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Human Resources Committee
e Meeting Notice

M. .c/)‘ May 9, 2023

Human Resources Committee
Jay Bemke, Chairperson

Jake Cattanach, Vice Chairperson
Patrick Delaney

Notice is hereby given of a meeting of the Human Resources Committee to be held in the Meeting/ Training Room
on the 2nd Floor at McMillan Library, 490 East Grand Avenue, Wisconsin Rapids, on Tuesday, May 9, 2023, at 1:00
p.m. The meeting will be recorded and posted to our WRCM channel. If a member of the public wishes to access
this meeting live via Zoom audio conferencing, you must contact the City Clerk at least 24 hours prior to the start of
the meeting to coordinate your access. This meeting is also available after its conclusion on the City’s Facebook
page and Community Media’s YouTube page, which can be accessed at www.wr-cm.org. It is possible that members
of the Committee may appear remotely via video or audioconferencing for this meeting.

Agenda

1. Call to order

2. Discuss and consider for approval the elimination of the Code Enforcement Officer position in the
Community Development Department, and the creation of an additional police officer position in
the Police Department; the position will be a full-time assignment by the Police Chief of the duties
of code enforcement, nuisance abatement and general neighborhood services.

3. The Committee may vote to go into closed session under Section 19.85(1)(e), Wis. Stats., which
reads: "Deliberating or negotiating the purchasing of public properties, the investing of public
funds, or conducting other specified public business, whenever competitive or bargaining reasons
require a closed session”.

4. In closed session the Committee may discuss negotiations and strategy pertaining to a
Memorandum of Understanding with the WRPPA police union regarding entry level officers who are
not law enforcement board-certified; and pertaining to the assignment by the Police Chief of duties
of code enforcement, nuisance abatement and general neighborhood services to an officer.

5. The Committee may return to open session to take action on approval of a Memorandum of
Understanding between the City and WRPPA. The Committee may also consider an agreement
regarding assignment by the Police Chief of duties of code enforcement, nuisance abatement and
general neighborhood services to an officer. The Committee may also consider and approve of a
policy requiring reimbursement from entry level officers of recruit school costs under certain
circumstances.

6. Adjournment

The City of Wisconsin Rapids encourages participation from all its citizens. If participation at any public meeting
is not possible due to a disability, notification to the city clerk’s office at least 48 hours prior to the scheduled
meeting is encouraged to make the necessary accommodations. Call the clerk at (715) 421-8200 to request
accommodations.


http://www.wr-cm.org/

Committee Referral

Name of Committee: Human Resources Committee
Date of Request: 05/04/2023
Requestor: Shane Blaser, Mayor

Request/Referral: Request from Shane Blaser, Mayor to restructure the Code Enforcement
position.

Background information: Currently the Code Enforcement is supervised and managed by the
Community Development Department. I'm requesting that the position is moved to the Police
Department (increasing the department size by 1 FTE). The position would be a full-time police
officer that has been assigned to the responsibility of Neighborhood Resource Officer. The
position would handle code enforcement complaints. The position could also organize
neighborhood clean ups, neighborhood watches, and other neighborhood concerns.

Currently the Code Enforcement salary is $48,210.00. To bring the salary in line it should be a
pay grade 6 which is $51,772.00 - $58,527.00. A Police Officer salary range is $60,625.00 -
$73,316.00 (after 5 years)

Options available: ~ Approve or deny the restructuring request.
Action you are requesting the committee take: Approve the restructuring.

How will the item be financed? The difference in wages would need to be funded through
contingency and go through the budget process next year.

I've attached the policy for Requesting Personnel, the original Requisition/Position Needs
Analysis form, update position description, and the Carlson/Dettmann Job Description
Questionnaire.



Requesting Personnel
Effective Date: 2/19/19
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Requesting Personnel

| 1. SCOPE ]

This policy applies to all City employees.

2. PURPOSE |

To provide Department Heads and Managers with appropriate guidelines regarding requests for
personnel for replacement or new positions.

| 3. POLICY ]

Departme@t Heads shall complete the “Personnel Requisition/Position Needs Analysis”
to requ;e‘s“t\ and justify personnel needs for replacement, modified, and/or new positions. All
re\g‘la“c\’ement positions must be accounted for in the current budget. Modified or new positions
,\Qam st receive approval from the Mayor, HR Director, and Finance Director prior to HR
- Committee or Finance Committee approval.

Consideration for the personnel need must include current staffing needs, cost reduction,
improved public service, employee relations, and new and innovative methods and techniques.
Requests for new positions may be submitted beginning January 1 through June 1 for positions
which, if approved, will be considered in the subsequent budget cycle process. “Personnel
Requisition/Position Needs Analysis” forms for new, unbudgeted positions are to be approved
by the Finance Director, the Human Resources Director, and the Mayor. Upon that approval, a
recommendation will be made to the Human Resources Committee by the July meeting. The
request must then be approved by the Finance Committee and Common Council through the
subsequent budget cycle process.

If a vacancy of an existing, budgeted position arises and the Department Head wishes to fill the
position, the Department Head is required complete a “Personnel Requisition/Position Needs
Analysis” and review restructuring opportunities with the HR Director and the Mayor. If there is
a restructuring opportunity, a referral will be made to the Human Resources Committee. If after
review, it appears that restructuring is not a viable option, the position will be posted within 10
working days of receiving the Requisition form. The Human Resources Committee approval is
not necessary for replacement positions.

If the requisition and replacement process is not timely proceeding, the filling of the position will
be addressed on the next HR Committee agenda.



Requesting Personnel
Effective Date: 2/19/19

[ 4. PROCEDURES B

1. The hiring Department Head will complete the “Personnel Requisition/Position Needs
Analysis” and forward it to the Human Resources Director for review. Upon receipt of
the “Personnel Requisition/Position Needs Analysis” for new (unbudgeted) positions, the
Human Resources Director will review the form and consult with the Department Head to
determine the position description, pay grade, salary range and starting rate of pay as
described in the Compensation Policy. The HR Director may seek guidance for
appropriate pay from a third party compensation vendor. These requests shall be made
January 1 — June 1 for positions to be added in the upcoming budget year.

2. The “Personnel Requisition/Position Needs Analysis” for new (unbudgeted) positions will
require approval from the Finance Director, Human Resources Director, and the Mayor.
If approved, it will be referred to the Human Resources Committee Meeting by the July
meeting. If approved by the Human Resources Committee, it will be forwarded to the
Finance Committee and Common Council for approval in the subsequent budget cycle
process.

3. A meeting with the Mayor, HR Director, and Department Head shall be arranged to
discuss restructuring opportunities for replacement positions. The Mayor may approve
the filling of the position, or refer it to the Human Resources Committee for a
res?{ucturing opportunity.
) ‘:\\\\v,

4, @\Q’Z\pproved “Personnel Requisitions/Position Needs Analysis” will be returned to the

0\9‘“‘\ Human Resources Director and filled in accordance with the established Hiring Policy.

N\ “Personnel Requisitions/Position Needs Analysis” that have not been approved will be
returned to the originator.
5. Positions may be posted prior to the Committee and Council approval; however, these

positions may not be filled until approval is granted.

| 5. DOCUMENT HISTORY

Version No. Revision Description

1.0 Revised from 5/22/02 and 11/18/14 former policies

| 6. DOCUMENT PROPERTIES

Primary Author: Dawn Urban
Approver(s): HR Committee —2/1/19
Common Council —2/19/19
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Requisition / Position Needs Analysis

Department_Community Development  pqgition: Code Enforcement Officer Date: April 4, 2023

Name of Supervisor Kyle Kearns, Director of Community Development

Check all that apply:
[] New Position M Replacement Position [ Reclassification
@ Full-Time (] Part-Time [] Temporary Seasonal

Note: Reclassification needs approval from the HR Committee.
The position wage is proposed to be changed as noted in the wage stydt

1. If this is a new position, have you budgeted for it? I not, you will need written approval from the
Finance Director.

Yes [] No[ ] Existing Position
2. If this is a replacement position, will the City recognize a savings? What is the approximate savings?
The position is proposed to increase wage in the wage study and | would propose a change now for recruiting.

3. If this is a replacement position and additional funds are necessary, you need to discuss this with the
Finance Director prior to submitting this form. Once approved, list the additional funding that you will need.

N/A

Changes proposed &

4. Review the Job Description. Is the job description accurate? Yes [ ] No [H attached

If it needs to be changed, consult with HR before submitting this form.

5. Which persons or departments will this individual have frequent interaction with?
Community Development Department & Police Department

6. Is this a single incumbent position?  If not, what is the number of the same positions in the department?

Yes

/7. Is it possible to redistribute the workload or make other changes to eliminate this position? What have you
already tried?

Code enforcement is critical for the City to ensure property maintenance codes are enforced.
The department has worked with the to assist in performing property inspections.




WISCONSIN

L. If you have salary information from other sources, please complete the table below:
Job Title Pay Band Source
1 |Code Compliance Officer|$50,544 - $58,136 City of Middleton
2. | Gode Enforcement Officer $39,166 City of Escanaba
3- | Code Enforcement Officer $43,680 Edwardsville, IL
II. Fiscal Impact
Salary Range: Pay Grade 6 Minimum 51 ’772 Midpoint 38’5£

Annual Budgeted Salary cost

= New Employee cost (from start date to year-end) $

Add 30% to salary if benefits eligible

Total Savings

Special Considerations:

; 48,210
27,216 (14 cycles)

$ 36,379
s NIA

Request 1-2 week overlap

The current position was reviewed during the wage study update and is proposed to be
changed slightly. | would recommend making the change now during this requisition request if

possible.

III.  Recommendation: Approve updated job description and wage classification.

W Fill [l Do NotFill

fZ for

Manager

Department Head

Human Resources Director

Mayor




The City of Wisconsin Rapids
Position Description

Name: Department:

Position Title: Ordinance Control Officer Pay Grade:

Date: May-2010Revised Reports To:
Nevember2813April, 2023

Planning-&E .

BevelepmentCommunity

Development

6 FLSA: Non-
Exempt

Director of Community
DevelopmentPlanring-&
EeonomicDevelopment

Purpose of Position

This is a civilian position within the Community Planning-&Econemie-Development Department
responsible for investigating and enforcing municipal ordinances. The Ordinance Control Officer

follows up on complaints received regarding City code and ordinance violations and patrols the

City to observe and inspect properties with violations._Furthermore, the position works with
property owners to find resources, both internal and external to the city, to ensure ordinance

compliance, Additionally, the officer may lead in the cleanup efforts for properties and organize,

and coordinate other neighborhood improvement activities,

Essential Duties and Responsibilities

The following duties are normal for this position. These are not to be construed as
exclusive or all-inclusive. Other duties may be required and assigned.

Works with Plannring-&EeemonicCommunity Development Director to develop appropriate

standard communication plan and timelines for compliance.

Responds to complaints regarding City code and ordinance violations. Requires patrol of
i i ing-the City and observing and inspecting

properties with City code and ordinance violations.

Takes digital photographs and prepares detailed and specific reports on observations.

Communicates with property owners to direct the appropriate action they must take to

become compliant with City codes and ordinances.

Researches resources available for property owners needing to fix/improve properties, who

are experiencing difficulties, and connects property owners with appropriate resources.

Develops and forwards appropriate correspondence to property owners.

Conducts follow-up inspections to ensure appropriate action has been taken by property

owners, as directed, to correct violations.
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Issues citations to property owners who fail to comply with directives, codes, and
ordinances.

Attends court hearings and may be called as a witness.

Submit inspection warrants and other courses of action under municipal law to enforce R Formatted: Indent: Left: 0.25" )
applicable ordinance and protect the public health and well being.
Maintains software system with information pertaining to the original complaint, actions, and
results.
Coordinates abatement activities with multiple departments and/or contractors, such as #oemes { Formatted: Indent: Left: 0.25" )
arass cutting, snow shoveling, and property cleanup.
Develops, maintains, and participates in a communication plan to provide status updates and
other feedback to the Mayor’s Office, Alderpersons, and general public. Provides, at
minimum, a monthly report to the Mayor’s Office and Council regarding the status of
complaints and resolutions.
Provides monthly office hours to meet with Alderpersons and/or citizens regarding
complaints and feedback.
Research code enforcement technigues and neighborhood improvements programs.
Indent: Left: 0.25"
Font: (Default) Tahoma, 12 pt ]
Font: (Default) Tahoma, 12 pt )
Font: (Default) Tahoma, 12 pt ]
(] ! 14
h St { Formatted: Indent: Left: 0.25" ]
Assist building inspectors with exterior building code violations and inspections as needed.
Performs other duties as assigned. <« --{ Formatted: Indent: Left: 0.25" ]

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma required. ereguivalentand-cCollege course work in a police science or
related field preferred, or any equivalent combination of training and experience. Previous
inspection experience is strongly preferred. Must possess a valid Wisconsin driver’s license and
have a good driving record.

Ability to write and print legibly and use a computer or typewriter keyboard; ability to prepare
clear, concise, and comprehensive reports; ability to deal effectively and calmly with public
during adverse situations; ability to communicate effectively, both in person and on telephone.

Knowledge and Skills Required to Perform Essential Job Functions
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Good computer skills. Must be able to read and have a command of the English language.
Good knowledge of office practices, procedures, and equipment; good knowledge of business
English, spelling, and arithmetic; knowledge of department rules, procedures, and functions;
ability to accurately type records, reports, and related materials in Microsoft Office and other
programs; ability to work well with the public; good oral and written communication skills; and
the ability to visually monitor a variety of screens and documents. This position requires a high
degree of confidentiality. A background investigation will be conducted.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

Ability to analyze and categorize data and information in order to determine the relationship of
the data with reference to established criteria/standards. Ability to compare, count,
differentiate, measure, assemble, copy, and record and transcribe data and information. Ability
to classify, compute and tabulate data.

Ability to persuade and convince others. Ability to explain, advise, demonstrate, and clarify to
others, within well-established policies, procedures and standards to specific situations. Ability
to follow specific oral and written instructions and respond to simple requests from others.
Ability to utilize a variety of reference, descriptive, and/or advisory data and information, such
as inspections reports, citations, ordinances, computer operating manuals, statutes, complaint
forms, procedures, guidelines, and non-routine correspondence.

Ability to communicate orally and in writing with the property owners, City personnel, and
general public.

Mathematical Ability

Ability to perform addition, subtraction, multiplication, and division.

Judgment and Situational Reasoning Ability

Ability to use functional reasoning in performing semi-routine functions involving standardized
work, with some choice of actions.

Ability to exercise the judgment, decisiveness, and creativity required in situations involving the
evaluation of information against measurable criteria and make minor decisions in accordance
with departmental policy.

Physical Requirements

Ability to operate, maneuver, and/or steer equipment and machinery requiring simple, but
continuous, adjustments, such as motor vehicles, tape measure, calculator, and telephone.
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Ability to operate a variety of office equipment, such as computer terminal, fax machine,
computer printer, and photocopier.

Ability to coordinate eyes, hands, feet, and limbs in performing movements requiring skill and
training, such as data entry and typing.

Ability to exert moderate, but not constant, physical effort, typically involving some combination
of climbing and balancing, stooping, kneeling, crouching, crawling, lifting, carrying, pushing,
and pulling.

Ability to recognize and identify individual characteristics of colors, shapes, sounds, tastes,
odors, and textures associated with job-related objects, materials, and tasks.

Environmental Adaptability

Some tasks may risk exposure to irate individuals, intimidation, temperature extremes, and
electrical current.

The City of Wisconsin Rapids is an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, the City will provide reasonable accommodations to qualified
individuals with disabilities and encourages both prospective and current employees to discuss
potential accommodations with the employer.

Employee’s Signature Supervisor's Signature

Date Date
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