oY AT THE CENTe Rebecca Grill

R City Administrator

City Administration Office

WEST ALLIS L
rgrill@westalliswi.gov

MEMORANDUM
TO: Administration & Finance Committee
FROM: Rebecca Grill, City Administratorﬂés
RE: Department Request to Fill Vacant Positions

DATE: July 30, 2018

Attached is Steve Schaer’s request to under fill the Lead Planner position with two
Planner positions within the Department of Development.

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

ch! Mayor
HR Dept.
John Stibal

Steve Schaer

ADM\WVacpos\WVACPOSREQ DEV PlannerPositions.08078
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0\11 AT THE CENT(: John F. Stibal

v R Director
A Department of Development

414.302.8460

WEST ALLIS jstibal@westalliswi.gov

July 27, 2018

Rebecca Grill

West Allis City Administrator
7525 W. Greenfield Ave.
West Allis, W1 53214

Dear Ms. Grill,

I respectfully submit two requests for the August 7, 2018 Council meeting, seeking the Administration
and Finance Committee’s permission to under fill the Lead Planner position with two Planner positions
within the Department of Development. Given vacant positions within the Department of Development,
we are very eager to rebuild our staffing levels within the Department. With the departure of Bart
Griepentrog and the recent promotion of Shaun Mueller to the Community and Economic Development
Coordinator position, the Planner and Lead Planner positions are vacant. The under-fill would serve
beneficial for re-building the staffing levels and growth within the Department as follows:

First Request - Katie Bennett has accepted our employment offer to the Planner position. The Planner
position was previously authorized by Council in April per R-2018-0276. Her effective start date will be
August 20, 2018. Upon successful completion of the 6-month probationary period, we seek to promote
Katie Bennett to fill the Lead Planner position.

Katie Bennett’s resume is well rounded, and her past volunteer and work experience will be of value not
only initially as a Planner, but upon successful completion of her probationary period and promotion to
Lead Planner. Based on our interviews with her, we feel her positive attitude and personality will also be a
great fit within our team. Here is a summary of her accomplishments:

e Completed master’s coursework from UW-Milwaukee. Ms. Bennett will be earning dual Master’s
Degrees in Urban Planning and Public Administration this summer.

e Recipient of UWM’s Economic Development Fellowship which combines master’s coursework with
community based organizations. She has currently been working with the City of Milwaukee with their
vacant lot program which encourages reuse and reinvestment in City lots.

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



e Prior to working in Milwaukee, she worked with two county governments in Michigan (Washtenaw
and Genesee Counties) administering project based improvements through Community Development
Block Grant federal funding.

e Served as a Peace Corps Volunteer in Moldova and worked to improve quality of life, enhance village
planning and development efforts, including the introduction of civic engagement opportunities.

Ms. Bennett has built a strong foundation from which to excel and I feel will be very capable of her
functioning at a high level while managing numerous City Planning projects including the planning and
zoning review process, citizen engagement, neighborhood and land use planning and staff support to the
City Plan Commission and Common Council.

Second Request — Planner Position Hire — In anticipation of the above referenced promotion, an inter-
departmental lateral move of a current City employee into the Department of Development’s Planner

position.
Attached are the two “Request to Fill Position” forms for the Lead Planner position and related JDQ's
which provides additional information about this request and the positions. I am available to answer

any questions you may have at any time. Thank you for your consideration of this request.

Sincerely,

Steven J. Schaer, AICP
Manager of Planning and Zoning, Development Department

CC: John F. Stibal, Director of Development

sjs/jfs/gmj
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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: ___Development/Planning__ Position Title: Lead Planner
Reason for Request: [ ] New Position OR [X] Replacement to Staff - Date of Vacancy: __ 7/24/2018____
Person Replaced: Shaun Mueller
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

Request to Fill Position

anticipated duration of employment:
Funding Source: ] Operating [ ] Grant [] Other:
Anticipated Date for Filling Position: __8/7/2018 Planner and 2/20/19 Lead Planner,

Is the position required for fiduciary, legal or compliance requirements? [X] No [] Yes, describe:

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

The requested under-fill of Lead Planner position will replenish staff levels within the Department of
Development. Bart Griepentrog formerly Lead Planner took a Director position with the Village of Shorewood.
Shaun Mueller, formerly Lead Planner has accepted a promotion to the position of Community and Economic
Development Coordinator.

In April of 2018, Council granted authority to hire for the Planner position under R-2018-0276. We've since
interviewed and selected/hired Katie Bennett to the Planner position, and her effective start date is August 20. |
am seeking Council approval to under-fill the Lead Planner position (currently vacant). If authorized, the under-
fill would allow for a promotion of Katie Bennett to Lead Planner and the hire of a Planner as follows:

1. Promotion of Katie Bennett to Lead Planner after her 6 month Planner probationary period.

2. Hire of a Planner that would include an inter-departmental lateral move of a current City employee
into the Department of Development's Planner position.

Operationally, the Planning Division is a highly collaborative Division and responds to many people and
organizations including citizens, businesses, developers, neighborhood groups, elected officials and various
committees and commissions and offers staff support to the same. Planning services is a highly professional
division within the Department of Development that seeks to guide current and long range comprehensive land
use planning, zoning, neighborhood planning and special project initiatives within the context of the Strategic
Goals of the City.

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

Service levels would be reduced and would impact longer term updates to zoning ordinance and
comprehensive plans

What will be the impacts on service to city staff if the position is not filled?
The Manager of Planning and Zoning and a Planner will then handle over 200 annual planning and zoning

reviews, 150 business and occupancy reviews relating to zoning administration.

P:\WVACANCY REQUEST FORMFILL.doc ADM\MISC\VACANCY REQUEST FORM FILL.doc



(Revised 6/15)

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

duties with other existing positions? (If none, provide rationale.)

After review, and consultation with HR, we've decided to under-fill the Lead Planner position with two
Planners. One of the Planners would be promoted to Lead Planner after the successful completion of their 6-

month probationary period.

How has this vacancy/need been covered so far?
Existing staff. Manager of Planning and Zoning.

How many other similar positions exist in this department? No similar Non-Exempt positions.

Requestor Information Please Print:

Steven J. Schaer, AICP Manager of PLanning and Zoning - Development
Name Title Department

Signature/Date: 7 fi 27 /_ 2018

Attached: [X] Memorandum [X] Current Position Description

P:\VACANCY REQUEST FORM FiLL.doc ADM\MISC\VACANCY REQUEST FORM FILL.doc
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(Revised 6/15)

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: __Development/Planning__ Position Title: Planner,
Reason for Request: [_] New Position OR [X] Replacement to Staff - Date of Vacancy: 12/1/2017
Person Replaced: Bart Griepentrog
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: 8/7/2018 Planner

Is the position required for fiduciary, legal or compliance requirements? [X] No [] Yes, describe:

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

The requested under-fill of Lead Planner position will replenish staff levels within the Department of
Development. Bart Griepentrog formerly Lead Planner took a Director position with the Village of Shorewood.
Shaun Mueller, formerly Lead Planner has accepted a promotion to the position of Community and Economic
Development Coordinator.

In April of 2018, Council granted authority to hire for the Planner position under R-2018-0276. We've since
interviewed and selected/hired Katie Bennett to the Planner position, and her effective start date is August 20. |
am seeking Council approval to under-fill the Lead Planner position (currently vacant), and secondly (with this
request) the Planner position which will become vacant with the promotion of Katie Bennett to Lead Planner.

1. Promotion of Katie Bennett to Lead Planner after her 6 month Planner probationary period.

2. Hire of a Planner that would include an inter-departmental lateral move of a current City employee
into the Department of Development's Planner position.

Operationally, the Planning Division is a highly collaborative Division and responds to many people and
organizations including citizens, businesses, developers, neighborhood groups, elected officials and various
committees and commissions and offers staff support to the same. Planning services is a highly professional
division within the Department of Development that seeks to guide current and long range comprehensive land
use planning, zoning, neighborhood planning and special project initiatives within the context of the Strategic

Goals of the City.

What will be the impacts on service functions to the public if the position is not filled?
Service levels would be reduced and would impact longer term updates to zoning ordinance and
comprehensive plans

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

The Manager of Planning and Zoning and a Planner will then handle over 200 annual planning and zoning
reviews, 150 business and occupancy reviews relating to zoning administration.

P:\WVACANCY REQUEST FORM FiLL.doc ADM\MISC\VACANCY REQUEST FORM FILL.doc



(Revised 6/15)

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

After review, and consultation with HR, we’ve decided to under-fill the Lead Planner position with two
Planners. One of the Planners would be promoted to Lead Planner after the successful completion of their 6-
month probationary period. This pending promotion would create vacancy in the Planner position. We are
requesting to fill the Planner position now with an inter-departmental lateral move of a current City employee

into the Department of Development's Planner position.

How has this vacancy/need been covered so far?
Existing staff. Manager of Planning and Zoning.

How many other similar positions exist in this department? No similar Non-Exempt positions.

Requestor Information

Please Print: Steven J. Schaer, AICP Manager of Planning and Zoning — Development Department
ame Title Department

7 , 27, 2018

Attached: [X] Memorandum [X] Current Position Description

Signature/Date:
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