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The following is an attempt to address the ever-growing issue of office/work space at MBARI.  As you know, we are physically limited in terms of granting private offices to all those desiring it.  The draft presented here serves as a platform for discussion, and if agreed, will become the template for future decisions regarding office space.  With the exception of a few non-exempt positions cited below, only those classified as “Regular Full-time Exempt” is presented. 

In priority order, the main selection criteria for occupying a private office are: 1) Scope of Position; 2) Nature (i.e. function) of Position; 3) Position & Associated level (ranked by pay grade); and 4) Seniority.  These criteria are defined in the next section.  MBARI positions are listed according to their order of classification (i.e. pay grade).  Position classification provides a base from which to work from in determining office space.  However, “scope” and “nature” serve as the prime factors for all decisions. 

Positions (both exempt and non-exempt) not approved for private office occupancy should be doubled and tripled according to functional and individual compatibility whenever possible.  Finally, if/when there exists a voluntary shared space by individuals who otherwise would have occupied private offices, such an occurrence will not serve as a precedent for future decisions.    

I.  Selection Criteria: Definitions

A.  Scope of Position For the purposes of assigning office space, scope consists of any or all of the following characteristics: Level of responsibility; the level of creative scientific and engineering work being performed; level of institute-wide support provided; level of confidentiality involved in position; and supervisory responsibility. 

B.  Nature of Position
Regardless of one’s classification or pay grade (defined below), the nature of the position in question may prove more functional and thus more effective to be housed with other individuals.  An example might be Information Systems Administrators.  The nature of work performed requires “away from the office” activity (i.e. working with users) and continuous communication among one another.  Based on classification alone, this position may qualify for a private office.  However, when nature or function is taken into consideration, it might be in the best interests of the institute to pair up these individuals (or have the group in close proximity), as is currently the case.  

Similarly, the amount or level of physical features, such as supplies, files and equipment that one utilizes may come into play in determining workspace requirements.  If, for example, an individual routinely needs access to particular supplies, perhaps that person’s workspace location should be in close proximity to the supply area in question.    

The main point is that proximity may at times take precedence over other factors in determining one’s workspace area.

C.  Position & Associate Levels

Positions will be prioritized first by highest classification; then levels within each job.  Although MBARI positions contain multiple levels (i.e. Scientist I-V), for the purposes of assigning office space, non-supervisory job categories will be prioritized in two groups: “Senior level” and “All other levels”.  For example, Research Technicians would be broken down as follows: 1) Senior Research Technicians (Tech IV); and 2) Research Technicians I-III, respectively.  The former, of course, receives higher priority.

D.  Seniority

Seniority only comes into play when the employees at issue hold the same position title.  For example, if there is a one-person office available for a Senior Research Specialist and there exists two Specialists at that level, the incumbent with the most seniority would be given priority.

II.  Private Offices (priority order):

A.  Management Team: Division Directors, Comptroller/CFO, Director of Human Resources, and Project Coordinator.

B.  Scientists and Engineers:  

Scientists and Engineers IV and V (Senior levels); and Scientists and Engineers I-III. (This includes the Associate Director of Engineering, and the Engineering Group Leaders.)

C. Supervisory Staff: For the purpose of this proposal, to qualify for consideration under this category, one must supervise at least three employees.  Positions that fall under this category are noted below; listed and grouped in pay grade order.

Deputy Director of Marine Operations, IAG Group Leader, I.S. Supervisor
Chief ROV Pilots, Ocean Observatory Superintendent

Accounting Supervisor, Mooring Supervisor, Shop Supervisor, Technician Supervisor 

Facilities Superintendent, Video Lab Supervisor

D.  Exempt Non-Supervisory Staff: Listed and grouped in pay grade order, the following positions are to be considered:

Information Systems Administrator (including Database Administrator) 

Associate Engineer, Education and Research Specialist, Research Specialist, Software

Applications Developer, Technical Writer

Director of Environmental Health & Safety

Accountant, Grants and Accounting Specialist, Publications Coordinator, Research

Technician (including Communications Coordinator)
Administrator, Assistant to the President/CEO

Information Support Specialist

III.  Non-exempt Positions: Most non-exempt positions will be shared space.  Due to the level of sensitive material exposed, positions that should continue to occupy private offices include the Accounting Assistant in Payroll, and the Administrative Assistant for Human Resources.  The Chief ROV Pilots are included in the discussion under supervisory employees (i.e. Section II, C).

