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C .‘v’g‘fé 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: Finance/ Purchasing Position Title; Sr. Buyer
Reason for Request:DNew Position OR El Replacement to Staff - Date of Vacancy: 07 /08 /2016
Person Replaced: Barb Weller

Position Status: ElFuII-time DPart-time AND@RegularDTemporaryD Provisional[l Special DOther
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: ElOperatingEl GrantEl Other:
Anticipated Date for Filling Position: 06 /20 /2016

Is the position required for fiduciary, legal or compliance requirements? D NOEI Yes, describe:
The position of Sr. Buyer will be needed to help the City comply with city, state and federal purchasing requirements.

Why is it necessary that this position be filled? What operational needs does this position fulfill?
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requisitions, and to provide cost savings by use of competitive bid processes and sourcing knowledge.

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

Delays on requisition fulfillment and purchasing contracts which will interrupt the service delivery to all city departments that support the
public needs. Inability to perform proper vetting of materials and services will increase costs.

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

Departments will have delays in purchasing, payment and processing of items which impedes ability to provide efficient services to the
public.

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

The duties oh the Buyer Assistant will be divided up between several other positions within the Finance/Purchasing offices. Shared services of an accountant position will be utilized.

How has this vacancy/need been covered so far?
Has been covered by extending duties to the Purchasing Supervisor and to the Purchasing Assistant, on an interim basis.

How many other similar positions exist in this department? 9.0

Requestor Information

Please Print: Robert Barwick Purchasing Supervisor Finance/ Purchasing
Name Title Department
Signature/Date: 05 ;12 ;2016

Attached: [0 Memorandum [] Current Position Description
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