Information and Telecommunications Services – Data Entry Staffing Plan

2003-0093

Attachment A

Information and Telecommunications Services – Data Entry Staffing Plan


Information and Telecommunications Services Division 

Data Entry

Staffing Plan

March 1, 2003

Department of Executive Services

Information and Telecommunications Services Division

Introduction and Background:

In the 2003 Proposed Budget, the Executive requested that 2.0 TLPs in the Data Entry group, Technology and Operation (T&O) section of the Information and Telecommunications Services (ITS) division be converted to FTEs. The Council approved the request with the following proviso:

PROVIDED FURTHER THAT:

               Of this appropriation, $87,452 may be expended only on data entry staff listed on the staffing plan approved pursuant to the terms of this proviso.  The executive shall submit to the council for approval by motion a budget and staffing plan for the data entry  section of this appropriation unit.  If the plan and budget are not submitted by March 1, 2003, authority for 2.0 FTEs and $72,877 of this appropriation shall lapse on that date and that amount shall be returned to fund balance.  

             The staffing plan must be filed in the form of 16 copies with the clerk of the council …..
This staffing plan is submitted to fulfill the terms of this proviso.

ITS Mission:

It is the mission of the ITS division to create and manage information and technology solutions to improve services for our customers.

ITS Strategic Goals:

A. Provide first-rate customer services at competitive rates.

B. Ensure stable, reliable and available information and technology resources to provide a strong production environment. 

C. Partner with agencies to ensure King County’s information and technology infrastructure and services effectively support King County’s businesses and services.

D. Modify and improve ITS business processes to improve our own efficiency and effectiveness.

E. Support and champion on-line delivery of services to our customers and the public.

Role of Technology and Operations (T&O) section: 

The primary role of the Technology and Operations Section is to provide the services listed below to all county agencies, and to certain other jurisdictions and governmental organizations.  

1. Wired and wireless data network services, 

2. Data center operation,
3. Data entry services,
4. Data backup services,
5. Server hosting, 
6. Database administration, 
7. Internet access,
8. Enterprise Help Desk,
9. Broadband carrier transport services (I-Net),
10. Construction project support, and
11. Desktop and wireless telephony services.
Functions of the Data Entry Group:

The data entry group provides manual data entry services including review, verification, and batching of data from prepared forms.  The group ensures efficiency and accuracy in performance of this function.  The products are transmitted electronically to the customers or are downloaded for further processing within business applications used by the customer.  

This group also administers the maintenance of the enterprise data entry system, including hardware, software, and network connections.  Other county agencies also utilize this data entry system using their own data entry staff.

 Customers of the data entry groups are Public Health, Finance and Business Operations Division (FBOD), Human Resources Division (HRD), and ITS.  The types of assignments are described below:

Table 1

	Agencies


	Description
	Data Entry Activities

	Public Health/EMS
	Medical Incident Reports, including patient information
	Review, batch, verify, enter data

	FBOD/HRD
	Employee timesheets, Transit vehicle maintenance timesheets 
	Review, batch, calculate total for balancing, enter data

	ITS Telecom
	Telecom Billing: Customer billing information
	Review, verify, batch, enter data

	ITS internal billing
	ITS internal services billing information for AIRS interface
	Review, verify, enter data

	ITS Applications
	Analyst hours tracking for each project for analyst reporting
	Review, verify, enter data


Data Entry Staffing:

From 1997 to 2002, the data entry group consisted of 3.0 FTEs and 2.0 TLPs.  The TLPs were hired initially due to a workload increase, which at the time, was believed to be temporary.  However, the higher level of workload continued.  In the 2003 proposed budget, ITS requested authority to convert the status of the 2.0 TLPs to FTEs due to the on-going nature of the work and the duration of the existing TLPs.

The 2003 proposed budget for the data entry group was projected based on workload statistics for the June 2001 to May 2002 period.  The data showed the numbers of keystrokes the group performed for each job in each of the agencies.  Although, as shown in Table 2 below, the total number of projected keystrokes was less than that of year 2001, the group had some temporary help to assist with a spike of workload during certain months in 2001.  Therefore, ITS still believed that the level of 5.0 FTEs was still necessary to meet existing customers demands.

Table 2

	Agency
	Keystrokes

(Jan.  - Dec 01)
	%
	Keystrokes

(Jun.  - May 02)
	%

	
	
	
	2003 Budget
	

	ITS Tech Services
	             739,202 
	1.35%
	             903,044 
	1.81%

	Finance
	         14,467,540 
	26.43%
	         14,618,907 
	29.38%

	Public Health / EMS
	         38,732,446 
	70.77%
	         33,341,986 
	67.01%

	ITS Telecom
	             783,665 
	1.43%
	             889,756 
	1.79%

	Roads
	                 5,906 
	0.01%
	                 4,317 
	0.01%

	Total
	         54,728,759 
	100.00%
	         49,758,010 
	100.00%


Update to the 2003 Budget Projections:

As shown in Table 3 below, the number of keystrokes for the entire year of 2002 was less than that of 2001, reflecting a decline in workload.

To confirm this trend, ITS interviewed its major customer: Public Health/EMS.  EMS provides approximately two-thirds of the data entry workload.  EMS foresees 12% reduction in workload for 2004 and plans to set up a more decentralized data entry effort by providing its own data entry staff.

Table 3

	Agency
	Keystrokes

(Jan.  - Dec 01)
	%
	Keystrokes

(Jun.  - May 02)
	%

	ITS Tech Services
	             739,202 
	1.35%
	             983,084 
	2.46%

	Finance
	         14,467,540 
	26.43%
	         15,853,519 
	39.61%

	Public Health / EMS
	         38,732,446 
	70.77%
	         22,205,224 
	55.49%

	ITS Telecom
	             783,665 
	1.43%
	             974,848 
	2.44%

	Roads
	                 5,906 
	0.01%
	                 2,679 
	0.01%

	Total
	         54,728,759 
	100.00%
	         40,019,354 
	100.00%


Funding Sources for Data Entry Group:

Only direct customers are charged for the costs of the data entry group - mostly labor costs.  No costs are spread to non-users. (Funding and budget for this group is included in the Operation and Maintenance cost recovery rate bucket.)

In 2003, costs were allocated to customer agencies based on the number of keystrokes each project required during the period of June 2001 to May 2002.  This data was used as the basis for forecasting the 2003 workload level that resulted in the decision to request the conversion of the 2.0 TLPs.  

Budget Information:

Total 2003 budgeted salaries for 5.0 FTEs is $206,853 with total benefits of $69,136.  This includes the budget for the 2.0 converted FTEs consisting of $69,038 in salaries and $26,380 in benefits.

Utilization of Existing 5.0 FTEs Positions:

The 2003 proposed budget was based on keystrokes data recorded from June 2001 to May 2002 keystrokes data.  More recent information shows a declining trend in the number of keystrokes.  The data suggests that current demand will not support the new FTEs.  Based on this information, ITS does not plan to fill the newly created FTEs and will eliminate these FTEs in the 2004 proposed budget.  ITS also will let the 2.0 TLPs appropriation elapse by March 1, 2003 as the proviso suggested.

However, the real demand for data entry services fluctuates based on customers’ business needs and, during a budget year, ITS monitors this demand and may adjust the staffing accordingly. For example, the division may hire temporary help when demand increases, or may request additional FTEs in the future if the demand dictates it.

Future Budgeting for Data Entry Staffing:

ITS’ primary focus is to provide (and maintain) the data entry system to be used by any county agency needing data entry services. As a secondary focus, ITS will continue to provide staffing to perform data entry service as long as customers need ITS to perform the service.  

Thus, ITS will accommodate county agencies’ actions to provide their own data entry staff to operate the system supplied and maintained by ITS. ITS feels this is the most appropriate way to manage this workload and will recommend appropriate changes in FTEs in future budgets as adjustments are made in the customer agencies’ operations.  
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