oty AT THE CENTE-‘? Rebecca Grill

v City Administrator
City Administration Office

414.302.8294
WEST ALLIS rgrill@westalliswi.gov
MEMORANDUM
TO: Administration & Finance Committee
FROM: Rebecca Girill, City Administrator*@
RE: Department Request to Fill Vacant Position
DATE: May 15, 2018

Attached is Peggy Steeno’s request to fill the vacant position of Administrative Support
Assistant in the Finance and BINS Departments.

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.
Peggy Steeno
Ed Lisinski

ADM\Vacpos\VACPOSREQ FinBINS ASA.051518

West Allis City Hall = 75625 West Greenfield Avenue = West Allis, Wl 53214
www.westalliswi.gov



ot AT THE CENrE Peggy Steeno

v R Finance Director
Finance Department
414.302.8252

WEST ALLIS psteeno@westalliswi.gov

MEMORANDUM
TO: Rebecca Grill, City Administrator
FROM: Peggy Steeno, Finance Director

Ed Lisinski, Director, Building Inspection & Neighborhood Services

RE: Finance/BINS Request to Fill a Vacant Position — Administrative Support
Assistant Position

DATE: May 9, 2018
The Finance and BINS Departments respectfully request permission to fill the Administrative
Support Assistant vacancy due to the recent departure of a probationary employee. The

position became vacant on May 2, 2018.

Thank you for your consideration.

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



(Revised 6/15)

(¥ AT THE CEn

C ‘v’.f? Request to Fill Position
é N
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: Finance Position Title: Administrative Support Assistant
Reason for Request: [ ] New Position OR X Replacement to Staff - Date of Vacancy: 5/2/2018
Person Replaced: Nicole Davies
Position Status: X Full-time [] Part-time AND [] Regular [ ] Temporary [] Provisional [] 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: X Operating [] Grant [] Other:
Anticipated Date for Filling Position: ASAP

Is the position required for fiduciary, legal or compliance requirements? [_] No X Yes, describe: This position
is responsible for daily Finance related work including treasury activities, BINS activities, customer service, and
other comparable duties as assigned.

Why is it necessary that this position be filled? What operational needs does this position fulfill? /t is necessary
that this position be filled as soon as possible to ensure continuity and accountability in the in the Treasurer’s
Office and BINS Office as well as other required accounting and finance activities.

What will be the impacts on service functions to the public if the position is not filled? While other staff can
step in and assist with duties on a short term basis, customer service coverage and BINS assistance cannot
be completed timely and accurately without this position being filled as it not a choice to delay the services
provided by this position.

What will be the impacts on service to city staff if the position is not filled? There will be a delay in customer
service to citizens, collecting monies from the Cities customers, and completing other minor duties.

What reorganization possibilities have been considered, such as elimination of the position or combining
duties with other existing positions? (If none, provide rationale.) This request to fill is the result of the
departure of a probationary employee who was not successful in the position; the position better equips the
Finance Department to be successful in prudently completing its duties. Reducing staffing would create a
shortage of qualified staff to complete the necessary functions.

How has this vacancy/need been covered so far? The vacancy started less than one week ago. Staff is doing
its best to keep up with all of the duties in the short term, however some items will need to wait until the
replacement is hired and training can be completed.

How many other similar positions exist in this department? No other similar positions exist, however other staff
members can perform the duties that this staff member is responsible for.

Requestor Information

Please Print: Peggy Steeno, Finance Director, Department of Finance

Signature/Date: Pegqy Steeno  05/10/2018

Attached: X Memorandum X Current JDQ

PAVACANCY REQUEST FORM FILL.doc  ADM\MISC\VACANCY REQUEST FORM FILL.doc
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