
New Mexico State Personnel Office  
Position/Classification Action Request Form

SPO 20-002 02/12/2020Page 1 of 5

Section 1: Agency - Employee Information

Section 2: Position Information Require Essential Functions Page

Action: Update Position

Co-Action (If Applicable): Update Position

Current Proposed

Position Number: 00042408

Classification: Management Analyst - Operational Classification:

Job Code: C1111O Job Code:

Working Title: Administrative Contract Specialist Working Title:

Bargaining Unit: Not Covered Bargaining Unit: Not Covered

Pay Band: 60 Pay Band:

Department # & 
Name: 0411000000 Admin Management Bureau Department # & 

Name:

Location & 
Location Code SF-Wendell Chino 005-000107 Location & 

Location Code

Shift: 1 Shift:

PT FT PT FT

Reports to: 000005342 Reports to:

Funding Source: Federal/GF Funding Source:  

FTE: 1 Supervisory Level: F Supervisory Level: FTE:

FLSA Status: Administrative FLSA Status: Administrative

Short Title: 2 Short Title:

Position Status: Permanent Position Position Status: Permanent Position

Safety Sensitive: Yes No Safety Sensitive: Yes NoOmnibus: Yes No Omnibus: Yes No

Business Unit Name: Energy, Minerals and Natural Resources Dept Bus Unit #: 52100

Employee Name: Employee ID:

Select Request Type: Non-Manager/Non-Supervisory Position - Classification Change Only

Effective Date (For Agency Use):
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Section 4: Complete for Non-Manager/Supervisor position ONLY 
Organizational Structure
What has changed with this position? Why does your agency want to initiate change?

Vacant position to fill.

What organizational structure changes will be affected by the request?

No changes in organizational structure

Why does this job exist? (High level description of overall purpose of position )

The purpose of the position is to manage purchase documents, contract payments and Division contract databases and tracking spreadsheets 
and to assist in contract completion for the Santa Fe office, Division project managers, Agency contract staff, and contractors to ensure 
purchase documents and payments meet state financial requirement and to ensure contract compliance requirements are met throughout the 
development of the scope of work, deliverables, compensation, and match requirements based on information provided in written proposals 
for successful contract implementation and completion. The position will assist the Management Analyst - A in the completion of purchase 
documents, ensure timely payment vouchers to contractors, update contracts management database and assist in the development of 
Professional Service Contracts, Forest Thinning Work Plans, Joint Powers Agreements, Memorandum of Agreements, Governmental 
Service Agreements, Request for Proposals, and Invitations to Bid for approximately $20 million dollars per year.  Position requires 
knowledge of state procurement code and contract management policy and procedures,knowledge of state and federal procurement 
requirements, state budget, and financial procedures to create encumbrances for project implementation. 

What does this job do? How does the job get done?  
(Key responsibilities-include percent (%) of time spent, totaling 100%)

Job Assignment Area # 1 - Contract Tracking and PO Creation 60%  
1. Assist Management Analyst - A with the coordination and tracking of new contacts and agreements with Division and Agency personnel.
2. Create contract purchase orders and coordinate with the Contract's Management Analyst - A, Program Manager, and Cooperator on
distribution of executed PO.
3. Coordinate inter-departmental working partnerships to promote efficiency in the execution of contracts.
4. Maintenance and updates of contract tracking databases and contract tracking spreadsheets to include all grant funding, contract work
plans, purchase order, and payment information.
5. Reconcile between contract tracking databases and contract tracking spreadsheets with the SHARE financial system to maintain the
integrity of information between two programs.  The field staff rely on financial contract tracking as their financial blueprint.
6. Conduct meetings as needed to work with field staff on correction or change to either SHARE or contract tracking databases on contract
amount, terms, and funding.

Job Assignment Area #2- Contract Management 25% 
1. Assist in review of contracts for quality control; to include typos, correct names, grammar, misspelling, etc, of up to 200 new contracts per
year with counties, municipalities, soil and water conservation districts, tribes, and local non-profit communities.
2. Assist with determining the appropriate type of contract for specific programs, such as Professional Service Agreements, Memorandum of
Agreements, Joint Powers Agreements, Governmental Service Agreements, Memorandums of Understanding, Cooperative Agreements,
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Grant Award Agreements.  
3. Assist with the development of scope of work, deliverables, compensation, documentation of match, reporting requirements, agency 
accountability for performance measures  
4. Assist with the development of related RFP's and ITB's with division staff. 
5. Assist with the development of property leases, and purchase agreements for land acquisition for conservation easements. 
6. Verify and ensure accuracy of funding sources.  
 
Job Assignment Area #3 - Administrative Support 15% 
1. Pick-up and distribute all incoming mail for the Santa Fe Forestry Office. 
2. Answer the Main Forestry phone line and direct customer to appropriate contact or answer general questions. 
3. Assist with travel requests as needed or aid in other purchasing needs for the Santa Fe Office. 
4. Develop training materials and provide educational instruction for staff and potential contractors on the Division's contract and cost 
reimbursement methods 
5. Participate on selection panels and rank qualified applicants to receive federal and/or state funding. 
6. Assist management with special projects as needed. 
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Section 8: Agency Justification and Signatures
Position Number:00042408

Requesting Manager/Supervisor 
Signature:

Print Name: Sherri Bowers / Laura F. McCarthy Date:

HR Manager Signature:

Print Name: Date:

Agency Budget/CFO/ASD Director 
Signature:

Print Name: Date:

Cabinet Secretary/Agency Head 
Signature:

Print Name: Date:

SPO / DFA Only Below:

SPO Consultant Signature:

Print Name: Date:

DFA Approval Attached: Yes

SPO Director/ Designee Signature:

Print Name: Date:

Final Approval Date:

Alternative Recommendation Made

Comments:

2-9-2023
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Section 9: Essential functions/ADA physical requirements - all requirements are subject to possible modification to reasonably accommodate 
individuals with disabilities. Individuals who pose a direct threat or significant risk to the health or safety of themselves or others in the 
workplace, if that risk cannot be eliminated or reduced by reasonable accommodation, will not be considered qualified for employment. 

Check essential physical requirements of the job (those that cannot be delegated to a co-worker):

Visual acuity - how often: F: Frequent 34%-66% of time Seeing - how often: F: Frequent 34%-66% of time

Climbing - how often: O: Occasion up to 33% of time Kneeling - how often: O: Occasion up to 33% of time

Standing - how often: F: Frequent 34%-66% of time Pulling - how often: O: Occasion up to 33% of time

Tactile sense - how often: O: Occasion up to 33% of time Hearing - how often: F: Frequent 34%-66% of time

Balancing - how often: O: Occasion up to 33% of time Crouching - how often: O: Occasion up to 33% of time

Walking - how often: F: Frequent 34%-66% of time Repetitive - how often: F: Frequent 34%-66% of time

Talking - how often: F: Frequent 34%-66% of time Grasping - how often: O: Occasion up to 33% of time

Reaching - how often: F: Frequent 34%-66% of time Pushing - how often: O: Occasion up to 33% of time

Stooping motions - how 
often: O: Occasion up to 33% of time

Lifting:
Floor to Waist Waist to Shoulder Overhead Carry 20 feet

Working Conditions - check which working conditions the employee is subject to: 
Physical Conditions:

Extreme temperatures Wet and/or humid Noise Vibration

Hazards:

Mechanical Explosives Radiant energy Chemical

Burns Electrical Other:

Atmospheric Conditions:

Fumes Dusts Mites Poor ventilation

Odors Gases Other:

Equipment and tools - list equipment and tools operated and the frequency of use (those that cannot be delegated to a co-worker):

State vehicles: Frequent use of vehicles with statewide travel

Equipment: Frequent use of PCs, copiers, and other office equipment.

Tools:

Other:



Energy, Minerals and Natural Resources Department
Job Information Acknowledgement Form 

Position Title:

Pay Band:  Minimum $ Maximum $

Job Status: Perm Term Temp

FLSA Status: FLSA Non- Exempt FLSA Exempt

Travel: None Some Extensive (including weekends/holidays)

Overtime: None Some (including weekends/holidays) Extensive (including weekends/holidays)

Physical Activity: Minimal Moderate Extensive 

Environmental Setting: Office Field Office and Field

Drug Testing: Pre-Employment Random Reasonable suspicion

Required to Accept Geographical Location Change: Yes No

Required to Live on Site: Yes No

Housing Provided: Yes No

Other:

Immediate Supervisor:

Applicant Name (please print):

Acknowledgement of 
Review of Position 
Action Request Form 
(SPO 14-002):

I have been given an opportunity to read the position action request form
(SPO 14-002) which is information regarding the position. I believe I am 
able to perform the essential functions of the job described and have been 
given the opportunity to ask questions. Initial

Compensatory Time 
Acknowledgement:

I voluntarily agree, in lieu of cash compensation, to receive compensatory 
time at a rate of 1.5 for hours worked over 40 hours per work week, if 
covered by Fair Labor Standards Act (FLSA), and a rate of 1.0 for hours 
worked over 80 hours per pay period, if exempt from FLSA. I understand 
under normal circumstances, I must obtain advance approval to work 
beyond 40 hours in a workweek. I also understand it is my responsibility 
to immediately report overtime worked in an emergency situation to my 
supervisor. Failure to seek prior approval or to promptly notify my 
supervisor after an emergency may lead to disciplinary action. Initial

Applicant Signature: Date: 

MGT ANALYST-O

60 21.13 33.81

Sherri Bowers

Executive Order-2003- 
030, Information 
Technology Resource 
Policy: Internet, 
Intranet, E-Mail & 
Digital Network Usage, 
and 1.12.10 NMAC:

I confirm that I have read the Information Technology Resources 
Policy and have had an opportunity to ask questions about it. I 
understand that if I fail to abide by the terms of the Information 
Technology Resources Policy, a copy of which has been provided to 
me, I may be subject to disciplinary action. Initial
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