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Fire and Police Commission
City Hall, Room 706A

Attention: Michael G. Tobin, Executive Director
Dear Commissioners:

Enclosed is a report concerning the reclassification of one position titled Office
Assistant IIT for distribution to each Commissioner, the Executive Director, and for other
distribution as necessary.
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Department of Employee Relations
JOB EVALUATION REPORT

Fire and Police Commission Meeting Date: April 23, 2009
Department: Police Department

Current Request Recommendation
Office Assistant lli Study of Position Office Assistant IV
PR425 ($31,905-$35,296)" Pay Range 445 ($34,767-$38,474)*
Incumbent: Shelley Correa New Rate: Step 3 $36,362*
Current Rate; Step 5 $35,296"

*2006 Rates
Action Required

In the Positions Ordinance, under Police Department, Administration Services Decision Unit,
Professional Performance Division, delete one position of “Office Assistant lll" and add one
position of “Office Assistant IV".

Background

In a letter dated May 23, 2006, Nannette Hegerty, former Chief of Police, requested one position
of Office Assistant Ill in the Professional Performance Division be studied for reclassification.
Job Descriptions were reviewed and discussions were held with the incumbent; Denita Ball,
Deputy Inspector of Police; Kurt Leibold, Lieutenant of Police; and Vaiarie Williams, Police
Personnel Administrator.

Duties and Responsibilities

The basic function of this position is to perform comprehensive, detailed administrative support
functions in the Professional Performance Division of the Mitwaukee Police Department (MPD).
Specific duties, responsibilities and requirements include the following:

50% Create, compile, query and analyze records for the Chief of Police, Assistant Chief,
Captain, and Fire and Police Commission (FPC); create all discipline, modification,
termination, and dismissal orders while adhering to specific contractual guidelines;
initiate and compose memorandums for Commanding Officer's signature; prepare files
and highly confidential documents for the FPC and City Attomey’s Office; create
complex reports and statistics provided to the FPC, Department of Justice, and Chief of
Police; maintain Commanding Officer’s schedule relative to grievance hearings,
discipline reviews, and FPC Hearings; review reports/documents created by supervisors
for accuracy and comparison purposes; act as a liaison for Office Assistant |l positions;
and review reports/documents created by Office Assistant Il positions.

25% Screen calls from command staff and administrative officers; create confidential intra-
departmental documents utilized by command staff relative to discipline; prepare files for
grnievances and FPC hearings; maintain all discipline orders and related documents for
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commanding officers; and analyze Use of Force Reports prior to entering data in
database.

Purge confidential files and enter disposition of case in the Division database;
edit/modify database relative to dispositions of grievances, appeals, and hearings; and
maintain documents submitted by Department personnel relative to investigations.

Create correspondence and documents for Sergeants, Lieutenants, and Commanding
Officer relative to open records requests; provide policy training to Division personnel,
including supervisors; complete office support duties including monitoring telephone
calls, filing, and copying; complete time cards and enter payroll; and complete special
projects assigned by Division personnel.

Requirements for this position include four years of office support expenence with at
least one year of expenience at the Office Assistant Il level or above. Job-related
coursework may be substituted for up to six months of experience requirement. Other
requirements include proficiency in Word and Excel software programs, and language
and grammar skills; knowledge of the Rules, Regulations, and Standard Operating
Procedures of the Department, and the internal/external complaint process; and an
ability to work at a high level of confidentiality, multi-task with a high level of efficiency,
and function in high pressure situations.

Changes in the Position

This position is performing a number of new duties including the following:

Create all discipline, suspension, termination, and discharge personnel orders

Monitor all discipline and confirm orders are served in a timely manner

Create statistical reports regarding charges issued and discipline imposed

Create reports on “comparables” that provide comprehensive information on related
discipline and suspensions to assist the Lieutenant and the Chief of Police with
decisions on discipline, and the Fire and Police Commission on the review of discipline.
Plan and prepare investigative files to be assessed by the Chief of Police. This includes
prioritizing cases based on deadlines and preparing an itinerary.

Prepare files for the Fire and Police Commission appeal process and the Police Chief's
level of grievances.

Maintain files on performance evaluations of Police personnel

Review for completeness and accuracy all documents in charging packages and
maintain all employee Case History Reports.

Prepare letters of notification for commanding officers

The Police Department has restructured the work in the Professional Performance Division so
that the position under study is spending a majority of the time performing a number of new
duties including those listed above. Some of these duties were previously performed by an
Office Assistant IV position in Salary Grade 445 and some were performed by a Sergeant
position that has been reassigned to a different area.
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Comparisons

The Division has a total of eight support staff positions; one Office Assistant IV position, two
Office Assistant [l positions (including the position under study), and five Office Assistant i
positions. The Office Assistant |V position has some secretarial duties such as maintaining the
schedule for the Division Commander; and typing highly confidential reports and performing
other tasks for the Division Commander. This position also performs some general office duties
such as processing the mail, answering phones, compiling reports, and updating databases.

The other Office Assistant lll position performs data entry and preparation of citizen complaints
including recording information regarding citizen complaints or internal viclations into a
complaint log; preparing and distributing bi-weekly reports to Commanders listing all
investigations past 30 days; providing administrative support for drug testing of Department
members such as preparing drug tests, entering results into a database and monitoring those
who need to be tested such as new members, those who are promoted, those working in
sensitive areas, and random drug tests; and prepanng and distributing statistical reports for the
Fire and Police Commission.

The Office Assistant Il positions have duties that include sorting mail for Lieutenants and
Sergeants; maintaining the Roil Call Board, Crime Summary Board, and Professional
Performance Tracking Board; managing files and databases; typing confidential reports,
memos, and letters; preparing charge packets; maintaining and updating law bulletins, discipline
bulletins, grievance arbitrations, and labor contracts; preparing caseload report on biweekly
basis; entering data for squad accident and use of force reports; and assisting in compiling
statistics and creating special reports as requested by the Office of the Chief of Police.

For comparison purposes we reviewed a number of different job descriptions and specifications
including those listed below.

Office Assistant Job Seres

This series includes all office positions in City government performing general office duties, as
distinguished from those working directly with one or a few managers, professionals, or elected
officials in a secretarial capacity.

Office Assistant Ill (Pay Range 425)

Performs diverse and complex duties involving the application of standard procedures to
a variety of office assignments. Selects and interprets data, and demonstrates a
thorough knowledge of departmental and organizational policies and procedures in
assigned area of responsibility. Screens telephone calls, answers questions, and
provides information. Some telephone and in-person work may be difficult due to the
nature of questions or customers served. Uses advanced features of software packages
on a regular basis to produce complex documents. May work with others on a team to
complete special projects. May guide and check the work of other employees.

Requirements: Four years of office experience with at least one year of experience at
the Office Assistant Il level or above. Job-related coursework may be substituted for up
to six months of experience requirement.



Police
QALY

1 April 23, 2009

Office Assistant IV {Pay Range 445)

In addition to all of the duties listed for the Office Assistant lll, and the corresponding
knowledge, skills, and abilities associated with them, acts as a group leader for lower
level employees. Responsibility as a group leader usually includes basic office
management such as monitoring equipment and ordering supplies, monitoring and
improving office procedures and practices, and directing a small group of employees.
May work with others on a team to complete special projects.

AND/OR
Exercises responsibility for a specific function or service area requiring extensive
knowledge of technical and/or complex procedures and processes having a significant
consequence of error. This requires responsibility for monitoring and improving those
procedures on a continuous basis.

Requirements: Four years of office experience with at least six months of experience at
the Office Assistant Hl level or above. Job-related course work may be substituted for up
to six months of the experience requirement.

Administrative Assistant Job Series

This job series includes all office support positions performing secretanat duties directly
supporting the work of one or more managers or high-level professionals. The managers to
whom these positions report are usually in middle management and often top management.
Positions performing general office work not directly supporting the work of a manager, as a
perscnal secretary, are included in the Office Assistant series.

Administrative Assistant || (Pay Range 445)

Performs standard, advanced, and confidential secretarial duties requinng bread
experience, skill, and knowledge of organizational policies and practices. Screens
telephone calls and visitors, and resolves routine and some complex inquiries.
Scheduies and maintains calendar of appointments, meetings, and travel itineranes, and
coordinates related arrangements.

Takes, prepares, and distributes minutes of meetings. Prepares correspondence,
memoranda, and reports from various scurces of written or dictated output. May
compose correspondence and memoranda on routine matters for the manager's
signature.

Searches records and data bases for information needed by the manager for reports,
speeches, and other uses. May follow up on correspondence, projects, and requests
from the manager to others in the organization. May act as a group leader for special
projects and work with others to complete special projects. Uses advanced features of
microcomputer software and mainframe applications. Typically provides secretarial
services to one high-level manager, such as a Division or Section Head.

Requirements: Four years of office experience performing duties related to the position
with at least one year of expenence at the Office Assistant Il level or above. Equivalent
combinations of education and experience may be considered.

Administrative Assistant ill (Salary Grade 530)
Performs advanced, diversified, and confidential secretarial and administrative duties
requiring broad and comprehensive experience, skill and knowledge of organizational
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policies and practices. Tracks and monitors correspondence and projects assigned to
others by Department Head. Prepares correspondence, memoranda, and reports from
various sources of written or dictated output. Composes and may initiate routine
correspondence and memoranda for the manager's signature.

Searches records and data bases for information needed by the manager for reports,
speeches, and other uses. Follows up on correspondence, projects, and requests from
the manager to others in the organization. Screens telephone calls and visitors, and
resolves routine and some complex inquiries. Schedules and maintains calendar of
appointments, meetings, and travel itineraries, and coordinates related arrangements.

Prepares agendas, takes minutes at board meetings and other less formal meetings,
prepares minutes and meeting summanes for distribution, and distributes minutes of
meetings. Acts as a group leader for projects and may work with others on teams to
complete special projects. Uses advanced features of microcomputer software. Uses
mainframe applications. Typically provides administrative and secretarial services to a
formal board or commission and the head of a major organizational function such as
library services and human resources.

Requirements: Four years of office experience performing duties related to the position
with at least one year of experience at the Office Assistant lll level or above. Equivalent
combinations of education and experience may be considered.

Analysis and Recommendation

The Administrative Assistant Job Senes includes some similar responsibilities to the position
under study such as searching records and databases for information needed by a manager for
reports, speeches, and other uses; following up on correspondence, projects, and requests from
the manager to others in the organization; acting as a group leader for special projects; and
using advanced features of microcomputer software. The Administrative Assistant Il
classification is in the same Pay Range 445 as the recommended classification of Office
Assistant IV. The Administrative Assistant lll classification in Pay Range 530 has the distinction
of typically providing administrative and secretarial services to a formal board or commission
and the head of a major organizational function.

The position under study has less emphasis on secretarial duties and more emphasis on
detailed administrative support functions that are more typical of the Office Assistant Job Senes,
specifically at the Office Assistant IV level in Pay Range 445. For example, the position has
some leadworker duties and responsibility for the specific and compiex function of
administratively processing discipline within the Police Department. This includes selecting and
interpreting data for reports on comparable discipline and monitoring the process to insure
policies and procedures are followed correctly. Several of the duties must be done in a specific
way with strict deadlines. The consequence of error is high since the reports and
correspondence are related to discipline up to and including discharge.

Other current Office Assistant IV positions with similar duties and level of responsibility include:
¢ An Office Assistant IV in DPW — Administrative Services which provides administrative

support to the Safety Supervisor and the DPW Personnel Administrator and is required
to handle sensitive and confidential employee information. Duties include typing office
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correspondence, compilation and completion of various reports, and maintaining
personnel and safety files and databases.

¢ An Office Assistant IV in the Police Department which provides administrative support to
the Community Services Division and performs general office duties, monitors the
purchase of all equipment, supplies, and matenals; serves as confidential secretary to
the Commanding Officer of the Division; and compiles, organizes, and coordinates
public appearance records, correspondence and special reports.

Our analysis of the specifications for the Office Assistant and Administrative Assistant job
series, and a comparison to other similar positions in city government indicate that the new
duties for this position have strengthened it to the level of Office Assistant IV in Pay Range 445.

Recommendation

Based on the above analysis we recommend this position of Office Assistant Il in Pay Range
425 be reclassified to Office Assistant IV in Pay Range 445.

Prepared by: W m

Sarah Trotter, Human Resources Representative

Reviewed by: _W
rea Knickerbocker Human Resources Manager
Reviewed by: WW

Maria Monteagudo, Employee Relations Director




