THE CEpp, Rebecca Grill

AT
oY v Ep City Administrator
City Administration Office
414.302.8294
WEST ALLIS rgrill@westalliswi.gov
MEMORANDUM
TO: Administration & Finance Committee
FROM: Rebecca Grill, City Administrator*és
RE: Department Request to Fill Vacant Position
DATE: September 27, 2017

Attached is Jason William’s request to fill the vacant position of Administrative Support
Assistant in the Assessor’s Office.

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

(o Mayor
HR Dept.
Jason Williams

ADM\Vacpos\VACPOSREQ Assr ASA.100317

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



ot AT THE CEny-
: City Assessor’s Office

Ty 414.302.8230
WEST ALLIS assessor@westalliswi.gov

Memorandum

To: Rebecca Grill, City Administrator
From: Jason Williams, City Assessor
Date: 9/22/2017

Re: Request to Fill Vacant Position

This memorandum respectfully requests permission to fill a vacancy in the Assessor’s
Office. The position of Administrative Support Assistant became vacant on September
8, 2017 when the incumbent accepted an internal job transfer to the Building Inspection
and Neighborhood Services Department.

Please find attached a Request to Fill Position Form, a Job Description Questionnaire
(JDQ), and job descriptions for the retired titles of Assessment Clerk | and Il. | am
available to answer any questions relative to the need to fill this position.

Respectfully,

LN s
cigr 2 Ly e
Lo P '
v

Jason M. Williams
City Assessor

West Allis City Hall = 7525 West Greenfield Avenue = West Allis, W1 53214
www.westalliswi.gov



Reset Form Print
(Revised 6/15)

G\‘W AT THE CENrE’Q

A"’ 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: Assessor Position Title: Administrative Support Assistani

Reason for Request:I:lNew Position OR | v |Replacement to Staff - Date of Vacancy: 09 /08 2017
Person Replaced: Katie Soderlund

Position Status: Full—time DPart-time ANDDReguIarDTemporaryD Provisionallzl Special |:|Other

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: Operating[l GranD Other:
Anticipated Date for Filling Position: a8sap_ / /20

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

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

men » mnen dNQ revd AlOn 10 17 A Dep Of s [ angd Vi = nap

What will be the impacts on service functions to the public if the position is not filled?
Decreased customer service to residents and taxpayers. Annual assessment work will be delayed or not completed.

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

Position works routinely and directly with Finance, Treasurer, Water, BINS, IT in providing multiple streams of data, including property
address update, ownership information, parcel data, property/assessment data, etc.

What reorganization possibilities have been considered, such as elimination of the position or combining
duties with other existing positions? (If none, provide rationale.)
None. This position is crucial to the operation of the assessment office.

How has this vacancy/need been covered so far?
Some of the work has been completed by the City Assessor, or not done at all.

How many other similar positions exist in this department? None.

Requestor Information

Please Print: Jason Williams City Assessor Assessor
Name Title Department
Signature/Date: 09 122 ;2017

Attached: /] Memorandum [/] Current Position Description

P:\WWACANCY REQUEST FORM FiLL.doc ADM\MISC\WVACANCY REQUEST FORM FILL.doc
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ASSESSMENT CLERK |

JOB SUMMARY: This is responsible and specialized clerical work in relation to
assessment recordkeeping.

NATURE OF THE WORK: An employee in this classification is responsible for the
performance of specialized and complex clerical work requiring the application of
knowledge gained through considerable experience in the performance of duties. Work
requires considerable attention to a wide variety of detail and an employee in this
classification may serve as the final check on various transactions. Problems involving
departure from a standard policy or procedure are reviewed with a supervisor for a final
decision. Work assignments are received in the form of suggestions or general
outlines, and employees generally develop and refine their own routine and are required
to carry their work to completion.

EXAMPLES OF DUTIES: Typical duties include: assists in processing all recorded
conveyances and mortgages; records and processes transfer fee forms; assists in
processing and recording permit information on data cards and prepares listings by data
cards and prepares listings by date and key numbers; performs data entry relative to
various data bases on personal computer and mainframe operations; assists in
maintaining platbook updates for accuracy; assists in compiling data for various reports;
maintains records and types letters, forms, reports, articles and other material from
copy, rough draft or transcription equipment; provides information on plat descriptions,
ownership, addresses and code numbers as requested by City departments, surveyors,
realtors and the public; reviews the Department of Revenue industrial real estate roll for
accuracy in ownership, legal description, key number and area; reviews data processing
printout for accuracy and oversees proper filing in property file; composes
correspondence in accordance with standards policies; operates duplicating,
calculating, word processing and other modern office equipment; processes incoming
mail; performs other duties as assigned.

DESIRABLE KNOWLEDGE, SKILLS AND ABILITIES:

Some knowledge of the principles, practices and techniques of real and personal
property valuation; some knowledge of the state laws and municipal ordinances
governing the assessment and collection of taxes; some knowledge of departmental
programs, operations, and policies; good knowledge of modern office procedures and
equipment; ability to read, verify and interpret property records and legal property
descriptions; ability to make simple mathematical calculations quickly and accurately;
ability to perform word processing, ability to perform varied and complex clerical tasks;
ability to maintain accurate and complete records and to prepare clear and concise
reports; ability to establish and maintain effective working relationships with taxpayers,
city officials and other employees.

MINIMUM TRAINING AND EXPERIENCE:




High school graduate/equivalent including or supplemented by commercial coursework;
two years of recent clerical work experience in an appraisal or real estate setting; ability
to type from copy at a minimum rate of 45 words per minute; Wisconsin Department of
Revenue Assessment Technician Level Certification within six months of appointment.
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ASSESSMENT CLERK I

JOB SUMMARY: This is difficult and specialized clerical work in relation to assessment
recordkeeping.

NATURE OF THE WORK: An employee in this classification is

responsible for the performance of specialized and complex clerical work requiring the
application of knowledge gained through considerable experience in the performance of
duties. Work requires considerable attention to a wide variety of detail and employee in
this classification may serve as the final check on various transactions. Problems
involving departure from a standard policy or procedure are reviewed with a supervisor
for a final decision. Work assignments are received in the form of suggestions or
general outlines, and employees generally develop and refine their own routine and are
required to carry their work to completion. Supervision may be exercised over a small
clerical staff doing specialized work.

EXAMPLES OF DUTIES: Typical duties include: maintains platbook updates and
clerk's survey maps for accuracy; assists in compiling data for various reports;
processes all recorded conveyances and mortgages; records, leases, judgments,
affidavits, easements and disclaimers and processes transfer fee forms; processes and
records permit information on data cards and prepares listings by data cards and
prepares listings by date and key numbers; performs data entry relative to various data
bases on personal computer and mainframe operations; maintains records and types
letters, forms, reports, articles and other material from copy, rough draft or transcription
equipment; assists in the supervision of duties of subordinate personnel; keeps time
and attendance records for department; provides information on plat descriptions,
ownership, addresses and code numbers as requested by City departments, surveyors,
realtors and the public; reviews the Department of Revenue industrial real estate roll for
accuracy in ownership, legal description, key number and area; reviews data
processing printout for accuracy and oversees proper filing in property file; composes
correspondence in accordance with standards policies; operates duplicating,
calculating, word processing and other modern office equipment; processes incoming
mail; maintains an inventory of office supplies, materials and equipment; performs other
duties as assigned.

DESIRABLE KNOWLEDGE, SKILLS AND ABILITIES:

Some knowledge of the principles, practices and techniques of real and personal
property valuation; some knowledge of the state laws and municipal ordinances
governing the assessment and collection of taxes; considerable knowledge of
departmental programs, operations, and policies; considerable knowledge of modern
office procedures and equipment; ability to read, verify and interpret property records
and legal property descriptions; ability to make simple mathematical calculations quickly
and accurately; ability to perform word processing, ability to perform varied and
complex clerical tasks; ability to maintain accurate and complete records and to prepare
clear and concise reports; ability to establish and maintain effective working



relationships with taxpayers, city officials and other employees.

MINIMUM TRAINING AND EXPERIENCE:

High school graduate/equivalent including or supplemented by commercial coursework;
two years as Assessment Clerk [; ability to type from copy at a minimum rate of 45
words per minute; Wisconsin Department of Revenue Assessment Technician Level

Certification.

August, 1993
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