WY AT THE CENTg Rebecca Grill

) v R City Administrator
City Administration Office

414.302.8294
WEST ALLIS rgrill@westalliswi.gov
MEMORANDUM
TO: Administration & Finance Committee
FROM: Rebecca Grill, City Administrator-2¢
RE: Department Request to Fill Upcoming Vacant Position
DATE: September 27, 2017

Attached is Jonathan Matte’s request to fill an upcoming vacant position of Graphic Print
and Web Designer in the Communications Department and reclassified as a Graphic
Design/Production Specialist.

According to our continuing procedure, these requests are formally referred to the
Administration & Finance Committee for consideration through its normal
Council/Committee referral process.

If you have any questions concerning this request, please contact me.

RG:jfw

cc:  Mayor
HR Dept.
Jonathan Matte

ADM\Vacpos\VACPOSREQ COMMS GD/P Spec.100317

West Allis City Hall = 7525 West Greenfield Avenue = West Allis, WI 53214
www.westalliswi.gov



\ﬁA Tr'E CENT, Jonathan Matte
SN Director
>\/ Department of Communications
414.302.8352

WEST ALLIS jmatte@westalliswi.gov
MEMORANDUM
To: Rebecca Grill, City Administrator
From: Jonathan Matte, Director of Communications
Re: Request to Fill Vacant Position
Date: September 28, 2017

The Communications Department respectfully requests permission to fill an upcoming
vacancy in the department. Paul Bodshaug, full-time Graphic Print and Web Designer,
submitted his retirement letter on August 29, 2017 with an effective date being October
20, 2017. Mr. Bodshaug contributed nearly 25 years of dedicated service to the City
and was an indispensable and respected member of various departments and
committees during his career. Paul’s contributions, creativity and dedication will be
missed.

The Graphic Print and Web designer is a critical team member responsible for fulfilling
the mission statement of the Communications Department and is funded through
special revenue.

| am available to answer any questions regarding this request.

‘ .,,J"‘L'
/“ﬂm MIA

Jonathan Matte
Director of Communications

West Allis City Hall = 7525 West Greenfield Avenue = West Allis, WI 53214
www.westalliswi.gov/BINS.gov



Reset Form Print
(Revised 6/15)

Request to Fill Position

WEST ALLIS

Submit this form, a memorandum and current position description to the City Administrator for review and submittal
to the Administration and Finance Committee. To ensure adequate time for review, submit the Friday prior to the
Council Agenda Deadline day.

Department/Division: Communications Position Title: Graphic Design/Production Specialist

Reason for Request: DNew Position OR Replacement to Staff - Date of Vacancy: 10 /20 20 17
Person Replaced: _Paul Bodshaug, Re-class of Graphic Print & Web Designer

Position Status: FuII-time DDart»time AND egularI:'TemporaryE]Provisional DSpecial Ebther

If other than Full-time or Regular, indicate work schedule (hours per week, days to be worked, etc.) and

anticipated duration of employment:
Funding Source:DOperatingD Gran Other: Special Revenue
Anticipated Date for Filling Position: / 120

Is the position required for fiduciary, legal or compliance requirements? [¥ [No DYes, describe:

Why is it necessary that this position be filled? What operational needs does this position fulfill?

This position is critical within the Communications Dept and works closely with all City Departments to lead design, conception and
creation of material for print and digital media to enhance the City's positioning with external and internal audiences

What will be the impacts on service functions to the public if the position is not filled?

Delays and inefficiencies in effectively carrying out the Communications Departmental Mission Statement which includes clearly and
accurately communicating information of key city services, program messages and values to the public.

What will be the impacts on service to city staff if the position is not filled?

Delays and inefficiencies in effectively supporting the Council and City Departments in planning, communicating and implementing
programs, services and goals that promote and/or impact our organization and citizenry.

What reorganization possibilities have been considered, such as elimination of the position or combining duties
with other existing positions? (If none, provide rationale.)

This is a reclassifying of an existing position that reallocates resources to align with strategic plan goals and objectives and includes
increased responsibilities. It is not feasible fo eliminate/combine with another position due to the unique and skill set this position requires.

How has this vacancy/need been covered so far?
Upcoming vacancy

How many other similar positions exist in this department? None

Requestor Information

Please Print: Jonathan Matte Director Communications
Name Title Department

Signature/Date: _ / il 2% 09 /14 42017

Attached: ] Memorandum [¢/] Current Position Description

P:\WVACANCY REQUEST FORM FiLL.doc ~ADM\MISC\VACANCY REQUEST FORM FILL.doc
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