Cj.ty Mark Rohlfing

Chief

O Gerard Washington
@ Assistant Chief
Milwaukee
Fire Department Assistant Chief
Brian Smith

Assistant Chief

May 10, 2016

To the Honorable

The Board of Fire and Police Commissioners
200 East Wells Street, Room 706
Milwaukee, Wisconsin 53202

Dear Commissicners:
| hereby nominate and appoint, subject to your approval,
Michael J. Heding

to the position of Network Coordinator - Associate in our Support Bureau, Technical Services Division, to fill an existing
vacancy. The appointment becomes effective May 22, 2016.

Mr. Heding was selected from applications received after a city-wide posting for this position. We have conducted a
comprehensive selection process and we feel that Mr. Heding is the most qualified for the position. Copies of his
résumé and the job description for Network Coordinator - Associate are enclosed.
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Chief

Respectfully,

MR/jlb

Enclosures

F & P: 2/3/16 (LyonJ)

FPC\Civilian Personne\TSViHeding NC Appt 0516

Approved by the BOARD OF FIRE AND POLICE COMMISSIONERS

Chair

Date

Executive Director
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711 West Wells Street, Milwaukee, Wisconsin 53233 Phone (414) 286-8948 Fax (414) 286-8996



- City of Milwaukee
:C5-25, Rev. 12409

instructions: Compiete all sections. Referto the Guidelines for Preparing Job
Descripfions for instructions on completing specific ems.

JOB DESCRIPTION

‘ FORDERUSEONLY -~ = -

“Commission: | Couricl:
7. Date Prepared/ Re'\f,isé_d: 2, Present 'Encum_bfe_nt: is incumbent underfilling posifion?
12/15/M15 Pater Kend! & Vacant ‘ _ X
3. Date Filled: 4, Previous incumbent: YES G _ .NO _ o
816112 & [/ James Lyon & Michael Thomas If YES, indicate Underfih Title in box 10

1 5. Department: Bureasu: Suppor Unit: 2
Fire Departiment ‘Division: Technical Semvices Section:
: . . Telephone: 285-8991 Work Schedule:
i - th g
j 8. Work Location: 2333 N. 49" 5t Email; Hours: 7:30am-4:00pm 7 Days: M-F
1 7. Represented by a | 8. Bargaining Unit: Management, General City 9. FLSA Status {check one}:
Union? ] Yes No | If in District Council 48, which local? . 8 Exempt [T Non-Exempt

10. | Official Title:

| Pay Range | JobCode .| EED Code

Network Coordinator - Associate _ 2EX

4338

203

Underfill Title {if applicable):

Reqguested Title (7 appiicable):

.. Recommended Titie (DER Use Only):

by .

{Batel i s e e

11, BASIC FUNCTION OF POSITION:

Primary duties are to manage activities related to the depariment's records management system fire station
workstations and mobile units, support the microcomputer local area network (LAN), and maintain and froubleshoot

Microsoft Windows operating systems, both ai the Ceskiop and server levels,

12. DESCRIPTION OF JOB (Check if description applies to Official Title [ or Underfill Title {_):

A. ESSENTIAL FUNCTIONS/Duties and Responsibilities: (Refer to the “Guidelines for Preparing Job
Descriptions” for instructions on determining Essenfial Funclions.)

% of Time

ESSENTIAL FUNCTION

40%

L]

Manages acfivitizs related fo the microcomputer local area network (LAN), including
coordinating the activities of hardware, software, and maintenance vendors that support the
network. Instalis, maintains, and troubleshoots PC applications connected to the City of
Milwaulkee's network environment. Provides help desk support for all LAN reiated functionatity
within the depariment. Analyzes and recommends modifications for improving overall
effectiveness of existing systems. Manages small to medium IT projects, including the
supervision of contracted individuals (analyst, programmer, or technician) or organizations that
are secured as resources for the projects. Performs the projects or serves as a resource for
these projects. Can be assigned by the Technical Services Manager to serve a5 a bureau
representative e city IT conference groups for the improvement of bureau, department, and city
infarmation sysiems.

40%

Provides first- and second-level sunport for network problems. Quickly resclves problems or
arranges for vendor assisiance, if necessary. ldentifies causes-of problems and addresses
them. Observes patterns of problems, drawing iogical anticipations of passible problems. Takes
required corrective or preventive action. Works with division’s Administiative Captaln and
Listfenant 1o review existing systems and procedures. Implements business process
improvements looking fowards the proper application of pressni and emerging technology.
Initiates and undertakes information technology projects that improve workfiow and provide for

increased department productivity.

Thi above statements are intended to surmarize the mahures and fevelof work and typical responsibiities and dutles being performed by the incumberi(s)
of this job. They are nof intended fo be an exhaustive #si of all responsibilities. ditties, and tesksréquired of the position.
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© | % of Time ESSENTIAL FUNCTION

1% « Develops training curticulum and tools as needed to support the computer aided
dispatonirecords managemerit systems, ali productivity sofiware applications, Peoplesoft
Purchasing Module, and FMIS, as utilized by the department Secures or provides fraining for all
department users who-use the tools and systems.on the network.

B, PERIPHERAL DUTIES:

o, of Time ' PERIPHERAL DUTY

10% ¢ Repalrs prlhtersénd other miscelianaous fechnalogy equipment.

C. NAME AND TITLE OF IMMEDIATE SUPERVISOR:
Daborah A. Karher, Fire Ligutenant

0. SUPERVISICN RECEIVED: {Describe the extent fo which work assignments and methods are cutlined,
reviewed, and approved by this position’s supervisor.}

Receives supervision from the Fire Lisutenant. Must be self-motivated and able 1o work indepanderdly with
minimal direct supervisiorn,

E. SUPERVISION EXERCISED:. ]
Total number of employees for whom responsible, efther directly or indirectly = 0.

Direct Supervision: Lisf the number and fities of personne| directly supervised. Specify the kind and extert
of supervision exercised by indicating one or more of the Tollowing:

a.  Assign dufies. 2. Sign orappiove work

B. Quiline methods f.  Make hiring recommendations

¢. Directwerk in progress g. Prepare performance appraisals

d. Check or ingpect completed work h. Take disciplinary action or effectively recommend such

Number | : s S _ E - Extent of Supervision Exercised
Supervised | . Lo oJob Title . S | (Select those that apply from Vst above, a )

F.  MINIMINMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to gniter the
job.)

i. Edugcation and Experience:
Bachelor's or Associate Degree in Information Systems or a related discipline is preferable, with three
or more years work experience in local area networks and client server appiications.

Three years. experience in PC support in & LAN environment is required. Professional experience in
computer hardviare and seftware, data communication and business systems, or eguivalent
combinations of education and work experience will be considered.

Experience in Red Hat Linwt, Windows scripting, VPN, 115 and Apache administrations is desirable.

i, Knowledge, Skills and Abiiifies:
Must have sxcellent communications skills, including the abiilty to express ideas clearly and concisely,
orally, graphically;, and in writing. Must be able to discennect, move, and reconnect computer
hardware with the assistance-of a cart,

Must be able to implement system enhancements and maintain system services. Knowledge of
LAN/WAN technology and protocols (TCP/IP, DNE, DHCP, SNMP) is required.  Skiils may inciude
management of Oracle database systems and applications.

The shove statements are infended to summarize the nature and fevel of work and typical fesponsibiliies and dufies being performed by .the Incumbent(s)
of thisjob. Thay are notintended 1o be an exhaustive list of aff responsibifiies, dutfes, end tasks required of the position,
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ii. Cerfifications, Licenses, Registrations;
MCSAMGCSE certifications is preferred, with demonstrated proficiency in Windows NT and Windows
XFP environments.

Required io-possess a vaild Wisconsin Diiver's License.

v, Other Reguiremeniy
Nane,

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act.of 1833 requires job descriptions to provide detalled information regarding the
physical demands required to perform the essential functions of a joby; the conditions under which the job is
perfarmed; and the teols and equipment the employes will be required to use on the job. Reastnable
accommodations may be made o enable qualified individuals to perform the essenijal duties and responsibilities
of the job for each of the categories listed below.

{5, PHYSICAL ACTIVITY OF THE POSITION: (List the physical activities that.are represeniafive of those that
rmust be met to successfully perform the essenfigl functions of the job).

CHECK ALL THAT APPLY:

Climbing: Ascending or descending ladders, stairs, scatfoiding, ramps, poles, and the like, using feet and
legs and/or hands end arms. Body agility is emphasized. Check only ff the amaunt and Kind of climbing
required exceeds that reguired for ordinary locomition.

[771 Balancing: Maintaining body equilibrium to prevent failing when walking, standing or crouching on narrow,
t slippery orerratically moving surfaces, Check only iFthe amount and kind'of batanciig excests that
neaded for ordinary lecomotion and maintenance of body equilibrium.

| Stooping: Bending body downward and forward by bending spine at the waist. Check only If it pcours to a
| comsiderabie degree and regquires full use of the Jower extremifies and back muscies.

[

Kneeling: Bending jegs at knee to come {0 a rest on knee or knees,

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

Crawling: Moving about on hands and knees or hands ana fest.

Reaching: Exiending Hand{s) and arm{s) in any direction.

Standing: Particularly for sustained periods of ime.

Walking: Moving about on foet to accomplish fasks, particulardy for long distances.

Pushing: Using upper exiremities fo exert force In order todraw, press agamnst something with steady
force in order to thrust forward, downward or putward,

Pulling: Using upper extremities 1o exart force in order to draw, 4rag, nau of g objects in a sustained
| mgtion.

B CRREE

Lifting: Rai's'ing_ objects from aJower to a higher position or moving objects horizontally from position-to-
position. Check only if it occurs to a considerable degree and requires supstantial use of the upper
exiremities and back muscles,

&

Fingering: Picking, pinching, typing or otherwise working primarily with fingers ratner than with the whole
hand or arm, as i handling. . | )

Grasping: Applying pressure o an cbject with fingers and palm,

Feeling: Perceiving atfributes of objects such as size, shape, temperature of texture by touching with the
skin, particularly that of the fingertips.

Talking: Expressing or exchanging igeas by means of the spoken word. Those aciivities which demand
detalled or impeitant instiuctions spoken 1o other workers accurately, loudly or quickiy.

Hearing: Percaiving the nature of sounds with no less than a 40 db less, Ability to receive oral
communication and make fire discriminations in sound.

Repetitive Motions: Substential mevements {motions} of the wrist, hands, and/or fingers.

HE B ¥ KX

Driving: Minimumn standards required by State Law {including license).

The above statements are infended io summarize the nature and level of work and typicel résparisibiiifies and diilies being perfarmed by the incumbent(s)
of this job. They are not intended fo be an exhaushive list.ofall responsibifiies, dubies, and tasks required ofthe position.
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H. PHYSICAL REQUIREMENTS OF THE POSITION: {List the physical reguirements that are esgantial
functions of the job

CHECK ONE:

7] Sedentary Work: Exerting up to 10 pounds of force occasionally and/or negitgible amount of force
trequantly or canstantly to ift, carry, push, pull or otherwise move objects. Sedentary work invoives sitling
most of the fime. dobs are sedentary if walking ant standing are reguired only occasionally and all.other
sedentary eriteria arg mat,

Light Work: Exerting up tc 10 pounds of force occasionally andfor negligible amount of jf'crce-rconstantiy'fo :
move obhiects. If the use of arm and/or leg controls requires exertion of forces groater than thai for sedentary |
wark and tha worker sits most-of the fime, the job is rated for Light Work. )

D_..

Medium Work: Exerting up to 50 pounds of force occasionally. and/or up to 20 pounds of-force frequently,
andlor up 10 18 pounds of force constantly 1o imove objects. '

Heavy Work: Exerting up o 100 pounds of force occasionaily, and/or up to 50 pounds of farce frequently,
andfor up to 20 pounds of force constantly to move objects, '

Odog

Very Heavy Work: £xerding inexcess of 100 pounds of force occasionally, andlorin excess of 50 pounds of
1 foree frequently, andfor in excess of 20 pounds of force constantly to move objects.

. VISUAL ACUITY REQUIREMENTS: {(List the visual acuity requirements that are essential functions of the
job.}

CHECK ONE:

| Operators {Electronic Equipment;, Inspection, Close Assembly, Clerical, Administrativer

This4s ‘& minimurn standard for usewith those'whose job requires-work done at close visual range {l.e. preparing
| and analyZing data and figures, accounting, ranscription, computer terininal, extensive reading, visual inspection
| involving small parts, operation of machinies, using measurement dévises, assembly or fabrivation of parts),

[} Machine Operators, Mechanics, Skilled Tradespeeple: Thisis a minimum standard for use with those whose
work ceals with machines where the seeing iob isat orwithin arm’s reach. This also includes mechanics and
skilied fradespecple and those who do work of a non-repetitive natuse such as carpenters, technicians, service
pecple. plumbers, pamiers, mechanics, gi¢. {If the machine operater also inspects; check the “Operators” box.)

[ 1l Mohile Equipment Operators: This is & minmum standard 1or use with these who operate cars, drucks, forkiifts,
1 cranes, and high [ equipment.

[F Other: This is a minimum standard Based on the chitera of accuracy and neatness of work for janiors, sweepers.
efc.

J. THE CONDITIONS THE WORKER WiLL BE SUBJECT TO IN THIS POSITION:
1ist the environmentaliworking conditions to which the employee may be exposed white performing the
essential functions of the job. Include scheduling considerafions such as on-call for emergencies. rotating
shift, etc. Approximate Percentage of time performing fleld work: __ %

CHECK ALL THAT APPLY:

None: The worker is not substantially exposed fo adgverse environmental conditions (such as fypical office or
adiministrative work):

The workeris subjéct to inside environmental conditions: Protection from weather conditions but not
necessarily from temperature changes (i.e, warehouses; cavered foading tocks, garages, elc.)

The worker is subject to outside environmental conditions: No effective profection from weather.

The worker is subject fo extreme coldy Temperatures below 32 degrees for period of more than cne hour,

“The worker Is subject to extreme heal: Temperatures above 100 degrees for periods of more than one hour.

The worker is subject 1o noise: There is sufficient noise to cause the worker to shout in.order to be heard above
the surrounding noise level.

The worker is subject to vibration: Exposure 1o oscillating movenerts of The exirermites or whole budy,

The worker is subject to hazards. incudes a variely of physical conditions, such a8 proximity to moving
mechanical parts, electrical current, working on séaffolding and high piaces or exposure 1o chemicals.

The worker is subject to atmospheric conditions: Une of more of the follawing conditions that affect the
respiratory system or the skin; Fumes, odors, dust, mists, gases of poor ventilation.

The worker is subject to ofl: There 15 air and/or skin exposure 1o oils and other cutling fluids,

oo OO o080 0 =

The worker is required to wear a respirator.

The above statemants are intended fo summarize the nature and level of work and typlca! responsibifities and digigs being performed by the incumbeni(s)
af this job. They are notintended 1o be an exhaustive ksl of all responsibilities. duties, -and tasks required of the position,
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K. MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC. USED BY POSITION:
List equipment needed 1o suncessfully perform the essential funclions of the job. ‘Raasonable
accommodations may be made fo enable gualified individuals with disabilifies fo perform the essential

funclions.}
CHECK ALL THAT APPLY:
| Camera and photegraphic equipment "Office Bguipment {desk, chalr, tetephone, sic.)
[ 1 Claaning supplies E Office supplies {per:s siaplem pencils, etc.)
[ :Commercial vehicle 5 Packing materials {boxes, shrink wrap, efc:)
4 Data processing equipment X, PC equipment (monitor, keyboard printer, efc)
| Mandcart > PC software

Hand tocis (please iist): those needed 10 install computer eguipment

11 Office Machines (check alf that apply): 24 Copier . B4 Facsimile {0 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 ils scope of responsibility related te finances, eoupmert,
people, information, efc, Also indicale success factors such a personal characteristics that contribute toan
individuai's abiiity to perform wetlt in the job, and any ofber special considerations.)

Supject to emergency recall.

This position supports over 950 users and more than 150 LAN connections. Must be witiing to learmn and
grow with technology.

M. 1 believe that the statements made above in describing this job are complete and
accurate. '

g, 7 7o
ﬁgjﬁbm ’?,O/ //’I/a_zjnr?g%}’?

Signature of Daparfment Head or Designated Representative

The above slatements are infended fo summarize the nature and level.of work and Yypical respensibifities and duties being performed by the Incurnbeni{s]
of this jeb. They are notintended fo be an exhausiive st of all responsibilities, duties, -and tesks reguired of the position.
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