Rebecca Grill
City Administrator
City Administration Office

414.302.8294
WEST ALLIS rgrill@westalliswi.gov
MEMORANDUM
TO: Administration & Finance Committee
FROM: Rebecca Grill, City Administratorwps
RE: Department Request to Fill Upcoming Vacant Position
DATE: September 26, 2018

| am requesting approval to fill the upcoming vacant position of Wellness and Benefits
Coordinator in the Human Resources Department.

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
ce: Mayor
HR Dept.

ADM\Vacpos\VACPOSREQ HR WBCoord 100218

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



Reset Form Print
(Revised 6/15)

C TE _ -
-\_‘” Y 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 Position Title: Wellness and Benefits Coordina

Reason for Request:DNew Position OR Replacement to Staff - Date of Vacancy: 10 /04 2018
Person Replaced:

Position Status: Full-time I:IPart—time ANDDReguIarI-_-ITemporarD Provisional[] 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:[_|Operating|_] Gran{ ] Other: Health Insurance Fund
Anticipated Date for Filling Position: Unknow 120

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

rdinate: inister: cls of the City's benefits programs (includi t limited to, health and dental insurance
Wellness Program, WRS pension, group life insurance, deferred compensation, Section 125 Flexible Spending, HSA, etc.

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

_Coordinate the wellness and henefit programs for employees and retirees

What will be the impacts on service functions to the public if the position is not filled?
Service delivery impacts as it relates to the retention and recruitment of a high quality workforce.

What will be the impacts on service to city staff if the position is not filled?
Other aspects of the human resources functions will be impacted and staff will not be able to timely perform their duties.

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 previously realigned.

How has this vacancy/need been covered so far?
NA

How many other similar positions exist in this department? None

Requestor Information

Please Print: Rebecca Girill City Administrator Human Resources
5 e Title Department
ST TAT e Ay
Signature/Date: A R 09 /25 12018

Attached: [] Memorandum [/] Current Position Description

P:AVACANCY REQUEST FORM FiLL.doc ~ADMWMISC\WWVACANCY REQUEST FORM FILL.doc
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