City of Pittsburgh
Finance Department
MEMORANDUM




TO:		Kevin Pawlos, Director Office of Management and Budget

FROM:	Douglas W. Anderson III, Director/Treasurer of Finance

DATE:		June 16, 2021

SUBJECT:	Acting Pay Request

													

	I am requesting acting pay for Quiana Thomas, Administrative Assistant I(GU02), for the period commencing June 16, 2021. This employee will be acting in the position of Remittance Technician (NU01) due to a delay with her HR paperwork and a need in the Remittance area in Finance.

	Per the Acting Pay Policy revised in March of 2008, Quiana Thomas “assuming, on a temporary basis, the duties of a higher level position when it is absolutely necessary to have an employee immediately available to make pressing decisions that cannot be deferred or referred to a higher level.”

	According to the Agreement dated January 1, 2015 between the City of Pittsburgh and AFSCME District Council 84 Local 2719, Article X, Section 4, “When an employee temporarily assumes the duties of a higher paid bargaining unit classification, in whole or in part, the employee shall be paid a wage rate one step higher than the prevailing wage rate for his/her own classification or the minimum step of the classification in which the employee is working out of class, whichever is higher, for all hours worked. If an employee is required to work in a lower paid job, the employee shall receive his/her regular rate of pay.”

	Upon approval from the Office of Management and Budget, we will forward to payroll. Thank you.
											

Acting Payroll Approval
Employee:		Quiana Thomas
Current Position Title:	Administrative Assistant I- U02-G ($35,271 or $16.96/hr)
Acting Position Title:	Remittance Technician- U01-N ($37,584 or $18.07/hr)
Dates:			June 16, 2021 until HR paperwork is put through for Quiana
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Chief of Staff, Mayor’s Office

Cc:  Lead Payroll Coordinator
       Supervisor of Applications & Records
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