














       Department of Employee Relations 
         Revised October 6, 2010 
 
 

JOB EVALUATION REPORT 
 

City Service Commission Meeting Date: October 5, 2010
Departments: Department of Administration – Information & Technology Management Division 

Milwaukee Public Library
 

Present Request Recommendation 
 

New Position 
(DOA-ITMD) 

Bridging Information Gap (BIG) Coordinator 
SG 06 ($50,206 - $70,295) 

Project Coordinator – BIG 
SG 04 ($44,194 - $61,871) 

Six New Positions 
(Library) 

Public Technology Specialist – Six positions 
To Be Studied 

Library Technology Specialist 
Six Positions 
PR 504 ($35,363 - $40,836) 

 
Action Required 
  
In the Salary Ordinance, under Salary Grade 04, add the title “Project Coordinator-BIG” and 
under Pay Range 504, add the title “Library Technology Specialist”. 
 
In the Positions Ordinance: 
 
Under Department of Administration-Information and Technology Management Division, under 
Policy and Administration, add one position of “Project Coordinator-BIG.”  
 
Under Library, Administrative Services Decision Unit, Technical Services, Bureau, Automation 
Section, add six positions of “Library Technology Specialist.” 
 
Background 
 
The Department of Employee Relations received a letter dated September 22, 2010 from Nancy 
Olson, Chief Information Officer, requesting a classification study of positions related to the 
Broadband Technology Opportunities Program (BTOP) stimulus grant.  Project partners for this 
program are the Milwaukee Area Workforce Investment Board, the Milwaukee Housing 
Authority, the United Community Center, and the Trinidad Group, LLC.  The grant provides 
funding for a Coordinator position in the Information and Technology Management Division of 
the Department of Administration (DOA-ITMD) and six Assistant positions in the Library.  The 
Coordinator position will have responsibility to develop the “Bridging the Information Gap” (BIG) 
website and the Assistant positions will oversee the laptop programs at neighborhood libraries.  
To study these positions, job descriptions were reviewed and discussions were held with Gary 
Langhoff, Policy and Administration Manager, of ITMD; and Toni Vanderboom, Personnel 
Analyst-Senior and Bruce Gay, Library Technical Services Manager, of the Library.    
 
DOA – INFORMATION & TECHNOLOGY MANAGEMENT DIVISION 
 
Current:  New Position     
Request:  Bridging the Information Gap (BIG) Coordinator SG 06 
Recommendation: Project Coordinator – BIG    SG 04 
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This position is responsible for the development of the Bridging the Information Gap (BIG) 
website; assisting the Connecting Milwaukee Communities (CMC) Committee in convening 
groups representing a variety of interests and facilitate discussions and planning sessions 
regarding the content of the BIG site; ongoing maintenance of the site to ensure that information 
and resources are up-to-date; presenting BIG site access information to a number of groups in 
the community; and familiarizing potential users of the BIG site with the resources and 
appropriate usage. 
 
Duties, Responsibilities and Requirements 
 
20% Promote the use of the BIG site within the Milwaukee community in a manner that is 

creative and keeps the BIG site and the Public Computer Center opportunities in the 
spotlight.   

10% Use Public Computer Center user feedback and input from the CMC Committee to 
design and provide a user friendly site that is accessible for a wide variety of users 
including Spanish speaking individuals, senior citizens, and people with disabilities.   

20% Ensure that the BIG site is consistently up-to-date and verify information contained on 
the site.  

30% Work with the CMC Committee to assess and select site content that will include, but not 
be limited to, health issues, safety, employment training, job information, Public 
Computer Center site locations, hours of operation, and information regarding classes.   

10% Maintain statistics on web site usage; and develop reports on user trends and project 
status. 

10% Respond to Web Assistance queries and comments from the BIG site users, 
stakeholders and other interested entities. 

  
Requirements for this position include a Bachelor’s Degree in Public Administration, 
Social Work, Communications, Public Relations, or related field and experience in 
presenting information, in an interesting manner, to a wide variety of groups.  The 
position also requires an aptitude to learn the technical aspects, with the support of staff, 
associated with the development and maintenance of an informational website; strong 
working knowledge of the Micro Soft Office package including Word, Excel and 
PowerPoint applications; the ability to create a variety of messages to attract BIG site  
and Public Computer Center users, and to convene and facilitate working groups to 
develop the BIG site content essentials; and excellent verbal and written communication 
skills.  These requirements have not been assessed for the purposes of staffing. 

 
Analysis 
 
To review this position we looked at a number of classifications in the City including the 
following: 
 

Network Coordinator Assistant, SG 02 ($38,902 - $54,455) 
This is a professional information technology position that is an underfill classification for 
Network Coordinator-Senior in Salary Grade 06. Duties can vary according to where the 
position is assigned but generally performs all of the day-to-day work required to run a 
local area network.  Requirements include a bachelor’s degree in Management 
Information Systems, Computer Science, Engineering, Business or related field plus two 
years of experience with multi-user LAN based systems and one year of experience and 
training in the design, implementation, support, and trouble-shooting of WAN and LAN 
systems.  
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Health Project Coordinator–Childhood Wellness, SG 04 ($44,194 - $61,871) 
Provides day-to-day coordination of Project LAUNCH, Well-Child Connections activities 
and acts as the Local Young Child Wellness Coordinator; coordinates with the State-
level Young Child Wellness Expert to develop and implement the Local Child Wellness 
Council and a Strategic Plan; assure the oversight and provision of evidence-based 
programming within the target population as well as quality review and evaluation of 
such programming; convenes and facilitates a monthly meeting with the local Child 
Wellness Council and acts in a leadership role; and establishes relationships with 
multiple organizations and guides interagency collaborations with various community-
based organizations and child and family service public agencies.  Requirements include 
a Bachelor’s Degree in a related field and two years of experience in coordinating public 
or community health programs. 
 
Ecocultural Family Interview Program Coordinator, SG 05 ($47,109 - $65,957)
The basic function of this position is to provide overall leadership, oversight, 
coordination, and implementation of the Ecocultural Family Interview Project.  This 
includes providing oversight for  achievement of all grant goals and objectives, 
overseeing the interviews with project families,  collecting and analyzing data, writing 
regular reports on project goals and objectives, providing oversight and consultation to 
the project team, managing the budget, developing contracts, identifying training needs, 
and ensuring the assessment tool does not duplicate existing home visiting data 
collection activities and that protocols are coordinated, effective, and standardized.  
Supervises one position of Office Assistant II and oversees the work of two Health Social 
Worker positions. 
 
Internet Services Coordinator, SG 06 ($50,206 - $70,295) 
Maintains a consistent, professional, and informative web presence for the City of 
Milwaukee City’s Internet and Intranet web sites; designs and constructs web pages that 
include graphic user interface (GUI) features; formulates and enforces web design and 
content standards; ensures that the City’s home page remains topical and up-to-date; 
provides ongoing design of the website which includes maintenance of the central 
Content Management System (CMS); responds to change requests from departments; 
assists departments with web content and design; trains departmental web content 
providers in web content and design policies and how to use the CMS; responds to 
questions and comments from web users; troubleshoots problems; and supervises the 
work of an Internet Analyst Technician.  Requirements include a bachelor’s degree in 
computer science, information technology or related field and two years of experience 
working with a Web page content management system and the programs used to 
produce web pages. Other requirements include a familiarity with public relations, writing 
and editing, and marketing.  

 
The classification that appears most similar in level of duties and responsibilities is the Health 
Project Coordinator in Salary Grade 04.  The City has several Health Project Coordinator 
positions. Generally, these positions are responsible for program management, coordination 
and administration; and serve as a liaison with community organizations and the general public.  
Similar to the position under study they have overall coordination responsibility for a specific 
project that involves interacting with the public and community based organizations.    
 
We recommend the title Project Coordinator – BIG to better reflect the duties of the position and 
to identify the grant project with which it works.  This is similar to the titles for Health Project  
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Coordinator positions that have a suffix that is related to the grant or project with which they are 
working.  The Ecocultural Family Interview Program Coordinator in Salary Grade 05 and the 
Internet Services Coordinator in Salary Grade 06 both have broader areas of duties and 
responsibilities than the position under study.  
 
Recommendation 
 
Based on the above review and analysis we recommend that this position be classified as 
Project Coordinator - BIG in Salary Grade 04.  

 
 

MILWAUKEE PUBLIC LIBRARY 
 
Current:  Six New Positions 
Request:  Public Technology Specialist (6 positions) PR TBD 
Recommendation: Library Technology Specialist (6 positions) PR 504 
 
These positions are responsible for administering the public laptop program at neighborhood 
libraries as part of the Milwaukee Public Library’s “Connecting Milwaukee Communities” 
Broadband Technology Opportunities Program.  This includes overseeing the day-to-day 
operation of the public laptops, teaching the Library’s computer class program, assisting the 
public with computer and technology issues, developing additional curriculum to meet 
community needs, troubleshooting and completing basic laptop repairs under the direction of 
the Technical Services Bureau, and working with neighborhood library staff to serve the public.   
 
Duties, Responsibilities, and Requirements  
 
30% Administer public laptops which includes coordinating the circulation of laptops for 

security, ease of access, and positive public experience; and instructing staff on 
circulation policies and the proper use of laptops.   

25% Assist the public with laptops, either in small groups or individually, by addressing 
technology issues as they arise; and assisting with various functions including printing, 
using software, and working with library-supplied or internet resources. 

25% Administer public computer courses which includes using the Library’s curriculum to hold 
regularly scheduled courses on basic computer needs such as email, internet searching, 
word processing, spreadsheets, and presentation software; in coordination with the 
Public Training Coordinator, developing new computer courses to be used system-wide, 
based on community needs; and providing statistical and anecdotal reports on class 
effectiveness and reach.   

10% Support the maintenance of computers by working in close coordination with the 
Technical Services Bureau to troubleshoot and fix laptops and other library computers 
and printers; and install software upgrades and new hardware, clean laptops, and 
remove viruses.  

5% Assist with information for grant reporting; provide both statistical and anecdotal data for 
program reporting to the Library Technical Service Manager or others as requested.   

5% Speak to community groups and demonstrate library technology; serve on committees; 
and perform other duties as assigned.   

  
Requirements for this position include a Bachelor’s Degree in a related major and formal 
or informal experience in providing technical instruction.  Other requirements include a 
strong customer service orientation; excellent written, oral, and interpersonal  
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communication skills; proficiency with Office software, internet search tools, and 
computer databases; an ability to lead courses and develop instructional methods; time 
management skills, and an ability to read and understand detailed information contained 
in various items such as procedure manuals, technical documents, and reports. These 
requirements have not been assessed for the purposes of staffing. 
 

Analysis 
 
As a part of this grant the Library will add 240 laptops for public use.  These laptops will be 
divided among the six neighborhood libraries of Atkinson, Center Street, Forest Home, Martin 
Luther King, Villard Avenue/Square, and Washington Park.  Each of these libraries will receive 
40 laptops and be assigned one of these positions to administer the program. These positions 
will oversee the laptops, teach computer classes, provide assistance and handle basic laptop 
maintenance.  
 
In comparing these positions to other jobs in the City the most similar is Library Reference 
Assistant positions in Pay Range 504.  These positions perform public service duties at the 
reference desks of assigned libraries and a variety of non-public duties that affect the quality of 
service to the public.  Duties and responsibilities include providing reference and reader’s 
advisory services; answering directional questions and locating requested materials; searching 
indexes, bibliographies, and other reference sources in response to patrons’ requests; 
instructing patrons in the use of technology, including online catalogs, databases, the Internet 
and other reference sources; and serving as needed as the staff person in charge of opening 
and closing the library.   
 
The requirements for these two classifications are very similar and there are some overlapping 
duties such as providing assistance in the use of technology and computers.  Although the 
positions under study have the duty to administer public computer courses the Library 
Reference Assistants have a broader range of reference and reader’s advisory services and 
may serve as the staff person in charge of opening and closing the library.  
 
Recommendation 

 
Based on the above review and analysis we recommend that these six positions be classified as 
Library Technology Specialist in Pay Range 504.  
  
 
Prepared by:  __________________________________________
  Sarah Trotter, Human Resources Representative 
 
 
Reviewed by:  __________________________________________
  Andrea Knickerbocker, Human Resources Manager 
 
 
Reviewed by:  __________________________________________
  Maria Monteagudo, Employee Relations Director 

 
















