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City Administrator
rgrill@westalliswi.gov
414.302.8294

MEMORANDUM
TO: Administration & Finance Committee
FROM: Rebecca Grill, City Administrator

DATE: November 30, 2018

SUBJECT: Department Request to Fill Position

Attached is Dave Wepking's request to fill the vacant Administrative Support Specialist position in the
Department of Public Works, Sanitation and Street Division.

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

ceél Mayor
HR Dept.
Dave Wepking
Tim Last

ADM\Vacpos\VACPOSREQ AdmSupptSpec.SanStrDiv.120418
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oo AT THE CEy Dave Wepking

¢ ' T&p Director of Public Works
Department of Public Works
414.302.8888

WEST ALLIS dwepking@westalliswi.gov

MEMORANDUM

RECEIVED
To: Rebecca Grill, City Administrator
. : : NOV 2 6 2018
From: Dave Wepking, Director of Public Works M
CITY OF WEST ALLIS
Date: November 26, 2018 CAO

Subject: Request to Fill Vacant Position

The Department of Public Works respectfully requests permission to fill a vacancy in the
Sanitation and Street Division. The position of Administrative Support Specialist will become
vacant November 30, 2018 when the incumbent transfers to a position with the Senior Center.

If this position is filled internally, it is my intention to fill any other vacancies that result. | am
available to answer any questions relative to the need to fill this position.

cc: Tim Last

h:\my documents\personnel\misc\roy vac
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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: Public Works-Sanitation and Street Position Title: Admin. Support Specialist

Reason for Request:DNew Position OR |v |Replacement to Staff - Date of Vacancy: 11 /30 /2018
Person Replaced: Sharon Roy

Position Status: | ¥ |[Full-time DPart—time ANDDReguIarEITemporaryD ProvisionalD Special DOther
If other than Full-time or Regular, indicate work schedule (hours per week, days to be worked, etc.) and

Request to Fill Position

anticipated duration of employment:

Funding Source: OperatingD Gran(EI Other:
Anticipated Date for Filling Position: / 120

Is the position required for fiduciary, legal or compliance requirements? NoD Yes, describe:

Why is it necessary that this position be fllled’? What operatlonal needs does this pOSItlon fulflli‘?

phone.’onhnehmperson questlonslconcerns by palrons

What will be the impacts on service functions to the public if the position is not filled?
The public would not receive timely information and/or responses to questions or problems they may have regarding refuse and recycling
collection, street repairs, sewer problems, elc.

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

Other division's administrative support staff and Sanitation/Street supervisory staff would have to assume position responsibilities.
Position also is a core member of the AssetWorks team for integration of new software for the department.

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

How has this vacancy/need been covered so far?
Current person is working half days until November 30th. Administrative support assistants and supervisory personnel are filling in until
a new person is hired.

How many other similar positions exist in this department? ©ne vacant and one filled

questor Information

Please Print: “/244(/ Mﬂ Z: //M% Public Works-Sanitation and Stre

S k N ? / Title Department
Signature/Date: W 2 X
ez 6

Attached: 3] Memorandum Current Position Description

P:AWVACANCY REQUEST FORM FILL.doc  ADM\MISC\VACANCY REQUEST FORM FILL.doc
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