city OF

\y

administration@westalliswi.gov
414.302.8292

MEMORANDUM
TO: Administration & Finance Committee
FROM: Rebecca Grill, City Administrator u\%
RE: Department Request to Fill Upcoming Vacant Position

DATE: April 11, 2019

Attached is Mike Koszalka’s request to fill a part-time Librarian position at the Public Library.

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
ce: Mayor
HR Dept.
Mike Koszalka

ADM\Vacpos\VACPOSREQ Librn 041619

City of West Allis * 7525 West Greenfield Avenue « West Allis, Wl 53214 « www.westalliswi.gov



Director

West Allis Public Library
mkoszalka@westalliswi.gov
414.302.8534

April 2, 2019

Rebecca Grill

West Allis City Administrator
City Hall

West Allis, Wisconsin 53214
Dear Ms. Grill:

| respectfully request that the Administration and Finance Committee give its approval to fill the part-
time Librarian position at the Public Library. The part time budgeted position will become vacant on
April 5, 2019.

Attached are the completed forms required to begin the replacement process.

Thank you for your consideration.

Sincerely,

Michael Koszalka
Library Director

West Allis Public Library « 7421 West National Avenue  West Allis, Wl 53214 « www.westalliswi.gov



(Revised 1/19) v2

Request to Fill Position

Submit this form, a memorandum and current position description via email 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: Library Position Title: Librarian

Reason for Request: [_] New Position OR
Replacement to Staff - Date of Vacancy: 4/5/2019 Person Replaced: Melissa Sylla

Position Status: [] Full-time [X] Part-time AND [X] Regular [ ] Temporary [_JProvisional []Special []Other
e [f other than Full-time or Regular, indicate work schedule (hours per week, days to be worked, etc.)
and anticipated duration of employment:
Funding Source: [X] Operating [] Grant [] Other:
Anticipated Date for Filling Position: ASAP

Is the position required for fiduciary, legal or compliance requirements? [XINo [] Yes, describe:

Why is it necessary that this position be filled? What operational needs does this position fulfill? Librarians
assist the Head of Adult Reference in the materials selection process and with

maintaining the adult materials collection. This position will share Sunday Librarian-in-Charge

duties with another .5 Librarian. This will allow the library to staff the Adult Information Desk

with a professional librarian every Sunday.

What will be the impacts on service functions to the public if the position is not filled? Maintaining a staffing
level of the Adult Reference Desk that includes a professional librarian is very difficult. Collection development
(ordering/weeding) begins to slow without librarians to select and order new materials, and we are not able to
keep the collection current. ltems will not be available in our collections for patrons to check out.

Programming for the public will also become difficult to maintain.

What will be the impacts on service to city staff if the position is not filled? The Reference and Circulation
Supervisor, the Children’s Librarians, the Head of Cataloging, and other full time librarians will all pick up
additional shifts at the Reference Desk, which impacts on their other duties and goals. This will provide
efficient, flexible staffing at a lower cost.

What reorganization possibilities have been considered, such as elimination of the position or combining duties
with other existing positions? (If none, provide rationale.) None. To remain open on Sundays the Library needs
a Librarian-in-Charge in the building, and this part-time position is most cost effective.

How has this vacancy/need been covered so far? Provisional library assistants and full-time librarians will be
covering the Saturday and weekday hours. Full-time librarians will be covering the Sunday hours.

How many other similar positions exist in this department? One other .5 Librarian position exists

Requestor Information

Name: Michael Koszalka Title: Director Department: Library

Signature: Michael Koszalka Date: April 3, 2019

Attached: [X] Memorandum [X] Current JDQ

P:\WWACANCY REQUEST FORMFILL.doc  ADM\MISC\WACANCY REQUEST FORM FILL .doc
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