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(Y AT THE CEy;

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: Human Resources Dept Position Title: HR Generalist

Reason for Request:DNew Position OR El Replacement to Staff - Date of Vacancy: 09 /08 /2017
Person Replaced: Tracy Davis-Wright

Position Status: ElFuII-time DPart-time ANDDRegular,:lTemporaryEl 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: ASAP /2017

Is the position required for fiduciary, legal or compliance requirements? D NOEI Yes, describe:
to ensure compliance with federal and State employment laws

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

gnera DO on parine wilia geparimen O nire DDO dna aeveliop a dive e WOIrKio e 10 ae ern
services to our community. In addition, the HR Generalist is involved in a wide variety of HR responsibilities ranging from

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

As the position focuses on talent acquisition/recruitment, not filling this position will result in the delay to fill other City-wide position
vacancies, which in turn affects the service delivery provided by the City. Potential for Tack of compliance with federal and State

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

Major factor is the delay in acquiring talent for vacancies city-wide which then results in delayed and/or inadequate service to the City.
Not filling the position will not only affect other city staff, but HR Department staff as well due to the need to incorporate this position's

What reorganization possibilities have been considered, such as elimination of the position or combining

duties with other existing positions? (If none, provide rationale.)
This position was implemented January 1, 2017, in an effort to address the staffing needs of the City.

How has this vacancy/need been covered so far?

Emergent duties/responsibilities of the position have been absorbed at this time by various members of the HR staff affecting delivery of
other services provided by the HR Department.

How many other similar positions exist in this department? None

Requestor Information

Please Print: Audrey Key HR Director Human Resources Dept
Name Title Department

Signature/Date: 09 ;12 ;2017

Attached: [0 Memorandum [d] Current Position Description
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