i Milwaukee Police Department
Police Administration Building
¥ 749 West State Strest

H Milwaukee, Wisconsin 53233

1 httpdAwwew.milwaukee.gov/police

| Edward A. Flynn

4 E
September 8, 2015 | Chief of Police

| (414) 933-4444

The Board of the

Fire and Police Commissioners
200 East Wells Street, Room 706
Milwaukee, Wi 53202

RE: REQUEST FOR VEHICLE SERVICES ASSISTANT EXAMINATION AND ELIGIBILITY LIST
Dear Commissioners:

| respectfully request that your Honorable Commission refer this request to the
Department of Employee Relations (DER) to conduct a recruitment, administer an examination,
and provide an eligibility list for the position of Vehicle Services Assistant as soon as
administratively possible. The Vehicle Services Assistant, under the direction of the Police Fleet
Manager and Police Fleet Supervisor, is responsible for performing a full range of professional
duties to ensure the effective operation of the Department’s Fleet Services. This role is
responsible for maintaining vehicle records, preparing reports regarding fuel tank testing, and
tracking all licensing and transfers of vehicle plates.

Please be advised that this request is contingent upon receiving approval for authority
to fill at the Finance and Personnel meeting of September 16, 2015. Attached please find a job
description for the position. Department representatives are available to assist DER staff in this
matter. If there are any guestions regarding this matter, please contact Human Resources
Analyst-Senior Vanessa Armstrong at 935-7542.

Sincerely,

EDWARD A. FLYNN

CHIEF OF POLICE

EAF:va
Attachiment

IN SOME HBS, SUCCESS 1S MEASURED BY WHAT DOESN'T HAPPEN.




City of Milwaukes
OB 28, Renr. 12100 JOB DESCRIPTION FOR DER USE ONLY
Vacancy No.
Cliy Service ‘ Finance
Instructions: Complele all sections. Refer to the Guldelines for Praparing Joby Commission: Commiltes:
Descriptions for instructions on sompleting specifle ilems, Flre & Pollce Commion
Commisglon: Counch:
1. Date Prepared/ Revised: | 2. Presont Incumbent: Is incumbent underfilling position?
july 23, 2015 Vacant
3. Date Filled: 4, Provious Incumbent: YES B ,NO X .
Douglas Fralick if YES, indicate Underfill Tille in hox 10.
§, Department: Bureau: Facilitios Services Unit:
Police Department Division: Flesl Management Sactlon:
Work Schedttio:
. [ H
8. Work Locatjon: 66 Telepﬁone. 935-7516 Howrs: 7:00 AM - 3:00 PM [/ Days:
Email: M- F
7. Reprosentsd by a 8. Bargalning Unit: Non-MgmtNon-Rep 9. FLSA Status (check onej:
Union? Yes [ 1No | if in District CouncH 48, which local? 33 Exernpt ] Non-Exempt
10. | Official Title: Pay Range | Job Code | EEO Code
Vehicle Services Asslstant B8FN
Underfill Title {if applicablej:
Requested THle (if applicable):
Recommended Title (DER Use Only): ’;‘51’“"’3‘* _
Date:

11, BASIC FUNCTION OF POSITION:

To assist the Police Fleel Manager to ensure the Police Fleel is operaling effectively, Maintein records and schedule
aclivities associated with Fleet Services.

12, DESGRIPTION OF JOB (Check if description appiies to Official Title [X} or Underflll Titte [1):

A. ESSENTIAL FUNCTIONS/Duties and Responsibllities: (Refer lo the “Guidelines for Proparing Job
Descriptions” for Instructions on delermining Essential Functions.)

% of Time ESSENTIAL FUNCTION

40 + Assign, keep and maintain a current lisl of all Police Vehlcles and related information. Assign and
decormmlssion vehicles as required, Work with WIDOT entitles for Emission Testing, Licensing, Transfors
and Vehiclo plales. Malnialn a list of vehicles used for special programs,

15 « Maintain/Document a list of Police vehicles thal raquire service. Malntain records of vehicles per District
and by the department. Track the amount of anil-froeze used per vehicle. Ordsr suppies lo maintain a
necessary stock of repalr parts and fluids for department vehicles including but not limited to anli-freeze,
windshleld washer fluid, tire chalns, light bars, slrens, headlights, taitlights, fuses, etc. Provide reports lo
supervisor on a regular basis regarding the above ltems.

10 + Maintain and service Kojak Lights, sirens, contrallers and light bars. Malntaln a fist of all vehicles with

special equipmant,
+ Assist with dirving fo dropoff or pick-up Police Officials when needed. Transport departiment vehicles to

and from various locallons,

15 + Verlfy weekly gas pump readings and compiele required paparwork. Work with Stale inspeclors and
provide necessary paperwork to inspector for tank lesting. Perform schadules for other Fleet Services
aqulpment, scheduls repsirs with vendors and overses other services such as rocalls, oil change schedule,
speedometer callbrations, car washes, gasoline deliveries, efc.. Monitors and orders all (uel for the entire

Police Deparimen.

20 + Perform duties as Garage Allendanl, when needed. When nocessary, perform all duties of subornate
personal other lhan the ones where Police powers are necossary

+ Other refated dylles as assigned

The ahove statements ara intendod lo summarize the nature and level of work and typical responsibitities and duties being performed by the inctimbarii{s)
of ihls job. Thoy are not Intended to be an oxhaustive list of all rasponsibliities, duties, and tasks requilied of the position.
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% of Timeo

ESSENTIAL FUNCTION

B, PERIPHERAL DUTIES:

% of Time

PERIPHERAL DUTY

slole o wie|o|a a e

C. NAME AND TITLE OF IMMEDRIATE SUPERVISOR;

James Bocek, Police Flast Manager

D. SUPERVISION RECEIVED: (Describe the extent to which work assignments and methods are outlined,
reviewed, and approved by this position’s supervisor.)

To work independently under the Police Facilites Manager and Police Fleet Manager. Assignments are
outlined in general and incumbent has discretion and judgment in the completion of these assignments

E. SUPERVISION EXERGISED!

Total number of employees for whom responsible, either directly or indirectly = 0,

Direct Supervision; List the number and tilles of personnel directly supervised. Specify the kind and extent
of supervision exercised by indicaling one or more of the following:

a.  Assign dulies
b, Gulline methods
¢.  Dirgot work in progress

d.  Chack or Inspect compleled work

e. Slgn or approve work

f.  Make hiring recommendations

g. Prepare performance appralsals

h.  Take disciplinary aclion or effactively recommend such

Numbet
Supervised

Joh Title

Extent of Supervislon Exerclsod
{Select thoso that apply from list above, a - h)

F. MINIMIMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to enter the

joi.}

i. Education and Experience:
High Schoo! Diploma

i, Knowledge, Skills and Abilities:

Knowledge and abililies to keep records. Knowledge of Police Department policies and procedures,
Knowledge of automotlve equipment, Proficiency with Microsoft Office / Outlook / Access and Excel

The above slalements are intended lo summarize the nalitre and level of work and lypical responsibilities and dulies hoing performed by the incumban(s)
of this job. Thoy are not intended o be an axhaustive list of all responsibilities, dulies, and tasks required of the posilion.
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Database and Spreadsheets.

Cerlificalions, Licensas, Registrations:
Valid tale of Wisconsin Drivers License

Other Requlrements:
Asslst in fraining of new employees in all operations of the Garage as needed. Fills in for Fleet
Services Supervisor on a regular basis.

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act of 1993 requires job descriptions to provide detailed Information regarding the
physical demands required to perform the essential funclions of a job; the conditions under which the job is
performed; and the tools and equipment the employes will be required to use on the job. Reasonable
accomymodations may be made to enable qualified individuals to perform the essential dulies and responsibililies
of the job for each of the categories listed below.

G. PHYSICAL ACTIVITY OF THE POSITION: (List the physical aclivities that are representative of those that
must be met to successfully perform the essential functions of the job),

CHECK ALL THAT APPLY:

]

Climbing: Ascending or descending fadders, stalrs, scaffolding, ramps, poles, and the like; using feet and
legs and/or hands and arms. Body aglflity Is emphasized. Check only if the amount and kind of climblng
required excesads thal required for ordinary locomotion.

Balancing: Mainfaining body equilibrium to prevent falling when walking, standing or crouching on narrow,
slippary or erratically movin? suifaces. Check only if the amount and kind of balancing exceeds that
needed for ordinary locomiolion and maintenance of body squilibrium,

X O

Stoopg: Bending body downward and forward by bending spine af the walst. Check only if it ocours to a
considerable degrae and reguires full use of the lowar extremities and back muscles.

4

Kneellng: Bending legs al knee lo come lo a res! on knee or knees,

Crouching: Bending the body downward and forward by banding leg and spine.

Crawling: Moving about on hands and kneas or hands and feel,

Reaching: Extending Fand{s} and arm{s) in any direction,

Standing: Particularly for sustained perfods of time.

BRI

Walking: Moving ahout on fool fo accemplish tasks, particularly for long distances.

Pushing: Using upper exiremities o exert force in order fo draw, press agalst somelhing with steady
force in order to thrust forward, downward or outward.

Pulling: Using upper exlremiifes to exert force I order to draw, drag, haul or lug objects In a sustained
motion,

XU

Lifting: Raising objecls from a fower to a higher position or moving objecis horizontally from position-lo-
position. ChecK only if it occurs to a considerable degree and requires substantial use of the upper
extremities and back muscles.

Fingering: Picking, pinching, typing or otherwise working pritnarily with fingers rather than with the whole
hand or arm, as In handling.

Grasping: Applying pressure {o an object wilh fingers and palm,

Fooling: Perceiving aliributes of objecls such as size, shape, temperalure or texiure by touching with the
skin, parlicularly that of the fingeriips,

Talklng: Expressing or exchanging ideas by means of the spoken word. Those aclivities which demand
delailed or important instructions spoken to other workers accirately, loudly or quickly.

Hearlng: Percelving the nalure of sounds with no less than a 40 db loss, Abllity lo receive oral
communicalion and make fine discriminations in sound.

U X X OO0 0O

Repaotitive Motions: Substantlal movements (motlons) of the wrist, hands, and/or fingers.

Briving: Minimum slandards required by State Law {including license).

H. PHYSICAL REQUIREMENTS OF THE POSITION; (Lisl the physical requiraments that are essential
functions of the job.)

CHECK ONE:

L]

Sedentary Work: Exerﬁn? up to 10 pounds of force occasionally andfor negligible amount of force
frequentty or constanily fo lift, carry, push, pull or otherwise move objects. Sedentary work involves sitiing

The above sialoments are Infendad o summarize the nature and level of work and typical responsibitities and dulles belng performed by the Incumbeni(s)
of this Job. They are nol intended {o be an exlieustive list of all responsibilifles, dulles, and tasks requirad of the posilion,
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mos{ of the time. Jobs are sedantary if walking and slanding are required only occasionally and all other
sedentary criteria are mal.

Light Work: Exerting up to 10 pounds of force occasionally andfor negligible amotnt of force constantly to
move abjects. If the use of arm andfor lag conlrols requires exertion of forces greater than thal for sedentary
work and the worker sits most of the time, the job is rated for Light Work.

Medium Work: Exerting up to 50 pounds of force occastonally and/or up to 20 pounds of force frequently,
andfor up o 10 pounds of force conslanily 1o move objecls,

Heavy Work: Exerling up fo 106 pounds of force occaslonally, andfor up to 50 pounds of force fraquently,
andfor up lo 20 pounds of force constanily to move objects,

O 0 X

Very Heavy Work: EXxerting in excess of 100 pounds of force occaslonally, andfor In excess of 50 pounds of
force frequently, andfor in excess of 20 pounds of force constanily to imove objects.

VISUAL AGUITY REQUIREMENTS: (List the vistal acuity requirements that are essentlal functions of the
job.)

CHECK ONE; :

71 Oporators {Electronic Equipment), Inspection, Close Assembly, Clerlcal, Administrative:

This is a minimum slandard for use with those whose job requiras work done at close visual rangs (i.e. preparing
and analyzing data and figures, accounting, transcription, computer terminal, extensive reading, visual inspection
involving small pads, operation of machines, using measurement devises, assambly or fabrication of paris).

]} Machine Operators, Mechanics, Skilled Tradespeople: This is a mihimum standard for uss with those whose
vork deals wilh machines where the seeing job is at or within arm’s reach. This also includes mechanics and
skifled tradespeople and those who do work of a non-repetilive nature such as carpenters, techniclans, sorvice
people, plumbers, painlers, mechanics, efc. {if the machine operator also Inspeets, check the "Operators” box.)

B4l Mobile Equipment Oporators: This is a minimum standard for use wilh those who operate cars, lrucks, forklifts,
cranes, and high I equipment.

[}t Other: This Is a minimuin standard based on The criteria of acctracy and neafness of work for Janitors, sweepers,
ele,

THE CONDITIONS THE WORKER WILL BE SUBJECT TO IN THIS POSITION:
List the environmentallworking conditions to which the employee may he exposed while psrforming the
essential functions of the job. Include scheduling considerations such as on-call for emergencies, rotating

shift, etc. Approximate Percentage of time performing fleld work: %
CHECK ALL THAT APFLY:
] None: The worker is not subsianiially exposed lo adverse envirenmental condiltions (stieh as typical office or
administrafive work).
5 The worker Is subject fo Inside envirecnmental conditions: Protection from weather condltions but not
M necaessaitly from lemporaiure changes (e, warehouses, covered loading docks, garages, efe.}
| 1| The worker is subjoct fo oulslde envirenmental sonditlons: No effective protection from weather.
b<i| The worker fs subject to extreme cold: Temperaturas below 32 degrees for pariod of more than one hour.
—g The worker Is subjoct to oxtrome heaf: Temperaiures above 100 degrees for periods of more than one hour.
5 The worker is subject To nolse: There is sufficient noise to cause the worker to shout in order i bs heard above
1 the surrounding nolse level. _
[ ]| The worker Is subject fo vibratfon: Expostie lo oscillating movements of the extrenities or whele body.
= The worker is subject to hazards: Includes a vailely of physical condltions, such as proximily to moving
machanical pars, electlcal current, working on scaffolding and high places or exposure o chemicals.
0 The worker [s subject to atmospheric conditlons: One or more of the following conditlons thaf affect the
respiralory sysiem or the skin: Fumes, odors, dust, mists, gases or poor ventilation,
The worker Is subject to oil: There is air and/or skin exposure to oils and other culling fluids.
1 The worker Is roquired to wear a respirator,

MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC, USED BY POSITION:
List equipment needed to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the essential
functions.)

CHECK ALL THAT APPLY!

> Camera and photographic equipment Office Equipment {desk, chalr, lelephone, elc.)
|| Cleaning supplies X Office supplies (pens, staplers, pencils, elc.)
B Commercial vehicle DX Packing materials (boxes, shrink wrap, efc.)

[ Data processing equipment [ 1 PG equipment {monitor, keyboard, printer, efc.)
> Handcarl "1 PC software

The above statements are inlonded 1o suminanize lhe nalure and level of work and fyploal rosponsibllitfes and dulles belng performed by the Incumbani(s)

of this fob. Thay are nof intended {o he en exiraustive iist of alf responsibilities, dulles, and tasks required of tho position,
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|_I Hand tools (please list); Automotive repair equipment

Office Machines (check all that apply): U4 Copier  [X] Facsimile D4 Calculator [ Cash register

Other (please list):

L. SUPPLEMENTARY INFORMATION: (Indicate any other information which further explains the importance,
difficulty, or unigueness of the position, such as its scope of responsihllily refated to finances, eduipment,
people, information, etc. Also Indicate success factors such a personal characteristics that contribute to an
individual's ability to perform well in the job, and any olher special considerations.)

Works weekends and Hofidays as required,

M. | believe that the statements made above In describing this job are complete and
accurate,

Vot or) Moo 0

Signature of Deparimant Head or Designafed Representalive

The above statements are Intendad fo summatize the haltre and feve! of work and lypical responsibilities and dulies belng performad by the Incumbsni(s)
of is job, They are nol intended fo e an exhaustive list of olf rosponsibilities, dulfes, and tasks required of the posilion.
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