of
SEMAA4 security, human resources and payroll
on-line documentation and interpretation of
state human resources policy and procedures.

This unit responds to requests for personnel
information. Availability of information is
limited by computer files, program retrieval
capability and the Data Practices Act, M.S.
§13. In addition, this unit audits employee
appointments and changes for all state
employees and certifies to Finance that state
payrolls are in compliance with law, rules,
administrative procedures, bargaining
agreements and plans.

On behalf of the commissioner of DOER, the
manager of the Administrative Services
Division declares weather emergencies. As a
general rule, considerations of an emergency
include road maintenance, transit operations,
additional weather conditions, and other
concerns such as power or heating systems.
Decisions are made in conjunction with the
Minnesota Department of Transportation and
the Divisions of Emergency Management and
State Patrol in the Department of Public
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Karen L. Carpenter

Commissioner

584020 (S-UNC)

Vacant

031600 (S-UNC)

Deputy Commissioner - Personnel

Chris Goodwill e
Employee Relations Senior
Administrative Officer

Kathy Burek

Assistant Commissioner
Employee Insurance
031590 (S-UNC)

031460

Sandy Hyllengren
Asst to Commissioner
602340 (S-UNC)

Vickie Vars

Administrative Services I

Executive Aide
032350 (S-UNC)

Vickie Fowler
O & AS Sr.
01004448

Linda Mohlin
CSS Int.

01000168

+—— Thomas Boraas

Total Quality Mgmt. Dir.
01001695 (UNC)

l
Jim Lee
Deputy Commissioner - LR
584000 (S-UNC)

Employee Insurance

Liz Houlding
EID Manager
01005125

Staffing Office of Diversity & Training & Development
Equal Opportunity Resource Center
Barbara Watters Darcel Lewis Linda Draze
Staffing Division Personnel Services Training & Develop.
Manager Manager Manager
031610 (S-UNC) 01006888 (UNC) 602480
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Jim Lee

Deputy Commissioner - Labor Relations
584000 (S-UNC)

v

Labor Relations ]

Paul Larson

Assistant State Negotiator

584010
FreJ Skarich Barb Holll\es Vacant Becky Wodziak
LR Rep Princ LR Rep Princ LR Rep Princ LR Rep Princ
059490 01007547 299930 158470
Tony Brown Kathy Megarry Harry Carlson ~ Vacant
LR Rep Sr LR Rep Sr LR Rep LR Rep Sr
157940 157960 157950 390160
Vacant Vacant
LR Rep Trainee LR Rep
01009918 01009919
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Joanie Pream
Executive 2
059510

Ann Maile
O & AS Sr.
019700

Carol Stein
Personnel Services
Supervisor 2
127930

Compensation

Assistant State Negotiator

031580

(Jim Lee UNC Leave)

I

Elizabeth Koncker

Comp Program Analyst

032420

Vacant
Personnel Officer
390100

Local Government
Pay Equity Program

Faith Zwemke
State Programs
Administrator Sr
264570




Darcel Lewis
Acting Director, ODEO

Personnel Services Manager

01006888 (UNC)

ADA

Clerical Support

Youth Initiative

|

Joanna Morken Hardy

State Prog Adm Princ/ADA

Disability Coordinator
484680 (UNC)

Affimative Action | Recruiting
Cheryl Lowe Vacant
Aff. Action Officer 4 MA 3 - Diversity
01007591 (UNC) 389790 (UNC)

Cindy Greenlaw Benton
Aff. Action Officer 3
01009067 (UNC)

Vacant

State Programs
Admin/EQEMOP
01010652

Diane Lemon-White
State Programs
Administrator
602400

Vacant

State Programs
Admin/EQEMOP
01010653

Candi Kirscher
0 & AS
01007648

Sandy Stephens
Planner Principal State
01002359

Steven Zachary on
assignment to Corrections
Director, Diversity and
Equal Opportunity
003180 (S-UNC)
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Thomas Boraas

Vacant
CSS
019670

Terri Hieb
CSS Int. (50%)
031411

Jackie Tompkins

CSS
390020

Linda Draze Total Quality Mgmt Dir
Training & Develop. Manager 01001695 (UNC)
602480 -
Project Consultant
01004669 (UNC)
Administrative Support Professional Staff HRI Performance Mgmt,
Vacant Efren Maldonado Joan Benedict Trainers
CSS EDS 2 Planner Senior State EDS 1
01002600 (Temp) 032450 382610 484370 (Mobility)
Gail Edel Pam Belknap Sandy Stenum Pam McLeod
CSS Sr. Planner Senior State  EDS 1 EDS 2
01006730 01000407 (UNC) 484570 01000108
Sherri Conlin Tom McMahon Vacant
CSS EDS 2 EDS 2
01009140 (Temp) 01008426 (Mobility) 01010738
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Chris Goodwill
Employee Relations Senior Administrative Officer
031460

I

|

|__Office of Human Resources ] [ Fiscal | | Management Information Systems ] | Central Support Services |—
- Page 2
Ann Phoenix Ed Anderson Steve Jorgenson
Personnel Director 2 Accounting Director Chief Information Officer | SEMAA4 Support | J
127900 389830 246810 Page 2
Judy Pearson N Carolyn Hoel [ | l I
g%s(;’:é‘()e ‘; Rep. (60%) Accounting Officer Sr Insurance & Staffing SEMA4 Technical Technical SEMAA4 Production Support
01005116 Support Reporting Support Services Department of Finance
Lori Richman i
Planner Senior State klgé((;irjlg?\rglsg)?ﬁcer Int Florence Buggert Jane Trana Dennis Maki Don Howard
602430 01006527 Systems Supervisor Sys Supv Sys Supv Admin Sys Supv.
031550 602210 602200 580320
Lenore Vogt i
Personnel (g)fﬁcer Sr. nglﬁ:s %lgfr (80%) Vacant Jan Anderson ﬁfasves l}(\orblyP }}l{g ‘Ii(lielz
246780 ' ITS 3 Appl Prog ITS 2 ppl Prog
B 260030 562520 (80%) 224260 584260
g:fsg;:tfld Aide. Sr iléiggnlt({lgcrggchroeder Clyde Buford Jeannie Li Vacant Chuck Kraby
347100 T 186140 ITS 4 Appl Prog ITS 3 Appl Prog ITS 3 Network ITS 3
484380 031410 117410 508980
ga:&S/(:\gs&r: I/_\.(élcsolu(r(‘)to(s)rpfann Robert Phuse Terry McCarty Vacant Jim Coleman
01000335 222210 ' ITS 3 Appl Prog ITS 5 Appl Prog ITS 2 ITS 3
261090 602160 389460 508960
(Lj)énn Steave ﬁ;ﬁdg:‘%ﬁg?k Lilia Mankovich Bruce Laurich David Gillespie Rhonda Mossman
430360 484520 ITS 3 Appl Prog ITS 5 Appl Prog ITS 3 Network ITS 4
) 01001256 602170 390140 01003887
g(s) Lum Rick Holton Andre Drinkwine Jeff Varhalla
|___ Department of Finance | | ¢02330 ITS 3 Appl Prog ITS 3 Network ITS3
602180 01006269 582150
: Steve Wicks
Deb Patrin Vacant ;
Personnel Representative Accounting Officer Contract Staff i‘}{{g%“j\ gglu;l:gg ?rasnzBerkland ﬁ?éhg' Kieger
216790
Teresa Brantner 602190 01008447 509000
Lo Jack Ford Mark Jorgenson Tammy Phan
ITS 4 Appl Prog Student Wkr-Para Prof. ITS 3
01008450 01010291 01000807
Susana Daylis Dirk Larson
ITS3 ITS 3
01001742 509070
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Karen L. Carpenter Kathy Burek
Lab MPEIP % MEéP ’ Commissioner Assistant Commissioner, Employee Insurance
GOSN L T 063 584020 (S-UNC) 031590 (S-UNC)
State Labor-Management
Committee
g Workers' Compensation
Actuarial/Benefits Technical Advisory Committee
Consultants
- - Workers’ Compensation
A.G. and Legal Liz Houlding Steering Committee
C ) EID Manager
David Haugen
Plng Director State
01006208 (UNC)
Jeff Grund ;
O & AS Sr.
390230
Purchasing | [ Special Projects | [ Customer Service | I Operations |
Page 2 Page 3 Page 4 Page 5 & 6

Employee Benefits Analyst Supv
587620 (Burek UNC Leave)
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Division

Manager & Staff
[ Page 1
Special Projects Customer Service | I Purchasing l Operations |
Page 3 Page 4 Page 5 & 6

Budd Johnson
EID Program Manager - SEGIP
390040

l | |

Financial Analysis I | Auditing & Quality Improvement [ Network Management | — Contracts & Negotiations |

Shari Horsman

Health Financial Analyst -
Benefits

390130

Bill Bausch

Administrative Planning Director, State
- MEIP/PEIP

338460 (UNC)

Vacant

Auditor Principal - Benefits
390120

(Bausch UNC Leave)

Anne Stowell
O & AS Sr.
235410
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Dann Chapman
MA 3 - Benefits Specialist
389780

Mary Regnier
Legal Analyst
177830

Vacant
MA 3 Insurance
340270

—f

Oucome Evaluation

|

Vacant

Employee Benefits
Analyst Supv
299950




Division
Manager & Staff

Page |

Operations l

Page 5 & 6

Purchasing I Special Projects | I Customer Service I
Page 2 Page 4
Vacant Lettie Sagisser
Admin Plng Director State- Employee Insurance
Health Policy Analyst Systems Supervisor |
01009949 215010 Betty Woller
Paul Strebe g)lf,t;;gosvcs' Supy 1
MA 3 Health Policy Analyst
390010
Tim Jorissen [ Enrollment & Billing
MA 3 - Hith Policy Analyst
01006079 (UNC) Vacant
MA Supervisor 1
Vacant to be established (temp UNC)
Admin Plng Director State :
Donna Boldt Dawn Kinnunen
01009949 O & AS Int. O & AS Sr.
299980 389950
Ricka Stenerson
Admin Plng Director State- SAsnad I R i
Health Policy Analyst (Gretchen Michienzi 217380
484660 on Mobility)
Linda Lynch
Kim Nye O & AS Int.
Account Clerk 364940
299970
Tina Blanco
Steven Meyer 0 & AS
O & AS Int. 602470
217340 (WOOC O& ASInt)
Vacant
Ruth Nelson S
O & AS Int. 217330
299960
Vacant
Vacant oS
oS 01009574
390080 (Temp)

Valerie Tjader
O & AS
01009871 (Temp)

OS Temps
01009867 - Jeff Storelee
01009868
01009869
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Division
Manager & Staff

Page 1

Purchasing | I

Special Projects

Customer Service

| L

Operations |

Page 2

Page 3

215020

Lisa M. Mueller (Acting Manager)
Administrative Planning Director State

Page 5 & 6

Safety and Industrial Hygiene
and Health Promotion

Vacant

Adm Plng Dir. State
Loss Control

188120

(D. Lewis UNC Leave)

Todd Christenson
Industrial Hygienist 2
602390

(WOOC MA Supv 3)

Jim Kubisiak
Industrial Hygienist 1
01000176

Kathy Shear
Planner Principal State
602380

John Hogan
Health Educator 2-HP
299940

Susan Mountain
Health Educator 2-HP
389820

Lisa A. Mueller
Hith Educ 2 (UNC)
01006267

Michelle Tester
Intern

[ Disability Management Services I

Elaine Dixen
MA Supv 3 (UNC)
01007025

Vacant

Planner Principal State
Disability Management
214760

(Elaine Dixen UNC Leave)

Cindy Storelee
Personnel Officer Principal
259710

Sonjie Johnson
Rehab Counselor Career-QRC
484690

Vacant

Rehab Counselor Career
339850

(Williams UNC Leave)

Karla Opatz
Rehab Counselor
01008421 (UNC)

I Support Services

Donna Olson
CT 4 Supv.
01003073

Joan Pirri-Rechtzigel
O & AS Int.
389930

Vacant
CSS
259980

Vacant

CSS

389850

Keith Rauen
(on Mobility)

Vacant
O & AS
166400

Brian Nettifee
CSS
390060

Greg Bogen
CSAS
985660

Aida Jungers
CSS

- 01009204 (Temp)
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Communications

]

-

Mike Shaw

I03

484500

Benefits Specialists

Lorene Dimock Vacant

MA 3 - Benefits Benefits

Specialist Specialist

260040 01008039
(UNC)

Bob Eder-Zdechlik

Benefits Specialist Vacant

01001220 (UNC)
01010739

Bonnie Torgersen

MA 3 - MEIP/PEIP

230600

Vacant
O & AS Int.
602420

Benefits Spec

Open Enrollment

]

Dennis Hilden
CSS Sr.
260050




Division
Manager & Staff

Page 1

Purchasing

Special Projects I

Page 2

Page 3

Operations |

Gary Westman
EID Program Manager
078410

Jeanne Hosch
O & AS Sr.
078140

Customer Service |

Page 4

WC Claims Management Support Services |

Allison Huiras
MA Supervisor 2

223360

Accounting

Kaye Salter
Acct. Off.
01006037

Vacant
Account Tech
078400

Data Management

Barb Thurstin
EDP Oper Asst Sr
259700

Vacant
O & AS Int.
347490

Megan Fitzgibbon
O & AS
01007981 (Temp)

Clerical Support

Margaret Walsh
0 & AS
077160

Marlene Hockbein
O & AS

260021 (50%)
(WOOC Acct Tech)

Tom Golla
0 & AS
390200

Pam McCoy
O & AS
390190

Brian Watschke
0 & AS
01005389 (Temp)

WC Legal Services

James Froeber
Comp Attorney Principal
078130 '

Carrie Rebischke
Legal Analyst
01003830

Kenneth Chun
Comp Attorney Principal
078090

Anne Methahy
O & AS Sr.
078390

DOER 31

[ WC Claims Administration |
Page 6




Division

Manager & Staff
Page 1
Purchasing ] | Special Projects | Operations [ Customer Service |
Page 2 Page 3 Page 4
WC Claims Administration
WCCM Supv 2
Barie Kline
484550
WCCM Supv 1 WCCM Supv 1
John Forrest Scott Anderson
187920 389770
e ; Vacant
WCCM Specialist Accounting 330430
Mike Kocer Faye Mester
389760 - Sr. 215060 - Tech M iali Accounting
Betty Mackey Bernadette Peters
Georgia O’Hara Kathleen Lambrecht 259720 - Sr. 259990 - Tech
344700 - Sr. 177950 - Tech
Nancy Jore Vacant
Denise Schaeffer 074160 - Interm. 01007346 - Tech
077280 - Interm (Temporary)
) Sonja Ningen
215170 - Interm.
Terri Peterson
186690 - Interm, Jim Germain
165110 - Interm.
Tracey Loughney
215070 - Interm. Dan Meyer
259740 - Interm.
Chris Hoyt
183990 - Entry ;’Sagc;“s‘(‘) .
Vacant Stephen Kurkoski
184120 - Entry 259760 - Entry
Lynda Hall Bill Larson
260000 - Entry 074090 - Entry
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