The Board of

Fire and Police Commissioners
200 East Wells Street, Room 706
Milwaukee, W1 53202

November 9, 2022

Milwaukee Police Department
Police Administration Building
749 West State Street
Milwaukee, Wisconsin 53233
http://www.milwaukee.gov/police

Jeffrey B. Norman
Chief of Police

(414) 933-4444

RE:  Reclassification and Market Study Request (Information Technology Division Positions)

Attached are updated job descriptions for the positions listed below that are assigned to the
Information Technology Division. We are currently experiencing extreme difficulty recruiting and
retaining qualified members for these positions as a result of the current level of compensation and
there is a significant pay disparity between existing Information Technology Division positions. The
Department is requesting that these positions be studied for reclassification to reflect the appropriate
salary rate and job title within the Information Technology field.

Current Title

Police Information Systems Director
Communications Systems Manager
Data Services Manager
Information Services Manager
Network Manager

Systems Security Administrator
Electronic Technician Supervisor
Police Office Supervisor

Database Analyst

Data Communications Specialist
Electronic Technician

Helpdesk Specialist Il

IT Project Coordinator

IT Support Specialist Senior
Programmer Analyst

Video Electronic Technician

Recommended Title

Police Information Systems Director
Communications Systems Manager
Functional Applications Manager
Operations Manager

Infrastructure Manager

Systems Security Administrator
Electronic Technician Supervisor
Police Office Supervisor

Database Analyst

Application Support Analyst
Electronic Technician

Helpdesk Specialist Il

IT Project Coordinator

IT Support Specialist Senior
Programmer Analyst

AV Project Manager

Therefore, | respectfully request that this request be referred to the Department of Employee
Relations (DER) for study. Department representatives are prepared to assist DER staff with this

process.
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Respectfully submitted,
B D——
JEFFREY~BNORMAN
CHIEF OF POLICE
JBN:mx

Attachments



i Milw e
L JOB DESCRIPTION FOR DER USE ONLY
Vacancy No.
City Service Finance
Instructions: Complete all sections. Refer to the Guidelines for Preparing Job Commission: Committee:
Descriptions for instructions on completing specific items. Fire & Police Common
Commission: Council:

1. Date Prepared/ Revised: | 2. Present Incumbent:
6/7/2017 / 11/4/12022

Is incumbent underfilling position?
Ryan Schilder

YES[] NO

3. Date Filled: 4. Previous Incumbent: L o
2/6/2022 Steven Gehrin If YES, indicate Underfill Title in box 10.
5. Department: Bureau: Administration Unit:
POLICE DEPARTMENT Division: Technical Comm. Section: Communications Systems
_ Telephone: 935-7473 Work Schedule:

B INaTELbEAton: Email: Hours: 8:00A-4:00P / Days: 5

7. Represented by a Bargaining Unit: Non-Mgmt./Non-Rep 8. FLSA Status (check one):
Union? [ ] Yes [X] No | Ifin District Council 48, which local? None [ | Exempt [X] Non-Exempt

10. | Official Title: Pay Range Job Code EEO Code

Communications Systems Manager 1FX 5117

Underfill Title (if applicable):

Requested Title (if applicable):

Recommended Title (DER Use Only):

Approved
by:

Date:

11. BASIC FUNCTION OF POSITION:

Manage and direct the operations, maintenance, repair, installation, and upgrading of radio communications systems
utilized by Police, Fire and Public Works Departments. Further, design, propose, implement, integrate, and assist in
new wireless communications systems for City-wide utilization. Maintain FCC frequency license records and ensure the

department is current.

12. DESCRIPTION OF JOB (Check if description applies to Official Title [X] or Underfill Title []):

A. ESSENTIAL FUNCTIONS/Duties and Responsibilities: (Refer to the “Guidelines for Preparing Job
Descriptions” for instructions on determining Essential Functions.)

% of Time

ESSENTIAL FUNCTION

100%

Regular and consistent attendance.

Radio Communications Infrastructure Delivery: Manage all radio communications (OpenSky / P25) and
wireless data systems within the City of Milwaukee. Set standards for the installation, maintenance, repair,
and modification of wireless infrastructure. Maintain FCC frequency license records and ensure the

department is current.

Radio Interoperability: Define and design methods and systems to allow disparate radio systems to
communicate amongst each other. Interact with local, county, state, federal, tribal, and military partner
agencies to determine interagency information sharing requirements. Constantly refine and modify
interoperability infrastructure to improve exchange of information. Shepard changes in Federal radio rules,
regulations, and procedures to allow better utilization of radio spectrum for interoperability.

Next Generation Technology: Maintain active participation with various radio industry groups to keep
abreast with new and emerging wireless technologies. Design and implement pilot projects to demonstrate
advances in the radio field. Maintain involvement with user groups to steer and direct future communication

capabilities towards achievable goals.

Public Safety Answering Point (PSAP) Support: Monitor functionality of E911 infrastructure and facilitate
repairs of any major failures. Coordinate the interaction of multiple systems in operation in a PSAP. Manage
operation of radio dispatching consoles. Provide disaster recovery management of major outages and
degradations of PSAP operation. Engineer/design enhancements to the Milwaukee PSAP to accommodate

regional dispatching/interoperability capabilities.

Section Administration: Manage the efficient operation of the Communications Systems Section to deliver
expected services. Define and implement procedures and standards to assure employees attain consistent,
reproduceable goals and results. Manage the budget of the Communications Systems Section. Develop
new procedures to address changing radio infrastructure and use expectations. Responsible for employee
safety and compliance with applicable OSHA regulations. 3

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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% of Time ESSENTIAL FUNCTION

e Coverage Testing and Propagation Analysis: Facilitate and document current, any potential change in, or
future RF propagation by utilizing advanced RF Propagation Analysis software.

¢ Best Pricing: Negotiate with current and potential vendors to ensure the City of Milwaukee receives best in
class pricing for goods and services required for the operation of the trunked radio system, ensuring tax
dollars are spent wisely.

e System Security: Maintain all trunked radio system assets, including but not limited to core, site equipment,
networking equipment, and consoles, to ensure the equipment’s Operating System is patched and up to
date on a regular basis. |

B. PERIPHERAL DUTIES:

% of Time PERIPHERAL DUTY

C. NAME AND TITLE OF IMMEDIATE SUPERVISOR:
Captain Michele Haywood

D. SUPERVISION RECEIVED: (Describe the extent to which work assignments and methods are outlined,
reviewed, and approved by this position’s supervisor.)

Position will function as manager in charge of the Communications Systems Section, who will report directly
to the Captain of the Technical Communications Division. This position will receive general direction, and is
expected to function with limited supervision. This position is self-motivated.

E. SUPERVISION EXERCISED:
Total number of employees for whom responsible, either directly or indirectly = 14.

Direct Supervision: List the number and titles of personnel directly supervised. Specify the kind and extent
of supervision exercised by indicating one or more of the following: - - -

a. Assign duties e. Sign or approve work
b. Outline methods f.  Make hiring recommendations
c. Direct work in progress g. Prepare performance appraisals
d. Check or inspect completed work h. Take disciplinary action or effectively recommend such
Number Extent of Supervision Exercised
Supervised Job Title (Select those that apply from list above, a - h)
1 Communications Supervisor a, b,cdefgh
1 Office Assistant [V a, b,c,d e f,gh
10 Electronic Technician a b, cdefgh
2 Electronic Technician Assistant a,b,cdefgh

F. MINIMIMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to enter the
job.)

i. Education and Experience:
Advanced education or degree in electrical engineering or electronics technology and two years of
experience installing, repairing and maintaining communications and ancillary equipment. Minimum of
5 years supervision and oversight in communications systems.

ii. Knowledge, Skills and Abilities:
Demonstrated ability to manage projects. Demonstrate superior knowledge and understanding of radio
communication systems and how they interact with various subsystems and users. Strong knowledge
of radio interference causes and resolutions. Good computer skills including word processing,

database utilization and equipment programming.

iii. Desirable Certifications, Licenses, Registrations:
Possession of a valid General class or higher Federal Communications Commission Radio Telephone
Operators License and Wisconsin State Driver's License. Certifications and licensure in electronics.
Cisco IP/networking. Experience with Surface Mount Technology.

The above statements are intended fo summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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iv. Other Requirements:
Must not be color blind being that wiring and electronic components are color coded.

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act of 1993 requires job descriptions to provide detailed information regarding the
physical demands required to perform the essential functions of a job; the conditions under which the job is
performed; and the tools and equipment the employee will be required to use on the job. Reasonable
accommodations may be made to enable qualified individuals to perform the essential duties and responsibilities

of the job for each of the categories listed below.

G. PHYSICAL ACTIVITY OF THE POSITION: (List the physical activities that are representative of those that
must be met to successfully perform the essential functions of the job).

CHECK ALL THAT APPLY:

X] | Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, and the like; using feet and
legs and/or hands and arms. Body agility is emphasized. Check only if the amount and kind of climbing
required exceeds that required for ordinary locomotion.

X | Balancing: Maintaining body equilibrium to prevent failing when walking, standing or crouching on narrow,
slippery or erratically moving surfaces. Check only if the amount and kind of balancing exceeds that
needed for ordinary locomotion and maintenance of body equilibrium. !

[] | Stooping: Bending body downward and forward by bending spine at the waist. Check only if it occurs to a
considerable degree and requires full use of the lower extremities and back muscles.

[ 1| Kneeling: Bending legs at knee to come to a rest on knee or knees.

X | Crouching: Bending the body downward and forward by bending leg and spine.

[] | Crawling: Moving about on hands and knees or hands and feet.

Xl | Reaching: Extending Hand(s) and arm(s) in any direction.

[X] | Standing: Particularly for sustained periods of time.

X | Walking: Moving about on foot to accomplish tasks, particularly for long distances.

Pushing: Using upper extremities to exert force in order to draw, press against something with steady
force in order to thrust forward, downward or outward.

4 | Pulling: Using upper extremities to exert force in order to draw, drag, haul or tug objects in a sustained
motion.

[< | Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-
position. Check only if it occurs to a considerable degree and requires substantial use of the upper
extremities and back muscles. o

X] | Fingering: Picking, pinching, typing or otherwise working primarily with fingers rather than with the whole
hand or arm, as in handling.

Grasping: Applying pressure fo an object with fingers and palm.

[X] | Feeling: Perceiving attributes of objects such as size, shape, temperature or texture by touching with the
skin, particularly that of the fingertips.

[X1 | Talking: Expressing or exchanging ideas by means of the spoken word. Those activities which demand
detailed or important instructions spoken to other workers accurately, loudly or quickly.

[X] | Hearing: Perceiving the nature of sounds with no less than a 40 db loss. Ability to receive oral
communication and make fine discriminations in sound.

[X] | Repetitive Motions: Substantial movements (motions) of the wrist, hands, and/or fingers.

X | Driving: Minimum standards required by State Law (including license).

H. PHYSICAL REQUIREMENTS OF THE POSITION: (List the physical requirements that are essential
functions of the job.)

CHECK ONE:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force

frequently or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting
most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other
sedentary criteria are met.

IX]| Light Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force constantly to
move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for sedentary
work and the worker sits most of the time, the job is rated for Light Work. -
]| Medium Work: Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently,
and/or up to 10 pounds of force constantly to move objects. |

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently,
and/or up to 20 pounds of force constanily to move objects.

Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of
force frequently, and/or in excess of 20 pounds of force constantly to move objects.

.  VISUAL ACUITY REQUIREMENTS: (List the visual acuity requirements that are essential functions of the

job.)

CHECK ONE:

DX

Operators (Electronic Equipment), inspection, Close Assembly, Clerical, Administrative:

This is a minimum standard for use with those whose job requires work done at close visual range (i.e. preparing
and analyzing data and figures, accounting, transcription, computer terminal, extensive reading, visual inspection
involving small parts, operation of machines, using measurement devises, assembly or fabrication of parts).

U

Machine Operators, Mechanics, Skilled Tradespeople: This is a minimum standard for use with those whose
work deals with machines where the seeing job is at or within arm’s reach. This also includes mechanics and
skilled tradespeople and those who do work of a non-repetitive nature such as carpenters, technicians, service
people, plumbers, painters, mechanics, etc. (If the machine operator also inspects, check the “Operators” box.)

L]

Mobile Equipment Operators: This is a minimum standard for use with those who operate cars, trucks, forklifts,
cranes, and high lift equipment.

L]

J. THE

Other: This is a minimum standard based on the criteria of accuracy and neatness of work for janitors, sweepers,
etc.

CONDITIONS THE WORKER WILL BE SUBJECT TO IN THIS POSITION:

List the environmental/working conditions to which the employee may be exposed while performing the
essential functions of the job. Include scheduling considerations such as on-call for emergencies, rotating

shift,

etc. Approximate Percentage of time performing field work: 10%

CHECK ALL THAT APPLY:

None: The worker is not substantially exposed to adverse environmental conditions (such as typical office or
administrative work).

The worker is subject to inside environmental conditions: Protection from weather conditions but not
necessarily from temperature changes (i.e. warehouses, covered loading docks, garages, etc.)

The worker is subject to outside environmental conditions: No effective protection from weather.

The worker is subject to extreme cold: Temperatures below 32 degrees for period of more than one hour.

The worker is subject to extreme heat: Temperatures above 100 degrees for periods of more than one hour.

The worker is subject to noise: There is sufficient noise to cause the worker to shout in order to be heard above
the surrounding noise level.

The worker is subject to vibration: Exposure to oscillating movements of the extremities or whole body.

The worker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving
mechanical parts, electrical current, working on scaffolding and high places or exposure to chemicals.

The worker is subject to atmospheric conditions: One or more of the following conditions that affect the
respiratory system or the skin: Fumes, odors, dust, mists, gases or poor ventilation.

OO0 X OXOOXK X | O

The worker is subject to oil: There is air and/or skin exposure to oils and other cutting fluids.
The worker is required to wear a respirator.

K. MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC. USED BY POSITION:
List equipment needed to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the essential

functions.)
CHECK ALL THAT APPLY:
<] Camera and photographic equipment Office Equipment (desk, chair, telephone, etc.)
[ ] Cleaning supplies [] Office supplies (pens, staplers, pencils, etc.)
[ ] Commercial vehicle ] Packing materials (boxes, shrink wrap, etc.)
(<] Data processing equipment <] PC equipment (monitor, keyboard, printer, etc.)
] Handcart ] PC software
<] Hand tools (please list): electronic and mechanical
[ Office Machines (check all that apply): [ Copier [X] Facsimile [}J Calculator [ ] Cash register
Other (please list): radio and communications test equipment

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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L. SUPPLEMENTARY INFORMATION: (Indicate any other information which further explains the importance,
difficulty, or uniqueness of the position, such as its scope of responsibility related to finances, equipment,
people, information, etc. Also indicate success factors such a personal characteristics that contribute to an
individual's ability to perform well in the job, and any other special considerations.)

Responsible for radio communication infrastructure and equipment valued at over $22 million. Good written
and oral skills. This position is required to respond to call for emergency service (system failure) after hours.
Position may be exposed to electrical hazards (RF, high voltage and low voltage high energy). RF burn
hazard possible around transmitting equipment. Able to comply with FCC OET Bulletin 65 radiation

standards.

M. | believe that the statements made above in describing this job are complete and
accurate.

Signature of Department Head or Designated Representative

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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City of Milwaukee
CS 25, Rev, 12/00 JOB DESCRIPTION FOR DER USE ONLY
Vacancy No.
City Service Finance
Instructions: Complete all sections. Refer to the Guidelines for Preparing Job Commission: Committee:
Descriptions for instructions on completing specific items. Fire & Police Common
Commission: Council:
1. Date Prepared/ Revised: | 2. Present Incumbent: Is incumbent underfilling position?
1/22/2016 / 11/4/2022 Michael Masick
3. Date Filled: 4. Previous Incumbent: YES D .NO X o
11/6/2017 If YES, indicate Undefill Title in box 10.
5. Department: Bureau: Administration Unit:
POLICE DEPARTMENT Division: IT Division Section:
6. Work Location: Information Systems Eelep!\one. ot .Schedule. .
mail: Hours: Days:
7. Represented by a Bargaining Unit: 8. FLSA Status (check one):
Union? []Yes [XI No | Ifin District Council 48, which local? Exempt [ ] Non-Exempt
10. | Official Title: Database Analyst Pay Range Job Code EEO Code
2JX 5000
Underfill Title (if applicable):
Requested Title (if applicable):
Recommended Title (DER Use Only): é\;).proved
L Date: B el o | =

11. BASIC FUNCTION OF POSITION:

The Database Analyst’s role is to design, install, monitor, maintain, and performance tune production databases, backup
and training while ensuring high levels of data availability. This individual is also responsible for developing,
implementing, and overseeing database policies and procedures to ensure the integrity and availability of databases and
their accompanying software. Database systems supported are Microsoft SQL and oracle.

12. DESCRIPTION OF JOB (Check if description applies to Official Title [X] or Underfill Title []):

A. ESSENTIAL FUNCTIONS/Duties and Responsibilities: (Refer to the “Guidelines for Preparing Job
Descriptions” for instructions on determining Essential Functions.)

% of Time

ESSENTIAL FUNCTION

100%

Assess and develop long-term strategic goals for production databases along with backup and training in
conjunction with data owners and department managers.

Work with application development staff to develop database architectures, coding standards, and quality
assurance policies and procedures.

Design and implement redundant systems, polices, and procedures for disaster recovery and data archiving
to ensure effective protection and integrity of data assets.

Conduct research and make recommendations on database products, services, protocols, and standards in
support of procurement and development efforts.

Create models for new database development and/or changes to existing ones.

Install and configure relevant network components to ensure database access as well as database
consistency and integrity.

e Respond to and resolve database access and performance issues.
* Monitor database system details within the database, including stored procedures and execution time, and

implement efficiency improvements.

Monitor, optimize and allocate physical data storage for database systems.

Plan and coordinate data migrations between systems.

Develop, implement, and maintain change control and testing processes for modifications to databases.
Create, or support creation of, required reports in response to business user needs.

Perform database transaction and security audits.

Establish appropriate end-user database access control levels.

Develop routines for end users to facilitate best practices database use. Manage and/or provide guidance to

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended fo be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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% of Time | ~ ESSENTIAL FUNCTION
junior members of the team.

B. PERIPHERAL DUTIES: _

% of Time PERIPHERAL DUTY

C. NAME AND TITLE OF IMMEDIATE SUPERVISOR:

Data Services Manager.

SUPERVISION RECEIVED: (Describe the extent to which work assignments and methods are outlined,
reviewed, and approved by this position’s supervisor.)

Assignments received from Data Services Manager.

SUPERVISION EXERCISED:
Total number of employees for whom responsible, either directly or indirectly = None.

Direct Supervision: List the number and titles of personnel directly supervised. Specify the kind and extent
of supervision exercised by indicating one or more of the following:

a. Assign duties e. Sign or approve work
b. Outline methods f.  Make hiring recommendations
c. Direct work in progress g. Prepare performance appraisals
d. Check or inspect completed work h. Take disciplinary action or effectively recommend such
Number Extent of Supervision Exercised
Supervised Job Title (Select those that apply from list above, a - h)
0

MINIMIMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to enter the
job.)

i. Education and Experience:
o Bachelor’s degree in computer science or other closely related field from an accredited college or

university.
e Four years of related professional experience in database creation, maintenance and

management.

i. Knowledge, Skills and Abilities:
¢ Knowledge of database structures, theories, principles, and practices.
o Knowledge of designing, building, installing, configuring and supporting database servers, including
Microsoft SQL Server and Oracle.
Knowledge of project management theories, principles, and practices.
Knowledge of applicable data privacy practices and laws.
Ability to conduct research into database issues, standards, and associated products.
Ability to write clear and concise instructions and correspondence communications.
Ability to clearly communicate technical information in an understandable way to both technical and
non-technical staff.
Ability to tune and troubleshoot database systems.
Ability to apply data processing flow charting techniques.
Ability to apply project management best practices to ensure work is completed on time.
Ability to prioritize and execute work tasks in a high-pressure environment.
Ability to work both independently and in a team-oriented, collaborative environment.
Ability to interact with a diverse customer base including sworn personnei, support staff,
management, vendors, and contractors.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)

of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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= Ability to operate a computer keyboard, mouse and other computer components.
e Ability to lift and carry up to 10 pounds of equipment.

ii. Certifications, Licenses, Registrations:

Valid Wisconsin's driver’s license.

iv. Other Requirements:

Certification in Database Administration for SQL Server and Oracle.

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act of 1993 requires job descriptions to provide detailed information regarding the
physical demands required to perform the essential functions of a job; the conditions under which the job is
performed; and the tools and equipment the employee will be required to use on the job. Reasonable
accommodations may be made to enable qualified individuals to perform the essential duties and responsibilities

of the job for each of the categories listed below.

G. PHYSICAL ACTIVITY OF THE POSITION: (List the physical activities that are representative of those that
must be met to successfully perform the essential functions of the job).

CHECK ALL THAT APPLY:

[] | Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, and the like; using feet and
legs and/or hands and arms. Body agility is emphasized. Check only if the amount and kind of climbing

Balancing: Maintaining body equilibrium to prevent failing when walking, standing or crouching on narrow,
slippery or erratically moving surfaces. Check only if the amount and kind of balancing exceeds that
needed for ordinary locomotion and maintenance of body equilibrium.

O

Stooping: Bending body downward and forward by bending spine at the waist. Check only if it occurs to a
considerable degree and requires full use of the lower extremities and back muscles.

Kneeling: Bending legs at knee to come to a rest on knee or knees.

Crouching: Bending the body downward and forward by bending leg and spine.

Crawling: Moving about on hands and knees or hands and feet.

Reaching: Extending Hand(s) and arm(s) in any direction.

Standing: Particularly for sustained periods of time.

Walking: Moving about on foot to accomplish tasks, particularly for long distances.

Pushing: Using upper extremities to exert force in order to draw, press against something with steady
force in order to thrust forward, downward or outward.

Pulling: Using upper extremities to exert force in order to draw, drag, haul or tug objects in a sustained
motion.

Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-
position. Check only if it occurs to a considerable degree and requires substantial use of the upper
extremities and back muscles.

Fingering: Picking, pinching, typing or otherwise working primarily with fingers rather than with the whole
hand or arm, as in handling.

Grasping: Applying pressure to an object with fingers and palm.

Feeling: Perceiving attributes of objects such as size, shape, temperature or texture by touching with the
skin, particularly that of the fingertips.

Talking: Expressing or exchanging ideas by means of the spoken word. Those activities which demand
detailed or important instructions spoken to other workers accurately, loudly or quickly.

Hearing: Perceiving the nature of sounds with no less than a 40 db loss. Ability to receive oral
communication and make fine discriminations in sound.

Repetitive Motions: Substantial movements (motions) of the wrist, hands, and/or fingers.

MO OKOK ¥ O K OORNNKRR O

Driving: Minimum standards required by State Law (including license).

H. PHYSICAL REQUIREMENTS OF THE POSITION: (List the physical requirements that are essential
functions of the job.)

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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CHECK ONE:

]| Sedentary Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting
most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other
sedentary criteria are met.

Light Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force constantly to
move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for sedentary
work and the worker sits most of the time, the job is rated for Light Work.

Medium Work: Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently,
and/or up to 10 pounds of force constantly to move objects.

Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently,
and/or up to 20 pounds of force constantly to move objects.

Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of
force frequently, and/or in excess of 20 pounds of force constantly to move objects.

X

OO0

I. VISUAL ACUITY REQUIREMENTS: (List the visual acuity requirements that are essential functions of the
job.)

CHECK ONE:

[:[ Operators (Electronic Equipment), Inspection, Close Assembly, Clerical, Administrative:

This is a minimum standard for use with those whose job requires work done at close visual range (i.e. preparing
and analyzing data and figures, accounting, transcription, computer terminal, extensive reading, visual inspection
involving small parts, operation of machines, using measurement devises, assembly or fabrication of parts).

[X]| Machine Operators, Mechanics, Skilled Tradespeople: This is a minimum standard for use with those whose
work deals with machines where the seeing job is at or within arm’s reach. This also includes mechanics and
skilled tradespeople and those who do work of a non-repetitive nature such as carpenters, technicians, service
people, plumbers, painters, mechanics, etc. (If the machine operator also inspects, check the "Operators” box.)
[ ]| Mobile Equipment Operators: This is a minimum standard for use with those who operate cars, trucks, forklifts,
cranes, and high lift equipment.

[]| Other: This is a minimum standard based on the criteria of accuracy and neatness of work for janitors, sweepers, |
efc.

J. THE CONDITIONS THE WORKER WILL BE SUBJECT TO IN THIS POSITION:
List the environmental/working conditions to which the employee may be exposed while performing the
essential functions of the job. Include scheduling considerations such as on-call for emergencies, rotating
shift, etc. Approximate Percentage of time performing field work: 10%

CHECK ALL THAT APPLY:

] None: The worker is not substantially exposed o adverse environmental conditions (such as typical office or
VAN

administrative work).
The worker is subject to inside environmental conditions: Prolection from weather conditions but not

necessarily from temperature changes (i.e. warehouses, covered loading docks, garages, elc.)

The worker is subject to outside environmental conditions: No effective protection from weather.

The worker is subject to extreme cold: Temperatures below 32 degrees for period of more than one hour.
The worker is subject to extreme heat: Temperatures above 100 degrees for periods of more than one hour.
The worker is subject to noise: There is sufficient noise to cause the worker to shout in order to be heard above
the surrounding noise level.

The worker is subject to vibration: Exposure to oscillating movements of the extremities or whole body.

The worker is subject to hazards: Includes a variely of physical conditions, such as proximity to moving
mechanical parts, electrical current, working on scaffolding and high places or exposure to chemicals.

The worker is subject to atmospheric conditions: One or more of the following conditions that affect the
respiratory system or the skin: Fumes, odors, dust, mists, gases or poor ventilation.

The worker is subject to oil: There is air and/or skin exposure to oils and other cutting fluids.

The worker is required to wear a respirator.

| [
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K. MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC. USED BY POSITION:
List equipment needed to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the essential

functions.)
CHECK ALL THAT APPLY:

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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Camera and photographic equipment [<] Office Equipment (desk, chair, telephone, etc.)
Cleaning supplies [<] Office supplies (pens, staplers, pencils, etc.)
|| Commercial vehicle |_| Packing materials (boxes, shrink wrap, etc.)

<] Data processing equipment <] PC equipment (monitor, keyboard, printer, etc.)
] Handcart [ PC software

|_| Hand tools (please list):
Office Machines (check all that apply): [<] Copier [ Facsimile [<] Calculator [ ] Cash register

|_| Other (please list):

L. SUPPLEMENTARY INFORMATION: (Indicate any other information which further explains the importance,
difficulty, or uniqueness of the position, such as its scope of responsibility related to finances, equipment,
people, information, etc. Also indicate success factors such a personal characteristics that contribute to an
individual's ability to perform well in the job, and any other special considerations.)

¢ Occasional travel between training locations required.

¢ Sitting for extended periods of time.
o Dexterity of hands and fingers to operate a computer keyboard, mouse, power tools, and to handle other

computer components.
e Lifting and transporting of moderately heavy objects, such as computers and peripherals.

M. | believe that the statements made above in describing this job are complete and
accurate.

Signature of Department Head or Designated Representative

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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City of Milwaukee
L A JOB DESCRIPTION FOR DER USE ONLY
Vacancy No.
City Service Finance
Instructions: Complete all sections. Refer to the Guidelines for Preparing Job Commission: Committee:
Descriptions for instructions on completing specific items. Fire & Police Common
| Commission: Council: _ 2l

—_—— — -

1. Date Prepared/ Revised: | 2. Present Incumbent: Is incumbent underfilling position?
6/5/2017 / 11/4/2022 Melonie Brown
3. Date Filled: 4. Previous Incumbent: YES[] NO X
10/16/2022 Daniel Gdula If YES, indicate Underfill Title in box 10.

5. Department: Bureau: Administration Unit:
POLICE DEPARTMENT Division: IT Division Section:
6. Work Location: Information Systems Telep!'lone: K¥olk §chedule: .

Email: Hours: Days:

8. FLSA Status (check one):

7. Represented by a

Union? [ ] Yes [X]No | Ifin District Council 48, which local? X Exempt [ ] Non-Exempt

Bargaining Unit:

10. | Official Title: = Data Communications Specialist

Pay Range Job Code EEO Code
2HX 4750

Underfill Title (if applicable):

Requested Title (if applicable): | Application Support Analyst
Recommended Title (DER Use Only): ﬁ\;)'proved
Date:

11. BASIC FUNCTION OF POSITION:

The Application Support Analyst’s role is to deliver support to end users in the organization for various types of software
programs efficiently and effectively in fulfilling business objectives. This includes troubleshooting applications and
software for all internal customers, such as District Operations, HR, Investigative Units, Finance Department, and other
business units. The Application Support Analyst is also responsible for assisting in the design, delivery, and
improvement of in-house software applications programs. The Application Support Analyst reviews, analyzes, and
modifies programming systems including encoding, testing, and debugging to support an organization's application
systems. The Application Support Analyst consults with users to identify current operating procedures and to clarify
program objectives. This position is expected to write documentation to describe program development, logic, coding,
and corrections. Other responsibilities include writing manuals for Information Technology Division personnel to describe
installation and operating procedures. Must have a working knowledge of relational databases and client-server

concepts.

12. DESCRIPTION OF JOB (Check if description applies to Official Title [X] or Underfill Title []):

A. ESSENTIAL FUNCTIONS/Duties and Responsibilities: (Refer to the “Guidelines for Preparing Job
Descriptions” for instructions on determining Essential Functions.)

% of Time

ESSENTIAL FUNCTION

100%

Strategy & Planning

e Regular and consistent attendance.

¢ Create and deploy feedback mechanisms for end users. Analyze results, make recommendations for
support process improvement, and implement changes.

» Evaluate documented resolutions and analyze trends for ways to prevent repeated future problems.

Acquisition & Deployment
o Conduct research into software application products and services in support of development and

purchasing efforts.
¢ Provide support for the testing of new and existing software applications under development or

consideration for purchase. - -

Operational Management
¢ Field incoming problem tickets from end users to resolve or assist in resolving application and software

issues within servers, databases, and other mission-critical systems.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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% of Time

ESSENTIAL FUNCTION

Document all pertinent end user identification information, including name, department, contact information,
and nature of problem or issue.

Prioritize, schedule, and administer all instances where enhancements and defect resolution are required.
Perform hands-on fixes including installing and upgrading software, installing hardware, implementing file
backups, and configuring systems and applications.

Record, track, and document the problem-solving process, including all successful and unsuccessful
decisions made, and actions taken, through to final resolution.

Communicate application problems and issues to key stakeholders, including management, development
teams, end users, and unit leaders.

Test fixes and perform post-resolution follow-ups to ensure problems have been adequately resolved.
Maintain and enhance performance of all new and existing software and applications across the
organization.

Identify and learn appropriate software applications used and supported by the organization.

Participate in the design, development, and delivery of software applications training programs with the
Training Academy and individual classes.

Post software updates, drivers, knowledge bases, and frequently asked questions resources on company
intranet to assist in problem resolution.

Perform preventative maintenance, including the installation of service packs, patches, hot fixes, anti-virus
software, and so on.

Apply diagnostic utilities to aid in troubleshooting.

Manage and/or provide guidance to junior members of the team.

Ensure the performance of daily health checks of the applications, reports, and scripts.

B. PERIPHERAL DUTIES:

% of Time

PERIPHERAL DUTY

C. NAME AND TITLE OF IMMEDIATE SUPERVISOR:

Data Services Manager.

D. SUPERVISION RECEIVED: (Describe the extent to which work assignments and methods are outlined,
reviewed, and approved by this position’s supervisor.)

Assignment

s received from Data Services Manager.

E. SUPERVISION EXERCISED:
Total number of employees for whom responsible, either directly or indirectly = None.

Direct Supervision: List the number and titles of personnel directly supervised. Specify the kind and extent

of supervision exercised by indicating one or more of the following:

Supervised

a. Assign duties e. Sign or approve work

b. Outline methods f.  Make hiring recommendations

c. Direct work in progress g. Prepare performance appraisals

d. Check or inspect completed work h. Take disciplinary action or effectively recommend such
Number Extent of Supervision Exercised

Job Title (Select those that apply from list above, a - h)

F. MINIMIMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to enter the

job.)

i. Education and Experience:

o College diploma or university degree in the field of computer science, information systems, and/or
3 years equivalent work experience.

¢ Minimum three year of professional systems analysis experience preferably involving enterprise
application support and/or development.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not infended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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iv.

Knowledge, Skills and Abilities:

¢ In-depth, hands-on knowledge of and experience with enterprise and desktop applications,
including Records Management System (RMS), Computer Aided Dispatch (CAD), and Microsoft
Office.
Proven experience with troubleshooting principles, methodologies, and issue resolution techniques.
Broad knowledge of programming languages and techniques, including Visual Basic and C/C++.
Database fundamentals including SQL and working with large sets of data.
Front end scripting capabilities preferred (Velocity, JavaScript, or JSP).
Use of HTML and Cascading Style Sheets.
Working knowledge of Java application servers like WebSphere or Tomcat.
Database query experience with SQL Server.
Able to develop and interpret technical documentation for training and end user procedures.
Knowledge of trends in technology relating to software applications.
Ensure that all trouble tickets are created and maintained throughout the problem resolution
process.
¢ Good understanding of the organization’s goals and objectives.

Certifications, Licenses, Registrations:

Valid Wisconsin's driver’s license.

Other Requirements:

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act of 1993 requires job descriptions to provide detailed information regarding the
physical demands required to perform the essential functions of a job; the conditions under which the job is
performed; and the tools and equipment the employee will be required to use on the job. Reasonable
accommodations may be made to enable qualified individuals to perform the essential duties and responsibilities
of the job for each of the categories listed below.

G. PHYSICAL ACTIVITY OF THE POSITION: (List the physical activities that are representative of those that
must be met to successfully perform the essential functions of the job).

CHECK ALL THAT APPLY:

L

Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, and the like; using feet and
legs and/or hands and arms. Body agility is emphasized. Check only if the amount and kind of climbing
required exceeds that required for ordinary locomotion.

Balancing: Maintaining body equilibrium to prevent failing when walking, standing or crouching on narrow,
slippery or erratically moving surfaces. Check only if the amount and kind of balancing exceeds that
needed for ordinary locomotion and maintenance of body equilibrium.

Stooping: Bending body downward and forward by bending spine at the waist. Check only if it occurs to a
considerable degree and requires full use of the lower extremities and back muscles.

Kneeling: Bending legs at knee to come to a rest on knee or knees.

Crouching: Bending the body downward and forward by bending leg and spine.

Crawling: Moving about on hands and knees or hands and feet.

' Reaching: Extending Hand(s) and arm(s) in any direction.

Standing: Particularly for sustained periods of time.

Walking: Moving about on foot to accomplish tasks, particularly for long distances.

Pushing: Using upper extremities to exert force in order to draw, press against something with steady
force in order to thrust forward, downward or outward.

Pulling: Using upper extremities to exert force in order to draw, drag, haul or tug objects in a sustained
motion.

0 X OONKKIKE O

Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-
position. Check only if it occurs to a considerable degree and requires substantial use of the upper
extremities and back muscles.

Fingering: Picking, pinching, typing or otherwise working primarily with fingers rather than with the whole
hand or arm, as in handling.

X

Grasping: Applying pressure to an object with fingers and palm.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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Feeling: Perceiving attributes of objects such as size, shape, temperature or texture by touching with the
skin, particularly that of the fingertips. - - B
Talking: Expressing or exchanging ideas by means of the spoken word. Those activities which demand
detailed or important instructions spoken to other workers accurately, loudly or quickly. I
Hearing: Perceiving the nature of sounds with no less than a 40 db loss. Ability to receive oral
communication and make fine discriminations in sound. _J
Repetitive Motions: Substantial movements (motions) of the wrist, hands, and/or fingers.

XU O X O

Driving: Minimum standards required by State Law (including license).

H. PHYSICAL REQUIREMENTS OF THE POSITION: (List the physical requirements that are essential
functions of the job.)

CHECK ONE:

]| Sedentary Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting
most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other
sedentary criteria are met.

Light Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force constantly to
move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for sedentary
work and the worker sits most of the time, the job is rated for Light Work.

and/or up to 10 pounds of force constantly to move objects.

Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently,

X

]| Medium Work: Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently,
L] ;

and/or up to 20 pounds of force constantly to move objects.

]| Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of
force frequently, and/or in excess of 20 pounds of force constantly to move objects.

I.  VISUAL ACUITY REQUIREMENTS: (List the visual acuity requirements that are essential functions of the
' job.)

CHECK ONE:

[ ]| Operators (Electronic Equipment), Inspection, Close Assembly, Clerical, Administrative:

This is a minimum standard for use with those whose job requires work done at close visual range (i.e. preparing
and analyzing data and figures, accounting, transcription, computer terminal, extensive reading, visual inspection
involving small parts, operation of machines, using measurement devises, assembly or fabrication of parts).

[X]| Machine Operators, Mechanics, Skilled Tradespeople: This is a minimum standard for use with those whose
work deals with machines where the seeing job is at or within arm’s reach. This also includes mechanics and
skilled tradespeople and those who do work of a non-repetitive nature such as carpenters, technicians, service
people, plumbers, painters, mechanics, etc. (If the machine operator also inspects, check the "Operators” box.)
[_]| Mobile Equipment Operators: This is a minimum standard for use with those who operate cars, trucks, forklifts,

cranes, and high lift equipment.

{_]| Other: This is a minimum standard based on the criteria of accuracy and neatness of work for janitors, sweepers,
etc.

J. THE CONDITIONS THE WORKER WILL BE SUBJECT TO IN THIS POSITION:
List the environmental/working conditions to which the employee may be exposed while performing the
essential functions of the job. Include scheduling considerations such as on-call for emergencies, rotating
shift, etc. Approximate Percentage of time performing field work: 10%

CHECK ALL THAT APPLY:

None: The worker is not substantially exposed to adverse environmental conditions (such as typical office or
administrative work).

The worker is subject to inside environmental conditions: Protection from weather conditions but not
necessarily from temperature changes (i.e. warehouses, covered loading docks, garages, etc.)

The worker is subject to outside environmental conditions: No effective protection from weather.

The worker is subject to extreme cold: Temperatures below 32 degrees for period of more than one haour.

The worker is subject to extreme heat: Temperatures above 100 degrees for periods of more than one haour.

The worker is subject to noise: There is sufficient noise to cause the worker to shout in order to be heard above
the surrounding noise level.

The worker is subject to vibration: Exposure to oscillating movements of the extremities or whole body.

D0obodo|x

The worker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving
mechanical parts, electrical current, working on scaffolding and high places or exposure to chemicals.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended fo be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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The worker is subject to atmospheric conditions: One or more of the following conditions that affect the
respiratory system or the skin: Fumes, odors, dust, mists, gases or poor ventilation.
The worker is subject to oil: There is air and/or skin exposure to oils and other cutting fluids.

The worker is required to wear a respirator.

LI O

K. MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC. USED BY POSITION:
List equipment needed to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the essential

functions.)

CHECK ALL THAT APPLY:
Camera and photographic equipment ] Office Equipment (desk, chair, telephone, etc.)
[ ] Cleaning supplies [X] Office supplies (pens, staplers, pencils, etc.)
[]

[ ] Commercial vehicle Packing materials (boxes, shrink wrap, etc.)
[X] Data processing equipment [>J PC equipment (monitor, keyboard, printer, etc.)
<] Handcart X PC software

|_| Hand tools (please list):
Office Machines (check all that apply): [<] Copier [] Facsimile [J Calculator [ ] Cash register

Other (please list): radio, belt

e

L4

L

L. SUPPLEMENTARY INFORMATION: (Indicate any other information which further explains the importance,
difficulty, or uniqueness of the position, such as its scope of responsibility related to finances, equipment,
people, information, etc. Also indicate success factors such a personal characteristics that contribute to an
individual's ability to perform well in the job, and any other special considerations.)

Highly self-motivated and directed.

Ability to absorb new ideas and concepts quickly.

Good analytical and problem-solving abilities.

Ability to effectively prioritize and execute tasks in a high-pressure environment.

Ability to conduct research into software development and delivery concepts, as well as technical
application issues.

Ability to present ideas in business-friendly and user-friendly language.

Very strong customer service orientation.

Excellent written, oral, interpersonal, and presentational skills.

Excellent documentation skills.

Flexibility to work in and environment that includes possibility of short-notice assignments.

Experience working in a team-oriented, collaborative environment.

Ability and willingness to work weekends and/or holidays if needed.

Ability and willingness to be “on-call” after-hours. Member will be assigned pre-scheduled, rotational after-
hours “on-call” duties to handle after-hour urgent and emergency support situations (on-call duties shared
amongst 8 members in the work group).

Ability to work successfully with vendors.

Occasional travel between training locations required.

Sitting for extended periods of time.

Dexterity of hands and fingers to operate a computer keyboard, mouse, power tools, and to handle other
computer components.

e Lifting and transporting of moderately heavy objects, such as computers and peripherals.

believe that the statements made above in describing this job are complete and
accurate.

=

Signature of Department Head or Designated Representative

The above statements are intended fo summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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City of Milwaukee
G525, Rev. 12/09 JOB DESCRIPTION FOR DER USE ONLY
Vacancy No.
City Service Finance
Instructions: Complete all sections. Refer to the Guidelines for Preparing Job Commission: Committee:
Descriptions for instructions on completing specific items. Fire & Police Common
Commission: Council:

1. Date Prepared/ Revised: | 2. Present Incumbent: Is incumbent underfilling position?

1/17/15/ 11/4/2022 Catherine Vomberg
3. Date Filled: 4. Previous Incumbent: YES[] NOD
7/28/2019 Carol Sorenson If YES, indicate Underfill Title in box 10.
5. Department: Bureau: Administration Unit:
POLICE DEPARTMENT Division: IT Division Section:
N . Telephone: Work Schedule:
6. Work Location: Information Systems Email: Hours: 8 Days: 5
7. Represented by a Bargaining Unit: 8. FLSA Status (check one):
Union? []Yes [X No | Ifin District Council 48, which local? [ ] Exempt [X] Non-Exempt

Pay Range Job Code EEO Code

10. | Official Title: Data Services Manager
16X 5121

Underfill Title (if applicable):
Requested Title (if applicable): | Functional Applications Manager 11X 5121

Recommended Title (DER Use Only): g\sﬁpm"ed

Date:

11. BASIC FUNCTION OF POSITION:

The Functional Applications Manager's role is to supervise and maintain the organization’s repository of software
applications through best practices and the appropriate staffing and management of a technical team. The Functional
Applications Manager is also responsible for planning and coordinating the processes required for the provision of user
applications and systems necessary for business operations. This individual will apply proven communication and
problem-solving skills to guide and assist the user group on issues related to the design, development, and deployment

of mission-critical information and software systems.
12. DESCRIPTION OF JOB (Check if description applies to Official Title [X] or Underfill Title [ ]):

A. ESSENTIAL FUNCTIONS/Duties and Responsibilities: (Refer to the “Guidelines for Preparing Job

Descriptions” for instructions on determining Essential Functions.)
% of Time ESSENTIAL FUNCTION

100% e Regular and consistent attendance.

Strategy & Planning
e Ensure that applications meet business requirements and systems goals, fulfill end-user requirements, and

identify and resolve systems issues.

o Review and analyze existing applications effectiveness and efficiency, and then develop strategies for
improving or leveraging these systems.

¢ Cultivate and disseminate knowledge of application-usage best practices.

¢ Project management as it relates to new and/or updates of software: develop plans, securing employees,
contractors, and/or vendors with the necessary technical skills, assigning duties, coordinating tasks, and
ensuring the projects timely completion.

¢ Handle escalated issues and concems that relate to business applications that the Desktop Support Team
are unable to resolve.

« Perform various administrative duties, including various personnel-related functions such as staff
management, performance reviews, staff scheduling, etc.

¢ Provide project status reporting to the Police Information Systems Director and complete detailed task-level
project plans for medium to large projects.

Acquisition & Development

¢ Research and make recommendations on software products and services in support of procurement and

development efforts. o

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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% of Time

ESSENTIAL FUNCTION

Evaluate the work performed by Desktop Support Team for the configuration, and deployment of new
applications, systems software, products, and/or enhancements to existing applications throughout the
enterprise.

Collaborate with analysts, designers, and system owners in the testing of new software programs and
applications.

Analyze documentation and technical specifications of any new application under deployment or
consideration to determine its intended functionality.

Ensure that any new software integration into company systems meets functional requirements, system
compliance, and interface specifications.

Design and develop the installation process for application enhancements and upgrades while working with
Desktop Support.

Coordinate feasibility studies for software and system products under consideration for purchase, and give
advice based on findings.

Contribute to pre-testing phase of development by evaluating proposals in order to identify potential
problem areas, and make the appropriate recommendations.

Negotiate contracts with software and service providers.

Liaise with company’s software suppliers for prompt rectification of any problems or emergencies.

¢ Managing and implementing the processes for various data extractions and report development.

Operational Management
¢ Manage and provide direction for the application team in support of business operations.

Liaise with network administrators and software engineers to assist with quality assurance, program logic,
and data processing.

Compile and maintain inventory of company software and systems assets and their corresponding
contracts/agreements.

Develop, distribute, and coordinate in-depth end-user reviews for modified and new systems or applications.

B. PERIPHERAL DUTIES:

% of Time

PERIPHERAL DUTY

o Performs other duties as assigned.

C. NAME AND TITLE OF IMMEDIATE SUPERVISOR:

Police Information Systems Director.

D. SUPERVISION RECEIVED: (Describe the extent to which work assignments and methods are outlined,
reviewed, and approved by this position’s supervisor.)

Assignments received from Police Information Systems Director.

E. SUPERVISION EXERCISED:
Total number of employees for whom responsible, either directly or indirectly = 3.

Direct Supervision: List the number and titles of personnel directly supervised. Specify the kind and extent

of supervision exercised by indicating one or more of the following:

a. Assign duties e. Sign or approve work
b. Outline methods f.  Make hiring recommendations
c. Direct work in progress g. Prepare performance appraisals
d. Check or inspect completed work h. Take disciplinary action or effectively recommend such
Number Extent of Supervision Exercised
Supervised Job Title (Select those that apply from list above, a - h)
1 Database Analyst a-h
1 Data Communications Specialist a-h
1 Programmer Analyst a-h

F. MINIMIMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to enter the

job.)

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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i. Education and Experience:
e Four-year college diploma or university degree in computer systems design or computer science,
and/or § years equivalent work experience.
¢ Minimum five years of professional systems analysis experience preferably involving application
software development, with a minimum of two years in a managerial role.
e Experience with SQL servers, SSRS, and SSMS.

i. Knowleddge, Skills and Abilities:

¢ 5 years direct experience managing applications and/or systems management.

¢ Proven experience in overseeing the direction, development, and implementation of software
solutions.

¢ Direct, hands-on experience with automated software management tools.

¢ Strong knowledge of system and software quality assurance best practices and methodologies.

¢ Extensive experience with core software applications, including CAD (Computer Aided Dispatch),
RMS (Records Management System), JMS (Jail Management System), Property Management
Software, AIM (Administrative Management Investigation), Intellinetics — Document Management
Software, and SharePoint — Content Management System.

e Technically fluent in programming languages, including Visual Basic and C/C++.

o Working knowledge of network and PC operating systems, including Windows desktop and Server.

o Working knowledge of current network hardware, protocols, and standards, including TCP, HTTP,
HTTPs, SFTP, SSL, and Internet Protocol Suite (TCP/IP).

¢ Good project management skills and/or substantial exposure to project-based work structures.

¢ Excellent understanding of organization’s goals and objectives.

o Knowledge of applicable data privacy practices and laws.

iii. Certifications, Licenses, Registrations:

Valid Wisconsin's driver’s license.

iv. Other Requirements:

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act of 1993 requires job descriptions to provide detailed information regarding the
physical demands required to perform the essential functions of a job; the conditions under which the job is
performed; and the tools and equipment the employee will be required to use on the job. Reasonable
accommodations may be made to enable qualified individuals to perform the essential duties and responsibilities

of the job for each of the categories listed below.

G. PHYSICAL ACTIVITY OF THE POSITION: (List the physical activities that are representative of those that
must be met to successfully perform the essential functions of the job).

CHECK ALL THAT APPLY:

Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, and the like; using feet and
legs and/or hands and arms. Body agility is emphasized. Check only if the amount and kind of climbing
required exceeds that required for ordinary locomotion.

Balancing: Maintaining body equilibrium to prevent failing when walking, standing or crouching on narrow,
slippery or erratically moving surfaces. Check only if the amount and kind of balancing exceeds that
needed for ordinary locomotion and maintenance of body equilibrium.

Stooping: Bending body downward and forward by bending spine at the waist. Check only if it occurs to a
considerable degree and requires full use of the lower extremities and back muscles.

Kneeling: Bending legs at knee to come to a rest on knee or knees.
Crouching: Bending the body downward and forward by bending leg and spine.

Crawling: Moving about on hands and knees or hands and feet.

Reaching: Extending Hand(s) and arm(s) in any direction.

Stancliﬂg:v Ear_ticulfa_rly for sustained periods ott_irp_e. -
Walking: Moving about on foot to accomplish tasks, particularly for long distances.

NXOXKXNM X O

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.

Page 3 of 6, CS-25, Job Description



X

Pushing: Using upper extremities to exert force in order to draw, press against something with steady
force in order to thrust forward, downward or outward.

Pulling: Using upper extremities to exert force in order to draw, drag, haul or tug objects in a sustained
motion.

X X

Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-
position. Check only if it occurs to a considerable degree and requires substantial use of the upper
extremities and back muscles.

Fingering: Picking, pinching, typing or otherwise working primarily with fingers rather than with the whole
hand or arm, as in handling.

Grasping: Applying pressure to an object with fingers and palm.

Feeling: Perceiving attributes of objects such as size, shape, temperature or texture by touching with the
skin, particularly that of the fingertips.

Talking: Expressing or exchanging ideas by means of the spoken word. Those activities which demand
detailed or important instructions spoken to other workers accurately, loudly or quickly.

Hearing: Perceiving the nature of sounds with no less than a 40 db loss. Ability to receive oral
communication and make fine discriminations in sound.

Repetitive Motions: Substantial movements (motions) of the wrist, hands, and/or fingers.

N X X X< =

Driving: Minimum standards required by State Law (including license).

H. PHYSICAL REQUIREMENTS OF THE POSITION: (List the physical requirements that are essential
functions of the job.)

CHECK ONE:

L]

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting
most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other
sedentary criteria are met.

Light Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force constantly to
move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for sedentary
work and the worker sits most of the time, the job is rated for Light Work.

Medium Work: Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently,
and/or up to 10 pounds of force constantly to move objects.

Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently,

and/or up to 20 pounds of force constantly to move objects.

OO0 K

Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of
force frequently, and/or in excess of 20 pounds of force constantly to move objects.

.  VISUAL ACUITY REQUIREMENTS: (List the visual acuity requirements that are essential functions of the

job.)

CHECK ONE:

L]

Operators (Electronic Equipment), Inspection, Close Assembly, Clerical, Administrative:

This is a minimum standard for use with those whose job requires work done at close visual range (i.e. preparing
and analyzing data and figures, accounting, transcription, computer terminal, extensive reading, visual inspection
involving small parts, operation of machines, using measurement devises, assembly or fabrication of parts).

X

Machine Operators, Mechanics, Skilled Tradespeople: This is a minimum standard for use with those whose
work deals with machines where the seeing job is at or within arm’s reach. This also includes mechanics and
skilled tradespeople and those who do work of a non-repetitive nature such as carpenters, technicians, service
people, plumbers, painters, mechanics, etc. (If the machine operator also inspects, check the "Operators” box.)

L]

Mobile Equipment Operators: This is a minimum standard for use with those who operate cars, trucks, forklifts,
cranes, and high lift equipment.

L

Other: This is a minimum standard based on the criteria of accuracy and neatness of work for janitors, sweepers,
etc.

J. THE CONDITIONS THE WORKER WILL BE SUBJECT TO IN THIS POSITION:
List the environmental/working conditions to which the employee may be exposed while performing the
essential functions of the job. Include scheduling considerations such as on-call for emergencies, rotating
shift, etc. Approximate Percentage of time performing field work: 10%

CHECK ALL THAT APPLY:

O

None: The worker is not substantially exposed to adverse environmental conditions (such as typical office or
administrative work).

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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The worker is subject to inside environmental conditions: Protection from weather conditions but not
necessarily from temperature changes (i.e. warehouses, covered loading docks, garages, etc.)

The worker is subject to outside environmental conditions: No effective protection from weather.

The worker is subject to extreme cold: Temperatures below 32 degrees for period of more than one hour.

The worker is subject to extreme heat: Temperatures above 100 degrees for periods of more than one hour.
The worker is subject to noise: There is sufficient noise to cause the worker to shout in order to be heard above

the surrounding noise level. _ _
The worker is subject to vibration: Exposure to oscillating movements of the extremities or whole body.

The worker is subject to hazards: Inciudes a variely of physical conditions, such as proximily to moving
mechanical parts, electrical current, working on scaffolding and high places or exposure to chemicals.

The worker is subject to atmospheric conditions: One or more of the following conditions that affect the
respiratory system or the skin: Fumes, odors, dust, mists, gases or poor ventilation.

The worker is subject to oil: There is air and/or skin exposure to oils and other culting fluids.

“The worker is required to wear a respirator.

D:'EJD OO0 000400

K. MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC. USED BY POSITION:
List equipment needed to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the essential

functions.)
CHECK ALL THAT APPLY:
Camera and photographic equipment [] Office Equipment (desk, chair, telephone, etc.)
Z Cleaning supplies [<] Office supplies (pens, staplers, pencils, etc.)
|_| Commercial vehicle <] Packing materials (boxes, shrink wrap, etc.)
] Data processing equipment <] PC equipment (monitor, keyboard, printer, etc.)
] Handcart ] PC software
| | Hand tools (please list):
Office Machines (check all that apply): <] Copier [ Facsimile ] Calculator [ ] Cash register
|_| Other (please list):

L. SUPPLEMENTARY INFORMATION: (Indicate any other information which further explains the importance,
difficulty, or uniqueness of the position, such as its scope of responsibility related to finances, equipment,
people, information, etc. Also indicate success factors such a personal characteristics that contribute to an
individual's ability to perform well in the job, and any other special considerations.)

o Excellent written and oral communication skills.

¢ Excellent listening and interpersonal skills.

o Strong customer-service orientation.

¢ Ability to communicate ideas in both technical and user-friendly language.

e Ability to conduct research into application issues and products.

» Highly self-motivated and directed.

¢ Keen attention to detail.

o Ability to effectively prioritize and execute tasks in a high-pressure environment.

e Experience working in a team-oriented, collaborative environment.

¢ Occasional evening and weekend work to meet deadlines.

¢ Sitting for extended periods of time.

¢ Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer
components.

¢ Lifting and transporting of moderately heavy objects, such as computers and peripherals.

¢ Physically able to participate in training sessions, presentations, and meetings.

e Some travel may be required for the purpose of offsite software and system applications management.

M. | believe that the statements made above in describing this job are complete and
accurate.

The above statements are infended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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Signature of Department Head or Designated Representative

The above statements are intended fo summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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City of Milwaukee
= JOB DESCRIPTION FOR DER USE ONLY
Vacancy No.
City Service Finance
Instructions: Complete all sections. Refer to the Guidelines for Preparing Job Commission: Committee:
Descriptions for instructions on completing specific items. Fire & Police Common
Commission: Council:
1. Date Prepared/ Revised: | 2. Present Incumbent: Is incumbent underfilling position?
6/27/02 ]/ 11/4/2022 Various
3. Date Filled: 4. Previous Incumbent: YES[] NO X
If YES, indicate Undeffill Title in box 10.
5. Department: Milwaukee Police Dept. Bureau: Unit:
Division: IT Division Section: Radio Communications Section
6. Work Location: 4733 W. Viiet St. ASiephones JSSHaTs gl _
Email: Hours: 8am-4pm / Days: 5
7. Represented by a 8. Bargaining Unit: Non-Mgmt/Non-Rep 9. FLSA Status (check one):
Union? []Yes [X No | Ifin District Council 48, which local? []Exempt [X] Non-Exempt
10. | Official Title: Pay Range Job Code | EEO Code
Electronic Technician 3MN 0842PD
Underfill Title (if applicable):
Requested Title (if applicable):

Recommended Title (DER Use Only): Approved by:

Date:

11. BASIC FUNCTION OF POSITION:

The Electronic Technician installs, repairs, and maintains a wide range of fixed-site and mobile radio communications
equipment used by the Milwaukee Police Department (MPD) and other City departments.

12. DESCRIPTION OF JOB (Check if description applies to Official Title [X] or Underfill Title [ ]):

A. ESSENTIAL FUNCTIONS/Duties and Responsibilities: (Refer to the “Guidelines for Preparing Job

__Descriptions” for instructions on determining Essential Functions.)

% of Time ESSENTIAL FUNCTION

100% ¢ Regular and consistent attendance.

« |Install, repair and maintain fixed site radio communication equipment, for both OpenSky and APCO Project
25 (P25), such as GPS systems, base stations, voting receiver systems, IP dispatch consoles, control
stations, power distribution systems, T1 shelves, T1-over-IP, fiber optics, routers, Ethernet wireless
bridges, point-to-point microwave systems, channel banks, generators, wireless and wireline backhaul
equipment, antennas, auxiliary receivers, combiners, multicouplers, and amplifiers.

o |nstall, repair and maintain OpenSky and P25 mobile radio communication equipment such as portable
radios, mobile radios, control stations, consoles, speed measuring radars, radar speed trailers, lasers,
chargers, and microphones.

o Ensure that all equipment is maintained to Federal Communications Commission {FCC) rules and
standards using specialized equipment such as Spectrum Analyzers and Service Monitors.

¢ Develop, construct, repair, maintain, and install specialized or custom electronic systems using specialized

techniques such as advanced soldering.
¢ Maintain communication with external agencies by use of the Inter-RF Subsystem Interface (ISSI).

e Maintain and troubleshoot communications with all local, county, state, federal, tribal, and military partners.

Provide equipment and services (using the FEMA Incident Command System [ICS]) to facilitate
communication at Special Events and dignitary visits.

Pickup and deliver job-related equipment using City vehicles.
Maintain communications facilities to ensure that they are clean and orderly.

Perform other duties as assigned.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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B. PERIPHERAL DUTIES: -

% of Time

PERIPHERAL DUTY

C. NAME AND TITLE OF IMMEDIATE SUPERVISOR:

Electronic Technician Supervisor.

D. SUPERVISION RECEIVED: (Describe the extent to which work assignments and methods are outlined,
reviewed, and approved by this position’s supervisor.)

This position will receive general direction, and will perform most of the assigned duties with limited
supervision.

E. SUPERVISION EXERCISED:
Total number of employees for whom responsible, either directly or indirectly = 0.

Direct Supervision: List the number and titles of personnel directly supervised. Specify the kind and extent

of supervision exercised by indicating one or more of the following:

a. Assign duties e. Sign or approve work

b. Outline methods f. Make hiring recommendations

c. Direct work in progress g. Prepare performance appraisals

d. Check or inspect completed work h. Take disciplinary action or effectively recommend such

Number Extent of Supervision Exercised
Supervised Job Title (Select those that apply from list above, a - h)

F. MINIMIMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to enter the

job.)

i. Education and Experience:

Associate’s degree in electronic technology, IT networking, or a closely related field from an
accredited college or university.

Three years of recent experience installing, repairing, and maintaining two-way radio
communications equipment and working with IP networks, including T1 shelves, fiber optics and
routers, Ethernet wireless bridges, point-to-point microwave systems, and channel banks.

Valid Wisconsin Driver’s License at the time of appointment and throughout employment.

ii. Desirable Qualifications

Previous experience repairing portable hand-held and mobile two-way public safety radios.
Knowiedge of Project 25, TDMA, encryption, conventional, simuicast, and trunking technologies.
Cisco Network Certifications and/or Cisco-based IP network, routing, and configuration experience.
Windows Server, VMware, Red Hat Enterprise operating systems experience.

Experience with tower and antenna systems testing and diagnosis

Experience with Surface Mount Technology (SMT).

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not infended fo be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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iii. Knowledge, Skills and Abilities:

¢ Knowledge and understanding of electrical, electronic, and communications theory.

¢ Knowledge and understanding of Federal Communications Commission (FCC) rules and standards.
Analytical and problem-solving skills to be able to diagnose and resolve technical problems occurring
on mobile and fixed radio equipment.
Ability to use technical equipment used in the diagnosis and resolution of electrical equipment failure.
Soldering skills to be able to build, alter, and fix electronics.
Knowledge of mathematics and basic algebra to figure basic calculations used in electronics.
Computer and networking skills, including knowledge of job-specific and standard software programs.
Ability to read and follow schematics, blueprints, and wiring diagrams.
Ability to read and understand job-related documents such as policies, procedures, and manuals.
Oral communication skills to be able to clearly explain technical information to staff.
Written communication skills to effectively document work completed and respond to messages.
Interpersonal and customer service skills, including the ability to relate well to sworn and civilian staff,
vendors, and customers.
Ability to work cooperatively and fairly with coworkers and patrons whose backgrounds may differ
from one’s own.
Ability to work well both independently and as a contributing team member.
Ability to plan, organize, and prioritize workioad in order to meet deadlines.
Ability to maintain facilities to ensure that they are clean and orderly.
Honesty, integrity, and the ability to safeguard City equipment.

iv. Certifications, Licenses, Registrations:
ICS-100, ICS-200.

v. Other Requirements:
Valid Wisconsin Driver's License at time of employment

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act (ADA) of 1990, as amended by the Americans with Disabilities Act Amendments

Act (ADAAA) of 2008 requires job descriptions to provide detailed information regarding the physical demands
required to perform the essential functions of a job; the conditions under which the job is performed; and the tools
and equipment the employee will be required to use on the job. Reasonable accommodations may be made to
enable qualified individuals to perform the essential duties and responsibilities of the job for each of the categories

listed below.

G. PHYSICAL ACTIVITY OF THE POSITION: (List the physical activities that are representative of those that
must be met to successfully perform the essential functions of the job).

CHECK ALL THAT APPLY:

X] | Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, and the like; using feet and
legs and/or hands and arms. Body agility is emphasized. Check only if the amount and kind of climbing

required exceeds that required for ordinary locomotion.

Balancing: Maintaining body equilibrium to prevent falling when walking, standing or crouching on narrow,
slippery or erratically moving surfaces. Check only if the amount and kind of balancing exceeds that
needed for ordinary locomotion and maintenance of body equilibrium.

Stooping: Bending body downward and forward by bending spine at the waist. Check only if it occurs to a
considerable degree and requires full use of the lower extremities and back muscles.

Kneeling: Bending legs at knee to come to a rest on knee or knees.

Crouching: Bending the body downward and forward by bending leg and spine.

Crawling: Moving about on hands and knees or hands and feet.

Reaching: Extending Hand(s) and arm(s) in any dlrectlon

Standing: Particularly for sustained periods of time.

Walking: Moving about on foot to accomplish tasks, particularly for long distances.

Pushmg Using upper extremities to exert force in order to draw, press against something with steady
force in order to thrust forward, downward or outward.

KENRNNR X

Pulling: Using upper extremities to exert force in order to draw, drag, haul or tug objects in a sustained

Y

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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motion.

Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-
position. Check only if it occurs to a considerable degree and requires substantial use of the upper
extremities and back muscles.

[X] | Fingering: Picking, pinching, typing or otherwise working primarily with fingers rather than with the whole
hand or arm, as in handling.

[ ] | Grasping: Applying pressure to an object with fingers and paim.

[ ] | Feeling: Perceiving attributes of objects such as size, shape, temperature or texture by touching with the
skin, particularly that of the fingertips.

Xl | Talking: Expressing or exchanging ideas by means of the spoken word. Those activities which demand
detailed or important instructions spoken to other workers accurately, loudly or quickly.

] | Hearing: Perceiving the nature of sounds with no less than a 40 db loss. Ability to receive oral
communication and make fine discriminations in sound.

[] | Repetitive Motions: Substantial movements (motions) of the wrist, hands, and/or fingers.

X | Driving: Minimum standards required by State Law (including license).

H. PHYSICAL REQUIREMENTS OF THE POSITION: (List the physical requirements that are essential
functions of the job.)

CHECK ONE:

[]| Sedentary Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting
most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other
sedentary criteria are met.

[ ]| Light Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force constantly to
move objects. [f the use of arm and/or leg controls requires exertion of forces greater than that for sedentary
work and the worker sits most of the time, the job is rated for Light Work.

[]| Medium Work: Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently,
X

and/or up to 10 pounds of force constantly to move objects. _
Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently,
and/or up to 20 pounds of force constantly to move objects.

[ ]| Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of
force frequently, and/or in excess of 20 pounds of force constantly to move objects.

.  VISUAL ACUITY REQUIREMENTS: (List the visual acuity requirements that are essential functions of the
job.)

CHECK ONE:

[X]| Operators (Electronic Equipment), Inspection, Close Assembly, Clerical, Administrative:

This is a minimum standard for use with those whose job requires work done at close visual range (i.e. preparing
and analyzing data and figures, accounting, transcription, computer terminal, extensive reading, visual inspection
involving small parts, operation of machines, using measurement devices, assembly or fabrication of parts).

[]] Machine Operators, Mechanics, Skilled Tradespeople: This is a minimum standard for use with those whose
work deals with machines where the seeing job is at or within arm’s reach. This also includes mechanics and
skilled tradespeople and those who do work of a non-repetitive nature such as carpenters, technicians, service
people, plumbers, painters, mechanics, etc. (If the machine operator also inspects, check the “Operators” box.)

[ ]| Mobile Equipment Operators: This is a minimum standard for use with those who operate cars, trucks, forklifts,
cranes, and high lift equipment.

[]| Other: This is a minimum standard based on the criteria of accuracy and neatness of work for janitors, sweepers,
etc.

J. THE CONDITIONS THE WORKER WILL BE SUBJECT TO IN THIS POSITION:
List the environmental/working conditions to which the employee may be exposed while performing the
essential functions of the job. Include scheduling considerations such as on-call for emergencies, rotating
shift, etc. Approximate Percentage of time performing field work: %

CHECK ALL THAT APPLY:

E None: The worker is not substantially exposed to adverse environmental conditions (such as typical office or
administrative work).

sq| The worker is subject to inside environmental conditions: Protection from weather condifions but not
<!l necessarily from temperature changes (i.e. warehouses, covered loading docks, garages, etc.)

The worker is subject to outside environmental conditions: No effective protection from weather.
| LS )
The worker is subject to extreme cold: Temperatures below 32 degrees for period of more than one hour.,
P

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not infended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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The worker is subject to extreme heat: Temperatures above 100 degrees for periods of more than one hour.
The worker is subject to noise: There is sufficient noise to cause the worker to shout in order to be heard above

The worker is subject to vibration: Exposure to oscillating movements of the extremities or whole body.
The worker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving

The worker is subject to atmospheric conditions: One or more of the following conditions that affect the
respiratory system or the skin: Fumes, odors, dusl, mists, gases or poor ventilation.
The worker is subject to oil: There is air and/or skin exposure to oils and other cutting fluids.

The worker is required to wear a respirator.

OO0 0lx0O oo

K. MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC. USED BY POSITION:
List equipment needed to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the essential

functions.)

CHECK ALL THAT APPLY:

Camera and photographic equipment Office Equipment (desk, chair, telephone, etc.)

Cleaning supplies Office supplies (pens, staplers, pencils, etc.)

Commercial vehicle Packing materials (boxes, shrink wrap, etc.)

Data processing equipment PC equipment (monitor, keyboard, printer, etc.)

Handcart PC software N
Hand tools (please list):

[ | Office Machines (check all that apply): [ ] Copier [ ] Facsimile [] Calculator []| Cash register |
|| Other (please list):

LI

(I

I

L. SUPPLEMENTARY INFORMATION: (Indicate any other information which further explains the importance,
difficulty, or uniqueness of the position, such as its scope of responsibility related to finances, equipment,
people, information, etc. Also indicate success factors such a personal characteristics that contribute to an
individual’s ability to perform well in the job, and any other special considerations.)

The applicant should be able to recognize the specific colors and color codes associated with electrical
wiring. This position is required to work on step ladders, rooftops, and in confined spaces. Position may
require incumbent to regularly lift objects weighing up to 60 pounds and occasionally to 80 pounds.

M. | believe that the statements made above in describing this job are complete and
accurate.

Signature of Department Head or Designated Representative

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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City of Milwaukee
csyzs, Rev. 11/14 JOB DESCRIPTION FOR DER USE ONLY
Vacancy No.
City Service Finance
Instructions: Complete all sections. Refer to the Guidelines for Preparing Job Commission: Committee:
Descriptions for instructions on completing specific items. Fire & Police Common
Commission: Council:
1. Date Prepared/ Revised: | 2. Present Incumbent: Is incumbent underfilling position?
1/24/03 / 11/4/2022 Vacant
3. Date Filled: 4. Previous Incumbent: YES[] NO [X
Ryan Schilder If YES, indicate Underfill Title in box 10.
5. Department: Police Department Bureau: Administration Unit:
Division: Section: Radio Communications
Work Schedule:
6. Work Location: 4733 W. Viiet Street E:::;?Ihone. 8821 4rS Hours: 8am-4pm / Days: Monday-
) Friday
7. Represented by a 8. Bargaining Unit: 9. FLSA Status (check one):
Union? [] Yes []No [ Ifin District Council 48, which local? X Exempt [ ] Non-Exempt
10. | Official Title: Pay Range Job Code EEO Code
Electronic Technician Supervisor 1DX 4612
Underfill Title (if applicable):
Requested Title (if applicable):

Recommended Title (DER Use Only): Abrioved by:

Date:

11. BASIC FUNCTION OF POSITION:

Provide direct supervision of Electronic Technicians and other personnel assigned to the Radio Communications
Section. Provide supervision over the general operations and personnel to ensure the proper assignment and
scheduling of work projects for the efficient maintenance of electronic and radio equipment of the Milwaukee Police

Department (MPD) and other city departments serviced by MPD.

12. DESCRIPTION OF JOB (Check if description applies to Official Title [X] or Underfill Title [ ]):

A. ESSENTIAL FUNCTIONS/Duties and Responsibilities: (Refer to the “Guidelines for Preparing Job
Descriptions” for instructions on determining Essential Functions.)

% of Time ESSENTIAL FUNCTION

100% ¢ Regular and consistent attendance.
¢ Responsible for the prompt and efficient repair and preventative maintenance of electronic and radio
communications equipment, systems, and assignment of specific work projects to personnel under his/her

supervision.

¢ Responsible for the training (including on the job training) of Electronic Technicians and other assigned
personnel. Responsible for work performance rating reports during the employee’s probationary period
and for the employee evaluations on a semi-annual basis.

¢ Responsible for the direct supervision, discipline, conduct and efficiency of all assigned Electronic
Technicians and other personnel that may be assigned to the Radio Communications Section.

¢ Responsible for maintaining the highest level of maintenance work by technicians to ensure equipment
operational performance is consistent with the manufacturer’'s specifications.

¢ Responsible for assisting in the development, implementation and maintenance of special electronic
circuitry used in radio control and operations of the police radio system and for the radio communications

systems of the City of Milwaukee.

¢ In the absence of the Communications Systems Manager, this position may be authorized to temporarily
assume some, or all, of the manager's duties and responsibilities.

e Responsible to provide liaison between the Radio Communications Section and City of Milwaukee
departments for which services are provided, and for the scheduling of vehicle installation work and other

repair services.

¢ Proactively monitor radio systems and equipment for potential sources of service interruption and take

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended fo be an exhaustive list of all responsibilities, duties, and tasks required of the position.

Page 1 of 5, CS-25, Job Description



% of Time

ESSENTIAL FUNCTION

appropriate corrective actions.

| ® Perform other duties as assigned.

B. PERIPHERAL DUTIES:

% of Time

PERIPHERAL DUTY

C. NAME AND TITLE OF IMMEDIATE SUPERVISOR:

Communications Systems Manager.

D. SUPERVISION RECEIVED: (Describe the extent to which work assignments and methods are outlined,
reviewed, and approved by this position’s supervisor.)

General supervision received from the Communications Systems Manager. Employee is encouraged to use
own judgement and discretion in work methods and duty assignments of personnel.

E. SUPERVISION EXERCISED:
Total number of employees for whom responsible, either directly or indirectly = 9.

Direct Supervision: List the number and titles of personnel directly supervised. Specify the kind and extent

of supervision exercised by indicating one or more of the following:

a. Assign duties e. Sign or approve work

b. Outline methods f. Make hiring recommendations

c. Direct work in progress g. Prepare performance appraisals

d. Check or inspect completed work h. Take disciplinary action or effectively recommend such

Number Extent of Supervision Exercised
Supervised Job Title (Select those that apply from list above, a - h)
9 Electronic Technician a-h

F. MINIMIMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to enter the

job.)

i. Education and Experience:

High School diploma or equivalent required. Five years of electronic technician experience (including
relevant experience from other employment), and the ability to effectively supervise subordinates while

maintaining good morale.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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i. Knowledge, Skills and Abilities:

iii. Certifications, Licenses, Registrations:

iv. Other Requirements:

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act (ADA) of 1990, as amended by the Americans with Disabilities Act Amendments

Act (ADAAA) of 2008 requires job descriptions to provide detailed information regarding the physical demands
required to perform the essential functions of a job; the conditions under which the job is performed; and the tools
and equipment the employee will be required to use on the job. Reasonable accommodations may be made to
enable qualified individuals to perform the essential duties and responsibilities of the job for each of the categories

listed below.

G. PHYSICAL ACTIVITY OF THE POSITION: (List the physical activities that are representative of those that
must be met to successfully perform the essential functions of the job).

CHECK ALL THAT APPLY:

[] | Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, and the like; using feet and
legs and/or hands and arms. Body agility is emphasized. Check only if the amount and kind of climbing
required exceeds that required for ordinary locomotion.

Balancing: Maintaining body equilibrium to prevent falling when walking, standing or crouching on narrow,
slippery or erratically moving surfaces. Check only if the amount and kind of balancing exceeds that
needed for ordinary locomotion and maintenance of body equilibrium.

Stooping: Bending body downward and forward by bending spine at the waist. Check only if it occurs to a
considerable degree and requires full use of the lower extremities and back muscles.

Kneeling: Bending legs at knee to come to a rest on knee or knees.

Crouching: Bending the body downward and forward by bending leg and spine.

Crawling: Moving about on hands and knees or hands and feet.

Reaching: Extending Hand(s) and arm(s) in any direction.

Standing: Particularly for sustained periods of time.

Walking: Moving about on foot to accomplish tasks, particularly for long distances.

Pushing: Using upper extremities to exert force in order to draw, press against something with steady
force in order to thrust forward, downward or outward.

Pulling: Using upper extremities to exert force in order to draw, drag, haul or tug objects in a sustained
motion.

Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-
position. Check only if it occurs to a considerable degree and requires substantial use of the upper
extremities and back muscles.

Fingering: Picking, pinching, typing or otherwise working primarily with fingers rather than with the whole
hand or arm, as in handling.

Grasping: Appl){ing pressure to an object with fingers and palm.

Feeling: Perceiving attributes of objects such as size, shape, temperature or texture by touching with the
skin, particularly that of the fingertips.

Talking: Expressing or exchanging ideas by means of the spoken word. Those activities which demand
detailed or important instructions spoken to other workers accurately, loudly or quickly.

Hearing: Perceiving the nature of sounds with no less than a 40 db loss. Ability to receive oral
communication and make fine discriminations in sound.

Repetitive Motions: Substantial movements (motions) of the wrist, hands, and/or fingers.

K XX OXK X O00000000 o O

Driving: Minimum standards required by State Law (including license).

H. PHYSICAL REQUIREMENTS OF THE POSITION: (List the physical requirements that are essential
functions of the job.)

CHECK ONE:

| |:|| Sedentary Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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frequently or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting
most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other

sedentary criteria are met.

Light Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force constantly to
move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for sedentary
work and the worker sits most of the time, the job is rated for Light Work.

Medium Work: Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently,
and/or up to 10 pounds of force constantly to move objects.

Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently,
and/or up to 20 pounds of force constantly to move objects.

[
L]
[
L

Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of
force frequently, and/or in excess of 20 pounds of force constantly to move objects.

I. VISUAL ACUITY REQUIREMENTS: (List the visual acuity requirements that are essential functions of the

job.)

CHECK ONE:

L]

Operators (Electronic Equipment), Inspection, Close Assembly, Clerical, Administrative:

This is a minimum standard for use with those whose job requires work done at close visual range (i.e. preparing
and analyzing data and figures, accounting, transcription, computer terminal, extensive reading, visual inspection
involving small parts, operation of machines, using measurement devices, assembly or fabrication of parts).

Ll

Machine Operators, Mechanics, Skilled Tradespeople: This is a minimum standard for use with those whose
work deals with machines where the seeing job is at or within arm’s reach. This also includes mechanics and
skilled tradespeople and those who do work of a non-repetitive nature such as carpenters, technicians, service
people, plumbers, painters, mechanics, etc. (If the machine operator also inspects, check the "Operators” box.)

L

Mobile Equipment Operators: This is a minimum standard for use with those who operate cars, trucks, forklifts,
cranes, and high lift equipment.

L]

Other: This is a minimum standard based on the criteria of accuracy and neatness of work for janitors, sweepers,
etc.

J. THE CONDITIONS THE WORKER WILL BE SUBJECT TO IN THIS POSITION:
List the environmental/working conditions to which the employee may be exposed while performing the
essential functions of the job. Include scheduling considerations such as on-call for emergencies, rotating

shift,

etc. Approximate Percentage of time performing field work: %

CHECK ALL THAT APPLY:

None: The worker is not substantially exposed to adverse environmental conditions (such as typical office or
administrative work).

The worker is subject to inside environmental conditions: Protection from weather conditions but not
necessarily from temperature changes (i.e. warehouses, covered loading docks, garages, elc.)

The worker is subject to outside environmental conditions: No effective protection from weather.

The worker is subject to extreme cold: Temperatures below 32 degrees for period of more than one hour.

The worker is subject to extreme heat: Temperatures above 100 degrees for periods of more than one hour.

The worker is subject to noise: There is sufficient noise to cause the worker to shout in order to be heard above
the surrounding noise level.

The worker is subject to vibration: Exposure to oscillating movements of the extremities or whole body.

The worker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving
mechanical parts, electrical current, working on scaffolding and high places or exposure to chemicals.

The worker is subject to atmospheric conditions: One or more of the following conditions that affect the
respiratory system or the skin: Fumes, odors, dust, mists, gases or poor ventilation.

The worker is subject to oil: There is air and/or skin exposure to oils and other cutting fluids.

OO0 00000000

The worker is required to wear a respirator.

K. MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC. USED BY POSITION:

List e

quipment needed to successfully perform the essential functions of the job. Reasonable

accommodations may be made to enable qualified individuals with disabilities to perform the essential

functi

ons.)

CHECK ALL THAT APPLY:

Ll

|_| Camera and photographic equipment | ] Office Equipment (desk, chair, telephone, etc.)
| | Cleaning supplies
Commercial vehicle

Data processing equipment

Office supplies (pens, staplers, pencils, etc.)
Packing materials (boxes, shrink wrap, etc.)
PC equipment (monitor, keyboard, printer, etc.)

L]

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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[ ] Handcart [] PC software

|| Hand tools (please list): ]
[ | Office Machines (check all that apply): | | Copier [ | Facsimile [ ] Calculator | | Cash register
Other (please lisft):

L. SUPPLEMENTARY INFORMATION: (Indicate any other information which further explains the importance,
difficulty, or uniqueness of the position, such as its scope of responsibility related to finances, equipment,
people, information, etc. Also indicate success factors such a personal characteristics that contribute to an
individual’s ability to perform well in the job, and any other special considerations.)

Assists in annual budget preparations and is responsible for day-to-day materials purchasing decisions.

M. | believe that the statements made above in describing this job are complete and
accurate.

Signature of Department Head or Designated Representalive

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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Coha, [Ray. 1905 JOB DESCRIPTION FOR DER USE ONLY
Vacancy No.
City Service Finance
Instructions: Complete all sections. Refer to the Guidelines for Preparing Job Commission: Committee:
Descriptions for instructions on completing specific items. Fire & Police Common
Commission: Council:

1. Date Prepared/ Revised: | 2. Present Incumbent: Is incumbent underfilling position?

5/28/2015/ 11/4/2022 Various
3. Date Filled: 4. Previous Incumbent: YES IZ .NO L] o

Various If YES, indicate Underfill Title in box 10.
5. Department: Bureau: Administration Unit:
Police Department Division: IT Division Section:
. Work Schedule:
6. Work Location: 03 Telepl_wne. 985:1290 Hours: 8 hour shifts; various start
Email: ) ]
times Days: 5 days/week

7. Represented by a Bargaining Unit: 8. FLSA Status (check one):

Union? []Yes [XI No | Ifin District Council 48, which local? None [] Exempt Non-Exempt

10.

Official Title:

Help Desk Specialist Il

Pay Range Job Code EEO Code
3IN 0121PD

Underfill Title (if applicable): | Help Desk Specialist |

Requested Title (if applicable):
Recommended Title (DER Use Only): ’;;_Pm"ed
Date:

11. BASIC FUNCTION OF POSITION:

Record and resolve all information technology issues reported by department users. First line technical support for ali
Milwaukee Police Department computer system users and locations. Regular monitoring all (MPD) computer
hardware/software systems for proper functionality. 24/7 help-desk coverage, logging, tracking and resolution of all

trouble/support calls.

12. DESCRIPTION OF JOB (Check if description applies to Official Title [X] or Underfill Title []):

A. ESSENTIAL FUNCTIONS/Duties and Responsibilities: (Refer to the “Guidelines for Preparing Job
Descriptions” for instructions on determining Essential Functions.)

% of Time

ESSENTIAL FUNCTION

100%

Regular and consistent attendance.

User support and problem solving. Completing, tracking and resolving help desk trouble logs. Detailed
problem solving, application support, maintain, assist, test and develop online user help procedures.
Monitor and coordinate various forms of system documentation. Monitor vendor applications for relevant
information related to problem resolution and troubleshooting procedures. Proper escalation of trouble calls

to maintenance providers and internal MPD personnel as required.

PC set-up repair and reports. Routine PC hardware set-up, repair and maintenance. Usage of internet to
research and apply software trouble fixes, updates and new installs.

Record keeping and reports. Communicates and works closely with MPD network system users, regarding
follow-up on trouble calls, issues and concerns.

Production of analysis, training and informational reports as needed by MPD users and Information
Technology Division management staff.

B. PERIPHERAL DUTIES:

% of Time

PERIPHERAL DUTY

o Other related duties as required or assigned. Performs additional duties and special projects as assigned

by IT Division management.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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% of Time PERIPHERAL DUTY

C. NAME AND TITLE OF IMMEDIATE SUPERVISOR:
Information Services Manager.

D. SUPERVISION RECEIVED: (Describe the extent to which work assignments and methods are outlined,
reviewed, and approved by this position’s supervisor.)

Employee works directly for a Supervisor or a Technical Lead who assigns and reviews daily work. Projects
assignments, standards and general methods and procedure guidelines are received from and approved by
the immediate Manager. Assignments may also be received and approved from the Information Systems

Director or his/her designee.

E. SUPERVISION EXERCISED:
Total number of employees for whom responsible, either directly or indirectly = None.

Direct Supervision: List the number and titles of personnel directly supervised. Specify the kind and extent
of supervision exercised by indicating one or more of the following:

a. Assign duties e. Sign or approve work
b. Outline methods f.  Make hiring recommendations
c. Direct work in progress g. Prepare performance appraisals
d. Check or inspect completed work h. Take disciplinary action or effectively recommend such
Number Extent of Supervision Exercised
Supervised Job Title (Select those that apply from list above, a - h)
0

F. MINIMIMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to enter the
job.)

i. Education and Experience:

Associate’s Degree in Computer Science or 2 year’s successful work experience as Help Desk
Specialist [ with the Milwaukee Police Department.

ii. Knowledge, Skills and Abilities:

Able to triage calls and solve problems with a minimum of supervision.

iii. Certifications, Licenses, Registrations:

A+ Certification

iv. Other Requirements:

Valid Wisconsin driver’s license

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act of 1993 requires job descriptions to provide detailed information regarding the
physical demands required to perform the essential functions of a job; the conditions under which the job is
performed; and the tools and equipment the employee will be required to use on the job. Reasonable
accommodations may be made to enable qualified individuals to perform the essential duties and responsibilities

of the job for each of the categories listed below.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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G. PHYSICAL ACTIVITY OF THE POSITION: (List the physical activities that are representative of those that

must

CHECK ALL THAT APPLY:

be met to successfully perform the essential functions of the job).

U

Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, and the like; using feet and
legs and/or hands and arms. Body agility is emphasized. Check only if the amount and kind of climbing
required exceeds that required for ordinary locomotion.

X

Balancing: Maintaining body equilibrium to prevent failing when walking, standing or crouching on narrow,
slippery or erratically moving surfaces. Check only if the amount and kind of balancing exceeds that
needed for ordinary locomotion and maintenance of body equilibrium.

Stooping: Bending body downward and forward by bending spine at the waist. Check only if it occurs to a

considerable degree and requires full use of the lower extremities and back muscles.

Kneeling: Bending legs at knee to come to a rest on knee or knees.

Crouching: Bending the body downward and forward by bending leg and spine.

Crawling: Moving about on hands and knees or hands and feet.

Reaching: Extending Hand(s) and arm(s) in any direction.

Standing: Particularly for sustained periods of time.

Walking: Moving about on foot to accomplish tasks, particularly for long distances.

Pushing: Using upper extremities to exert force in order to draw, press against something with steady
force in order to thrust forward, downward or outward.

Pulling: Using upper extremities to exert force in order to draw, drag, haul or tug objects in a sustained
motion.

Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-
position. Check only if it occurs to a considerable degree and requires substantial use of the upper
extremities and back muscles.

Fingering: Picking, pinching, typing or otherwise working primarily with fingers rather than with the whole
hand or arm, as in handling.

Grasping: Applying pressure to an object with fingers and palm.

Feeling: Perceiving attributes of objects such as size, shape, temperature or texture by touching with the
skin, particularly that of the fingertips.

Talking: Expressing or exchanging ideas by means of the spoken word. Those activities which demand
detailed or important instructions spoken to other workers accurately, loudly or quickly.

B E NN NK NRENRRY ©

Hearing: Perceiving the nature of sounds with no less than a 40 db loss. Ability to receive oral
communication and make fine discriminations in sound.

Repetitive Motions: Substantial movements (motions) of the wrist, hands, and/or fingers.

XX

Driving: Minimum standards required by State Law (including license).

H. PHYSICAL REQUIREMENTS OF THE POSITION: (List the physical requirements that are essential
functions of the job.)

CHECK ONE:

L

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting
most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other
sedentary criteria are met.

Light Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force constantly to
move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for sedentary
work and the worker sits most of the time, the job is rated for Light Work.

Medium Work: Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently,
and/or up to 10 pounds of force constantly to move objects.

Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently,
and/or up to 20 pounds of force constantly to move objects.

[
X
L]
L]

Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of
force frequently, and/or in excess of 20 pounds of force constantly to move objects.

l.  VISUAL ACUITY REQUIREMENTS: (List the visual acuity requirements that are essential functions of the

job.)

CHECK ONE:

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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Operators (Electronic Equipment), Inspection, Close Assembly, Clerical, Administrative:
This is a minimum standard for use with those whose job requires work done at close visual range (i.e. preparing
and analyzing data and figures, accounting, transcription, computer terminal, extensive reading, visual inspection
involving small parts, operation of machines, using measurement devises, assembly or fabrication of parts).

[X]| Machine Operators, Mechanics, Skilled Tradespeople: This is a minimum standard for use with those whose
work deals with machines where the seeing job is at or within arm's reach. This also includes mechanics and
skilled tradespeople and those who do work of a non-repetitive nature such as carpenters, technicians, service
people, plumbers, painters, mechanics, etc. (If the machine operator also inspects, check the “"Operators” box.)

[]| Mobile Equipment Operators: This is a minimum standard for use with those who operate cars, trucks, forklifts,
cranes, and high lift equipment.

[ ]| Other: This is a minimum standard based on the criteria of accuracy and neatness of work for janitors, sweepers,
etc.

J. THE CONDITIONS THE WORKER WILL BE SUBJECT TO IN THIS POSITION:
List the environmental/working conditions to which the employee may be exposed while performing the
essential functions of the job. Include scheduling considerations such as on-call for emergencies, rotating
shift, etc. Approximate Percentage of time performing field work: 10%

CHECK ALL THAT APPLY:

None: The worker is not substantially exposed to adverse environmental conditions (such as typical office or
administrative work).

The worker is subject to inside environmental conditions: Protection from weather conditions but not
necessarily from temperature changes (i.e. warehouses, covered loading docks, garages, etc.)

The worker is subject to outside environmental conditions: No effective protection from weather.

The worker is subject to extreme cold: Temperatures below 32 degrees for period of more than one hour.

The worker is subject to extreme heat: Temperatures above 100 degrees for periods of more than one hour,

The worker is subject to noise: There is sufficient noise to cause the worker to shout in order to be heard above
the surrounding noise level.

The worker is subject to vibration: Exposure to oscillating movements of the extremities or whole body.

The worker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving
mechanical paris, electrical current, working on scaffolding and high places or exposure to chemicals.

The worker is subject to atmospheric conditions: One or more of the following conditions that affect the
respiratory system or the skin: Fumes, odors, dust, mists, gases or poor ventilation.

The worker is subject to oil: There is air and/or skin exposure to oils and other cutting fluids.

D00 ooobddnx

The worker is required to wear a respirator.

K. MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC. USED BY POSITION:
List equipment needed to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the essential

functions.)

CHECK ALL THAT APPLY:
[_] Camera and photographic equipment Office Equipment (desk, chair, telephone, etc.)
<] Cleaning supplies [<] Office supplies (pens, staplers, pencils, etc.)
[ ] Commercial vehicle <] Packing materials (boxes, shrink wrap, etc.)
[<] Data processing equipment ] PC equipment (monitor, keyboard, printer, etc.)
] Handcart ] PC software

Hand tools (please list): Screw drivers, pliers, etc.

Office Machines (check all that apply): [X] Copier [<] Facsimile [X] Calculator [ ] Cash register

[ Other (please list): radio, belt

L. SUPPLEMENTARY INFORMATION: (Indicate any other information which further explains the importance,
difficulty, or uniqueness of the position, such as its scope of responsibility related to finances, equipment,
people, information, etc. Also indicate success factors such a personal characteristics that contribute to an
individual’s ability to perform well in the job, and any other special considerations.)

Must be able to efficiently and professionally handle incoming calls and resolve problems.

Must be able to communicate technical information to non-technical personnel, both verbally and written.
Must be able to write clear and concise memos, e-mail correspondence, procedures and documentation.
Must be able to maintain the utmost level of confidentiality and professionalism.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not infended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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Must be able to triage calls and solve problems with minimum of supervision.
Must be able to work weekends and holidays, when scheduled.

M. | believe that the statements made above in describing this job are complete and
accurate.

Signature of Department Head or Designated Representative

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended fo be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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City of Milwaukee
G525, Rev. 12/09 JOB DESCRIPTION FOR DER USE ONLY
Vacancy No.

. City Service Finance
Instructions: Complete all sections. Refer to the Guidelines for Preparing Job Commission: Committee:
Descriptions for instructions on completing specific items. Fire & Police Common

Commission: Council:

1. Date Prepared/ Revised: | 2. Present Incumbent: Is incumbent underfilling position?

01.12.2016 / 11/7/2022 Vacant
3. Date Filled: 4. Previous Incumbent: YES D ‘NO X o

Xay Xiong If YES, indicate Undeffill Title in box 10.
5. Department: Bureau: Administration Unit:
POLICE DEPARTMENT Division: IT Division Section:
6. Work Location: Information Systems Telep!\one: por .Schedule: )
Email: Hours: 8 Days: 5

7. Represented by a Bargaining Unit: 8. FLSA Status (check one):

Union? []Yes [XI No | If in District Council 48, which local? [1Exempt [X] Non-Exempt

10. | Official Title: Information Services Manager Pay Range Job Code EEO Code

2LX 5221

Underfill Title (if applicable):
Requested Title (if applicable): | Operations Manager

Recommended Title (DER Use Only): Q}?P"‘Wed

Date:

11. BASIC FUNCTION OF POSITION:

The Operations Manager's role is to supervise and ensure the efficient operation of the company’s hardware (desktops,
laptops, printers, and other peripheral) equipment. The Operations Manager will also work closely with the IT executive
staff and decision makers in other departments in order to identify, recommend, develop, implement, and support cost-

effective technology solutions for all aspects of the organization.
12. DESCRIPTION OF JOB (Check if description applies to Official Title [X] or Underfill Title []):

A. ESSENTIAL FUNCTIONS/Duties and Responsibilities: (Refer to the “Guidelines for Preparing Job

Descriptions” for instructions on determining Essential Functions.)
% of Time ESSENTIAL FUNCTION

100% Strategy & Planning

¢ Regular and consistent attendance.

o Lead IT department operational planning and projects, and organize and negotiate the allocation of IT

resources.

Work with stakeholders to define business and systems requirements for new technology implementations.

Ensure the efficient utilization of IT resources — including personnel and equipment — across the

organization.

Oversee all reports and documentation related to Desktop and Help Desk operations.

Develop maintenance schedules for IT hardware equipment.

Conduct system feasibility studies and testing.

Develop and implement all functional policies and procedures for MPD hardware, including thos for

standards, purchasing, and service provision.

Acquisition & Deployment

¢ Manage the deployment, monitoring, maintenance, development, upgrade, and support of IT systems,
including PCs, operating systems, and associated hardware.

¢ Develop business case justifications and cost/benefit analyses for IT spending and initiatives.

e Approve purchase of equipment and supplies in order to meet operational requirements of the business.

* Analyze existing operations and make recommendations for the improvement and growth of the IT Desktop

and Help Desk support services.
¢ Conduct research and remain current with the latest technologies and solutions in support of procurement

efforts.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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% of Time | - ESSENTIAL FUNCTION

« Develop requests for proposal.

Operational Management

o Practice asset management for IT hardware and equipment.

¢ Manage operations staffing, including recruitment, supervision, scheduling, development, evaluation, and
disciplinary actions.

o Establish and maintain regular written and in-person communications with the organization’s executives,
department heads, and end users regarding pertinent IT activities.

¢ Oversee operations-related projects and project portfolio.

¢ Assist in the provisioning of end-user services, including help desk and technical support services.

B. PERIPHERAL DUTIES:

% of Time PERIPHERAL DUTY

C. NAME AND TITLE OF IMMEDIATE SUPERVISOR:
Police Information Systems Director

D. SUPERVISION RECEIVED: (Describe the extent to which work assignments and methods are outlined,
reviewed, and approved by this position’s supervisor.)

Assignments received from Police Information Systems Director.

E. SUPERVISION EXERCISED:
Total number of employees for whom responsible, either directly or indirectly = 11

Direct Supervision: List the number and titles of personnel directly supervised. Specify the kind and extent
of supervision exercised by indicating one or more of the following:

a. Assign duties e. Sign or approve work
b. Outline methods f.  Make hiring recommendations
c. Direct work in progress g. Prepare performance appraisals
d. Check orinspect completed work h. Take disciplinary action or effectively recommend such
Number Extent of Supervision Exercised
Supervised Job Title (Select those that apply from list above, a - h)
9 Helpdesk Specialist Il a-h
2 IT Support Specialist-Sr. a-h

F. MINIMIMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to enter the
job.)

i. Education and Experience:
¢ University degree in the field of computer science or information systems and 5 years equivalent

related work experience.
e Certifications in MCSE.

i. Knowledge, Skills and Abilities:
¢ Strong technical knowledge of network and PC operating systems, including Windows, Linus,
MAC, and Unix.
¢ Strong technical knowledge of current network hardware, protocols, and standards, including Cisco
Routers.
o Extensive application support experience with Law Enforcement Technologies including CAD
{(Computer Aided Dispatch) and RMS (Records Management System).
¢ Extensive knowledge of programming languages, including SQL and VB Scripting.
e Proven experience in IT infrastructure planning and development.
Excellent understanding of the organization’s goals and objectives.
In-depth knowledge of applicable data privacy practices and laws.
Strong understanding of human resource management principles, practices, and procedures.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are nof intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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¢ Strong understanding of project management principles.
¢ Strong understanding of Budget Management.

jii. Certifications, Licenses, Registrations:

Valid Wisconsin's driver’s license.

iv. Other Requirements:

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act of 1993 requires job descriptions to provide detailed information regarding the
physical demands required to perform the essential functions of a job; the conditions under which the job is
performed; and the tools and equipment the employee will be required to use on the job. Reasonable
accommodations may be made to enable qualified individuals to perform the essential duties and responsibilities

of the job for each of the categories listed below.

G. PHYSICAL ACTIVITY OF THE POSITION: (List the physical activities that are representative of those that
must be met to successfully perform the essential functions of the job).

CHECK ALL THAT APPLY:

Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, and the like; using feet and
legs and/or hands and arms. Body agility is emphasized. Check only if the amount and kind of climbing
required exceeds that required for ordinary iocomotion.

Balancing: Maintaining body equilibrium to prevent failing when walking, standing or crouching on narrow,
slippery or erratically moving surfaces. Check only if the amount and kind of balancing exceeds that
needed for ordinary locomotion and maintenance of body equilibrium.

[

Stooping: Bending body downward and forward by bending spine at the waist. Check only if it occurs to a
considerable degree and requires full use of the lower extremities and back muscles.

Kneeling: Bending legs at knee to come to a rest on knee or knees.

Crouching: Bending the body downward and forward by bending leg and spine.
Crawling: Moving about on hands and knees or hands and feet.

|
|

NRK X

Reaching: Extending Hand(s) and arm(s) in any direction.

X

Standing: Particularly for sustained periods of time.

Walking: Moving about on foot to accomplish tasks, particularly for long distances.

Pushing: Using upper extremities to exert force in order to draw, press against something with steady
force in order to thrust forward, downward or outward.

Pulling: Using upper extremities to exert force in order to draw, drag, haul or tug objects in a sustained
motion.

Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-
position. Check only if it occurs to a considerable degree and requires substantial use of the upper
extremities and back muscles.

Fingering: Picking, pinching, typing or otherwise working primarily with fingers rather than with the whole
hand or arm, as in handling.

Grasping: Applying pressure to an object with fingers and palm.

Feeling: Perceiving attributes of objects such as size, shape, temperature or texture by touching with the
skin, particularly that of the fingertips.

Talking: Expressing or exchanging ideas by means of the spoken word. Those activities which demand
detailed or important instructions spoken to other workers accurately, loudly or quickly.

Hearing: Perceiving the nature of sounds with no less than a 40 db loss. Ability to receive oral
communication and make fine discriminations in sound.

Repetitive Motions: Substantial movements (motions) of the wrist, hands, and/or fingers.

MO K KRN B KK RO

Driving: Minimum standards required by State Law (including license).

H. PHYSICAL REQUIREMENTS OF THE POSITION: (List the physical requirements that are essential
functions of the job.)

CHECK ONE:

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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Sedentary Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting
most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other
sedentary criteria are met.

X

Light Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force constantly to
move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for sedentary
work and the worker sits most of the time, the job is rated for Light Work.

Medium Work: Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently,
and/or up to 10 pounds of force constantly to move objects.

Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently,
and/or up to 20 pounds of force constantly to move objects.

O 0O O

Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of
force frequently, and/or in excess of 20 pounds of force constantly to move objects.

l.  VISUAL ACUITY REQUIREMENTS: (List the visual acuity requirements that are essential functions of the

job.)

CHECK ONE:

L]

Operators (Electronic Equipment), Inspection, Close Assembly, Clerical, Administrative:
This is a minimum standard for use with those whose job requires work done at close visual range (i.e. preparing
and analyzing data and figures, accounting, transcription, computer terminal, extensive reading, visual inspection

involving small parts, operation of machines, using measurement devises, assembly or fabrication of parts).

X

Machine Operators, Mechanics, Skilled Tradespeople: This is a minimum standard for use with those whose
work deals with machines where the seeing job is at or within arm’s reach. This also includes mechanics and
skilled tradespeople and those who do work of a non-repetitive nature such as carpenters, technicians, service
people, plumbers, painters, mechanics, etc. (If the machine operator also inspects, check the “Operators” box.)

L]

Mobile Equipment Operators: This is a minimum standard for use with those who operate cars, trucks, forklifts,
cranes, and high lift equipment.

L]

Other: This is a minimum standard based on the criteria of accuracy and neatness of work for janitors, sweepers,
etc.

J. THE CONDITIONS THE WORKER WILL BE SUBJECT TO IN THIS POSITION:
List the environmental/working conditions to which the employee may be exposed while performing the
essential functions of the job. Include scheduling considerations such as on-call for emergencies, rotating

shift,

etc. Approximate Percentage of time performing field work: 10%

CHECK ALL THAT APPLY:

None: The worker is not substantially exposed to adverse environmental conditions (such as typical office or
administrative work).

The worker is subject to inside environmental conditions: Protection from weather conditions but not
necessarily from temperature changes (i.e. warehouses, covered loading docks, garages, etc.)

i

The worker is subject to outside environmental conditions: No effective protection from weather.

|

The worker is subject to extreme cold: Temperatures below 32 degrees for period of more than one hour.

[
|
|

mlm

The worker is subject to extreme heat: Temperatures above 100 degrees for periods of more than one hour.
The worker is subject to noise: There is sufficient noise to cause the worker to shout in order to be heard above

the surrounding noise level.
The worker is subject to vibration: Exposure to oscillating movements of the extremities or whole body.

The worker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving
mechanical parts, electrical current, working on scaffolding and high places or exposure to chemicals.

N

The worker is subject to atmospheric conditions: One or more of the following conditions that affect the
respiratory system or the skin: Fumes, odors, dust, mists, gases or poor ventilation.

The worker is subject to oil: There is air and/or skin exposure to oils and other cutting fluids.

The worker is required to wear a respirator.

K. MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC. USED BY POSITION:
List equipment needed to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the essential

functions.)

CHECK ALL THAT APPLY:
[X] Camera and photographic equipment <] Office Equipment (desk, chair, telephone, etc.)
[X] Cleaning supplies [X] Office supplies (pens, staplers, pencils, etc.)

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended fo be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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|_| Commercial vehicle <] Packing materials (boxes, shrink wrap, etc.)
[<] Data processing equipment ] PC equipment (monitor, keyboard, printer, etc.)
<] Handcart ] PC software

|| Hand tools (please list):
] Office Machines (check all that apply): [] Copier [] Facsimile [] Calculator [ ] Cash register

<] Other (please list): radio, belt

L. SUPPLEMENTARY INFORMATION: (Indicate any other information which further explains the importance,
difficulty, or uniqueness of the position, such as its scope of responsibility related to finances, equipment,
people, information, etc. Also indicate success factors such a personal characteristics that contribute to an
individual’s ability to perform well in the job, and any other special considerations.)

¢ Strong leadership skills.

o Excellent written and oral communication skills.

¢ Excellent interpersonal skills.

¢ Ability to conduct and direct research into IT issues and products as required.

o Ability to present ideas in business-friendly and user-friendly language.

o Ability to perform general mathematical calculations for the purpose of creating business cases, budgets,
and so on.

¢ Highly self-motivated and directed.

o Keen attention to detail.

¢ Proven analytical, evaluative, and problem-solving abilities.

o Ability to effectively prioritize and execute tasks in a high-pressure environment.

¢ Exceptional customer service orientation.

¢ Extensive experience working in a team-oriented, collaborative environment.

¢ Sitting for extended periods of time.

¢ Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer
components.

¢ Occasional inspection of cables in floors and ceilings.

e Lifting and transporting moderately heavy objects, such as computers and peripherals.

M. | believe that the statements made above in describing this job are complete and
accurate.

Signature of Department Head or Designated Representative

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not infended fo be an exhaustive list of all responsibilities, duties, and tasks required of the position.

Page 5 of 5, CS-25, Job Description




City of Milwaukee
CS-25, Rev. 12/09

JOB DESCRIPTION

Instructions: Complete all sections. Refer to the Guidelines for Preparing Job
Descriptions for instructions on completing specific items.

FOR DER USE ONLY

Vacancy No.

City Service Finance
Commission: Committee:
Fire & Police Common
Commission: Council:

1. Date Prebared/ Revised:
01/09/2019/ 11/4/2022

2. Present Incumbent:
Robert Kobs

Is incumbent underfilling position?
YES NO X
If YES, indicate Underfill Title in box 10.

3. Date Filled: 4. Previous Incumbent:
1/13/2020
5. Department: Bureau: Administration Bureau Unit;
Milwaukee Police Division:; Information and Technology Section:

Department

6. Work Location: 03

Telephone: 414-935-7205

Work Schedule:
Hours: 40 / Days: 5

7. Represented by a Union?

8. Bargaining Unit: Management

9. FLSA Status (check one):

No If in District Council 48, which local? X Exempt  Non-Exempt
10. | Official Title: IT Project Coordinator Pay Range | Job Code | EEO Code
2GX 4672

Underfill Title (if applicable):

Requested Title (if applicable):

Recommended Title (DER Use Only):

Approved
by:

Date:

11. BASIC FUNCTION OF POSITION:

Under the guidance of the IS Director, the IT Project Coordinator is expected to manage and coordinate resources for IT
hardware and software integration, development, and upgrade projects. The person in this position will work with
Department personnel to identify and define project requirements, scopes and objectives, and to provide support to staff
during the implementation process. Additionally, the position is responsible for ensuring that project budgets and

schedules are maintained.

12. DESCRIPTION OF JOB (Check if description applies to Official Title [X] or Underfill Title [ ]):

A. ESSENTIAL FUNCTIONS/Duties and Responsibilities: (Refer fo the “Guidelines for Preparing Job
Descriptions" for instructions on determining Essential Functions.)

% of Time

ESSENTIAL FUNCTION

100%

Work with the MPD staff to identify and define project requirements, scope and objectives.

e Act as the point of contact and communicate project status adequately to all participants.
Make certain that user departments’ needs are met as the project evolves.

Direct preparation of reports on customer service activities and city service delivery.
Gathers and documents operational and technical requirements.

Develop bid and RFP documents.

Coordinate project activities, resources, equipment and information:

¢ Help prepare project proposals, timeframes, schedule and budget.

¢ Monitor and track project's progress and handle any issues that arise.

o Use project management tools to monitor working hours, budget, plans and money spend.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the
incumbent(s) of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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% of Time ESSENTIAL FUNCTION

Document new systems and features and work with user departments for training of staff:
e Create and maintain comprehensive project documentation, plans and reports
e Develop training materials and assist in training of system users.

B. PERIPHERAL DUTIES:

% of Time PERIPHERAL DUTY

C. NAME AND TITLE OF IMMEDIATE SUPERVISOR:
Police Information Systems Director

D. SUPERVISION RECEIVED: (Describe the extent to which work assignments and methods are outlined,
reviewed, and approved by this position’s supervisor.)

High level project work plans provided. Project status reviews. Detailed work tasks are self-directed.
Position's manager evaluates progress and gives advice.

E. SUPERVISION EXERCISED:
Total number of employees for whom responsible, either directly or indirectly = 0

Direct Supervision: List the number and titles of personnel directly supervised. Specify the kind and extent
of supervision exercised by indicating one or more of the following:

a. Assign duties e. Sign or approve work

b. Outline methods f.  Make hiring recommendations

c. Direct work in progress g. Prepare performance appraisals

d. Check or inspect completed work h. Take disciplinary action or effectively recommend such

Number Extent of Supervision Exercised
Supervised Job Title (Select those that apply from list above, a - h)

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the
incumbent(s) of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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F. MINIMIMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to enter the
job.)

i. Education and Experience:
Bachelor's degree in business administration, information management, communications, or similar is

preferred, or equivalent work experience.

ii. Knowledge, Skills and Abilities:
At least 4 years’ experience |T project management, configuration and business process mapping.
Outstanding analytic, training, and writing skills. Strong customer focus, with the ability to work in a
fast-paced team environment. Exceptional organizational skills and a process driven approach.

iii. Certifications, Licenses, Registrations:

iv. Other Requirements:
Experience with Office productivity tools, and project management tools.

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act of 1993 requires job descriptions to provide detailed information regarding the
physical demands required to perform the essential functions of a job; the conditions under which the job is
performed; and the tools and equipment the employee will be required to use on the job. Reasonable
accommodations may be made to enable qualified individuals to perform the essential duties and responsibilities

of the job for each of the categories listed below.

G. PHYSICAL ACTIVITY OF THE POSITION: (List the physical activities that are representative of those that
must be met to successfully perform the essential functions of the job).

CHECK ALL THAT APPLY:

[] | Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, and the like; using feet and
legs and/or hands and arms. Body agility is emphasized. Check only if the amount and kind of climbing
required exceeds that required for ordinary locomotion.

Balancing: Maintaining body equilibrium to prevent failing when walking, standing or crouching on narrow,
slippery or erratically moving surfaces. Check only if the amount and kind of balancing exceeds that
needed for ordinary locomotion and maintenance of body equilibrium.

Stooping: Bending body downward and forward by bending spine at the waist. Check only if it occurs to a
considerable degree and requires full use of the lower extremities and back muscles.

Kneeling: Bending legs at knee to come to a rest on knee or knees.

Crouching: Bending the body downward and forward by bending leg and spine.
Crawling: Moving about on hands and knees or hands and feet.

Reaching: Extending Hand(s) and arm(s) in any direction.
Standing: Particularly for sustained periods of time.

Walking: Moving about on foot to accomplish tasks, particularly for long distances.

Pushing: Using upper extremities to exert force in order to draw, press against something with steady
force in order to thrust forward, downward or outward.

Pulling: Using upper extremities to exert force in order to draw, drag, haul or tug objects in a sustained
motion.

Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-
position. Check only if it occurs to a considerable degree and requires substantial use of the upper
extremities and back muscles.

Fingering: Picking, pinching, typing or otherwise working primarily with fingers rather than with the whole
hand or arm, as in handling.

Grasping: Applying pressure to an object with fingers and palm. |
Feeling: Perceiving attributes of objects such as size, shape, temperature or texture by touching with the
skin, particularly that of the fingertips.

Talking: Expressing or exchanging ideas by means of the spoken word. Those activities which demand
detailed or important instructions spoken to other workers accurately, loudly or quickly. |
Hearing: Perceiving the nature of sounds with no less than a 40 db loss. Ability to receive oral
communication and make fine discriminations in sound.

XXOOX O00OKOOOOO O O

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the
incumbent(s) of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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[X| | Repetitive Motions: Substantial movements (motions) of the wrist, hands, and/or fingers.

[] | Driving: Minimum standards required by State Law (including license).

H. PHYSICAL REQUIREMENTS OF THE POSITION: (List the physical requirements that are essential
functions of the job.)

CHECK ONE:

[X]| Sedentary Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting
most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other
sedentary criteria are met.

[]] Light Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force constantly to
move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for sedentary
work and the worker sits most of the time, the job is rated for Light Work.

]| Medium Work: Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently,
_and/or up to 10 pounds of force constantly to move objects.

Ij Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently,
and/or up to 20 pounds of force constantly to move objects.

[]| Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of
force frequently, and/or in excess of 20 pounds of force constantly to move objects.

I.  VISUAL ACUITY REQUIREMENTS: (List the visual acuity requirements that are essential functions of the
job.)

CHECK ONE:

|z Operators (Electronic Equipment), Inspection, Close Assembly, Clerical, Administrative:

This is a minimum standard for use with those whose job requires work done at close visual range (i.e. preparing
and analyzing data and figures, accounting, transcription, computer terminal, extensive reading, visual inspection
involving small parts, operation of machines, using measurement devises, assembly or fabrication of parts).

[]| Machine Operators, Mechanics, Skilled Tradespeople: This is a minimum standard for use with those whose
work deals with machines where the seeing job is at or within arm’s reach. This also includes mechanics and
skilled tradespeople and those who do work of a non-repetitive nature such as carpenters, technicians, service
people, plumbers, painters, mechanics, etc. (If the machine operator also inspects, check the “Operators” box.)

|___| Mobile Equipment Operators: This is a minimum standard for use with those who operate cars, trucks, forklifts,
cranes, and high lift equipment.

[:] Other: This is a minimum standard based on the criteria of accuracy and neatness of work for janitors, sweepers,
etc.

J. THE CONDITIONS THE WORKER WILL BE SUBJECT TO IN THIS POSITION:
List the environmental/working conditions to which the employee may be exposed while performing the
essential functions of the job. Include scheduling considerations such as on-call for emergencies, rotating
shift, etc. Approximate Percentage of time performing field work: 0%

CHECK ALL THAT APPLY:

None: The worker is not substantially exposed to adverse environmental conditions (such as typical office or
administrative work).

The worker is subject to inside environmental conditions: Protection from weather conditions but not
necessarily from temperature changes (i.e. warehouses, covered loading docks, garages, eic.)

The worker is subject to outside environmental conditions: No effective protection from weather.

The worker is subject to extreme cold: Temperatures below 32 degrees for period of more than one hour.

The worker is subject to extreme heat: Temperatures above 100 degrees for periods of more than one hour,

The worker is subject to noise: There is sufficient noise to cause the worker to shout in order to be heard above
the surrounding noise level.

The worker is subject to vibration: Exposure to oscillating movements of the extremities or whole body.

The worker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving
mechanical parts, electrical current, working on scaffolding and high places or exposure to chemicals.

The worker is subject to atmospheric conditions: One or more of the following conditions that affect the
respiratory system or the skin: Fumes, odors, dust, mists, gases or poor ventilation.

The worker is subject to oil: There is air and/or skin exposure to oils and other cutting fluids.

00D O0O000000 | X

The worker is required to wear a respirator.

K. MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC. USED BY POSITION:

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the
incumbent(s) of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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List equipment needed to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the essential
functions.)

CHECK ALL THAT APPLY:

Camera and photographic equipment Office Equipment (desk, chair, telephone, etc.)
Cleaning supplies Z Office supplies (pens, staplers, pencils, etc.)
Commercial vehicle || Packing materials (boxes, shrink wrap, etc.)
Data processing equipment <] PC equipment (monitor, keyboard, printer, etc.)
Handcart ] PC software

LI

Hand tools (please list):

Office Machines (check all that apply): [ Copier [ Facsimile [J Calculator [ ] Cash register

[

Other (please list):

L. SUPPLEMENTARY INFORMATION: Persons in this position may, at times, work with or have access to
personal and/or confidential human resource information as part of their job responsibilities. Any use of
personal and/or confidential employment information by the employee for purposes other than that needed to
complete work assignments is expressly prohibited and will be considered grounds for immediate dismissal.

M. | believe that the statements made above in describing this job are complete and
accurate.

Signature of Department Head or Designated Representative

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the
incumbent(s) of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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Syiwedes  JOB DESCRIPTION FOR DER USE ONLY
Vacancy No.
City Service Finance
Instructions: Complete all sections. Refer to the Guidelines for Preparing Job Commission: Committee:
Descriptions for instructions on completing specific items. Fire & Police Common
Commission: Council:

1. Date Prepared/ Revised: | 2. Present Incumbent:

Is incumbent underfilling position?

June 18, 2015/ 11/4/2022 Various
3. Date Filled: 4. Previous Incumbent: YES D .NO Y o
If YES, indicate Undefill Title in box 10.
5. Department: Bureau: Administration Bureau | Unit:
POLICE DEPARTMENT Division: IT Division Section:
I ) Telephone: Work Schedule:
6. Work Location: Information Systems Email: Hours: 8 Days: 5
8. FLSA Status (check one):

Bargaining Unit:

7. Represented by a
Union? []Yes [X] No | Ifin District Council 48, which local? [] Exempt [X] Non-Exempt
10. | Official Title: Pay Range Job Code EEO Code
IT Support Specialist-Sr 2GN | 0193DC
Underfill Title (if applicable):
Requested Title (if applicable):
Recommended Title (DER Use Only): Q)EP“’“’B"
Date:
11. BASIC FUNCTION OF POSITION:

The IT Support Specialist-Sr role is to deliver support to end users in the organization for various types of software
programs efficiently and effectively in fulfilling business objectives. This includes troubleshooting applications and
software for all internal customers, such as District Operations, HR, Investigative Units, Finance Department, and other
business units. The IT Support Specialist-Sr is also responsible for assisting in the design, delivery, and improvement of
in-house software applications programs. The IT Support Specialist-Sr reviews, analyzes, and modifies programming
systems including encoding, testing, and debugging to support an organization's application systems. The IT Support
Specialist-Sr consults with users to identify current operating procedures and to clarify program objectives. This position
is expected to write documentation to describe program development, logic, coding, and corrections. Other
responsibilities include writing manuals for Information Technology Division personnel to describe installation and
operating procedures. Must have a working knowledge of relational databases and client-server concepts. The IT
Support Specialist Sr. is to have the ability to managing projects (project plans, deployment, communication to end user,

documentation, etc.

12. DESCRIPTION OF JOB (Check if description applies to Official Title [X] or Underfill Title [ ]):

A. ESSENTIAL FUNCTIONS/Duties and Responsibilities: (Refer to the “Guidelines for Preparing Job
Descriptions” for instructions on determining Essential Functions.)

% of Time

ESSENTIAL FUNCTION

100%

Strategy & Planning

« Regular and consistent attendance.

e Create and deploy feedback mechanisms for end users. Analyze results, make recommendations for
support process improvement, and implement changes.

» Evaluate documented resolutions and analyze trends for ways to prevent repeated future problems.

Acquisition & Deployment
¢ Conduct research into software application products and services in support of development and

purchasing efforts.
¢ Provide support for the testing of new and existing software applications under development or

consideration for purchase.

Operational Management
¢ Field incoming problem tickets from end users to resolve or assist in resolving application and software

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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% of Time

ESSENTIAL FUNCTION

issues within servers, databases, and other mission-critical systems.

o Document all pertinent end user identification information, including name, department, contact information,
and nature of problem or issue.

e Prioritize, schedule, and administer all instances where enhancements and defect resolution are required.

¢ Perform hands-on fixes including installing and upgrading software, installing hardware, implementing file
backups, and configuring systems and applications.

o Record, track, and document the problem-solving process, including all successful and unsuccessful
decisions made, and actions taken, through to final resolution.

+ Communicate application problems and issues to key stakeholders, including management, development
teams, end users, and unit leaders.

¢ Test fixes and perform post-resolution follow-ups to ensure problems have been adequately resolved.

¢ Maintain and enhance performance of all new and existing software and applications across the
organization.

¢ Identify and learn appropriate software applications used and supported by the organization.

o Participate in the design, development, and delivery of software applications training programs with the
Training Academy and individual classes.

¢ Post software updates, drivers, knowledge bases, and frequently asked questions resources on company
intranet to assist in problem resolution.

¢ Perform preventative maintenance, including the installation of service packs, patches, hot fixes, anti-virus
software, and so on.

¢ Apply diagnostic utilities to aid in troubleshooting.

e Manage and/or provide guidance to junior members of the team.

B. PERIPHERAL DUTIES: -

% of Time

PERIPHERAL DUTY

* Able to lift 50 Ibs of technology equipment (receiving and transporting of equipment for install).

» Imaging, installation and decommissioning of equipment.

C. NAME AND TITLE OF IMMEDIATE SUPERVISOR:

Information Systems Director or Information Services Manager.

D. SUPERVISION RECEIVED: (Describe the extent to which work assignments and methods are outlined,
reviewed, and approved by this position’s supervisor.)

Assignments received Information Systems Manager.

E. SUPERVISION EXERCISED:
Total number of employees for whom responsible, either directly or indirectly = None.

Direct Supervision: List the number and titles of personnel directly supervised. Specify the kind and extent

of supervision exercised by indicating one or more of the following:

a. Assign duties e. Sign or approve work
b. Outline methods f.  Make hiring recommendations
c. Direct work in progress g. Prepare performance appraisals
d. Check or inspect completed work h. Take disciplinary action or effectively recommend such
Number Extent of Supervision Exercised
Supervised Job Title (Select those that apply from list above, a - h)
0

F. MINIMIMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to enter the

job.)

i. Education and Experience:

¢ College diploma or university degree in the field of computer science, information systems, and/or

3 years equivalent work experience.
Minimum three year of professional systems analysis experience preferably involving enterprise

application support and/or development.

ii. Knowledge, Skills and Abilities:

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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iv.

o Knowledge of and experience with MPD enterprise and desktop applications, including Records

Management System (RMS), Computer Aided Dispatch (CAD), and Microsoft Office.

Proven experience with troubleshooting principles, methodologies, and issue resolution techniques.

Broad knowledge of programming languages and techniques, including Visual Basic and C/C++.

Database fundamentals including SQL and working with large sets of data.

Front end scripting capabilities preferred (Velocity, JavaScript, or JSP).

Use of HTML and Cascading Style Sheets.

Working knowledge of Java application servers.

Database query experience with SQL Server.

Able to develop and interpret technical documentation for training and end user procedures.

Knowiedge of trends in technology relating to software applications and hardware (desktop,

laptops, printers, etc).

o Ensure that all trouble tickets are created and maintained throughout the problem resolution
process.

o Good understanding of the organization’s goals and objectives.

Certifications, Licenses, Registrations:

Valid Wisconsin’s driver’s license.

Other Requirements:

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act of 1993 requires job descriptions to provide detailed information regarding the
physical demands required to perform the essential functions of a job; the conditions under which the job is
performed; and the tools and equipment the employee will be required to use on the job. Reasonable
accommodations may be made to enable qualified individuals to perform the essential duties and responsibilities
of the job for each of the categories listed below.

G. PHYSICAL ACTIVITY OF THE POSITION: (List the physical activities that are representative of those that
must be met to successfully perform the essential functions of the job).

CHECK ALL THAT APPLY:

Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, and the like; using feet and
legs and/or hands and arms. Body agility is emphasized. Check only if the amount and kind of climbing
required exceeds that required for ordinary locomotion.

Balancing: Maintaining body equilibrium to prevent failing when walking, standing or crouching on narrow,
slippery or erratically moving surfaces. Check only if the amount and kind of balancing exceeds that
needed for ordinary locomotion and maintenance of body equilibrium.

Stooping: Bending body downward and forward by bending spine at the waist. Check only if it occurs to a
considerable degree and requires full use of the lower extremities and back muscles.

Kneeling: Bending legs at knee to come to a rest on knee or knees.

Crouching: Bending the body downward and forward by bending leg and spine.

Crawling: Moving about on hands and knees or hands and feet.

Reaching: Extending Hand(s) and arm(s) in any direction.

Standing: Particularly for sustained periods of time.

Walking: Moving about on foot to accomplish tasks, particularly for long distances.

Pushing: Using upper extremities to exert force in order to draw, press against something with steady
force in order to thrust forward, downward or outward.

Pulling: Using upper extremities to exert force in order to draw, drag, haul or tug objects in a sustained
motion.

X K RIRRRRRE K & O

Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-
position. Check only if it occurs to a considerable degree and requires substantial use of the upper
extremities and back muscles.

Fingering: Picking, pinching, typing or otherwise working primarily with fingers rather than with the whole
hand or arm, as in handling.

X

Grasping: Applying pressure to an object with fingers and pal_m.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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Feeling: Perceiving attributes of objects such as size, shape, temperature or texture by touching with the
skin, particularly that of the fingertips.

Talking: Expressing or exchanging ideas by means of the spoken word. Those activities which demand
detailed or important instructions spoken to other workers accurately, loudly or quickly.

Hearing: Perceiving the nature of sounds with no less than a 40 db loss. Ability to receive oral
communication and make fine discriminations in sound.

Repetitive Motions: Substantial movements (motions) of the wrist, hands, and/or fingers.

Driving: Minimum standards required by State Law (including license).

X O X O

H. PHYSICAL REQUIREMENTS OF THE POSITION: (List the physical requirements that are essential
functions of the job.)

CHECK ONE:

[]| Sedentary Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting
most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other
sedentary criteria are met.

[]| Light Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force constantly to
move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for sedentary
work and the worker sits most of the time, the job is rated for Light Work. __|
[X]| Medium Work: Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently,
L]

L]

and/or up to 10 pounds of force constantly to move objects.

Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently,
and/or up to 20 pounds of force constantly to move objects.

Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of
force frequently, and/or in excess of 20 pounds of force constantly to move objects.

I.  VISUAL ACUITY REQUIREMENTS: (List the visual acuity requirements that are essential functions of the
job.)

CHECK ONE:

]| Operators (Electronic Equipment), Inspection, Close Assembly, Clerical, Administrative:

This is a minimum standard for use with those whose job requires work done at close visual range (i.e. preparing

and analyzing data and figures, accounting, transcription, computer terminal, extensive reading, visual inspection

involving small parts, operation of machines, using measurement devises, assembly or fabrication of parts).

[_]| Machine Operators, Mechanics, Skilled Tradespeople: This is a minimum standard for use with those whose

work deals with machines where the seeing job is at or within arm’'s reach. This also includes mechanics and

skilled tradespeople and those who do work of a non-repetitive nature such as carpenters, technicians, service

people, plumbers, painters, mechanics, etc. (If the machine operator also inspects, check the “Operators” box.)

X]| Mobile Equipment Operators: This is a minimum standard for use with those who operate cars, trucks, forklifts,
cranes, and high lift equipment.

[]| Other: This is a minimum standard based on the criteria of accuracy and neatness of work for janitors, sweepers,

efc.

J. THE CONDITIONS THE WORKER WILL BE SUBJECT TO IN THIS POSITION:
List the environmental/working conditions to which the employee may be exposed while performing the
essential functions of the job. Include scheduling considerations such as on-call for emergencies, rotating
shift, etc. Approximate Percentage of time performing field work: 10%

CHECK ALL THAT APPLY:
None: The worker is not substantially exposed to adverse environmental conditions (such as typical office or

administrative work).
The worker is subject to inside environmental conditions: Protection from weather conditions but not

necessarily from temperature changes (i.e. warehouses, covered loading docks, garages, etc.)

The worker is subject to outside environmental conditions: No effective protection from weather.

The worker is subject to extreme cold: Temperatures below 32 degrees for period of more than one hour,

The worker is subject to extreme heat: Temperatures above 100 degrees for periods of more than one hour.
The worker is subject to noise: There is sufficient noise to cause the worker to shout in order to be heard above
the surrounding noise level.

The worker is subject to vibration: Exposure to oscillating movements of the extremities or whole body.

The worker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving
mechanical parts, electrical current, working on scaffolding and high places or exposure to chemicals.

OO X

HiEiuln

The above statements are intended fo summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended fo be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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[ The worker is subject to atmospheric conditions: One or more of the following conditions that affect the
respiratory system or the skin: Fumes, odors, dust, mists, gases or poor ventilation.

[]| The worker is subject to oil: There is air and/or skin exposure to oils and other cutting fluids.
]

The worker is required to wear a respirator.

K. MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC. USED BY POSITION:
List equipment needed to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the essential

functions.)
CHECK ALL THAT APPLY:
Camera and photographic equipment Office Equipment (desk, chair, telephone, etc.)
] Cleaning supplies ] Office supplies (pens, staplers, pencils, etc.)
|| Commercial vehicle [X] Packing materials (boxes, shrink wrap, etc.)
<] Data processing equipment [X] PC equipment (monitor, keyboard, printer, etc.)
] Handcart ] PC software

Hand tools (please list): Screw drivers, pliers, etc.

Office Machines (check all that apply): ] Copier [] Facsimile [}J Calculator [ ] Cash register
<] Other (please list): radio, belt

L. SUPPLEMENTARY INFORMATION: (Indicate any other information which further explains the importance,
difficulty, or uniqueness of the position, such as its scope of responsibility related to finances, equipment,
people, information, etc. Also indicate success factors such a personal characteristics that contribute to an
individual's ability to perform well in the job, and any other special considerations.)

¢ Highly self-motivated and directed.

¢ Ability to absorb new ideas and concepts quickly.

¢ Good analytical and problem-solving abilities.

o Ability to effectively prioritize and execute tasks in a high-pressure environment.

e Ability to conduct research into software development and delivery concepts, as well as technical
application issues.

¢ Ability to present ideas in business-friendly and user-friendly language.

o Very strong customer service orientation.

o Excellent written, oral, interpersonal, and presentational skills.

¢ Excellent documentation skills.

Flexibility to work in and environment that includes possibility of short-notice assignments.

o Experience working in a team-oriented, collaborative environment.

Ability and willingness to work weekends and/or holidays if needed.

¢ Ability and willingness to be “on-call” after-hours. Member will be assigned pre-scheduled, rotational after-
hours "on-call” duties to handle after-hour urgent and emergency support situations (on-call duties shared
amongst 8 members in the work group).

o Ability to work successfully with vendors.

o Occasional travel between training locations required.

o Sitting for extended periods of time.

¢ Dexterity of hands and fingers to operate a computer keyboard, mouse, power tools, and to handle other
computer components.

e Lifting and transporting of moderately heavy objects, such as computers and peripherals.

M. | believe that the statements made above in describing this job are complete and
accurate.

Signature of Department Head or Designated Representative

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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City of Milwaukee
CS-25, Rev. 12/09

JOB DESCRIPTION FOR DER USE ONLY
Vacancy No.
City Service Finance
Instructions: Complete all sections. Refer to the Guidelines for Preparing Job Commission: Committee:
Fire & Police Common
Commission: Council:

Descriptions for instructions on completing specific items.

1. Date Prepared/ Revised: | 2. Present Incumbent:

Is incumbent underfilling position?

6/18/2015 / 11/4/2022 Peter Gnas

3. Date Filled: 4. Previous Incumbent: YES[] NoO [X
If YES, indicate Underfill Title in box 10.
5. Department: Bureau: Administration Unit:
POLICE DEPARTMENT Division: IT Division Section:
6. Work Location: Information Systems Telephone: AL .Schedule: )
Email: Hours: Days:

7. Represented by a Bargaining Unit: 8. FLSA Status (check one):

Union? [] Yes [X]No | If in District Council 48, which local? [] Exempt [X] Non-Exempt

10. | Official Title: Network Manager

Pay Range Job Code EEO Code
1GX 5140

Underfill Title (if applicable):

Requested Title (if applicable): | Infrastructure Manager

Recommended Title (DER Use Only):

Approved
by:

Date:

11. BASIC FUNCTION OF POSITION:

The Infrastructure Manager’s role ensures the stable operation of on-premise data centers including, but not limited to,
computing, virtualization, storage/SAN, network, and infrastructure. The Infrastructure Manager’s responsibilities include
strategic planning, budgeting, implementation of enterprise systems, and technology. Additionally, the Infrastructure
Manager is responsible for developing policy and procedures, ensuring adherence to established standards, and
overseeing the installation, configuration, maintenance, support, and optimization of all hardware, software,
virtualization, and communication equipment and UPS. This individual also manages teams of personnel who analyze
and resolve end user hardware and software computer problems in a timely and accurate fashion, and provide end user

training when required.

12. DESCRIPTION OF JOB (Check if description applies to Official Title ] or Underfill Title [ ]):

A. ESSENTIAL FUNCTIONS/Duties and Responsibilities: (Refer to the “Guidelines for Preparing Job
Descriptions” for instructions on determining Essential Functions.)

% of Time

ESSENTIAL FUNCTION

100%

Strategy & Planning

* Regular and consistent attendance.

¢ Perform network design and capacity planning.

¢ Develop, implement and maintain policies, procedures and associated training plans for network resource
administration, appropriate use, and disaster recovery.

o Establish service level agreements with end users.

Acquisition & Deployment
¢ Oversee installation, configuration, maintenance, and troubleshooting of end user workstation hardware,

software, and peripheral devices.
¢ Interact and negotiate with vendors, outsourcers, and contractors to secure network products and services.

¢ Conduct research on network products, services, protocols, and standards in support of network
procurement and development efforts.

Operational Management

e Manage Physical as well as VM Servers, print, and backup servers, and tape/disk backup systems and their
associated operating systems and software.

¢ Manage security solutions, including firewall, anti-virus, and intrusion detection systems.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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% of Time

ESSENTIAL FUNCTION

¢ Manage all network hardware and equipment, including routers, switches, hubs, and UPSs. This includes
Cisco WAP’s and Network/Scanner Copiers.

e Ensure network connectivity and file storage of all Physical and Virtual workstations.

¢ Administer all equipment, hardware and software upgrades.

Practice network asset management, including maintenance of network component inventory and related

documentation and technical specifications information.

Administer and maintain end user accounts, permissions, and access rights.

Perform server and security audits.

Provide SAN and NAS Storage Support.

Perform system backups and recovery.

Monitor and test network performance and provide network performance statistics and reports.

Recommend, schedule, and perform network improvements, upgrades, and repairs.
Manage and/or provide guidance to junior members of the team.

B. PERIPHERAL DUTIES:

% of Time

PERIPHERAL DUTY

C. NAME AND TITLE OF IMMEDIATE SUPERVISOR:

Police Information Systems Director.

D. SUPERVISION RECEIVED: (Describe the extent to which work assignments and methods are outlined,
reviewed, and approved by this position’s supervisor.)

Assignments received from Police Information Systems Director.

E. SUPERVISION EXERCISED:
Total number of employees for whom responsible, either directly or indirectly = 3.

Direct Supervision: List the number and titles of personnel directly supervised. Specify the kind and extent

of supervision exercised by indicating one or more of the following:

a. Assign duties e. Sign or approve work
b. Outline methods f.  Make hiring recommendations
c. Direct work in progress g. Prepare performance appraisals
d. Check or inspect completed work h. Take disciplinary action or effectively recommend such
Number Extent of Supervision Exercised
Supervised Job Title (Select those that apply from list above, a - h)
3 IT Support Specialist-Sr. a-h
1 System Analyst Sr. a-h

F. MINIMIMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to enter the

job.)

i. Education and Experience:

¢ College diploma or university degree in the field of computer science and/or 5 years equivalent

work experience.

¢ Certifications in MCSE or equivalent industry accepted network, server, technology certification.

ii. Knowledge, Skills and Abilities:

Working technical knowledge of network and current Server operating systems, hypervisor, vsan
and storage technologies including VMware, Dell Isilon, vSAN, Cisco, Windows Server and Linux
Server OS.

Extensive application support experience with enterprise systems and deployment/management

methodologies.
Working technical knowledge of current network hardware, protocols, and standards.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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¢ Hands-on hardware troubleshooting experience with systems and storage technologies as well as
network switching and VPN,

e Good understanding of the organization’s goals and objectives.

¢ Knowledge of applicable data privacy practices and laws.

iii. Certifications, Licenses, Registrations:

Valid Wisconsin’s driver's license.

iv. Other Regquirements:

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act of 1993 requires job descriptions to provide detailed information regarding the
physical demands required to perform the essential functions of a job; the conditions under which the job is
performed; and the tools and equipment the employee will be required to use on the job. Reasonable
accommodations may be made to enable qualified individuals to perform the essential duties and responsibilities

of the job for each of the categories listed below.

G. PHYSICAL ACTIVITY OF THE POSITION: (List the physical activities that are representative of those that
must be met to successfully perform the essential functions of the job).

CHECK ALL THAT APPLY:

[] | Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, and the like; using feet and

legs and/or hands and arms. Body agility is emphasized. Check only if the amount and kind of climbing

| _required exceeds that required for ordinary locomotion. - B
Balancing: Maintaining body equilibrium to prevent failing when walking, standing or crouching on narrow,

slippery or erratically moving surfaces. Check only if the amount and kind of balancing exceeds that

needed for ordinary locomotion and maintenance of body equilibrium.

O

Stooping: Bending body downward and forward by bending spine at the waist. Check only if it occurs to a
considerable degree and requires full use of the lower extremities and back muscles.

Kneeling: Bending legs at knee to come to a rest on knee or knees.

Crouching: Bending the body downward and forward by bending leg and spine.

Crawling: Moving about on hands and knees or hands and feet.

Reaching: Extending Hand(s) and arm(s) in any direction.

Standing: Particularly for sustained periods of time.

Walking: Moving about on foot to accomplish tasks, particularly for long distances.

Pushing: Using upper extremities to exert force in order to draw, press against something with steady
force in order to thrust forward, downward or outward.

Pulling: Using upper extremities to exert force in order to draw, drag, haul or tug objects in a sustained
motion.

Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-
position. Check only if it occurs to a considerable degree and requires substantial use of the upper
extremities and back muscles.

Fingering: Picking, pinching, typing or otherwise working primarily with fingers rather than with the whole
hand or arm, as in handling.

Grasping: Applying pressure to an object with fingers and palm.

Feeling: Perceiving attributes of objects such as size, shape, temperature or texture by touching with the
skin, particularly that of the fingertips.

Talking: Expressing or exchanging ideas by means of the spoken word. Those activities which demand
detailed or important instructions spoken to other workers accurately, loudly or quickly.

Hearing: Perceiving the nature of sounds with no less than a 40 db loss. Ability to receive oral
communication and make fine discriminations in sound.

Repetitive Motions: Substantial movements (motions) of the wrist, hands, and/or fingers.

MO B XK K KN EORNONR X

Driving: Minimum standards required by State Law (including license).

H. PHYSICAL REQUIREMENTS OF THE POSITION: (List the physical requirements that are essential
functions of the job.)

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbeni(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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CHECKONE:
[]] Sedentary Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting
most of the time. Jobs are sedentary if walking and standing are required only occasionaily and all other
sedentary criteria are met.

K| Light Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force constantly to
move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for sedentary
work and the worker sits most of the time, the job is rated for Light Work.

[ ]| Medium Work: Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently,
Ll

and/or up to 10 pounds of force constantly to move objects.

Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently,
and/or up to 20 pounds of force constantly to move objects.

[ ]| Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of
force frequently, and/or in excess of 20 pounds of force constantly to move objects.

l. VISUAL ACUITY REQUIREMENTS: (List the visual acuity requirements that are essential functions of the
job.)

CHECKONE:
[]| Operators (Electronic Equipment), Inspection, Close Assembly, Clerical, Administrative:

This is a minimum standard for use with those whose job requires work done at close visual range (i.e. preparing
and analyzing data and figures, accounting, transcription, computer terminal, extensive reading, visual inspection
involving small parts, operation of machines, using measurement devises, assembly or fabrication of parts).

[X]| Machine Operators, Mechanics, Skilled Tradespeople: This is a minimum standard for use with those whose
work deals with machines where the seeing job is at or within arm's reach. This also includes mechanics and
skilled tradespeople and those who do work of a non-repetitive nature such as carpenters, technicians, service
people, plumbers, painters, mechanics, etc. (If the machine operator also inspects, check the “Operators” box.)
[]| Mobile Equipment Operators: This is a minimum standard for use with those who operate cars, trucks, forklifts,
cranes, and high lift equipment.

[]| Other: This is a minimum standard based on the criteria of accuracy and neatness of work for janitors, sweepers,
etc.

J. THE CONDITIONS THE WORKER WILL BE SUBJECT TO IN THIS POSITION:
List the environmental/working conditions to which the employee may be exposed while performing the
essential functions of the job. Include scheduling considerations such as on-call for emergencies, rotating
shift, etc. Approximate Percentage of time performing field work: 10%

CHECK ALL THAT APPLY:

None: The worker is not substantially exposed to adverse environmental conditions (such as typical office or
administrative work).

The worker is subject to inside environmental conditions: Protection from weather conditions but not
necessarily from temperature changes (i.e. warehouses, covered loading docks, garages, etc.)

The worker is subject to outside environmental conditions: No effective protection from weather.,

The worker is subject to extreme cold: Temperatures below 32 degrees for period of more than one hour.
The worker is subject to extreme heat: Temperatures above 100 degrees for periods of more than one hour.

The worker is subject to noise: There is sufficient noise to cause the worker to shout in order to be heard above
the surrounding noise level.

The worker is subject to vibration: Exposure to oscillating movements of the extremities or whole body.

The worker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving
mechanical parts, electrical current, working on scaffolding and high places or exposure to chemicals.

The worker is subject to atmospheric conditions: One or more of the following conditions that affect the
respiratory system or the skin: Fumes, odors, dust, mists, gases or poor ventilation.

The worker is subject to oil: There is air and/or skin exposure to oils and other cutting fluids.

The worker is required to wear a respirator.

I

|y

|

Odolooon

K. MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC. USED BY POSITION:
List equipment needed to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the essential

functions.)
CHECK ALL THAT APPLY:

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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Camera and photographic equipment Office Equipment (desk, chair, telephone, etc.)
] Cleaning supplies [ Office supplies (pens, staplers, pencils, etc.)
[_| Commercial vehicle <] Packing materials (boxes, shrink wrap, etc.)
] Data processing equipment ] PC equipment (monitor, keyboard, printer, etc.)
] Handcart <] PC software

Hand tools (please list):
Office Machines (check all that apply): [<] Copier [ Facsimile [X] Calculator [ ] Cash register

L
1X] Other (please list): radio, belt

L. SUPPLEMENTARY INFORMATION: (Indicate any other information which further explains the importance,
difficulty, or uniqueness of the position, such as its scope of responsibility related to finances, equipment,
people, information, etc. Also indicate success factors such a personal characteristics that contribute to an
individual's ability to perform well in the job, and any other special considerations.)

e Strong written and oral communication skills.

e Strong interpersonal skills.

¢ Ability to conduct research into networking issues and products as required.

o Ability to present ideas in user-friendly language.

¢ Highly self-motivated and directed.

o Keen attention to detail.

e Proven analytical and problem-solving abilities.

¢ Ability to effectively prioritize and execute tasks in a high-pressure environment.

e Strong customer service orientation.

¢ Experience working in a team-oriented, collaborative environment.

o On-call availability for 10 days per month.

o Sitting for extended periods of time.

¢ Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer
components.

¢ Occasional inspection of cables in floors and ceilings.

e Lifting and transporting moderately heavy objects, such as computers and peripherals.

M. | believe that the statements made above in describing this job are complete and
accurate.

Signature of Department Head or Designated Representative

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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City of Milwaukee
cSor [Rbv. 1Bl JOB DESCRIPTION FOR DER USE ONLY
Vacancy No.
City Service Finance
Instructions: Complete all sections. Refer to the Guidelines for Preparing Job Commission: Commitiee;
Descriptions for instructions on completing specific items. Fire & Police Common
Commission: ) Council; i
1. Date Prepared/ Revised: | 2. Present Incumbent: Is incumbent underfilling position?
6/16/08 / 11/4/2022 Jeffrey Larson S
3. Date Filled: 4. Previous Incumbent: YES D ‘NO o
3/9/2020 Debbie Willichowski If YES, indicate Underfill Title in box 10.
5. Department: Bureau: ADMINISTRATION Unit:
POLICE DEPARTMENT Division: Information Systems Section:
6. Work Location: Data Communications Telephone: 414-935-7205 Work Schedule: Full-time
Center — 2333 North 49t Street Email: Hours:  Days: Flexible 40+ hr/week
7. Represented by a Bargaining Unit: Management, General City 8. FLSA Status (check one):
Union? [ ] Yes [XI No | Ifin District Council 48, which local? [] Exempt [X] Non-Exempt
10. | Official Title: Pay Range Job Code | EEO Code
Police Information Systems Director TMX 5475
Underfill Title (if applicable):
Requested Title (if applicable):
Recommended Title (DER Use Only): Q)p;proved
Date:

11. BASIC FUNCTION OF POSITION:

This position is responsible for developing and implementing the strategic direction, standards, policies and guidelines,
and providing oversight for all aspects of information technology for the Milwaukee Police Department. The incumbent
serves as lead advisor to the Chief of Police ensuring that the operational and business needs of the Department are
met through the efficient, effective development and deployment of information technologies resources.

The Information Systems Director has responsibility for mission and life-critical systems required to support the work of
the Police Department in protecting lives and property in the diverse and rapidly changing urban environment of the

City of Milwaukee.
12. DESCRIPTION OF JOB (Check if description applies to Official Title [X] or Underfill Title [_]):

A. ESSENTIAL FUNCTIONS/Duties and Responsibilities: (Refer to the “Guidelines for Preparing Job

Descriptions” for instructions on determining Essential Functions.)

% of Time ESSENTIAL FUNCTION
100% ¢ Regular and consistent attendance.

¢ Responsible for the effective and efficient operation and management of the Data Communications Center.

o Manages technology initiatives in the Police Department, setting implementation priorities, and creating a
technology roadmap, ensuring that present and future technology meets operational needs.

¢ Reviews and evaluates organizational effectiveness, goals, and strategic planning relative to current
technology and systems.

o Stays abreast of new / emerging technologies and the impact on current systems and operational
imperatives.

e Chairs the MPD Technology Policy Board coordinating between bureau and division heads regarding
information technology systems’ functionality, communications, and research and development as they
pertain to each respective area.

« Coordinates technology resources with the City's Information Technology Management Division to help
improve efficient delivery of IT services between city agencies. Recommends, advocates and/or
implements new and/or changes to existing systems.

e Serves on various boards, councils, committees, or task forces to coordinate department activities and
facilitate department goals and initiatives.

e Establishes and maintains collaborative relationships with members of City Administration & Council in

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the
incumbent(s) of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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"% of Time

ESSENTIAL FUNCTION

promoting and obtaining support for Police technology initiatives.

e Manages subordinate personnel, ensuring that they are adequately trained and that certifications are
maintained. Schedules regular staff meetings.

¢ Assists in the development of training programs for staff and field personnel to maximize the use of current
technology and improve systems skills.

» Responsible for performance management, working to improve and maintain high morale, and foster
teambuilding. Coaches and mentors when appropriate, initiates corrective and/or disciplinary action when

needed.
o Works to maintain staffing at appropriate levels; evaluates workloads and resources, setting priorities

according to business and operational needs of the Department.

¢ Assumes responsibility for planning, monitoring, and approving expenditures for the Technology budget.

¢ Establishes equipment and system life-cycle replacement costs as well as evaluates and recommends new
technology based on the operational needs of the Department.

¢ Monitors contract performance of vendors providing technology products and services, ensuring that
contract requirements are met.

e Assists with the development of technology service contracts with the City Purchasing Division.

* Assumes responsibility for ensuring that all technology systems and data are configured and maintained in
compliance with CJIS standards; responding to biannual compliance audits.

¢ Oversees the development of technology related Security policies and procedures. Ensures that all policies

are accurate, thoroughly documented, and consistently applied.

Qversees, implements, and maintains physical and remote access to all Police systems and facilities.

B. PERIPHERAL DUTIES:

% of Time

PERIPHERAL DUTY

¢ Perform other duties and tasks as assigned by the Assistant Chief of Administration Bureau or the Chief of
Police.

C. NAME AND TITLE OF IMMEDIATE SUPERVISOR:

Assistant Chief of Police — Administration Bureau

D. SUPERVISION RECEIVED: (Describe the extent to which work assignments and methods are outlined,
reviewed, and approved by this position’s supervisor.)

This position will receive general supervision from Assistant Chief of Administration Bureau.

E. SUPERVISION EXERCISED:
Total number of employees for whom responsible, either directly or indirectly = All members assigned to

the Office of Police Information Systems.

Direct Supervision: List the number and titles of personnel directly supervised. Specify the kind and

extent of supervision exercised by indicating one or more of the following:

a. Assign duties e. Sign or approve work
b. Outline methods f.  Make hiring recommendations
c. Direct work in progress g. Prepare performance appraisals
d. Check or inspect completed work h. Take disciplinary action or effectively recommend such
Number Extent of Supervision Exercised
Supervised Job Title (Select those that apply from list above, a - h)
1 Information Services Manager a-h
1 Network Manager a-h
1 Data Manager a-h
1 Systems Security Administrator a-h
1 Radio Communications Manager a-h
1 Police Officer Supervisor a-h
1 Police Lieutenant a-h
1 Technical Writer a-h

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the
incumbent(s) of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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a. Assign duties e. Sign or approve work
b. Outline methods f.  Make hiring recommendations
c. Direct work in progress g. Prepare performance appraisals
d. Check or inspect completed work h. Take disciplinary action or effectively recommend such
Number Extent of Supervision Exercised
Supervised Job Title (Select those that apply from list above, a - h)
1 IT Project Coordinator a-h

F. MINIMIMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to enter the
job.)

e Education and Experience:

o Baccalaureate Degree in Management Information Systems, Computer Science, Business,
Accounting or closely related field from an accredited college or university.

o Atleast five years of senior management experience planning and managing large scale
information technology projects and budgets, including managing a staff of professionals in a
project oriented team environment.

¢ Government experience, including the development and operation of mission critical systems is
desirable, but not required.

o Knowledge, Skills and Abilities:
o Must possess the ability to identify, implement, and evaluate policies and procedures in
compliance with the strategic planning and technology needs of the department.
¢ Must possess excellent planning, organizational and time-management skills with the added
ability to work under pressure, changing priorities as necessary.
* Must have a thorough knowledge of the principals, theories, and practices of budget writing,
management, and planning.
e Must possess knowledge of various information technology platforms and operating systems.
¢ Must be experienced with overseeing, implementing, and supporting software applications for
large, complex computer systems.
¢ Requires knowledge of computer hardware equipment, network functionality, and software as
they apply to an enterprise environment.
o Must have experience investigating, recommending, designing, installing, configuring,
maintaining, monitoring, and upgrading enterprise software and hardware.
e Must have an understanding of Criminal Justice Information Services Division (CJIS) security
standards as they apply to data and system security.
¢ Must have knowledge of City ordinances, labor contracts, state statutes, Wisconsin Industrial
Commission orders, and department rules and regulations as they relate to the sphere of
authority and responsibility of this position.
o Must have a basic understanding of grants, including application, administration, and continued
compliance to grant terms.
e Must have experience in analyzing and troubleshooting complex problems.
¢ Must be able to establish objectives and specify the strategies and actions to achieve these
objectives.
¢ Must possess leadership skills, including supervising, mentoring, coaching, and motivating
employees.
¢ Must possess good interpersonal skills, including the ability to establish and maintain effective
working relationships with management, direct reports, support personnel, as well as fostering
good public relations with consultants, vendors, and other agencies.
o Excellent oral communication skills are a must, including the ability to explain technical concepts
to non-technical audiences (singular or groups).
Must be able to provide consultation and/or expert advice.
Must be able to read, interpret and apply laws, rules, regulations, policies and/or procedures
Must be able to document effectively and write clearly in reports and correspondence.
Must be able to read and understand written information, as well as understand ideas and
information presented verbally.
o Must exhibit at all times, the leadership qualities of honesty, integrity, accountability, commitment,
and initiative.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the
incumbent(s) of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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¢ Requires the ability to work effectively in a quasi-military organization.

e Certifications, Licenses, Registrations:

e Other Requirements:
e Must have a valid drivers license.

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act of 1993 requires job descriptions to provide detailed information regarding
the physical demands required to perform the essential functions of a job; the conditions under which the job is
performed; and the tools and equipment the employee will be required to use on the job. Reasonable
accommodations may be made to enable qualified individuals to perform the essential duties and
responsibilities of the job for each of the categories listed below.

G. PHYSICAL ACTIVITY OF THE POSITION: (List the physical activities that are representative of those that
must be met to successfully perform the essential functions of the job).

CHECK ALL THAT APPLY:

[] | Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, and the like; using feet
and legs and/or hands and arms. Body agility is emphasized. Check only if the amount and kind of

| climbing required exceeds that required for ordinary locomotion.

[] | Balancing: Maintaining body equilibrium to prevent failing when walking, standing or crouching on
narrow, slippery or erratically moving surfaces. Check only if the amount and kind of balancing exceeds
that needed for ordinary locomotion and maintenance of body equilibrium.

[] | Stooping: Bending body downward and forward by bending spine at the waist. Check only if it occurs to
a considerable degree and requires full use of the lower extremities and back muscles.

[] | Kneeling: Bending legs at knee to come to a rest on knee or knees.

[] | Crouching: Bending the body downward and forward by bending leg and spine.

[] | Crawling: Moving about on hands and knees or hands and feet.

[ | Reaching: Extending Hand(s) and arm(s}) in any direction.

[] | Standing: Particularly for sustained periods of time.

X | Walking: Moving about on foot to accomplish tasks, particularly for long distances.

[] | Pushing: Using upper extremities to exert force in order to draw, press against something with steady
force in order to thrust forward, downward or outward.

[] | Pulling: Using upper extremities to exert force in order to draw, drag, haul or tug objects in a sustained
motion.

[ ] | Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-
position. Check only if it occurs to a considerable degree and requires substantial use of the upper
extremities and back muscles.

[X] | Fingering: Picking, pinching, typing or otherwise working primarily with fingers rather than with the whole
hand or arm, as in handling.

[ ] | Grasping: Applying pressure to an object with fingers and palm.

[T] | Feeling: Perceiving attributes of objects such as size, shape, temperature or texture by touching with the
skin, particularly that of the fingertips.

[] | Talking: Expressing or exchanging ideas by means of the spoken word. Those activities which demand
detailed or important instructions spoken to other workers accurately, loudly or quickly.

Hearing: Perceiving the nature of sounds with no less than a 40 db loss. Ability to receive oral
communication and make fine discriminations in sound.

[ ] | Repetitive Motions: Substantial movements (motions) of the wrist, hands, and/or fingers.

> | Driving: Minimum standards required by State Law (including license).

H. PHYSICAL REQUIREMENTS OF THE POSITION: (List the physical requirements that are essential
functions of the job.)

CHECK ONE:

] |:[| Sedentary Work: Exerling up to 10 pounds of force occasionally and/or negligible amount of force

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the
incumbent(s) of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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frequently or constantly to [ift, carry, push, pull or otherwise move objects. Sedentary work involves sitting
most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other
sedentary criteria are met.

X

Light Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force constantly to
move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for sedentary

_work and the worker sits most of the time, the job is rated for Light Work.
Medium Work: Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently,

and/or up to 10 pounds of force constantly to move objects.

Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently,
and/or up to 20 pounds of force constantly to move objects.

Odd

Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of

force frequently, and/or in excess of 20 pounds of force constantly to move objects.

. VISUAL ACUITY REQUIREMENTS: (List the visual acuity requirements that are essential functions of the
job.)

CHECK ONE:

L

Operators (Electronic Equipment), Inspection, Close Assembly, Clerical, Administrative:

This is a minimum standard for use with those whose job requires work done at close visual range (i.e. preparing
and analyzing data and figures, accounting, transcription, computer terminal, extensive reading, visual inspection
involving small parts, operation of machines, using measurement devises, assembly or fabrication of parts).

L

Machine Operators, Mechanics, Skilled Tradespeople: This is a minimum standard for use with those whose

work deals with machines where the seeing job is at or within arm’s reach. This also includes mechanics and

skilled tradespeople and those who do work of a non-repetitive nature such as carpenters, technicians, service
people, plumbers, painters, mechanics, etc. (If the machine operator also inspects, check the “Operators” box.)

U

Mobile Equipment Operators: This is a minimum standard for use with those who operate cars, trucks, forklifts,
cranes, and high lift equipment.

L]

Other: This is a minimum standard based on the criteria of accuracy and neatness of work for janitors, sweepers,
etc.

J. THE CONDITIONS THE WORKER WILL BE SUBJECT TO IN THIS POSITION:

List

the environmental/working conditions to which the employee may be exposed while performing the

essential functions of the job. Include scheduling considerations such as on-call for emergencies, rotating
shift, etc. Approximate Percentage of time performing field work: 0%

CHECK ALL THAT APPLY:

None: The worker is not substantially exposed to adverse environmental conditions (such as typical office or
administrative work).

The worker is subject to inside environmental conditions: Protection from weather conditions but not
necessarily from temperature changes (i.e. warehouses, covered loading docks, garages, etc.)

The worker is subject to outside environmental conditions: No effective protection from weather.

The worker is subject to extreme cold: Temperatures below 32 degrees for period of more than one hour.

The worker is subject to extreme heat: Temperatures above 100 degrees for periods of more than one hour.

The worker is subject to noise: There is sufficient noise to cause the worker to shout in order to be heard above
the surrounding noise level.

The worker is subject to vibration: Exposure to oscillating movements of the extremities or whole body.

The worker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving

mechanical parts, electrical current, working on scaffolding and high places or exposure to chemicals.

The worker is subject to atmospheric conditions: One or more of the following conditions that affect the
respiratory system or the skin: Fumes, odors, dust, mists, gases or poor ventilation.

The worker is subject to oil: There is air and/or skin exposure to oils and other cutting fluids.

U O 0000000 X

The worker is required to wear a respirator.

K. MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC. USED BY POSITION:

List equipment needed to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the essential
functions.)
CHECK ALL THAT APPLY:

|| Camera and photographic equipment Office Equipment (desk, chair, telephone, etc.)

[ ] Cleaning supplies ] Office supplies (pens, staplers, pencils, etc.)

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the
incumbent(s) of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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|_| Commercial vehicle |_| Packing materials (boxes, shrink wrap, etc.)

[<] Data processing equipment <] PC equipment (monitor, keyboard, printer, etc.)
 [] Handcart <] PC software

|| Hand tools (please list):

[X] Office Machines (check all that apply): [<] Copier <] Facsimile ] Calculator [ ] Cash register

|_| Other (please list):

L. SUPPLEMENTARY INFORMATION: (Indicate any other information which further explains the
importance, difficulty, or uniqueness of the position, such as its scope of responsibility related to finances,
equipment, people, information, etc. Also indicate success factors such a personal characteristics that
contribute to an individual's ability to perform well in the job, and any other special considerations.)

The ability to work in a quasi-military environment is essential to the successful performance in this
position.

M. | believe that the statements made above in describing this job are complete and
accurate.

Signature of Department Head or Designated Representative

The above statements are intended fo summarize the nature and level of work and typical responsibilities and duties being performed by the
incumbent(s) of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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City of Milwaukee = '
G525, Rev. 12/09 JOB DESCRIPTION FOR DER USE ONLY
Vacancy No.
City Service Finance
Instructions: Complete all sections. Refer to the Guidelines for Preparing Job Commission: Committes:
Descriptions for instructions on completing specific items. Fire & Police Common
Commission: Council: _
1. Date Prepared/ Revised: | 2. Present Incumbent: T Is incumbent underfilling position?
6/7/2017 / 11/4/2022 Veronica McClain -
3. Date Filled: 4. Previous Incumbent: YES[] NO
1/29/2017 If YES, indicate Undeffill Title in box 10.
5. Department: Bureau: Administration Unit:
POLICE DEPARTMENT Division: IT Division Section:
6. Work Location: 2333 N. 43 St. Telephone: 414-935-7206 Work Schedule: Full-time
Milwaukee, WI 53210 Email: Hours: 8am-4pm Days: M-F
7. Represented by a Bargaining Unit: Management, General City 8. FLSA Status (check one):
Union? [ ] Yes [X] No | Ifin District Council 48, which local? X Exempt [ ] Non-Exempt

10. | Official Title:

Police Office Supervisor 1AX 4356

Pay Range Job Code EEO Code

Underfill Title (if applicable):

ﬁéquested Title (if applicable):

Recommended Title (DER Use Only):

Approved
by:

Date:

11. BASIC FUNCTION OF POSITION:

The Police Office Supervisor serve as an assistant to the Police Information Systems Director and provide direction to
the office support staff of the Information Technology Division.

12. DESCRIPTION OF JOB (Check if description applies to Official Title [X] or Underfill Title []):

A. ESSENTIAL FUNCTIONS/Duties and Responsibilities: (Refer to the "Guidelines for Preparing Job
Descriptions” for instructions on determining Essential Functions.)

% of Time

ESSENTIAL FUNCTION

100%

Regular and consistent attendance.

Perform administrative and office supervisor functions to include monitoring division assignments, activities
and projects; screen calls and respond to requests for information; compose letters, reports, spreadsheets,
and presentations; facilitate and disseminate information between the Division, Command Staff, vendors,
and other City departments while maintaining confidentiality of sensitive information and ensuring a timely
response; serve as a resource regarding applicable policies and procedures; train and direct office staff;
update and track a variety of files, records, reports, and related documents; and maintaining staff calendars

as assigned.

Oversee and help develop RFP's and MPD Vendor Contracts; process and research for the RFP process,
amendments and exception to bid documents per City Purchasing requirements; participate in the
negotiation procedures as directed. Review and recommend approval of all hardware and software
acquisition and maintenance contracts, solicit involvement and participation of other professional team
members as appropriate. Maintain contact with IT suppliers and maintain knowledge of current technology,
equipment, prices and terms of agreements to minimize the investment required to meet established service
levels. Evaluate systems to measure their success.

Inputs purchasing requisitions into the City’s Financial Management information System (FMIS) for the IT
Division and other areas within MPD as requested. Maintains files of purchase requisitions request. Monitor
current contracts and renew or amend as necessary.

Provide security access for the Milwaukee Police Department members in FMIS as requested. Review and
maintain security access records as members needs change or as they depart from the Department.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s) of this
Jjob. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.

Page 1 of 5, CS-25, Job Description




% of Time

ESSENTIAL FUNCTION

¢ Oversee the records retention process to ensure records are retained, stored, and/or destroyed in

accordance with established policies; compile information and generates special reports; manage operating,
equipment and capital expenditures accounting database, interpret information, and assure the accuracy of
information; resolve vendor service issues.

o Assist in the development and monitoring of the Division’s annual budget that includes I.T. and Radio

Communications; prepare purchase requisitions; research and resolve invoice discrepancies; access FMIS
for status updates; and assist in maintaining inventory of equipment and office supplies and all division’s
purchase orders.

e Supervise I.T. Accounting Assistant || and Office Assistant Il through proper delegation and work

supervision to ensure appropriate levels of service and resources; monitor work, evaluate performance,
train, counsel, recommend hiring decisions and disciplinary actions, work with staff on professional
development and instruct employees in order to meet established goals and objectives; ensure staff adhere

to established policies and procedures.

o Compile employee time, production, and payroll data from timesheets and other records. Verify attendance,

hours worked, pay adjustments, and approve information in the online time system. Keep track of leave
time, such as vacation, personal, and sick leave, for employees. Monitor division overtime budget and

utilization rates.

B. PERIPHERAL DUTIES:

% of Time

PERIPHERAL DUTY

¢ Pick up orders that are delivered at location; includes lifting and moving objects with a handcart.

o Approving time off of Managers in absence of IT Director and other staff in absence of their Manager.

C. NAME AND TITLE OF IMMEDIATE SUPERVISOR:

Police Information Systems Director.

D. SUPERVISION RECEIVED: (Describe the extent to which work assignments and methods are outlined,
reviewed, and approved by this position’s supervisor.)

General supervision received from Police Information Systems Director.

E. SUPERVISION EXERCISED:
Total number of employees for whom responsible, either directly or indirectly = 2

Direct Supervision: List the number and titles of personnel directly supervised. Specify the kind and

extent of supervision exercised by indicating one or more of the following:

a. Assign duties e. Sign or approve work
b. Outline methods f.  Make hiring recommendations
c. Direct work in progress g. Prepare performance appraisals
d. Check or inspect completed work h. Take disciplinary action or effectively recommend such
Number Extent of Supervision Exercised
Supervised Job Title (Select those that apply from list above, a - h)
1 Accounting Assistant Il a-h
1 Office Assistant Il a-h

F. MINIMIMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to enter the

job.)

i. Education and Experience:

Four years of progressively responsible office support experience with at least one year of
experience in a lead worker role. A related Bachelor's Degree and technical background are

desirable.

ii. Knowledge, Skills and Abilities:

Problem solving utilizing limited resources.
Use of computers, computer applications, and software, and computer-based research tools.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s) of this
Job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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e Project planning and management techniques relating to the development, acquisition and
installation of information technology.

e Budgeting, Accounting and FMIS knowledge.

Manage, plan, assign, and supervise the work of a diverse staff in the accomplishment of multiple

projects.

Establish and maintain effective working relationships within various work groups.

Manage multiple technical projects and adhere to deadlines.

Communicate effectively, verbally and in writing.

Exercise analytical skills in providing fact-based details to support ideas, recommendations, and

analysis.

e Coordinate within own department and across departments to identify opportunities for shared
use of information systems and technologies.

iii. Certifications, Licenses, Registrations:

iv. Other Requirements:

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act of 1993 requires job descriptions to provide detailed information regarding
the physical demands required to perform the essential functions of a job; the conditions under which the job is
performed; and the tools and equipment the employee will be required to use on the job. Reasonable
accommodations may be made to enable qualified individuals to perform the essential duties and
responsibilities of the job for each of the categories listed below.

G. PHYSICAL ACTIVITY OF THE POSITION: (List the physical activities that are representative of those that
must be met to successfully perform the essential functions of the job).

CHECK ALL THAT APPLY:

[] | Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, and the like; using feet
and legs and/or hands and arms. Body agility is emphasized. Check only if the amount and kind of
climbing required exceeds that required for ordinary locomotion.

Balancing: Maintaining body equilibrium to prevent failing when walking, standing or crouching on
narrow, slippery or erratically moving surfaces. Check only if the amount and kind of balancing exceeds
that needed for ordinary locomotion and maintenance of body equilibrium.

Stooping: Bending body downward and forward by bending spine at the waist. Check only if it occurs to
a considerable degree and requires full use of the lower extremities and back muscles.

Kneeling: Bending legs at knee to come to a rest on knee or knees.

| Crouching: Bending the body downward and forward by bending leg and spine.

!
I
|

X" O

| Crawling: Moving about on hands and knees or hands and feet.

I

|

Reaching: Extending Hand(s) and arm(s) in any direction.

f
[
I

Standing: Particularly for sustained periods of time.

Walking: Moving about on foot to accomplish tasks, particularly for long distances.

Pushing: Using upper extremities to exert force in order to draw, press against something with steady
force in order to thrust forward, downward or outward.

Pulling: Using upper extremities to exert force in order to draw, drag, haul or tug objects in a sustained
motion.

T
X X XXX

Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-
position. Check only if it occurs to a considerable degree and requires substantial use of the upper
extremities and back muscles.

Fingering: Picking, pinching, typing or otherwise working primarily with fingers rather than with the whole
hand or arm, as in handling.

] X

Grasping: Applying pressure to an object with fingers and palm.

Feeling: Perceiving attributes of objects such as size, shape, temperature or texture by touching with the
skin, particularly that of the fingertips.

‘Talking: Expressing or exchanging ideas by means of the spoken word. Those activities which demand
_detailed or important instructions spoken to other workers accurately, loudly or quickly.

] | Hearing: Perceiving the nature of sounds with no less than a 40 db loss. Ability to receive oral
_communication and make fine discriminations in sound.

| X “Repetitive Motions: Substantial movements (motions) of the wrist, hands, and/or fingers.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s) of this
Job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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| [ | Driving: Minimum standards required by State Law (including license).

H. PHYSICAL REQUIREMENTS OF THE POSITION: (List the physical requirements that are essential
functions of the job.)

CHECK ONE:

L]

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting
most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other
sedentary criteria are met.

Light Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force constantly to
move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for sedentary
work and the worker sits most of the time, the job is rated for Light Work.

Medium Work: Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently,
and/or up to 10 pounds of force constantly to move objects.

Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently,
and/or up to 20 pounds of force constantly to move objects.

OO0 K

Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of
force frequently, and/or in excess of 20 pounds of force constantly to move objects.

J. VISUAL ACUITY REQUIREMENTS: (List the visual acuity requirements that are essential functions of the
job.)

CHECK ONE: ) -

X

Operators (Electronic Equipment), Inspection, Close Assembly, Clerical, Administrative:

This is a minimum standard for use with those whose job requires work done at close visual range (i.e. preparing
and analyzing data and figures, accounting, transcription, computer terminal, extensive reading, visual inspection
involving small parts, operation of machines, using measurement devises, assembly or fabrication of parts).

L]

Machine Operators, Mechanics, Skilled Tradespeople: This is a minimum standard for use with those whose
work deals with machines where the seeing job is at or within arm’s reach. This also includes mechanics and
skilled tradespeople and those who do work of a non-repetitive nature such as carpenters, technicians, service
people, plumbers, painters, mechanics, etc. (If the machine operator also inspects, check the “Operators” box.)

]

Mobile Equipment Operators: This is a minimum standard for use with those who operate cars, trucks, forklifts,
cranes, and high lift equipment.

L]

Other: This is a minimum standard based on the criteria of accuracy and neatness of work for janitors, sweepers,
etc.

K. THE CONDITIONS THE WORKER WILL BE SUBJECT TO IN THIS POSITION:
List the environmental/working conditions to which the employee may be exposed while performing the
essential functions of the job. Include scheduling considerations such as on-call for emergencies, rotating
shift, etc. Approximate Percentage of time performing field work: 0%

CHECK ALL THAT APPLY:

None: The worker is not substantially exposed to adverse environmental conditions (such as typical office or
administrative work).

The worker is subject to inside environmental conditions: Protection from weather conditions but not
necessarily from temperature changes (i.e. warehouses, covered loading docks, garages, etc.)

The worker is subject to outside environmental conditions: No effective protection from weather.

The worker is subject to extreme cold: Temperatures below 32 degrees for period of more than one hour.

The worker is subject to extreme heat: Temperatures above 100 degrees for periods of more than one hour.

The worker is subject to noise: There is sufficient noise to cause the worker to shout in order to be heard above
the surrounding noise level.

The worker is subject to vibration: Exposure to oscillating movements of the exiremities or whole body.

The worker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving
mechanical parts, electrical current, working on scaffolding and high places or exposure to chemicals.

The worker is subject to atmospheric conditions: One or more of the following conditions that affect the
respiratory system or the skin: Fumes, odors, dust, mists, gases or poor ventilation.

The worker is subject to oil: There is air and/or skin exposure to oils and other cutting fluids.

OO 0000000 X

The worker is required to wear a respirator.

L. MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC. USED BY POSITION:
List equipment needed to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the essential

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s) of this
job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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functions.)

CHECK ALL THAT APPLY:

[ ] Camera and photographic equipment X] Office Equipment (desk, chair, telephone, etc.)
Cleaning supplies <] Office supplies (pens, staplers, pencils, etc.)
Commercial vehicle Packing materials (boxes, shrink wrap, etc.)

Data processing equipment PC equipment (monitor, keyboard, printer, etc.)
Handcart PC software

Hand tools (please list):

Office Machines (check all that apply): [] Copier [] Facsimile [X] Calculator [ ] Cash register

XXX

XX

Other (please list): Scanner

M. SUPPLEMENTARY INFORMATION: (Indicate any other information which further explains the
importance, difficulty, or uniqueness of the position, such as its scope of responsibility related to finances,
equipment, people, information, etc. Also indicate success factors such a personal characteristics that
contribute to an individual’s ability to perform well in the job, and any other special considerations.)

N. | believe that the statements made above in describing this job are complete and
accurate.

Signature of Department Head or Designated Representative

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s) of this
job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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City of Milwaukee
C5i05 Rew 1206 JOB DESCRIPTION FOR DER USE ONLY
Vacancy No.
City Service Finance
Instructions: Complete all sections. Refer to the Guidelines for Preparing Job Commission; Committee:
Descriptions for instructions on completing specific items. Fire & Police Common
Commission: Council:
1. Date Prepared/ Revised: | 2. Present Incumbent: Is incumbent underfilling position?
June 17, 2015 / 11/4/2022 Vacant
3. Date Filled: 4. Previous Incumbent: YES D ‘NO D o
Richard Wright If YES, indicate Underfill Title in box 10.
5. Department: Bureau: Administration Unit:
POLICE DEPARTMENT Division: IT Division Section:
6. Work Location: Information Systems Telef_)!\one: ok .Schedule: .
Email: Hours: 8 Days: 5
7. Represented by a Bargaining Unit: 8. FLSA Status (check one):
Union? [] Yes No | If in District Council 48, which local? []Exempt [X] Non-Exempt

Pay Range Job Code EEO Code
2GN 0175

10. | Official Title: Programmer Analyst

Underfill Title (if applicable):

Requested Title (if applicable):
Recommended Title (DER Use Only): g\gpm"ed
Date:

11. BASIC FUNCTION OF POSITION:

The Programmer Analyst's role is to assist in defining, developing, testing, analyzing and maintaining new software
applications in support of the achievement of business requirements. This includes writing, coding, testing, and
analyzing software programs and applications. The Programmer Analyst will also research, design, document, and
modify software specifications throughout the production life cycle. The Programmer Analyst will monitor database
performance and use SQL Server Integration Services (SSIS) to create packages to validate, extract, transform and
load (ETL) data to data warehouse and data marts. Create, maintain and edit Structured Query Language (SQL) Server

Reporting Services reports.
12. DESCRIPTION OF JOB (Check if description applies to Official Title [X] or Underfill Title [ ]):

A. ESSENTIAL FUNCTIONS/Duties and Responsibilities: (Refer to the “Guidelines for Preparing Job

Descriptions” for instructions on determining Essential Functions.)
% of Time ESSENTIAL FUNCTION

100% Strategy & Planning

¢ Regular and consistent attendance.

¢ Collaborate with developers, programmers, and designers in conceptualizing and development of new
software programs and applications.

e Analyze and assess existing business systems and procedures.

o Assist in the definition, development, and documentation of software’s business requirements, objectives,

deliverables, and specifications on a project-by-project basis in collaboration with internal users and
departments.

» Assist in defining software development project plans, including scoping, scheduling, and implementation.

_» Research, identify, analyze, and fulfill requirements of all internal and external program users.

Acquisition & Development

¢ Conduct research on engineering application development software products, languages, and standards in
support of procurement and development efforts.

 Liaise with vendors for efficient implementation of new software products or systems and for resolution of

any adaptation issues.
o Recommend. schedule, and perform software improvements and upgrades.

Operational Management
e Liaise with network administrators, systems analysts, and software engineers to assist in resolving problems

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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% of Time

ESSENTIAL FUNCTION

with software products or department software systems.

Consistently write, translate, and code software programs and applications according to specifications.
Write programming scripts to enhance functionality and/or performance of department applications as
necessary.

Design, run and monitor software performance tests on new and existing programs for the purposes of
correcting errors, isolating areas for improvement, and general debugging.

Administer critical analysis of test results and deliver solutions to problem areas.

o Generate statistics and write reports for management and/or team members on the status of the

programming process.

Develop and maintain user manuals and guidelines.

Train end users to operate new or modified programs.
Install software products for end users as required.
Manage and/or provide guidance to junior team members.

B. PERIPHERAL DUTIES:

% of Time

PERIPHERAL DUTY

C. NAME AND TITLE OF IMMEDIATE SUPERVISOR:

Data Servic

es Manager

D. SUPERVISION RECEIVED: (Describe the extent to which work assignments and methods are outlined,
reviewed, and approved by this position’s supervisor.)

Assignment

s received from Data Services Manager.

E. SUPERVISION EXERCISED:
Total number of employees for whom responsible, either directly or indirectly = None.

Direct Supervision: List the number and titles of personnel directly supervised. Specify the kind and extent

of supervision exercised by indicating one or more of the following:

a. Assign duties e. Sign or approve work
b. Outline methods f.  Make hiring recommendations
c. Direct work in progress g. Prepare performance appraisals
d. Check or inspect completed work h. Take disciplinary action or effectively recommend such
Number Extent of Supervision Exercised
Supervised Job Title (Select those that apply from list above, a - h)
0

F. MINIMIMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to enter the

job.)

i. Education and Experience:

e Bachelor’s degree in computer science, software engineering, information technology,
management information systems, or a closely related field from an accredited college or
university.

¢ Certifications in Computer Science and/or Programming in 2 or more of the languages provided
below.

i. Knowl

edge, Skills and Abilities:

» Proficiency in the XML tool as well as a variety of programming languages, including C, C++, Java,

N

ET, Visual Basic .NET (VB.NET), JavaScript Object Notation (JSON), Transact-SQL (TSQL),

and C Sharp.

o Excellent understanding of coding methods and best practices.

e Knowledge of relational databases and operating systems, particularly Microsoft Server, SQL, and
Oracle.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
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e Thorough understanding of platforms such as Records Management Systems and Computer Aided
Dispatch is desired.

¢ Solid working knowledge of current Internet technologies, including TCP/IP, HTP, and SNMP.

¢ Knowledge of Crystal Reports and SQL Server Reporting Services (SSRS).

e Prior experience interviewing end-users for insight on functionality, interface, problems, and/or
usability issues.

¢ Knowledge of enterprise applications, including Microsoft Productivity software, such as Microsoft

Office and Microsoft Project.

Working knowledge of Microsoft Power Business Intelligence (BI).

Working knowledge of data extraction and analysis.

Hands-on experience developing test cases and test plans.

Knowledge of applicable data privacy practices and laws.

Certifications, Licenses, Registrations;

Valid Wisconsin's driver’s license.
One or more certifications in C, C++, Java, .NET, Visual Basic .NET (VB.NET), and/or C Sharp.

Other Requirements:

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act of 1993 requires job descriptions to provide detailed information regarding the
physical demands required to perform the essential functions of a job; the conditions under which the job is
performed; and the tools and equipment the employee will be required to use on the job. Reasonable
accommodations may be made to enable qualified individuals to perform the essential duties and responsibilities
of the job for each of the categories listed below.

G. PHYSICAL ACTIVITY OF THE POSITION: (List the physical activities that are representative of those that
must be met to successfully perform the essential functions of the job).

CHECK ALL THAT APPLY:

L

Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, and the like; using feet and
legs and/or hands and arms. Body agility is emphasized. Check only if the amount and kind of climbing
required exceeds that required for ordinary locomotion.

Balancing: Maintaining body equilibrium to prevent failing when walking, standing or crouching on narrow,
slippery or erraticaily moving surfaces. Check only if the amount and kind of balancing exceeds that
needed for ordinary locomotion and maintenance of body equilibrium.

Stooping: Bending body downward and forward by bending spine at the waist. Check only if it occurs to a
considerable degree and requires full use of the lower extremities and back muscles.

Kneeling: Bending legs at knee to come to a rest on knee or knees.

Crouching: Bending the body downward and forward by bending leg and spine.

Crawling: Moving about on hands and knees or hands and feet.

Reaching: Extending Hand(s) and arm(s) in any direction.

Standing: Particularly for sustained periods of time.

Walking: Moving about on foot to accomplish tasks, particularly for long distances.

Pushing: Using upper extremities to exert force in order to draw, press against something with steady
force in order to thrust forward, downward or outward.

Pulling: Using upper extremities to exert force in order to draw, drag, haul or tug objects in a sustained
motion.

M X XOXKKKK X O

Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-
position. Check only if it occurs to a considerable degree and requires substantial use of the upper
extremities and back muscles.

Fingering: Picking, pinching, typing or otherwise working primarily with fingers rather than with the whole
hand or arm, as in handling.

Grasping: Applying pressure to an object with fingers and palm.

XX X

Feeling: Perceiving attributes of objects such as size, shape, temperature or texture by touching with the
skin, particularly that of the fingertips.

Talking: Expressing or exchanging ideas by means of the spoken word. Those activities which demand

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
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detailed or important instructions spoken to other workers accurately, loudly or quickly.

Hearing: Perceiving the nature of sounds with no less than a 40 db ioss. Ability to receive oral
communication and make fine discriminations in sound. -
Repetitive Motions: Substantial movements (motions) of the wrist, hands, and/or fingers.

Driving: Minimum standards required by State Law (including license).

X X

H. PHYSICAL REQUIREMENTS OF THE POSITION: (List the physical requirements that are essential
functions of the job.)

CHECK ONE:

[ ]| Sedentary Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting
most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other
sedentary criteria are met.

Light Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force constantly to
move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for sedentary
work and the worker sits most of the time, the job is rated for Light Work. __
Medium Work: Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently,
and/or up to 10 pounds of force constantly to move objects.

Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently,
and/or up to 20 pounds of force constantly to move objects.

Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of
force frequently, and/or in excess of 20 pounds of force constantly to move objects.

X

OO 0O

I. VISUAL ACUITY REQUIREMENTS: (List the visual acuity requirements that are essential functions of the
job.)

CHECK ONE:

[ ]| Operators (Electronic Equipment), Inspection, Close Assembly, Clerical, Administrative:

This is a minimum standard for use with those whose job requires work done at close visual range (i.e. preparing
and analyzing data and figures, accounting, transcription, computer terminal, extensive reading, visual inspection
involving small parts, operation of machines, using measurement devises, assembly or fabrication of parts).

[X]| Machine Operators, Mechanics, Skilled Tradespeople: This is a minimum standard for use with those whose
work deals with machines where the seeing job is at or within arm’s reach. This also includes mechanics and
skilled tradespeople and those who do work of a non-repetitive nature such as carpenters, technicians, service
people, plumbers, painters, mechanics, etc. (If the machine operator also inspects, check the “Operators” box.)
[ ]| Mobile Equipment Operators: This is a minimum standard for use with those who operate cars, trucks, forklifts,

cranes, and high lift equipment.
[]] Other: This is a minimum standard based on the criteria of accuracy and neatness of work for janitors, sweepers,

etc.

J. THE CONDITIONS THE WORKER WILL BE SUBJECT TO IN THIS POSITION:
List the environmental/working conditions to which the employee may be exposed while performing the
essential functions of the job. Include scheduling considerations such as on-call for emergencies, rotating
shift, etc. Approximate Percentage of time performing field work: 10%

CHECK ALL THAT APPLY:
None: The worker is not substantially exposed to adverse environmental conditions (such as typical office or

administrative work).

The worker is subject to inside environmental conditions: Protection from weather conditions but not
necessarily from temperature changes (i.e. warehouses, covered loading docks, garages, efc.)

The worker is subject to outside environmental conditions: No effective protection from weather.

The worker is subject to extreme cold: Temperatures below 32 degrees for period of more than one hour.
The worker is subject to extreme heat: Temperatures above 100 degrees for periods of more than one hour.
The worker is subject to noise: There is sufficient noise to cause the worker to shout in order to be heard above
the surrounding noise level.

The worker is subject to vibration: Exposure to oscillating movements of the extremities or whole body.

The worker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving
mechanical parts, electrical current, working on scaffolding and high places or exposure to chemicals.

The worker is subject to atmospheric conditions: One or more of the following conditions that affect the
respiratory system or the skin: Fumes, odors, dust, mists, gases or poor ventilation.

The worker is subject to oil: There is air and/or skin exposure to oils and other cutting fluids.

OO0 00000000
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| DJ The worker is required to wear a respirator.

K. MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC. USED BY POSITION:
List equipment needed to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the essential

functions.)

CHECK ALL THAT APPLY:

Camera and photographic equipment
] Cleaning supplies

|_| Commercial vehicle

<] Data processing equipment

X] Handcart

Hand tools (please list):

Office Machines (check all that apply): [<] Copier [<] Facsimile [<] Calculator [ | Cash register

Other (please list): radio, belt

Office Equipment (desk, chair, telephone, etc.)
Office supplies (pens, staplers, pencils, etc.)
Packing materials (boxes, shrink wrap, etc.)
PC equipment (monitor, keyboard, printer, etc.)
PC software

AR

L. SUPPLEMENTARY INFORMATION: (Indicate any other information which further explains the importance,
difficulty, or uniqueness of the position, such as its scope of responsibility related to finances, equipment,
people, information, etc. Also indicate success factors such a personal characteristics that contribute to an
individual’s ability to perform well in the job, and any other special considerations.)

o Able to communicate effectively with non-technical staff and with members of interdisciplinary teams.
¢ Flexible and adaptable in regards to learning and understanding new technologies.

¢ Strong written, oral, and interpersonal communication skills.

¢ Ability to conduct research into software-related issues and products.

¢ Highly self-motivated and directed.

o Keen attention to detail.

¢ Proven analytical and problem-solving abilities.

e Ability to effectively prioritize and execute tasks in a high-pressure environment.

e Ability to work both independently and in a team-oriented, collaborative environment.
¢ On-call availability for 10 days per month.

¢ Overtime hours may be required to meet project deadlines.

e Sitting for extended periods of time.
e Dexterity of hands and fingers to operate a computer keyboard, mouse, and other devices.

¢ Able to lift computer drives, monitors, and other peripherals.
e Some travel may be required for the purpose of off-site software installation.

M. | believe that the statements made above in describing this job are complete and
accurate.

Signature of Department Head or Designated Representative

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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City of Milwaukee
=07 Fo 1Bl0h JOB DESCRIPTION FOR DER USE ONLY
Vacancy No.
City Service Finance
Instructions: Complete all sections. Refer to the Guidelines for Preparing Job Commission: Committee:
Descriptions for instructions on completing specific items, Fire & Palice Common
Commission; Coungil:
1. Date Prepared/ Revised: | 2. Present iIncumbent: Is incumbent underfilling position?
3/15/2018 / 11/4/2022 Christian Hernandez
3. Date Filled: 4. Previous Incumbent: YES D ,NO X o
2/23/2022 Tammi Linski If YES, indicate Undeffill Title in box 10.
5. Department: Bureau: Administration Unit:
POLICE DEPARTMENT Division: IT Division Section:
6. Work Location: Information Systems Telephone: SOk §chedu|e: .
Email: Hours: 8 Days: 5
7. Represented by a Bargaining Unit: 8. FLSA Status (check one):
Union? [] Yes [X] No | Ifin District Council 48, which local? [1Exempt [X] Non-Exempt
10. | Official Title: Systems Security Administrator Pay Range Job Code | EEO Code
21X 4943

Underfill Title (if applicable):

Requested Title (if applicable):

Recommended Title (DER Use Only):

Approved
by:

Date:

11. BASIC FUNCTIO

N OF POSITION:

The Systems Security Administrator’s role is to provide vision and leadership for developing and supporting security
initiatives. The Systems Security Administrator directs the planning and implementation of enterprise IT system,
business operation, and facility defenses against security breaches and vulnerability issues. This individual is also
responsible for auditing existing systems, while directing the administration of security policies, activities, and standards.

12. DESCRIPTION OF JOB (Check if description applies to Official Title [X] or Underfill Title [ ]):

A. ESSENTIAL FUNCTIONS/Duties and Responsibilities: (Refer to the “Guidelines for Preparing Job
Descriptions” for instructions on determining Essential Functions.)

% of Time

ESSENTIAL FUNCTION

100%

Strategy & Planning

¢ Regular and consistent attendance.

¢ Participate as a member of the senior management team in governance processes of the organization’s
security strategies.

¢ Lead strategic security planning to achieve business goals by prioritizing defense initiatives and
coordinating the evaluation, deployment, and management of current and future security technologies.

¢ Develop and communicate security strategies and plans to executive team, staff, partners, customers, and
stakeholders.

o Assist with the design and implementation of disaster recovery and business continuity plans, procedures, ,
audits, and enhancements.

¢ Develop, implement, maintain, and oversee enforcement of policies, procedures, and associated plans for
system security administration and user system access based on industry-standard best practices.

Acquisition & Development
¢ Define and communicate department plans procedures, policies, and standards for the organization for
acquiring, implementing, and operating new security systems, equipment, software, and other technologies.

Operational Management

¢ Act as advocate and primary liaison for the department’s security vision via regular written and in-person
communications with the department’s executives, department heads, and end users.

o Work closely with IT division on department technology development to fully secure information, computer,

network, and processing systems.
¢ Manage the administration of all computer security systems and their corresponding or associated software,

The above statements are intended fo summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not infended fo be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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[ % of Time |

ESSENTIAL FUNCTION

including firewalls, intrusion detection systems, cryptography systems, and anti-virus software.

Manage the administration of the facility’s security systems and their corresponding equipment or software,
including fire alarms, locks, intruder detection systems, sprinkler systems, and anti-theft measures.
Develop, track, and control the security services annual operating and capital budgets for purchasing,
staffing, and operations.

Ensure that facilities, premises, and equipment adhere to all applicable laws and regulations.

Refccémm:and and implement changes in security policies and practices in accordance with changes in local
or federal law.

¢ Creatively and independently provide resolution to security problems in a cost-effective manner.
* Assess and communicate any and all security risks associated with any and all purchases or practices

performed by the department.

Collaborate with IT Director and human resources to establish and maintain a system for ensuring that
security and privacy policies are met.

Where necessary, supervise recruitment, development, retention, and organization of security staff in
accordance with corporate budgetary objectives and personnel policies.

Promote and oversee strategic security relationships between internal resources and external entities,
including government, vendors, and partner organizations.

Remain informed on trends and issues in the security industry, including current and emerging technologies
and prices. Advise, counsel, and educate executive and management teams on their relative importance

and financial impact.

B. PERIPHERAL DUTIES:

% of Time

___ PERIPHERAL DUTY

C. NAME AND TITLE OF IMMEDIATE SUPERVISOR:

Police Information Systems Director.

D. SUPERVISION RECEIVED: (Describe the extent to which work assignments and methods are outlined,
reviewed, and approved by this position’s supervisor.)

Assignments received from Police Information Systems Director.

E. SUPERVISION EXERCISED:
Total number of employees for whom responsible, either directly or indirectly = 2.

Direct Supervision: Listthe number and titles of personnel directly supervised. Specify the kind and extent

of supervision exercised by indicating one or more of the following: o

a. Assign duties e. Sign or approve work

b. Outline methods f.  Make hiring recommendations

c. Direct work in progress g. Prepare performance appraisals

d. Check or inspect completed work h. Take disciplinary action or effectively recommend such

Number Extent of Supervision Exercised
Supervised Job Title (Select those that apply from list above, a - h)
1 IT Support Specialist-Sr. a-h
1 Video Electronic Technician a-h

F. MINIMIMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to enter the

job.)

i. Education and Experience:

University degree in the field of computer science or business administration. Master’s or PhD.
degree in one these fields preferred.

3 years' experience managing and/or directing an IT and/or security operation.

5 years’ experience working in the Information Technology industry.

ii. Knowledge, Skills and Abilities:

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
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iv.

¢ Proven experience in planning, organizing, and developing IT security and facility security system
technologies.

e Experience in planning and executing security policies and standards development.

¢ Excellent knowledge of technology environments, including information security, building security,
and defense solutions.

¢ Considerable knowledge of business theory, business processes, management, budgeting, and
business office operations.

e Substantial exposure to data processing, hardware platforms, enterprise software applications, and
outsourced systems.

¢ Good understanding of computer systems characteristics, features, and integration capabilities.

Experience with systems design and development from business requirements analysis through to

day-to-day management.

Excellent understanding of project management principles.

Superior understanding of the organization’s goals and objectives.

Demonstrated ability to apply IT in solving security problems.

In-depth knowledge of applicable laws and regulations as they relate to security.

Proven leadership ability.

Certifications, Licenses, Registrations:

Valid Wisconsin's driver’s license.

Other Requirements:

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act of 1993 requires job descriptions to provide detailed information regarding the
physical demands required to perform the essential functions of a job; the conditions under which the job is
performed; and the tools and equipment the employee will be required to use on the job. Reasonable
accommodations may be made to enable qualified individuals to perform the essential duties and responsibilities
of the job for each of the categories listed below.

G. PHYSICAL ACTIVITY OF THE POSITION: (List the physical activities that are representative of those that
must be met to successfully perform the essential functions of the job).

CHECK ALL THAT APPLY:

[

Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, and the like; using feet and
legs and/or hands and arms. Body agility is emphasized. Check only if the amount and kind of climbing
required exceeds that required for ordinary locomotion.

Balancing: Maintaining body equilibrium to prevent failing when walking, standing or crouching on narrow,
slippery or erratically moving surfaces. Check only if the amount and kind of balancing exceeds that
needed for ordinary locomotion and maintenance of body equilibrium.

Stooping: Bending body downward and forward by bending spine at the waist. Check only if it occurs to a
considerable degree and requires full use of the lower extremities and back muscles.

Kneeling: Bending legs at knee to come to a rest on knee or knees.

Crouching: Bending the body downward and forward by bending leg and spine.

Crawling: Moving about on hands and knees or hands and feet.

Reaching: Extending Hand(s) and arm(s) in any direction.

Standing: Particularly for sustained periods of time.

Walking: Moving about on foot to accomplish tasks, particularly for fong distances.

Pushing: Using upper extremities to exert force in order to draw, press against something with steady
force in order to thrust forward, downward or outward.

Pulling: Using upper extremities to exert force in order to draw, drag, haul or tug objects in a sustained
motion.

M X KOXNKXX X O

Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-
position. Check only if it occurs to a considerable degree and requires substantial use of the upper
extremities and back muscles.

X

Fingering: Picking, pinching, typing or otherwise working primarily with fingers rather than with the whole
hand or arm, as in handling.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
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Grasping: Applying pressure to an object with fingers and palm.

Feeling: Perceiving attributes of objects such as size, shape, temperature or texture by touching with the
skin, particularly that of the fingertips.

Talking: Expressing or exchanging ideas by means of the spoken word. Those activities which demand
detailed or important instructions spoken to other workers accurately, loudly or quickly.

Hearing: Perceiving the nature of sounds with no less than a 40 db loss. Ability to receive oral
communication and make fine discriminations in sound.

Repetitive Motions: Substantial movements (motions) of the wrist, hands, and/or fingers.

XL X X XX

Driving: Minimum standards required by State Law (including license).

H. PHYSICAL REQUIREMENTS OF THE POSITION: (List the physical requirements that are essential
functions of the job.)

CHECK ONE:

[]| Sedentary Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting
most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other
sedentary criteria are met.

Light Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force constantly to
move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for sedentary
work and the worker sits most of the time, the job is rated for Light Work.

Medium Work: Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently,
and/or up to 10 pounds of force constantly to move objects.

Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently,
and/or up to 20 pounds of force constantly to move objects.

OO0 K

Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of
force frequently, and/or in excess of 20 pounds of force constantly to move objects.

l. VISUAL ACUITY REQUIREMENTS: (List the visual acuity requirements that are essential functions of the
job.)

CHECK ONE:

[ ]| Operators (Electronic Equipment), Inspection, Close Assembly, Clerical, Administrative:

This is a minimum standard for use with those whose job requires work done at close visual range (i.e. preparing
and analyzing data and figures, accounting, transcription, computer terminal, extensive reading, visual inspection
involving small parts, operation of machines, using measurement devises, assembly or fabrication of parts).

[X]| Machine Operators, Mechanics, Skilled Tradespeople: This is a minimum standard for use with those whose
work deals with machines where the seeing job is at or within arm’s reach. This also includes mechanics and
skilled tradespeople and those who do work of a non-repetitive nature such as carpenters, technicians, service
people, plumbers, painters, mechanics, etc. (If the machine operator also inspects, check the “Operators” box.)

[]| Mobile Equipment Operators: This is a minimum standard for use with those who operate cars, trucks, forklifts,
cranes, and high lift equipment.

[]| Other: This is a minimum standard based on the criteria of accuracy and neatness of work for janitors, sweepers,
etc.

J. THE CONDITIONS THE WORKER WILL BE SUBJECT TO IN THIS POSITION:
List the environmental/working conditions to which the employee may be exposed while performing the
essential functions of the job. Include scheduling considerations such as on-call for emergencies, rotating
shift, etc. Approximate Percentage of time performing field work: 10%

CHECK ALL THAT APPLY:
None: The worker is not substantially exposed to adverse environmental conditions (such as typical office or

administrative work).

The worker is subject to inside environmental conditions: Protection from weather conditions but not
necessarily from temperature changes (i.e. warehouses, covered loading docks, garages, elc.)

The worker is subject to outside environmental conditions: No effective protection from weather.

The worker is subject to extreme cold: Temperatures below 32 degrees for period of more than one hour.

The worker is subject to extreme heat: Temperatures above 100 degrees for periods of more than one hour.

The worker is subject to noise: There is sufficient noise to cause the worker to shout in order to be heard above
the surrounding noise level.

The worker is subject to vibration: Exposure to oscillating movements of the extremities or whole body.

The worker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving

L O000 00O
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mechanical parts, electrical current, working on scaffolding and high places or exposure to chemicals.

The worker is subject to atmospheric conditions: One or more of the following conditions that affect the
respiratory system or the skin: Fumes, odors, dust, mists, gases or poor ventilation.

The worker is subject to oil: There is air and/or skin exposure to oils and other cutling fluids.

The worker is required to wear a respirator.

0] O

K. MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC. USED BY POSITION:
List equipment needed to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the essential

functions.)

CHECK ALL THAT APPLY:

Camera and photographic equipment
[X] Cleaning supplies

|| Commercial vehicle

<] Data processing equipment

[<] Handcart

L | Hand tools (please list):

Office Machines (check all that apply): [ Copier [] Facsimile [] Calculator [ ] Cash register

Other (please list): radio, belt

Office Equipment (desk, chair, telephone, etc.)

Office supplies (pens, staplers, pencils, etc.)

Packing materials (boxes, shrink wrap, etc.)

PC equipment (monitor, keyboard, printer, etc.)

PC software -

DARIRIRAP

L. SUPPLEMENTARY INFORMATION: (Indicate any other information which further explains the importance,
difficulty, or uniqueness of the position, such as its scope of responsibility related to finances, equipment,
people, information, etc. Also indicate success factors such a personal characteristics that contribute to an
individual's ability to perform well in the job, and any other special considerations.)

¢ Ability to set and manage priorities judiciously.
¢ Excellent written and oral communication skills.
¢ Excellent interpersonal skills.

¢ Strong negotiating skills.
¢ Ability to present ideas in business-friendly and user-friendly language.

¢ Exceptionally self-motivated and directed.

¢ Keen attention to detail.
e Superior analytical, evaluative, and problem-solving abilities.

o Exceptional service orientation.
o Ability to motivate in a team-oriented, collaborative environment.

e On-call availability and periodic overtime.
e Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer

components.
¢ Sitting for extended periods of time.
e Dexterity of hands and fingers to operate a computer keyboard, mouse, and other computing equipment.

M. | believe that the statements made above in describing this job are complete and
accurate.

Signature of Department Head or Designated Representative

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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City of Milwaukee
CS-25, Rev. 11/14

JOB DESCRIPTION

Instructions: Complete all sections. Refer to the Guidelines for Preparing Job
Descriptions for instructions on completing specific items.

FOR DER USE ONLY

Vacancy No.

City Service Finance
Commission: Committee:
Fire & Police Common
Commission: Council:

1. Date Prepared/ Revised:
8/29/2002 / 11/8/2022

2. Present Incumbent:

Vacant

3. Date Filled:

4. Previous Incumbent:

Eugene Groh

Is incumbent underfilling position?

YES[] NO X
If YES, indicate Underfill Title in box 10.

5. Department: Milwaukee Police Depart. Bureau: Administration Unit:
Division: IT Section:
. . Telephone: Work Schedule:
6. Work Location: IT Division Email: Hours: 8 / Days: 5

7. Represented by a

8. Bargaining Unit: Non-Mgmt/Non-Rep

9. FLSA Status (check one):

Union? []Yes [XINo [ Ifin District Council 48, which local? [[1Exempt [X] Non-Exempt
10. | Official Title: Pay Range Job Code EEO Code
Video Electronic Technician 3MN 0817PD 304
Underfill Title (if applicable):
Requested Title (if applicable): | AV Project Manager
Recommended Title (DER Use Only): S e
Date:
11. BASIC FUNCTION OF POSITION:

The A/V Project Manager is responsible for the management of the installation, repair, maintenance, and recovery of
equipment, including but not limited to: covert cameras, surveillance platforms, interview room equipment monitoring,
covert audio recording devices, closed-circuit recording systems, pole cameras, and other installation utilized by the
Milwaukee Police Department. In addition, the incumbent in this position will perform other job related duties as
assigned as it relates to the Department’s Video Management system.

12. DESCRIPTION OF JOB (Check if description applies to Official Title D or Underfill Title []):

A. ESSENTIAL FUNCTIONS/Duties and Responsibilities: (Refer to the “Guidelines for Preparing Job
Descriptions” for instructions on determining Essential Functions.)

% of Time

ESSENTIAL FUNCTION

100% * Regular and consistent attendance.

¢ Manages installation, repair, maintenance and recovery of equipment, including but not limited to: covert
cameras, surveillance platforms, interview room equipment monitoring, covert audio recording devices,

closed-circuit recording systems, pole cameras, and other installations.
Manages the install, repair, and maintenance of the A/V equipment in the department conference rooms.

Provides project supervision.

Writes and compiles all necessary reports with supporting documentation,

Assists with the Body Worn Camera and Evidence.com initiative.

Perform other duties as assigned.

B. PERIPHERAL DUTIES:

| % of Time

PERIPHERAL DUTY

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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% of Time

PERIPHERAL DUTY

C. NAME AND TITLE OF IMMEDIATE SUPERVISOR:

Police Information Systems Director.

D. SUPERVISION RECEIVED: (Describe the extent to which work assignments and methods are outlined,
reviewed, and approved by this position’s supervisor.)

E. SUPERVISION EXERCISED:

Total number of employees for whom responsible, either directly or indirectly = _0 .

Direct Supervision: List the number and titles of personnel directly supervised. Specify the kind and extent
of supervision exercised by indicating one or more of the following:

a. Assign duties
b. Outline methods
c. Direct work in progress

d. Check orinspect completed work

e.

f.
g.
h.

Sign or approve work

Make hiring recommendations

Prepare performance appraisals

Take disciplinary action or effectively recommend such

Number
Supervised

Job Title

Extent of Supervision Exercised
(Select those that apply from list above, a - h)

F. MINIMIMUM QUALIFICATIONS REQUIRED: (Indicate the MINIMUM qualifications required to enter the

job.)

i. Education and Experience:

Bachelors from College or University in a technical area of study. Minimum four years of related
experience and/or training is required.

ii. Knowledge, Skills and Abilities:

Ability to deliver project solutions to problems.
Ability to be able to read plans and diagrams.
Proficiency in leadership, communication (oral and written), computers (Outlook, Excel), and time-

management.

Must possess strong knowledge of team supported systems and services, along with a broad
knowledge of infrastructure and IT service is strongly desired.

iii. Certifications, Licenses, Registrations:

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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iv.

Other Reguirements:

13. PHYSICAL AND ENVIRONMENTAL DEMANDS: TOOLS AND EQUIPMENT USED

The Americans with Disabilities Act (ADA) of 1990, as amended by the Americans with Disabilities Act Amendments

Act (ADAAA) of 2008 requires job descriptions to provide detailed information regarding the physical demands
required to perform the essential functions of a job; the conditions under which the job is performed; and the tools
and equipment the employee will be required to use on the job. Reasonable accommodations may be made to
enable qualified individuals to perform the essential duties and responsibilities of the job for each of the categories

listed below.

G. PHYSICAL ACTIVITY OF THE POSITION: (List the physical activities that are representative of those that
must be met to successfully perform the essential functions of the job).

CHECK ALL THAT APPLY:

[

Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, and the like; using feet and
legs and/or hands and arms. Body agility is emphasized. Check only if the amount and kind of climbing
required exceeds that required for ordinary locomotion.

L]

Balancing: Maintaining body equilibrium to prevent falling when walking, standing or crouching on narrow,
slippery or erratically moving surfaces. Check only if the amount and kind of balancing exceeds that
needed for ordinary locomotion and maintenance of body equilibrium.

Stooping: Bending body downward and forward by bending spine at the waist. Check only if it occurs to a
considerable degree and requires full use of the lower extremities and back muscles.

Kneeling: Bending legs at knee to come to a rest on knee or knees.

Crouching: Bending the body downward and forward by bending leg and spine.

Crawling: Moving about on hands and knees or hands and feet.

Reaching: Extending Hand(s) and arm(s) in any direction.

Standing: Particularly for sustained periods of time.

Walking: Moving about on foot to accomplish tasks, particularly for long distances.

Pushing: Using upper extremities to exert force in order to draw, press against something with steady
force in order to thrust forward, downward or outward.

Pulling: Using upper extremities to exert force in order to draw, drag, haul or tug objects in a sustained
motion.

X 0 ONKKRKK O

Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-
position. Check only if it occurs to a considerable degree and requires substantial use of the upper
extremities and back muscles.

Fingering: Picking, pinching, typing or otherwise working primarily with fingers rather than with the whole
hand or arm, as in handling.

Grasping: Applying pressure to an object with fingers and palm.

Feeling: Perceiving attributes of objects such as size, shape, temperature or texture by touching with the
skin, particularly that of the fingertips.

Talking: Expressing or exchanging ideas by means of the spoken word. Those activities which demand
detailed or important instructions spoken to other workers accurately, loudly or quickly.

Hearing: Perceiving the nature of sounds with no less than a 40 db loss. Ability to receive oral
communication and make fine discriminations in sound.

Repetitive Motions: Substantial movements (motions) of the wrist, hands, and/or fingers.

X X X X X

Driving: Minimum standards required by State Law (including license).

H. PHYSICAL REQUIREMENTS OF THE POSITION: (List the physical requirements that are essential
functions of the job.)

CHECK ONE:

X

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting
most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other

sedentary criteria are met.

L]

Light Work: Exerting up to 10 pounds of force occasionally and/or negligible amount of force constantly to
move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for sedentary
work and the worker sits most of the time, the job is rated for Light Work.

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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Medium Work: Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force frequently,
and/or up to 10 pounds of force constantly to move objects.

Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently,
and/or up to 20 pounds of force constantly to move objects.

L

Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, andfor in excess of 50 pounds of
force frequently, and/or in excess of 20 pounds of force constantly to move objects.

l. VISUAL ACUITY REQUIREMENTS: (List the visual acuity requirements that are essential functions of the

job.)

CHECK ONE:

X

Operators (Electronic Equipment), Inspection, Close Assembly, Clerical, Administrative:

This is a minimum standard for use with those whose job requires work done at close visual range (i.e. preparing
and analyzing data and figures, accounting, transcription, computer terminal, extensive reading, visual inspection
involving small parts, operation of machines, using measurement devices, assembly or fabrication of parts).

L

Machine Operators, Mechanics, Skilled Tradespeople: This is a minimum standard for use with those whose
work deals with machines where the seeing job is at or within arm’s reach. This also includes mechanics and
skilled tradespeople and those who do work of a non-repetitive nature such as carpenters, technicians, service
people, plumbers, painters, mechanics, etc. (If the machine operator also inspects, check the “Operators” box.)

L]

Mobile Equipment Operators: This is a minimum standard for use with those who operate cars, trucks, forklifts,
cranes, and high lift equipment.

L]

Other: This is a minimum standard based on the criteria of accuracy and neatness of work for janitors, sweepers,
etc.

J. THE CONDITIONS THE WORKER WILL BE SUBJECT TO IN THIS POSITION:
List the environmental/working conditions to which the employee may be exposed while performing the
essential functions of the job. Include scheduling considerations such as on-call for emergencies, rotating

shift,

etc. Approximate Percentage of time performing field work: 0%

CHECK ALL THAT APPLY:

None: The worker is not substantially exposed to adverse environmental conditions (such as typical office or
administrative work).

The worker is subject to inside environmental conditions: Protection from weather conditions but not
necessarily from temperature changes (i.e. warehouses, covered loading docks, garages, elc.)

The worker is subject to outside environmental conditions: No effective protection from weather.

The worker is subject to extreme cold: Temperatures below 32 degrees for period of more than one hour.

The worker is subject to extreme heat: Temperatures above 100 degrees for periods of more than one hour,

The worker is subject to noise: There is sufficient noise to cause the worker to shout in order to be heard above
the surrounding noise level.

The worker is subject to vibration: Exposure to oscillating movements of the extremities or whole body.

The worker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving
mechanical parts, electrical current, working on scaffolding and high places or exposure to chemicals.

The worker is subject to atmospheric conditions: One or more of the following conditions that affect the
respiratory system or the skin: Fumes, odors, dust, mists, gases or poor ventilation.

The worker is subject to oil: There is air and/or skin exposure to oils and other cutting fluids.

L O 000000 0|X

The worker is required to wear a respirator.

K. MACHINE, TOOLS, EQUIPMENT, ELECTRONIC DEVICES, SOFTWARE, ETC. USED BY POSITION:
List equipment needed to successfully perform the essential functions of the job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the essential

functions.)

CHECK ALL THAT APPLY:
|| Camera and photographic equipment Office Equipment (desk, chair, telephone, etc.)
|_| Cleaning supplies ] Office supplies (pens, staplers, pencils, etc.)
|| Commercial vehicle [ ] Packing materials (boxes, shrink wrap, etc.)
|| Data processing equipment ] PC equipment (monitor, keyboard, printer, etc.)
[ ] Handcart [X] PC software

|_| Hand tools (please list):

Office Machines (check all that apply): Copier Facsimile [ Calculator [ ] Cash register

|| Other (please list):

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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L. SUPPLEMENTARY INFORMATION: (Indicate any other information which further explains the importance,
difficulty, or uniqueness of the position, such as its scope of responsibility related to finances, equipment,
people, information, etc. Also indicate success factors such a personal characteristics that contribute to an
individual's ability to perform well in the job, and any other special considerations.)

M. | believe that the statements made above in describing this job are complete and
accurate.

Signature of Department Head or Designated Representative

The above statements are infended to summarize the nature and level of work and typical responsibilities and duties being performed by the incumbent(s)
of this job. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks required of the position.
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