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REVISED — Brecember - 2000 allegibic)
COMMONWEAL 111 OF PUERTO RICO DO NOT
DEPARTMENT OF SPORTS AND RECREATION WRITE
OFFICE OF THE DEPUTY SECRETARY FOR HUMAN RESOURCES IN THIS
AND T ABOR RELATIONS SPACE
JOB AND DUTY DESCRIPTION

L OFFICE COMMITTEE, OFFICE OF DEPUTY SECRETARY OR 5. FIRST SURNAME SECOND SURNAME NAMIE  INFITAL

REGION Velazquez Caussade Vietor

Southwesters Region

3 DIVISION, SECTION OR PROGRAM 6. SOUIAL SECURITY NO. | 0A. POSITION NUMBLER
68700990

3L PEACE WHERE YOU WORK (PHYSICAL LOCATION OF POSITION) | 7. POSITION CLASSIFICATION TITLE
REGIONAL DEPUTY DIRECTOR

4. TELEPHONE AND EXTENSION 8. FUNCTIONAL TI'TLE OF POSITION

$A. DESCRIBE IN DFTAIL THEF WORK YOU PERFORM IN ORDER OF IMPORTANCE, FIRST IDENTIFY AND WRITE DUTIES THAT
ARE FSSENTIALL FOLLOWED BY DUTIES THAT ARE MARGINAL. THIS 1S THE MOST IMPORTANT PART OF THIS FORM, USE
YOUR OWN WORDS TO DESCRIBE YOUR DUTIES IN A MANNER CLEAR FNOUGH FOR A PERSON WHO IS NOT FAMILIAR WITH!
YOUR JOR TO UNDERSTAND EXACTLY WHAT IT IS THAT YOU DO. IF YOU NEED MORE SPACE TO DESCRIBE YOUR DUTIES.
ATTACH ADDITIONAL SHEETS.

DO NOT WRITE
DUTIES IN THIS SPACE

Collaborates in planning. coordinating. supervising and directing the activities carried out in the Regio

Collaborates in preparing and following up on work plans,

Staiwds in for the Regional Director when absent or on vacation,

Collaborates in formulating and evaluating the objectives and achievements of the Region.

Dralts memoranda and communications for the Director to sign.

Attends o and investigates complaints from citizens,

Caoltaborates in supervising and evaluating personnel.

Prepares and submits work reparts

Coordinates with central and regional offices to search for information and follow up on cases,

Pron ides infommation 1o government employees and visitors about the services the Department offers,

Supervises construction, repair and:or maintenance projects at regional facilitics.

Collaborates m studies aimed al maximizing the utilization of the resources available in the region so that
activities can be descloped in the region.

Collaborates in drawing up and adopting quality control and performance rules in the various recreational and
athletic activities held in the Region,

Participates in bidding processes when required to do so.

G CTASSIFICATION THLE AND NAME OF IMMEDIATE SUPERVISOR — IFF POSITION IS VACANT. PLEASE STATE SO,
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10, YOLESUPERVISE SIX (0} EMPLOYEES OR LESS, PROVIDE THE CLASSIFICATION T1TLE AND NAMIE OF EACH EMPLOYEE.

I YO SUPFRVIST MORE THAN SIX (6} EMPLOYEES, PROVIDE THE NUMBER OF EMPLOYTES AND THER CLASSIFICATION

FEVEES Y OU DY NOT SUPERVISE, WRITE “NONE”
EMPLOYEE NAME POSITION CLASSIFICATION THTLE NUAMBER OF EMPLOYEES

FLOWHAT MACTHINES DO YOU REGULARLY USE AT WORKY? INDICATE PERCENTAGE OF TIME SPENT HANDLING EACH

MACHING,
[ b
(‘0 (‘%)
ORMGINAL [RERTIEY TCOPY FCoPY
SARIEANDRI -8 and R IMPLOYRE OFFICE, COMMITTEL, DEP. SEC OFF. OR REGION EMPLOYTE PERSONNEL FILL
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P2OINDICATE HIOW YOU RECEIVE INSTRUCTIONS REGARDING YOUR WORK. MARKING THE BOX (illegible)

[ RECEIVE GENERAL ENSTRUCTIONS
I RECEIVE DETAILED INSTRUCTIONS
FCAN USE MY OWNIJUDGMENT, SUBIECT TO REVIEW Y

P3INIICATE HOW YOUR WORK IS REVIEWED, MARKING THE PERTINENT BOX,

REVIEW IS SUPERFICIAL

REVIEW IS THOROUGH '\}
REVIEW IS LIMITED TO CERTAIN ASPECTS B INDICATE WHICH:

CERTIFICATION: I DO HEREBY CERTIFY THAT THE FOREGOING ANSWERS ARE TRUE AND CORRECT

{illegible gsignature]
FMPLOYEE SIGNATURE

Thw: 7009
DATE

INFORMATION FROM IMMEDIATE SUPERVISOR
LT EMPLOYEE'S INFORMATION IS TRUE AND CORRECT. WITH THE FOLLOWING EXCEPTIONS: OR ADDITIONS
FPARTICULARLY FOCUS ON NUMBERS 12 AND 13}

15, WHICH DO YOU CONSIDER TO BE THE MOST IMPORTANT DUTIES OF TTHS POSTTION?

te. I8 TYPING REQUIRED? NG YES. 1F YES, INDICATE PERCENTAGE OF TIME a

IS SHORTHAND REQUIRED? _ NO ___ YES. IF YES, INDICATE PERCENTAGE OF TIME Y




Case 313:0v-017681-MEL  Document 72-1  Filed 12/08/14 Page 3 0f 3
|£’!~:R"l‘ﬂfh£f) %‘I{AN%;{;X’%)%_} VEL Document 721 Filed 12/08/14 Page 3 0

P7. ST FTH MINIMUM REQUIREMENTS THAT SOMEONE MUST MEFT TO HOLD TIHS POSTTION.

SHNIMUM REQUIRESIENTS PURSUANT TO CLASS SPECIFICATIONS

REQUIRED EDUCATONAL BACKGROUND

REFQUIRFD FXPERIENCE

PICENSE. CPFRTIFICATION GOR PROFESSHONAT
ASSOCIATION

LICENSE, CERTIFICATION OR PROFESSHINAL
ASSOCIATION

KNOWLEDGE, SKILLS OR OTHER SPECIAL

FACTORS
Thwe 7030409 {illegible sianature]
DATE SIGNATURE OF IMMEDIATE SUPERVISOR OR ACTING SUPERVISOR

INFORMATION FROM HEAD OF OFFICE

15, THE INFORMATION PROVIDED BY THE EMPLOYEE AND THE IMMEDIATE SUPERVISOR IS TRUE AND CORRECT. WITH THE
FOLLOWIRG EXCEPTIONS: OR ADDITIONS,

DATE SIGNATURF OF IMMEDIATE SUPERVISOR OR ACTING
SUPERVISOR

19, CERTIFICATION: 1 DO HEREBY CERTIFY THAT I HAVE READ THE INFORMATION CONTAINED IN THIS DOCUMENT AND
FHAT TO THE BEST OF MY KNOWLEDGE AND UNDERSTANDING, IT I8 TRUE AND CORRECT,

DATE SIGNATURE OF THE SECRETARY OR AUTHORIZED
REPRESENTATIVE

CERTIFICATION OF TRANSLATION

1, Carol G. Terry, 8 US-Court-Centified-inferprater, Certificate No, 03-001, and transiator with an MA in Transiation from
the University of Puere Rico, do hereby certify that, to the best of my knowledge and abilities, the foregoing THREE (3)
PAGES are a true and correct lransiation of the original document in Spanish.

Carol G. Terry
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ESTADO LIBRE ASQCIADC DE PUERTO RICO
DEPARTAMENTO DE RECREACION Y DEPORTES
SECRETARIA AUXILIAR DE RECURSOS HUMANDS Y
RELACIONES LABORALES

DESCRIPCION DEL PUESTO Y DEBERES

AL
T, OFIGINA, COMISION, SECRETARIA AUXILIAR O REGION: 5 APELLIDG PATERNG APELLIDO MATERNG NOMBRE THICIAL
| Region Sur-Oeste Veldzquez Caussade Victor
2. DIVISION, SECCION O PROGRAMA &. NDMENO DE SEGURO 5GCIAL fA. WUMERD DEL PUESTO
08700930

3 LUGAR DONDE TRABAJA (UBCACION FISICA OEL PUESTS} | 7. TITULD DE ClASH susuivr wel PUESTO

SUBDIRECTOR(A} RECIONAL
% VELEFOMO Y EXTENSION "B, TITULD FUNGIONAL DEL PUESTO

aA. DETALLE EL TRABAJO QUE USTEL REALIZA EN EL ORDEN 0E IMPORTANCIA DE LOS DISTINTOS DEBERES, IDENTIFIQUE ¥ ESCRIBA
PRIMERO LOS QUE SCN ESENCIALES Y LUEGO LOS QUE SON MARGINALES. ESTA ES LA PARTE MAS IMPORTANTE DEL FORMULARIC. USE
SUS PROPIAS PALABRAS ¥ HAGA LAS DESCRIPCIONES DE SUS DEBERES TAN CLARAS QUE PERSONAS QUE NO ESTEN FAMILIARIZADAS
CON SU TRABAJO ENTIENDAN CON EXACTITUD LO QUE USTED HACE. §i ESTE ESPACIO NC ES SUFICIENTE PARA DESCRIBIR SUS
DEBERES, ADHIERA HOJAS ADICIONALES

Cofabora en !a'plmzﬂmdon coardmwm supemsc(m ¥ fi!recuén Ss actividades que se uevan 2 wba en |
ta Reglon.

Colabora en la preparacion y aegeimienm da jos planes de trabajo.

Sustituye al (a 1a) Director(a) Regional durante sus ausencias © vacaciones,

Colabora en 1a farmulacin y evaluacion e 108 objelvos ¥ 16gros de Ja Regian.

Redacta memorandos ¥ comunicaciones para la firma de (de () Director(a).

Atlende e Investiga querellas de los ciudadanos.

Celabara en la supervision y evaluacién del personat,

Prepara y somete informes de trabgjo.

Coordina con las oficinas del nivel central y regional para Ia basqueda de informacién y seguimienta de
Casos,
Crienta & funcionarios y visitanies sobre los servicios que ofrece ef Departaments.

Supenvisa proyecios de CoNsiFuCaon, reparacion y/a mantenimiento de instalaciones regionales, :

Colabora en esludlos dirigidos a maximizar la ulifizacidn de los recursos dispenibles en la region para
viabilizar el desarrolie de las actividades de la regitn.

Colabora en |a elaboracion y adopeidn de normaa de sjecucion y control de cahdad en las dilerantes
acfividades recreativas y deportivas que se realizan en a Region. i

articipa en procesos de subastas cuando se le requisre.

3 NOMBRE ¥ TITULG DE CLASIFICACION DEL (DE LA} SUPERVISOR (A] INMEDIATO {A] ~ ST EL PUESTO ESTA VACANTE INDIQUELO A

0. S1 USTED SUPERVISA SEIS {8) O MENOE EMPLEADOS, MENCIONE LOS NOMBRES Y LOS TITULOS DE CLASIMCACION DE CADA UNO. 51 USTED SUPERVISA
MAS DE SEIS (¢) EMPLEADOS, INDIQUE EL NUMERO DE EMPLEADOS CON SUS TITULOS DE CLASIFICACION. 5! USTED NO SUPERVISA ESCRIZA "NINGUNO",

s ot s

T GUE MAGUINAS USA USTED REGULARTIENTE EN SU TRABAJO? INDIGUE EL POR CIENTD DEL TIEMPO EWPLEAGO EN EL MANELO TGE A MAGUIRA

Y Y
% %

TGINALL RA COPWL. ZDA. COPIA: ) IRA COPIA _
g}\g}i yRL -8 c y# EMNJFAOO OFICINA, COMISION, SECRETARIA AUXILIAR O BEGION  EXPEDIENTE PERSONAL DEL EMPLEADD

12 JHDIQUE COMO RECISE USTED INSTRUCCIONES RESPECTQ A U TRABAJQ, MARCANDO EL ENCASILLADO CORRESPONDIENTE.
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FEQIBO M, L TS GEHERALES 00

RECIBO INSTRUCCIONES DETALLADAS I B
/

PUEDC USAR M| PROPID CRITERIO, SUJETO A REVISION &=

13, INDIQUE COMO ES REVISAIN SU TRABAJD, MARCANDO EL ENCASRLADD CORRESPONDIENTE.

L REVISION €5 SUPERFICIAL |
LA REVISIGH ES MINUCIOSA Eﬁl

LA REVISION SE LNITA & ALGUNOS ASPECTOS [ siious CUALES:

CERTIFICACION: CERTIFICO QUE LAS CONTESTACIONES PRECEDE
et i
foref T
IKFORMACION DEL {DE LA) SUPERVISOR (A} INMEDIATO (A}
14, LA INFDRIMACION DEL BMPLEADO £3 CERTA Y EXACTA, CON LAS SIGUIENTES EXCEPCIONES: O ARICIONES (DELE ATENCION ESPECIAL AL 127 13),

15, (GUALES CONSICERA USTED LOS DEBERES MAS WMPORTARTES DE ESTE PUESTO

164 SE REQUIEAE MESCANOGRAFIA? HO SIEN CASO AFIRNATIVD BUNGUE POR CIENTQ DEL TIEIARO %,
15 REQUIERE ESCRITURA RAPIGA? MO 51 EN CASCO AFRRMATIVO IMDNQUE FOR CIENTO DEL TRMPO K

17, INDIIUE LOS REQUISITOS MINIMOS QUE DEBE POSEER LA PERSONA QUE GCUPE BITE PUESTO.

PREPARACION ACADEMICA REQUERIDA

EXPERIENCIA REQUERIDA

LICERCIA, CERTIFICACION O COLEGIACION

CONOCIMIENTCS, HABILIDALES U OTROS
FACTORES ESFRCIALES

Pt

18, LA INFORMACION DEL GNPLEADG Y DEL JEFE INMEDIATO ES CHERTA Y EXACTA, CON LAS SIGIHENTES EXCEPCIONES O ADICIONES.

FECHA EIRHA DEL SECHETARIO AURILIAR, DIRELTOR OE OFILINA,
DIRECTOR DE COMISION O DIRECTDR REGHINAL

19, CERTIFICADION: CERTIFICD QUE HE LEIDO LA INFORMACION CONTENIDA EN ESTE DCCUMENTO Y QUE A MEREIGR ENTENDER E8 CIERTA Y EXACTA,

FECHA FIRIGA DEL (OF LA} BECRETARIQ {A) O SU REPRESTANTE AUTORIZADO




