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September 10, 2010

Fire and Police Commission
City Hall, Room 706A

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

Enclosed is a report concerning the reclassification of a position titled
Administrative Lieutenant of Police (Health & Safety) for distribution to each Commissioner,

the Executive Director, and for other distribution as necessary.

Sincérely,

Director of Employee Relations

MM:few

Enclosures: Job Evaluation Report

C:  Chief of Police Edward Flynn
Assistant Chief of Police Monica Ray
Chief of Staff Joel Plant
Valarie Williams
Pamela Roberts
Troy Hamblin
Joe Alvarado
Thomas Klusman, (MPSO)
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Department of Employee Relations
JOB EVALUATION REPORT

Fire and Police Commission Meeting Date: September 16, 2010
Department. _Police

Present Request Recommendation
Administrative Lieutenant of Police | Classify as civilian position Health and Safety Officer
(Health and Safety) SG 06 $50,206 - $70,295
PR 836 $68,163 - $82,740

Actions Required

In the Positions Ordinance, under Police Department, Administration Services Decision Unit,
Administration Bureau, Human Resource Division, Medical Section, delete one position of
“Administrative Lieutenant of Police (M)” and add one position of “Health and Safety Officer.”

Background

The Department of Employee Relations received a request in August of this year from the Fire
and Police Commission and Chief of Police Edward A. Flynn for the current position of
Administrative Lieutenant of Police (Health and Safety) to be studied and classified as a civilian
position. The current incumbent of the position has requested a voluntary demotion. A footnote
in the 2010 Position Ordinance states: “Any civilianization or change to this position only to
occur through attrition.” In studying this request staff reviewed an updated job description and
held discussions with the current incumbent Administrative Lieutenant Mercedes Cowan and
Police Personnel Administrator Valarie Williams.

Duties & Responsibilities

This Health and Safety position reports to the Police Personnel Administrator and is responsible
for developing, implementing, and administering Police department programs designed to
enhance safety and reduce employee absenteeism. The position manages the department’'s
Limited Duty Program; Family and Medical Leave and other leaves; and Fitness for Duty
Evaluation recommendations. Duties and responsibilities include but are not limited to:

e Collecting, recording, and analyzing statistical data relating to the department’s safety,
absence contro! and limited duty programs

e Supervising the operations and personnel of the Medical Section
Acting as a resource person for the Chief of Police and other managers and supervisors

e Serves as the Chief's and department’s liaison with the Office of the City Attorney and
DER Employee Benefits Division.

The position requires a Bachelor's Degree in Health, Business Administration, Human
Resources, Public Administration or related field and three years of experience performing
related duties and responsibilities. It should be noted that these requirements have not been
assessed for staffing purposes.
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Analysis

Other positions within City government with duties and responsibilities comparable to this
position include the Fire Department’s Health and Safety Officer and the Department of Public
Works Safety Supervisor, both in Salary Grade 06.

The DPW Safety Supervisor leads a staff of Safety Specialists and is responsible for evaluating
work sites and procedures for safety; performing job safety analyses and apprising supervisors
of corrective actions; conducting safety training for supervisors and operational personnel;
preparing safety reports; and coordinating the return-to-work of injured employees utilizing case
management techniques.

The Fire Department Health and Safety Officer manages the department’s safety programs and
safety compliance; conducts safety evaluations; investigates work injuries and accidents;
performs safety analyses and apprises supervisors of corrective actions; prepares statistical
reports and safe work procedure reports; conducts safety briefings/training for committees and
department members; and coordinates return-to-work using job analyses and case
management techniques.

Recommendation

The duties and responsibilities of the position under study are comparable to those of other
Health and Safety positions in DPW and the Fire Department. We therefore recommend that
this position be classified as Health and Safety Officer in Salary Grade 06.

Prepared By: MM/‘\

rea Knickerbocker, Human Resources Manager

Reviewed ByL%( A‘%

Maria Montedgudo, Employee Relations Director




