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HUMAN RESOURCES MEMORANDUM NO. 05-031
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LIEUTENANT GOVERNOR OFFICE OF THE LIEUTENANT GOVERNOR SECRETARY
DEPARTMENT OF CULTURE, RECREATION & TOURISM
MANAGEMENT AND FINANCE



TO:
Assistant Secretaries, Deputy Assistant Secretaries, Program Managers

FROM:
Mary V. Gloston


Human Resources Director

SUBJECT:
Civil Service General Circular No. 001619 – KATRINA Position Descriptions 

DATE:
September 14, 2005

Civil Service has issued General Circular 001619 dated September 12, 2005, related to the above referenced subject.  The requirement to update a position description every five years, when major duty changes have taken place, or prior to filling a vacant position has been suspended until February 28, 2006.  This action has been taken to allow agencies to focus on specific needs and requirements in terms of temporary assignments, reassignments and work location changes for employees and positions.  Since this is not a mandatory deferral, the suspension will only apply to positions in affected areas (whether filled or vacant).

The requirement for updating position descriptions will continue for offices that are not in affected areas.   Human Resources will work with offices implementing a plan for providing updated position descriptions and other necessary documentation, allowing sufficient time for a proper assessment and allocation.  If an exception is required for this deferral, please contact Jan Ramezan for further discussion.  The Accountability Section at the Department of Civil Service will not begin to cite agencies regarding the updating of position descriptions until April 11, 2007, but due to the number of position descriptions that require updating, I want to develop a timeline for implementation and completion ensuring our Department’s compliance with Civil Service’s requirement.   
General Circular 001619 is attached for your information or can be found at www.dscs.state.la..us.  If you have any questions regarding this memo or the General Circular, please contact Jan Ramezan at 342-0880.  

c:
Secretary Angèle Davis


Chief of Staff Scott Shalett


Undersecretary Julie Samson  
Please Post and Circulate
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