Exhibit A - Current - (%=time allocated)
Community Development Supervisor Responsibilities

DEVELOPMENT (22%)
- Assistance with Common Council items
- Tax Increment Financing Reports and
Filings
- Participation in Developer meetings and
negotiations
- Communications and status updates
- Project oversight
- City real estate acquisition
- Assist with Economic Development
programs

HOUSING (18%)
COMMUNITY -Staff supervision

DEVELOPMENT -HOME Funds
AUTHORITY (15%) -Section 8 Voucher /VASH —

-Agendas, resolutions 606 vquchers
-Meetings, presentations -FHousing Grant and Loan

-Staff Reports Programs
-Documents -Real estate acquisition

SPECIAL

PROJECTS
(14%)

-Zombie Properties
-Park Projects
-Plan
Implementation
-Grants

BELOIT ROAD
SENIOR

HOUSING (4%)
-Tax Credit
Compliance

-Budget
-Reports/Audit
-Monitoring

-Oversee staff person
-Insurance




Exhibit B - Modified - (%=time allocated)
Community Development Supervisor Responsibilities

HOUSING (60%)

-Staff supenvision

-HOME Funds with Milwaukee Count

-Section 8 Voucher /VASH — 606 vouchers NEW-
-Housing Grant and Loan Programs A SPECIAL

-Real estate acquisition - PROJECTS
‘ por (5%)

-Plan
Implementation

-Grants

NEW- BELOIT
ROAD SENIOR

HOUSING (8%)
-Tax Credit
Compliance

-Budget
-Reports/Audit
-Monitoring

-Oversee staff person
-lnsurance

DEVELOPMENT

———

Removed - COMMUNITY &
DEVELOPMENT AUTHORITY =

. 1. d
el e e e o e e e e ey e




Job Description Questionnaire

Ehibit &

The purpose of the Job Description Questionnaire (JDQ) is to provide the information necessaty to evaluate jobs for salary placement, classify jobs
for various legal requirements, and to compile appropriate job descriptions.

Please read this JDQ carefully before answering any of the questions and then complete it as accurately, completely, and briefly as possible. While it is
not necessary to describe each duty in great detail, it is important to provide sufficient information so the job can be accurately evaluated and classified.
Keep in mind that #he purpose of the [DQ is to collect information about the job and is not designed to evaluate employee performance.

Consider the typical responsibilities of the job; even those that might only occur cyclically (e.g. annually, quartetly, etc.). The responses should be
based on duties and responsibilities that are part of the job under typical conditions, not special projects ot temporary assignments. Further, unless
specifically directed by management, describe the job as it is today, not as you believe it should be or what it might be in the future.

Red is New
SECTION 1 DEMOGRAPHIC INFORMATION
Employee Name Employer Name - City of West Allis
Job Title - Community Development Supervisor - Work Location ' City Hall
Department Department of Development : Division | Community Development Division
Full-Time / Part-Time Full-time, 40+ hours ' Part-Time (Hrs per Wk)
Supervisor Name Patrick Schloss - Supervisor Title - Manager, Community Development Div.
5 ; ; CARLSON .
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SECTION 2

DESCRIPTION OF ESSENTIAL DUTIES & RESPONSIBILITIES

Identify the essential duties / responsibilities of your job, which should be the most important aspects of the job. This section is focused on WHA'T is
done rather than HOW it is done. Use wording that will provide as clear an understanding as possible for someone not familiar with your work. Avoid
terminology or acronyms that are not widely known outside of your line of work. Please list those duties that you feel are most important at the top of |
the list, and list the estimated percentage of the total annual time that each item takes. (Remember, as a rule-of-thumb, that 10% equates to roughly 200 hours of a

work year.) To the extent possible, try to identify those duties and responsibilities that account for_as close to 100% of your work time as possible. While
catch-all categories are acceptable (e.g. misc. duties, other duties as assigned, etc.), those sections will likely NOT be evaluated.

Frequency Codes: Daily [D] / Weekly [W] / Bi-Weekly (B) / Monthly [M] / Quatterly [Q] / Annually [A] / As Needed [N]

Primary Duties

% of Annual
Total Time

Frequency

Supervise staff of ’rn the I—Iousmg Office thmugh ov cr51ght of the Section 8 plogram 602 vouchers); decision-

making, leadership and guidance of program policies and procedures; direct contact to 3§ Housing staff with any
concerns/questions/problems they may have with a participant on the Section 8 program, or between

themselves; facilitate training and hiring of staff, conduct bi-annual petformance evaluations of 3' Housing staff D
members; provide staff support to the Resident Advisory Board. $2.5 million annual budget. Also requires

constant knowledge of federal law changes and/or notices that are released by HUD that affect the Section 8 &

Veterans Affairs Supportive Housing program. Maintain communication with HUD representatives in the

Milwaukee HUD ofﬁce ~ Assigns and direcrq work of others thmug_h instruction, demonstration, and monitoring.

F lf)usmg_‘ Choice Voucher (Section 8) Program daily operations & case files 1]

\Ianage the City’s Commumn Devdopmmt Block Grant (CDBG) program, qpproximatelv $1.3 million annual
budget/ allocation of federal funds from HUD; budget CDBG funding; manage several individual activities that
are funded by CDBG funds, which can be very time-consuming if the project is large, such as the current park
improvement projects currently being worked on; monitor several outside entities for the proper use of their
CDBG activities that the City provides funds for; reporting into HUD’s software program; provide staff support |
to Block Grant Committee and Common Council for review and adoption of 5-year Plan, annual Plans and D
annual budget; development and implementation of City’s 5-year and annual Plans for the CDBG program;
representative of the City for regional cooperation with 5-year and annual Plans, as required by HUD; provide
responses to HUD if/when they monitor West Allis’s CDBG program. Also requires constant knowledge of
federal law changes and/or notices that are released by HUD that affect the CDBG program. Maintain
communication with HUD representatives in the Milwaukee HUD office. Countersigns on program

10%

26%

disbursements for approved activ ities and internal expenditures.

Veterans Administration Supportive Housing (VASH) Program daily operations & case ﬁlu D

© Job Description Questionnaire (JIDQ)
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Prepares annual plan and assists in the utilization of HOME funds and implementation of the program. D

(=41)
270

Provide staff support relative on housing programs to the Community Development Authority (CDA)
committee, which meets monthly. Support includes writing staff report summarizing projects or programs and
changes for CDA approval, & putting together a PowerPoint presentation, and as necessary,

rojects before the CDA at monthly meetings. T resented before the CDA include ‘ M 5%
| construction contracts,

housini rehab loan aiiroval, , Section 8 policy changes, Beloit Road Senior Housing updates, etc.

Staff support for the Common Council, which meets twice/month. Support includes writing resolutions and/or

ordinances, putting together a PowerPoint presentation. Typical projects presented before the Common Council M 20
DI inded e ChiC s o . N | °
TIF Plans. etc. B Loe

Assure compliance with and evolution of Section 8 Administrative Plan, prepare annual plan, coordinate with

pical projects

resentin

HUD schedules and guidance, submit reports to HUD, assure compliance with Federal regulations, approve D 5%
_weekly expenditures - L ST NN S
Oversight and supervision of various state and federal grants, including: the Neighborhood Stabilization
Program (NSP — originally a $1 million grant, with program income added over the last 7 years), the HOME
program ($200,000 annual grant, housing rehab/new construction program), the Community Development N*
Block Grant — Emergency Assistance Program (CDBG-EAP — a one-time $6.8 million grant that is winding Whien fsedad
down for the acquisition, demolition, relocation, rehab, infrastructure improvements for various properties and | : 2 5
, . . . . : easily becomes a 5%
areas throughout the city); occasional Wisconsin DNR environmental grants. Grant management includes daily duty for
implementation/knowledge of federal and state regulations/ program rules, quarterly reporting, some financial monti;s i G

management of the budget, monitoring of projects, responding to state/federal monitoring, some construction

oversight, etc. Hach grant requires an application submittal, and various applications are submitted annually for

oinctgrants Matdnay ofbeawanded. o NS S
Direct supervisor of the property manager (who is employed by a 3" party, 30 hours/week at the property) at the |

Beloit Road Senior Apartments, a 104-unit senior apartment complex located at 72™ St. & Beloit Rd., who

reports to this position [l with any policy, procedure and/or tenant issues (the City is the managing member D 80/,
and part owner of the of the apartment complex); provide and manage a $550,000 annual budget of the complex;

supervise LIHTC, PBV and HOME compliance (all federal income and subsidy-related programs) at the

comilex. - o ‘

; ; CARLSON ’
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1%

Work closely with and assist the Community Development Manager with the formation of the Community

_Develogmen_t_Divisiropiagnual bpdget._

selling of those properties, approximately 4/year.

Mayoral or Aldermanic special projects and/or requests

| (HMIS) Board

Coordinate with software vendor and 1T staff

A ' 1%
Supervise, key to the implementation and initiation of various demolition and new construction projects |
throughout the City. The BINS Dept. issues raze orders on properties, this position oversees the funding and
contracting of those demolition projects. We have funded various new single-family home construction projects W 3%
through the HOME program, and i this position l supervises the bidding, contracting, construction, and
. ~ - 5 L )
When needed,
easily becomes a 3%
daily duty for
months at a time
N 1%
N : 1%
- Board member for the Wisconsin Association of Housing Authorities (WAHA), member of NAHRO,
Milwaukee County Continuum of Care (CoC) Board of Directors, required to attend quattetly meetings and draft Q 19/
. i 5 e g i o . 4]
committee reports. Member of the State of Wisconsin Homelessness Management Information Services :
Attend various community development, economic development, and/or CDBG-related conferences. A 1%
D/W/N ‘ 2%
CARLSON ;
e (Revised 04/2016)
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Conduct inspections of buildings and dwelling units.

D/W/N 5%

SECTION 3

TooLS AND TECHNOLOGY

Identify any software, technology, equipment or machinery utilized on a regular basis in order to petform the functions of the job:

Microsoft Office products (Outlook, Word, PowerPoint, Excel, Publisher); ArcGIS; Internet Exploter for various tesearch tools; HUD’s IDIS data

server; Photoshop; Happy Software, Simplifile eRecording; Dropbox; iPhone; Smart Label.

SECTION 4

JUDGMENTS / DECISION-MAKING

Identify at least five of the most typical judgments/decisions that you make in performing your job as well as the solutions to these problems. Please
also describe the resource, input or guidance others provide in arriving at your decision and who reviews, if anyone.

Typical Problems/Challenges

Possible Solution(s) to
Problem /Challenge

Resources Available
and/or Used

Job Title of Who Reviews

Scheduling and meeting statutory
requirements and guidelines for grants

Staff development

CDBG and HOME annual budget

© Job Description Questionnaire (JIDQ)

Publication deadline dates, gain public

- input, meeting state-required or federally-

required schedules

' State Statutes, federal

regulations, internally-
created checklists,

| opinions of elected
| officials and/or

| committee members

Director of Development,
CDA meetings, Common
Council members, Mayor

Encouraging staff to attend conferences and
training to broaden and develop knowledge
within their profession; join professional
organizations. L

HUD, training courses
- offered by consultants,
- professional

Determining how to budget various
CDBG/HOME-funded activities amongst
various city departments, outside agencies,
and new public infrastructure projects.

CARLSON
DETTMANN
CONSULTING

CDBG and HOME

. funds, allocated by
| HUD; Block Grant
| Committee guidance;

Community Development

' Manager
organizations, webinars

Community Development
Manager, Director of
Development, Mayor, Block
Grant Committee, Common
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Coordmation of various demolition and

commuinity projects

Mayoral or Aldermanic special project

and/or request

| HUD and Milwaukee County -

Demolition of properties requires the
coordination amongst 4 different
departments, a consultant, a contractor, and
We Energies.

. Meeting-of-the-minds with colleagues in the
Development Department to solve the
particular issue or implement a special
project.

Common Council
guidance

Community Development
Manager, collaboration with
Engineering, Public Works and
BINS staff, collaboration with
We Energies e e XL ]

- Community Development
Manager, Director of
Development, Mayor, or

. particular Common Council
members

CDBG funds, TIF
funding, FIRE

Various funding
| sources, usually need to
be creative.

SECTION 5

WORKING RELATIONSHIPS / INTERACTIONS / CONTACTS

Please identify your typical work relationships with other persons inside or outside of your own otganization.

Title of Individuals With
Whom You Typically
Interact

Community Development
Manager

Director of Development

Housing staff (Housing
Program Coordinator,
Housing Specialist I, Rehab
Specialist, Clerk IT)
Planners (Manager of
Planning, Senior Planner,
Planner II)

Development clerical staff
(Principal Secretaries)

© Job Description Questionnaire (JD(Q)

' [

Describe the Interaction

Why Was It Necessary?

Constant interaction throughout the day discussing an
array of ongoing or future projects. Daily interaction

| through face-to-face contact, phone, or email. -
Constant interaction throughout the day discussing an
array of ongoing or future projects. Daily interaction

~ through face-to-face contact, phone, or email.
Daily interaction throughout the day discussing an array
of ongoing or future projects, project challenges/issues,
federal regulations changes that affect the Housing

| program, etg. EREPLI :
Daily interaction throughout the day discussing an array
of ongoing city projects that we work on collaboratively

or separately.

Daily interaction throughout the day discussing ongoing
projects, approvals needed from Supervisor, advice, etc.

CARLSON

DETTMANN
CONSULTING

Keep manager briefed on a variety of projects I'm working
on, consultation, guidance, conference calls, meetings, etc.

Keep director briefed on a variety of projects I'm working
on, consultation, guidance, conference calls, meetings, etc.

On the receiving end of updates on a variety of projects,
meetings, guidance, etc.

Project consultation/discussions with each other.

Project discussions with each other; provide guidance on
what assistance 1s needed to complete a project; clerical

| assistance provided to me for committee meetines and/or
g

contracts with consultants.

(Revised 04/2016)



Mayor may request assistance with a project, sign off on

Face-to-face contact, phone, or email interaction, as

Mayor needed grant requirements, or I may request Mayor’s guidance on a
A eeded. :
project. s
: Face-to-face contact, phone, or email interaction, as Common Council members may request assistance with a
Common Council members _ 4 . . =
needed. roject, or | may request a member’s guidance on a project.

Several staff around city hall, |
police dept, health dept, or
public works

Face-to-face contact, phone, or email interaction, as Working collaboratively with various departments on a
needed. Daily frequency with other departments. variety of projects.

Federal agencies fund several grants that the Department

| receives; guidance and ongoing communication 1s necessary
between the federal agencies and Development.
State agencies fund several grants that the Department

receives; guidance and ongoing communication is necessary

between the state agencies and Development.

West Allis is part of the HOME consortium with

| Milwaukee County and the City of Milwaukee; West Allis is
part of an NSP consortium with the City of Milwaukee;

- other local government staff consult with each other on

. ) SRR IEEY M ST _various issues pertaining to state and federal grants.
Consultants and/or Face-to-face contact, phone, or email interaction, as - Consultation and/or supervisory oversight on a vatiety of
contractors ~needed. Frequency can range from daily to monthly. rojects. B

Regular communication 1s required with the property

Face-to-face contact, phone, or email interaction, as

Federal agencies
g needed.

Face-to-face contact, phone, or email interaction, as

State agencies
8 needed.

Face-to-face contact, phone, or email interaction, as

Other local government staff
needed.

Beloit Road property Face-to-face contact, phone, or email interaction, as 3 . .
g manager to be kept up-to-date with any issues regarding
manager needed. ;
S R ) B B | property maintenance and/or tenancy. DL
SECTION 6 SUPERVISION / MANAGEMENT
Please indicate the type of responsibility you have as it pertains to leading others.
Area of Action / Responsibility Yes No hreavides
R SN S ie g Input
Screen / Interview Applicants . X _
Hire / Promote Employees X
Provide Written/Verbal Warnings X
© Job Description Questionnaire (JI)(QQ) I%Pfﬁ%&;\ (Revised 04/2016)
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Suspend Emplo;ees 7

Terminate Employees
Prepare Work Schedules For Others I - | ’ R

Project Manage:ﬁéﬁf R W gt N e _ EANCHNIR T (=R -
Provide Work Direction For Others

Evaluate Performance Of Others
Counsel Employees
Train Employees (As Part Of The Normal Duties Of The Job)

Approve Overtime

\
\
I
[

Approve Time Off Reqﬁest For Others

Develop / Implement Policies

A DA D e D | | e | e

Do you directly supervise any érﬁﬁloyéeé?
If yes, please list the number of FTEs and job titles of those employees below:
Job Title | # of FTEs

Housing S?ecialist_ i_
Rehabilitation Specialist
Clerk 11

SECTION 7 WORK ENVIRONMENT / PHYSICAL REQUIREMENTS

Please indicate the amount of time typically spent in the following categories.

[Place an “X” in the appropriate cells]
N/A Rarely Occasionally

Physical Requirements

Frequently |

Carrying/Lifting 10 - 40 Pounds HREH | X

Carrying/Lifting > 40 Pounds X
Sitting
Standing / Walking / Climbing . X

CARLSON
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Squattmg/ Ctouchmg/ Kneehng/ Bendmg

 Pushing / Pulling / Reaching Above Shoulder

Work Envu-onment

Indoot/ Office Work Envu’onment

Noisc >85dB (c.g. mower, heavy traffic, milling machine, etc) X
Extreme Hot/ Cold 'I'empetatures (>90 degrees / <40 degrees)

Outdoor Weathet Conditions

Hazatdous Fumes or Odors / Toxu: Chemlcals

Confined Spaces (as ic identified by OSHA)

Close Proximity to Movmg Machmery / Equipmenf "

Bodlly Fluids / Communicable Diseases

Workmg Alongsnde Movmg Ttafﬁc on Roads

Electncal Hazatds

= M
J N/A ]_ Rarely J Occasionally ; Frequently

> | b [ | b |

| > | b | e

SECTION 8

ADDITIONAL EMPLOYEE COMMENTS

Please identify any other information that would help someone else understand your job more cleatly:

Direct supetvision of the

Housing Office, that assists housing 600+ low-income residents within the City. Involved in the development of program initiatives and

implementation of housing programs.

© Job Description Questionnaire (JDQ)
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To BE COMPLETED BY THE EMPLOYEE’S SUPERVISOR

|

i SECTION 9 SUPERVISOR INFORMATION
Supervlsor Name Patrick Schloss | Supervisor Title Community Development Manager
|
: SECTION 10 EpucATioN REQUIRED FoRr HIRE
Level of Education ;
ot (Select one with an “\”) 3 Bl ,‘ aipr Rl Fleld(“s_) X ,O,f..ftudy Rt
Less than High School Education n/a

High School Education (or Equwalent)

One Year Certificate (or Equivalent)

' Associate’s Degree (or Equivalent)
X Bachelor’s Degree

Master’s Degree

Professional Degree (Law Medlcme, etc. )
PhD w/ Dissertation
Other:

Prov1de Any Addmonal Informatlon Regardmg the Requlred Educatlon (e.g. preferred vs. required, speclﬁc coursework, etc. )

Bachelor s Degree in Urban/ Regmnal Planmng, Arch1tecture Geography CWJ] Engmeermg, or Pubhc Admlmstratlon

' SECTION 11 ToTAL EXPERIENCE REQUIRED UPON HIRE
[Place an “X” in the appropriate cells]
~ No Experience | <2yr. | 2to3yrs. J LAt Byes ? 6 to 7 yrs. 8 to 9 yrs. 10 to Myrs. = 12 yrs.
X

Descﬂbe Spec1ﬁc Expenence Requlred for Humg (e i 5 total yeats of customer service expenence 2 of whlch were 1n a supervisory capac1ty)

s ; ; CARLSON .
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l SECTION 12 CERTIFICATION / LICENSURE / TRAINING TO PERFORM JOB

~ List Required Certification/Licensure/Training How Attained/Provided Required Upon Hite? May Obtain After Hire? |
Knowledge of CDBG and/ or Federal Housing CDBG Training by HUD, Nan
Preferable
Programs . | McKay . et L N
 Housing Specialist - | Nan McKay training : _ Yes Ye‘i in6 m_Q_‘ﬂl]S______
. T A state Department of Motor
| Valid Deiver's License . VehidesOMV) o s _
Housing Quality Standards (HQS) or Uniform Physical | . AT i p
| Condition Standards (UPCS) certification L' .q ¥ _I\_I?l\:_"\ trfnfﬂg ‘ e RN (Y YCS_’ _1_11—6m0nths
WI Lead Hazard Investigator License W1 Lead Hazard training No ~ Yes, in 6 months

Describe any cutrent practlces as 1t relates to licensure or certlﬁcatJon (e .g. extra pay for certification, employer payment for obtammg or renewmg, etc)

{ SECTION 13 SUPERVISOR’S COMMENTS / CORRECTIONS / ADDITIONS
In lieu of altering an employee’s JDQ, please provide any cotrections, clarifications, ot additional information in the space provided below.
T JD0Osecton. | Comment / Clatification / Addition e
Community Developrnent Supervisor works closely with the Community Development Manager. Consults and receives
Section 8 direction from Community Development Manager. Community Development Supervisor may at times receive work directly

_ from the Director Development.

Work is conducted in a team or mdependent mannex  must be disciplined in schedulmg and meetlng directed or self- unposed
 deadlines or program requirements

Section 2

oo : : CARLSON .
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To BE COMPLETED BY ADMINISTRATIVE DESIGNEE

SECTION 14

SUPERVISOR INFORMATION

Administrative Designee Name | Administrative Designee Title | Director of Development

John F. Stibal

SECTION 15

ADMINISTRATIVE COMMENTS / CORRECTIONS / ADDITIONS
In lieu of altering an employee’s JDQ, please provide any corrections, clarifications, or additional information in the space provided below.

JDQ Section |

Comment / Clarification / Addition

77ﬁappy Software is tI_le_platform utilized for the dai.I}_function of housing. Staff oversees the Eéperless efforts of housi;l:g and
 gaining efficiency of software. Position is familiar with Happy and can be trained upon hire.

Section 3

LAPRS\POSITION DESCRIPTIONS\2017.CLASS COMP UNDERTAKING-CONVERSION\DEPARTMENT JDQS & ORGANIZATIONAL CHARTS\DEVELOPMENT\COMMUNITY DEVELOPMENT SUPERVISOR.REVISED
4.17.18.00CX

. CARLSON
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ENibit D

Job Description Questionnaire

The purpose of the Job Description Questionnaire (JDQ) is to provide the information necessary to evaluate jobs for salary placement, classify jobs
for various legal requirements, and to compile appropriate job descriptions.

Please read this JDQ carefully before answering any of the questions and then complete it as accurately, completely, and briefly as possible. While it is
not necessary to desctibe each duty in great detail, it is important to provide sufficient information so the job can be accurately evaluated and classified.
Keep in mind that the purpose of the [DQ is to collect information about the job and is not designed to evalnate employee performance.

Consider the typical responsibilities of the job; even those that might only occur cyclically (e.g. annually, quarterly, etc.). The responses should be
based on duties and responsibilities that are part of the job under typical conditions, not special projects or temporary assignments. Further, unless
specifically directed by management, describe the job as it is today, not as you believe it should be or what it might be in the future.

Red — Is new since last review.

; SECTION 1 DEMOGRAPHIC INFORMATION
Employee Name ' Employer Name City of West Allis

L s o e Community Development and Economic : ot T . o R _
!ﬁ?ltie | Development Speetalist Coordinator | Worbtosauar | CltyHall_ . _
Department Department of Development Division - Community Development Division
Full-Time / Part-Time Full-time, 40+ hours Part-Time (Hts per Wk)

Supervisor Name Patrick Schloss ' Supervisor Title Manager, Community Development Div.

v s ; : CARLSON )
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II SECTION 2

DESCRIPTION OF ESSENTIAL DUTIES & RESPONSIBILITIES

Identify the essential duties / responsibilities of your job, which should be the most important aspects of the job. This section is focused on WHAT is
done rather than HOW it is done. Use wording that will provide as clear an understanding as possible for someone not familiar with your work. Avoid
terminology or acronyms that are not widely known outside of your line of work. Please list those duties that you feel are most important at the top of

the list, and list the estimated percentage of the total annual time that each item takes. (Remember, as a rule-of-thumb, that 10% equates to ronghly 200 hours of a
work year.) To the extent possible, try to identify those duties and responsibilities that account for_as close to 100% of your work time as possible. While
catch-all categories are acceptable (e.g. misc. duties, other duties as assigned, etc.), those sections will likely NOT be evaluated.

Frequency Codes: Daily [D] / Weekly [W] / Bi-Weekly (B) / Monthly [M] / Quarterly [Q] / Annually [A] / As Needed [N]

Primary Duties

Commumty Development

Manage, communicate, coordinate, and 1mplemcnmrmn of 1edevclopmcnt initiatives and community
revitalization activities including planning and analysis of redevelopment strategies.

Staff support for the Community Development \uthont\ (CDA) committee, which meets monthlv Support
includes writing staff report summarizing projects for CDA approval, writing resolutions, putting together a
PowerPoint presentation, presenting projects before the CDA at monthly meetings. Typical projects presented
before the CDA include contracts (new or amendments) with environmental consultants, financial consultants,
long range development strategies, project negotiations, construction contracts, housing rehab loan approvals,
T1TF Plans, Section 8 policy changes, Request for Proposals, etc. )
\Lmagc] large redev clopment areas/projects within the city (ie. acqmsmon of land and/or selling of land to a
developer for redevelopment). Assist in the investigation, analysis and recommendation of development
opportunities within the city, which requites review of developer proformas, market studies, participation n
numerous meetings with prospective developers, consultants and contractors, review of analytical data,
contracting with consultants, analysis of environmental impacts, architectural review, site plan review, traffic

impacts, ctc. Provides important input to the structuring of financing solutions and the ideas for projection
negotiations. Submit proposals, resolutions, and prepare presentations to the Community Development
Authority, Safety and Development Committee, and Common Council. The process requires the development
of long-term visions for redcvelopment within the community, with collaboration with elected officials,
committee members, various city departments, developers, and the public.
]mplcm(nrs and monitors the supervision of 16 Tax Increment Finance (T IF) Districts, mcludmg 1pprova1§ and
amendments to the Districts. Critical to the roll of creating new TIF districts including writing TIF Plans,

Blaoiass % of Annual
q y | Total Time |
; 51% |
D 8%
D 12%
D
When needed,
easily becomes a 12%
daily duty for
months at a time
o A PN i o
When needed,
easily becomes a 8%

meeting statutory requirements and schedules, complex budgeting of TIF Plans (forecasting budgets 27 vears
out), resolution drafting and providing presentations and as needed before several committees (Community
Development Authority, Joint Review Board, Common Council, LtC) and packaging TTF Plans for State

5 ; y CARLSON
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daily duty for
months at a time
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'lpplO‘. al.

Staff support for the Common Louncﬂ which meets tw1c<,/ month. Support includes wrltmg resolutions and/or
ordinances, create or organize supporting information, and putting together a PowerPoint presentations. Typical
projects presented before the Common Council development projects, contracting with consultants,
construction contracts, grant or financial requests, TIF Plans, reports, Request for Proposals, etc.

Collaborate with and provide data input to the Community Development Manager with the formation of the

- Community Development Division annual budget. N
Grant management, which include both state and federal grants that may include but not limited to: demolition,
relocation, rehabilitation, business incentives, infrastructure improvements for various properties and areas
throughout the city); occasional Wisconsin DNR or US EPA environmental grants. Grant management includes
implementation/knowledge of federal and state regulations/program rules, quarterly reporting, some financial
management of the budget, monitoring of projects, responding to state/federal monitoring, some construction
oversight, etc. Each grant requires an application submittal, and various applications are submitted annually for
other grants that may not be awarded.

When needed,
easily becomes a
daily duty for

months at a time

Accomphsh vatious real estate services after the Ci m didn’t fill its Real Estate Agent pos1t10r1 when it became
vacant, including: recording of various real estate documents through Milwaukee County’s electronic recording
system; complete the State’s Wisconsin Electronic Real Estate Transfer Return form prior to recording
documents; assemble packages of proper documents prior to recording so that the recording is not “denied” by
the County.

Ability to understand 'uld navigate local ordlnancee., state statutes, and federal codes

2%

' Economic Development

' Provide business assistance to parties interested in opening a new business and/or expandmg an existing

business; Serve as a resource to businesses and their planning process by offering services such as referral to
available properties, possible lending institutions; suggest alternative financing solutions, and/or counseling
services.

Under the General super\ ision of the Community Deve]opment Manager, oversees Economic Development
loan and Commercial Fagade Grant applications and approval processes, for the retentdon and attraction of
businesses throughout the City with special attention to commercial corridors such as in the National Avenue
Commercial Corridor and Burnham Pointe. Program requires some knowledge of HUD-related federal rules
and regulations on the use of CDBG funds, Small Business Administration, Tax Increment Financing, and other
business assistance loan programs; underwriting, calculating, and interpreting the financial feasibility of a project
and the ability of the applicant; future monitoring of business information from the applicant.

Provide t techmcal assistance to businesses regarding the permitting process and gutding applicants to obtain
necessary approvals

Collaborate with the Communm Development ’\Iflmger to strategize, create, and implement initiatives as part of |

the C1tyrs economic development team to fos__t_e]_:_g}p_la_ren_cm;m growthiarnd development in West Allis. Work

: o : ; i CARLSON
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requires the capacity to qppl\ pnnc1p es and piaCth(’,‘% of business startup, expansion and retention, and ability to
_research and maintain statistical information and peform business analytics.

U nderwntc the ﬁnanclal feasibility of pw;ecrs such as loans and grants D 3%
Answer i mqume% b} the media or general pubhc rLIatmg to agenda items or dcvelopment pro]ecrs This often M 19
0
involves strategic communications, development of press releases, and general public relations i e u. §
Serves as a liaison on business dev elopment with the Community Do;vdopment 7\[amger and 1 rcpresentaﬂves of .
various groups, organizations, associations, other collaborative efforts to identify specific or unique needs of its M 39
s 3 3 v - i @ e 0
members () Work includes presentations, dlsplavs web design, personal phone calls, on-site visits, and
participation in activities sponsored by the various associations and organizations. ]
Prepare promonom] and marketing materials w orking with the City’s Communication Department to promote
- economic development programs, vibrant local economy, and/or community achievements (i.e. new business M 1%
_opening, business e\:pansmns etc.) o
Responslble to assist in the loan portfolio mqnagcmcnt for Economic Development/Development loans . Enter |
~ data into specialized software and federal reporting system.
Assists with the dehvcr\ of presentations, meeting preparation and materials, and formation of development of
~ speaking points. 7 - s st a1y 'L . . .
Attend various community devclopment economic development and /ot profesmonfll development conferences A 1%
\m othc1 dunes md spech p1o;ects as acmgnf:d bv the Commumr\ Development ’\anagur A 1%
e il e LN
When needed,
Mayoral or Aldermanic special projects and/or requests easily becomes a 2%
daily duty for
months at a time
| - Neighborhood Development F 10%
Reapond to inquiries about the formatlon of neighborhood associations. M 5%
Develop new programs that support collaboration amongst nc1ghborhood associations and build enrichment M 30
0
| activities to foster success and leadership growth L i ]
I’mmotc fqrmlv nelghbmhoodq md attractmg pnvate mvebtment and ownership M 1%
e o = | s
When needed,
Mayoral or Aldermanic special projects and/or requests easily becomes a 1%
daily duty for
- ) R - - | months at a time )
o . , CARLSON :
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SECTION 3

TooLs AND TECHNOLOGY

Identify any software, technology, equipment or machinery utilized on a regular basis in order to perform the functions of the job:

Microsoft Office products (Outlook, Word, PowerPoint, Excel, Publisher); ArcGIS; Internet Explorer for various research tools; HUD’s IDIS data

server; loan portfolio-management of economic development , Photoshop; Simplifile eRecording; Dropbox; iPhone/iPad; Smart Label.

I

SECTION 4

JUDGMENTS / DECISION-MAKING

Identify at least five of the most typical judgments/decisions that you make in performing your job as well as the solutions to these problems. Please
also describe the resource, input or guidance others provide in arriving at your decision and who reviews, if anyone.

Negotiating development agreements

Underwriting financial challenges for a
business similar to bank’s credit review and
preparing and presenting a borrower’s loan
package to the loan committee ==

Staff development

Providing information to a business
Public inquiries about projects or forming
neighborhood associations

Coordination of vatious projects

© Job Description Questionnaire (JDQ)

Typical Problems/Challenges

Resources Available
and/or Used

Possible Solution(s) to
~ Problem/Challenge

Encouraging staff to attend conferences and | Training courses
| organizations.

Consultation and guidance regaring

programs

| utilities, etc.

| TIF, FIRE, NMTCs,
| etc. These are all
| financial subsidy FOQIS:

Developing negotiating terms that are
equally acceptable with the City and the
developerﬂ Vo

WWBIC, Grants,

loans ,banks, etc.

Direct to possible lending program or
technical assistance

offered by consultants,
professional

training to broaden and develop knowledge
within their profession; join professional

Resource marketing packet, data, maps,
image materials, presentation, recent
investments, etc.

| Newsletter, prior
presentations, etc.

CDBG, TIF, etc.

Coordination amongst different City
departments, consultants, contractors,

CDBG funds, TIF
: funding, FIRE

T
i Job Title of Who Reviews

Director of Development,
CDA members, Common
Council members, Mayor

organizations, webinars

. Community Development
Manager

Community Development
Manager

Community Develbpgent
Manager, collaboration with
Mayor, Communications,

business organizations, etc.

Community Development
Manager

Community Development
Manager, collaboration with

CARLSON
DETTMANN
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- BINS staff,_c;:)lléborationi\;rﬁﬁ

. IR _ WeEnergies
Meeting-of-the-minds with colleagues in the 2l a ; Commumty‘Development
; : _ Various funding Manager, Director of
Mayoral or Aldermanic special project Development Department to solve the _ i sged bo | Pecelosmes T B
and/or request particular 1ssue or implement a special | SRk R et e VElopInent, Mayor, .
it be creative. particular Common Council
- . kiR RIS i _members e
SECTION 5 WORKING RELATIONSHIPS / INTERACTIONS / CONTACTS
Please identify your typical work relationships with other persons inside or outside of your own otganization.
Title of Individuals With
Whom You Typically Describe the Interaction Why Was It Necessary?

Interact oo R DI st el
Constant interaction throughout the day discussing an
array of ongoing or future projects. Daily interaction
~ through face-to-face contact, phone, or email.

| Keep manager briefed on a variety of projects ’'m workin
P g ) g

Community Development
| on, consultation, guidance, conference calls, meetings, etc.

Manager

Constant mnteraction throughout the day discussing an
Director of Development array of ongoing or future projects. Daily interaction
L - through face-to-face contact, phone, or email.
Planners (Manager of Daily interaction throughout the day discussing an array
Planning, Senior Planner, of ongoing city projects that we work on collaboratively | Project consultation/discussions with each other.

Keep director briefed on a variety of projects I'm working
on, consultation, guidance, conference calls, meetings, etc.

 Planner IT) ot separately.

Development clerical staff Daily interaction throughout the day discussing ongoing = what assistance is needed to complete a project; clerical
(Principal Secretaries) projects, approvals needed from Supervisor, advice, etc.  assistance provided to me for committee meetings and/or
B - contracts with consultants.
M Face-to-face contact, phone, or email interaction, as Mayor may request assistance with a project, or I may
Mayor ; : . . ?
/ - needed. Laghitrt | request Mayor’s guidance on a project.
" : Face-to-face contact, phone, or email interaction, as Common Council members may request assistance with a
Common Council members : W : :
SO Y _needed. NI project, or I may request a member’s guidance on a project.
Developers and/or business ~ Face-to-face contact, phone, or email interaction, as Developers and/or business owners often request meetings
owners | needed. Frequency can range from daily to monthly. to discuss potential or ongoing projects throughout the City.
Several staff around city hall " . : : . .
: ; " Face-to-face contact, phone, or email interaction, as Working collaboratively with vatious departments on a
police dept., health dept., or . : ; : :
needed. Daily frequency with other departments. | variety of projects.

public works

b ; : CARLSON .
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Face-to-face contact phone, or ¢ email i mtcmctlon as
needed.

Property and or business
owners

Face-to-face contact, phone, or email interaction, as

Federal agencies
8 needed.

Face-to-face contact, phone, or email interaction, as

State agencies
& needed.

Face-to-face conmct phone or email i mtelacﬂon as

needed.

Face-to-face cont‘lct phone or email i interaction, as

Lenders/Executive Directors

Consultants and/or

‘ . Working to identify programs that might benefit a business
~or individual ) '
Federal agencies fund several glants 1ts that the Departrnent
receives; guidance and ongoing communication is necessary
between the federal agencies and Development.
State agencies fund several grants that the Department
receives; guidance and ongoing communication is necessary
_ between the state agencies and Development.
Workmg to identify programs that might benefit a business
_ or individual g,

Consultation and/or superﬂsou oversight on a variety of

| [)rO]gCtb.

contractors ' needed. Frequency can range from daily to monthly. o ) e .

|

~ SECTION 6 SUPERVISION / MANAGEMENT
Please indicate the type of respons1b1hty you have as it pertains to leading others.

| Saa ﬂ of }_&ctmn / Responsibility Yes : No P;(;\;;l::s
Screen / Interview Apphcants ok

‘Hire i Ptomote gﬁlpl(wiees B e 7 Ty _ X 7
Provide thtten/ Verbal Warnmgisi - - - e 1 % X NS .
7Suspend Employees - I BN
Terminate Employees _ et R R S ! ® .
Prepste Work Schedules For Others _ - _ _ 7 x
Project Maoagement - b T e 7
Provide Work Direction For Others - - T "y Lot
Evaluate Performance Of Othets R X -
Counsel Employees - B X .
“Train Employees (As Part Of The Normalili);mies Of The __fola) - L & 1 ox A
Approve Overtime N S e BUETIE SO R ] ST

Approve Time Off Request For Othets

01, % ; ; CARLSON
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Develop / Implement Policies N ' o = -~ -

Do you directly supervise any employees? | 'Xi A 6/
Afyes, please list the number of F1Es and job titles of those employees below: _ el .
Job Title 5 # of FTEs
SECTION7 WORK ENVIRONMENT / PHYSICAL REQUIREMENTS

Please indicate the amount of time typically spent in the following categories.

[Place an “X” in the appropriate cells]
N/A } Rarely '
| Car-ryir_l-;-g/Lifting-lb -40Pounds ] x
Carrying/Lifting > 40 Pounds - | T | ESERER RRE 24
| Sitting 0 B : i A Ao 7 B S X
Standing/\valki;lf_g /Ch'mbing e e R | 7 - d x| a

Physical Requirements

Occasionally | Frequently

Squatting /Crouching /Kneeling / Beﬁdiﬁg e X
Pushing / Pulling / Reaching Above Shoulder X
Work Environment N/A I Rarely

Frequently |

Occasionally

Indoof_/b_fﬁce-\-‘f-/-()tk Eﬁvitonment X
Noise >85dB (e.g. mower, heavy traffic, milling machine, etc.) X

Extreme Hot/Cold Temperatures (>90 degrees / <40 degrees) X

Outdoor Weather Conditions

Hazardous Fumes or Odors / Toxic Chemicz;ié
Confined Spaces (as identified by OSHA)
Close Proximity to Moving Machinery / Equipment

b | b | b | e

) ) CARLSON y
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Bodily Fluids /rnCrommuni-cz.i-bie Diseases ] x

Working Alongside MO;iﬁg' Traffic on Roads 7 X |
Electrical Hazards X
SECTION 8 ADDITIONAL EMPLOYEE COMMENTS

Please identify any other information that would help someone else understand your job more clearly:

| Cl-dseljf involved in lérgiéﬁ(hiu]fj'—mi_]ii-(_);l_agl-l;lr). develoip;gnt neggtiatioﬁ;/ deals that directly lmpact the future and success of theary Direct
supervision of large (multi-million dollar) federal and state grants that directly impact the future and success of the City. Working closely residents and
elected officials on the City’s goal of advancing the creation of more neighborhood associations.

s ; : CARLSON
© Job Description Questionnaire (JDQ) DiTTMANN (Revised 04/2016)
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To BE COMPLETED BY THE EMPLOYEE’S SUPERVISOR

i SECTION 9 SUPERVISOR INFORMATION
Supervisor Name | Patrick Schloss | Supervisor Title ' Community Development Manager
-
i SECTION 10 EpucATioN REQUIRED FoR HIRE
‘ Level of Education !
Al s (Select one with an “X*) ' PR S RREE 3 v AP s e Field(s) of Stud)f Pl e

Less than ngh School Educauon n/a

High School Education (or Equwalent)

One Year Certificate (or Equivalent)

 Bachelor’s Degree in Urban/ Regional Planning, Busmess Finance, Economics, Public
Administration, or related field.

Associate’s Degree (or Equivalent)

X Bachelor’s Degree

Master’s Degtee

Professional Degtee (Law, Medlcme, etc )“
' PhD w/ Dissertation
' Other:

Provide Anv Addmonal Informauon Regardmg the Requlred Educatlon (e.g. preferred vs. reqmted spec1ﬁc coursework, etc.):

Recelved certlﬁcates for IE DC of NDC courses relative to economic developmenr or real estate analysis.

I
, SECTION 11 ToTAL EXPERIENCE REQUIRED UpPON HIRE
[Place an “X” in the appropriate cells]
~ No Experience | <2yr ___I__g__ti) 3yrs. QL 4 to 5 yts. ‘ 6 to 7 yrs. 8 to 9 yrs. ] 10 to 1 yrs. | 2 12 yrs.
e :

Describe Specific Expenence Requued for Hmng (c g 5 total years of customer service experience 2 of Whlch were in a superv1sory capacity):

" ; ; ; CARLSON
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SECTION 12 CERTIFICATION / LICENSURE / TRAINING TO PERFORM JOB

List Required Certification/Licensure/Training | How Attained/Provided ' Required Upon Hire? | May Obtain After Hire?
Econonnc - Development Certificates cm e, IEDC/NDC Some Yes

A state Department of Motor

~ Vehicles (DMV)

Valid Driver’s License

Descnbe any current pracUces as it relates to licensure or certification (e.g. extra pay for cernﬁcatton employer payment for obta.tnmg of renewing, etc.):

SECTION 13 SUPERVISOR’S COMMENTS / CORRECTIONS / ADDITIONS
In lieu of altering an employee’s JDQ, please prov1de any corrections, clarifications, or additional information in the space provided below.
JDQ Section ____:_7_ - Comment / Clarification / Addition
Commumty Development and Economic Development Speclahst works closely with the Com.mumty Development Manager.
Section 8 Consults and receives direction from Cornmumty Development Manager. Community Development and Economic
~ Development Specialist may at times receive work directly from the Director Development.
Section 2 Work 1s conducted in a team or independent manner, must be dlscip]med in scheduling and meeting directed or self- unposed

~deadlines or program requirements

CARLSON
© Job Description Questionnaire (JDQ — Revised 04/2016
P DETTMANN
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To BE COMPLETED BY ADMINISTRATIVE DESIGNEE

SECTION 14 SUPERVISOR INFORMATION
Administrative Designee Name John F. Stibal Administrative Designee Title ‘ Director of Development
SECTION 15 ADMINISTRATIVE COMMENTS / CORRECTIONS / ADDITIONS

In lieu of altering an employee’s JDQ, please provide any cotrections, clarifications, ot additional information in the space provided below.

JDQ Section 1 Comment / Clarification / Addition

LAPRS\POSITION DESCRIPTIONS\2017.CLASS COMP UNDERTAKING-CONVERSION\DEPARTMENT JDQS & ORGANIZATIONAL CHARTS\DEVELOPMENT\COMMUNITY & ECON DEVELOPMENT COORDINATOR
5.4.18.D0OCX
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Exhibit E - New - (%=time allocated)
Community and Economic Development Coordinator

NEW ECONOMIC DEVELOPMENT
(30%)
- Business assistance to parties interested in
DEVELOPMENT (36%) opening a business
- Assistance with Common Council items Assist in grant administration for projects within
- Tax Increment Financing Reports and commercial corridors such as National Avenue
Filings Implement new initiatives that foster
- Participation in Developer meetings and entrepreneurial development
negotiations Underwrite economic feasibility of loans and
- Communications and status updates grants
- Project oversight Serve as a business liaison
- City real estate acquisition Assist in promotional and marketing efforts for
- Assist with Economic Development business opportunities in West Allis
programs

SPECIAL
PROJECTS

NEW - NEIGHBORHOOD (9%)
COMMUNITY ASSOCIATIONS (10%)

- Respond to inquires about

DEVELOPMENT neighborhood associations
AUTHORITY (15%) - Develop new programs and

-Agendas, resolutions support neighborhood

-Meetings, presentations collaboration Removed - HOUSING
-Staff Reports - Promote family neighborhoods

-Documents Removed - BELOIT

ROAD SENIOR

-As Assigned
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ORGANIZATIONAL CHART
COMMUNITY DEVELOPMENT

DIRECTOR OF DEVELOPMENT

COMMUNITY DEVELOPMENT

MANAGER

(1 FTE)

COMMUNITY DEVELOPMENT
SUPERVISOR

{1 FTE)

ADMIMISTRATIVE

5}%//@11{’ -

INTERN

SUPPORT ASSISTANT
{1 FTE}

HOUSING PROGRAM
COORDINATOR

4
1

FTE)

REHABILITATION
SPECIALIST
(1 FTE)

HOUSING
SPECIALIST
(1 FTE)

NOTE: Other personnel working in support of the Community Development Division are not included in this chart, however are funded by the
Community Development Division (e.g., Accounting Specialist, Finance Department: 0.95).
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Proposed Revised Organization Chart
Community Development

Director of Development

Community Development Manager (1 FTE)

Community & Ecohomitubéirélébaﬁent
Coordinator (1 FTE)

Intern

Exnibit &

Neighborhood Planner (future)

Community Development Supervisor (1 FTE)

Administrative Support
Assistant (1 FTE)

Housing Specialist (1 FTE)

Housing Rehabilitation
Specialist (1 FTE)

C:\Users\jwardinski\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\9EJPYD6P\Exhibit G Revised Organization Chart

4.25.18.docx



Proposed Revised Organization Chart

Community Development - Assigned Responsibilities

Director of Development

~ Community & Economic Development
Coordinator (1 FTE)

e Manage, communicate, coordinate, and implementation of

large development plans, and community revitalization
activities, and redevelopment projects

e Community Development Authority reports, resolutions,

and guiding project approvals

Assist in the oversight of 16 Tax Increment Finance Districts
Implement ideas on improving commercial corridors and
the attraction of new businesses and investments

Review and underwrite economic development program
applicants for loans and grants

e Support neighborhood associations growth
e Provide technical assistance to businesses or entrepreneurs

¢

Community Development Planner (FUTURE)

Focused on neighborhood issues such as housing, art
enhancements, parks, etc.

Foster collaboration between neighborhood associations
Work on short and long range plans for neighborhoods
Guide or develop special projects within focused
neighborhoods.

Track data and neighborhood metrics to track performance
outcomes and o analyze data to assist in developing actions

Community Development Manager/Vice

President of FIRE(1 FTE)

Manage Economic Development Programs including loans,
grants, technical assistance, microenterprise development,
etc.

Vice President of FIRE — guide investments of $225 million of
new market tax credits, business development, website, etc.
Oversee redevelopment initiatives and projects throughout
the city

Oversight of 16 Tax Increment Finance Districts including
expenditures, amendments, approvals, etc.

Promote the City regionally, build relationships with
commercial corridors and foster business attractions
Manage federal grant programs including CDBG (51.3
million), Section 8 and Vash ($3.3 million), HOME
(5240,000), and US EPA RLF($1 million)

Prepare and submit budget for the Director’s review,
monitor expenditures,

Work with commercial corridors to improve facades

Direct and provide technical assistance to Neighborhood
Association Program and administer small grants to promote
neighborhood enhancement

Prepare items for Common Council and CDA approvals
Supervise Community Development Team

Community Development Supervisor (1 FTE)

. Manage 604 Section 8 and VASH Vouchers - daily
administration and case files, inspections, software
coordination, etc.

. Manage the Community Development Block Grant
Program — $1.3 million budget, activities and annual
and five year consolidate plans

. Beloit Road Senior Housing Complex — tax credit
compliance, budget, etc.

. Supervise, train, and evaluate staff in the Housing
Office

. Oversight of program operating policies, recommended
changes, and necessary CDA or Common Council
approvals

Administrative Support
Assistant (1 FTE)

Intern

ows\Temporary Interng

4.25.18.docx

¢ Daily participant and public
interaction

* Fair Housing coordination such as
Poster Contest

* Coordination of inspections

e Support staff within Housing Office

Housing Rehabilitation
Specialist (1 FTE)

* Housing rehabilitation loans and
grant programs

® Inspection of rental units

Participants

Housing Specialist (1 FTE)

. Administration of housing voucher case files and
collecting participant information

. Working with Beloit Road Senior Housing Complex sed

¢ Administration of HOME funds in
rehabilitation and new construction
projects ; also Homebuyer Program

* CDBG section 3 reporting,
environmental reviews, and
prevailing wage reporting and

verifications
* Section 8 unit inspections




