oty AT THE CENTE-}? Rebecca Grill

v City Administrator
City Administration Office

' 414.302.8294
WEST AI‘LIS rgril@westalliswi.gov
MEMORANDUM
TO: Administration & Finance Committee
FROM: Rebecca Grill, City Administrator*és
RE: Department Request to Fill Vacant Position
DATE: November 1, 2018

Attached is Dave Wepking's request to fill the vacant position of Lead Person in the
Department of Public Works, Water Division.

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

£e: Mayor
HR Dept.
Dave Wepking
Mike Brofka

ADM\Vacpos\VACPOSREQ Wir.LeadPerson 110518

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



Public Works
414.302.8832
dwepking@westalliswi.gov

6300 W. McGeoch Ave.
West Allis, Wl 53219
www.westalliswi.gov

RECEIVED
0CT 22 201

Memorandum

CITY OF WEST ALLIS
To: Rebecca Grill, City Administrator CAO

a
From: Dave Wepking, Director of Public Works b{dJ
Date: QOctober 19, 2018
Re: Request to Fill Vacant Position

The Department of Public Works respectfully requests permission to fill a vacancy in the Water Division.
The position of Lead Person became vacant in January of 2018 when the incumbent retired.

If this position is filled internally, it is my intention to fill any other vacancies that result. | am available to

answer any questions relative to the need to fill this position.

cc: Mike Brofka

h:\my documents\personnel\misc\jutrzonka vac



Michael Brofka

N AT THE CEp
o\t v T&p Superintendent
‘ Woater Division
414.302.8830
WEST ALLIS mbrofka@westalliswi.gov
MEMORANDUM
To: Dave Wepking

Director of Public Works

From: Michael Brofka
Superintendent, Water Division

Re: Water Lead position

Date: October 19, 2018

The Water Division currently has a vacancy for the position of Water Lead Person. This
position was vacated when the incumbent, Mark Jutrzonka, retired in January 2018. As
a division we looked to see what job duties could be divided and/or shared during the
vacancy. Between Karyn Rittenhouse and myself, we looked at the JDQ and a list of
duties that Mark left before retirement. Between the two of us, we have managed to
struggle through the extra workload this vacancy has created. While we have managed
to maintain most of the Lead Position duties, we were not able to complete quality and
safety audits on the jobsites. With the addition of the Pay for Performance evaluation
system, we are depending on a program to track employee performance. The Lead
Person has proven to be a crucial position to have filled and will be pivotal for a
successful safety/quality audit. This was evident this past January, when we
coordinated and fixed a total of 46 main breaks. This position is also responsible for the
oversight and coordination of our valve maintenance, hydrant inspection, and hydrant
flow testing programs. These programs, along with the day to day replacement of
various water main components, are a critical part of our overall success. There are
many different tasks that can change daily, and this requires a level of oversight that
needs the attention of one dedicated person. I'm asking that the Common Council
approve filling the vacant Water Lead position to help us better manage our system to
state and federal standards.

Department of Public Works = 6300 West McGeoch Avenue = West Allis, WI 53219
www.westalliswi.gov



Reset Form Print
(Revised 6/15)

Request to Fill Position

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.

Position Title: Lead Person - Water

Department/Division: Public Works
ReAEDn 108 Request:DNew Position OR|v |Replacement to Staff - Date of Vacancy: 01 /03 /2018
Person Replaced: Mark Jutrzonka

Position Status: Full-time DParT—time ANDRegularDTemporarE Provisiona!r_-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:[_|Operating[ | Grant /] Other: Water Utility
Anticipated Date for Filling Position: 12 /01 /2018

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

Why is it necessary that this position be filled? What operational needs does this position fulfill?
The Lead Person coordinates and schedules all field operations and assures that the work completed is done in a safe and accurate
manner.

What will be the impacts on service functions to the public if the position is not filled? _If unfilled, the duties will fall

upon the Supt. and Customer Service Administrator. With increasing regulations from state and federal authorities, the Superintendent is
already stretched on ime. Safety and quality audits will not be completed. These audits will be critical for subordinaie job evaluations.

What will be the impacts on service to city staff if the position is not filled?
The Supt. and Customer Service Administrator will have to dedicate time from their already busy schedules. This position is the focal
point for all training within the Water Division, so this will cause an adverse effect to new employees or new training requirements.

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

duties with other existing positions? (If none, provide rationale.)
None, this position has a higher level of responsibility than the Maintainer positions and requires supervisory skills. This person is the
System expert in which The Division refies upon {0 make sound technical decisions based on experience.

How has this vacancy/need been covered so far?
The Superintendent has filled the majority of this vacancy thus far, with the Customer Service Administrator filling in when the

“SupeTimtendent s tavaitapte:

How many other similar positions exist in this department? _zero (0)

Requestor Information

Director of Public Works  Public Works
Title Department

/Z) 1 221 | X

Please Print: Dave Wepking

Signature/Date: ___ : y

Attached: [] Memorandum [/] Current Position Description

O&

P:\WACANCY REQUEST FORM FILL.doc ~ ADM\MISC\VACANCY REQUEST FORM FILL .doc
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