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Job Evaluation Report

Fire and Police Commission Meeting: June 18, 2026

Department of Emergency Communication

Current

Recommendation

Emergency Communications Supervisor
PR 2MN ($80,098 - $115,501)

FN: Minimum Rate $91,465

(17 Positions)

Emergency Communications Supervisor

PR 2MN (580,098 - $115,501)

FN: Minimum Rate $91,465

FN: 5% incentive for one EC Supervisor assigned as Shift Lead
on each shift.

(17 Positions)

Emergency Communications Officer V
PR 5NN ($72,112 — $92,843)

FN: Minimum Rate $73,555

(Three Vacant Positions)

Emergency Communications Records Analyst -Senior
PR 2JX (566,154 - $95,390)

FN: Minimum Rate $72,768

(One Position)

Emergency Communications Operations Analyst - Senior
PR 2JX (566,154 - $95,390)

FN: Minimum Rate $72,768

(One Position)

Emergency Communications Project Manager
PR 1LX (596,998 - $139,868)

FN: Minimum Rate $108,099

(One Position)

Emergency Communications Project Manager
PR 2PX (596,998 - $139,868)

FN: Minimum Rate $108,099

(One Position)

Note: Residents receive a 4% Resident Incentive Allowance.

Department of Emergency Communication Director Tony Bueno has requested the creation of an assignment
incentive for Emergency Communications Supervisors designated as the shift lead for each of the department’s

three shifts.

Current

Recommendation

Emergency Communications Supervisor
PR 2MN ($80,098 - $115,501)

FN: Minimum Rate $91,465

(17 Positions)

Emergency Communications Supervisor

PR 2MN ($80,098 - $115,501)

FN: Minimum Rate $91,465

FN: 5% incentive for one EC Supervisor assigned as Shift Lead
on each shift.

(17 Positions)

Under the Emergency Communications Manager in charge of Operations, the Emergency Communication

Supervisor designated as the shift lead oversees assigned DEC shift operations. Responsibilities include supervising

all assigned personnel, and handling scheduling, policy and procedure compliance and implementation,
communications operations, and supporting systems and software. These include CAD, Radio, Telephony, Call
Recording and Playback software, Quality Assurance, Training, Emergency Management Systems, etc.

Supervising assigned personnel resources includes monitoring and directing dispatch of Police/Fire/EMS field
personnel, city personnel, and outside agencies; receiving and reviewing concerns, problems and complaints from
citizens and other emergency services personnel regarding specific incidents and/or personnel and forwarding to
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upper management; logging and reporting equipment malfunctions; compiling statistics; clarifying agency policies
and procedures for employees, other agencies and the public.

The shift lead is responsible for investigations resulting from intradepartmental complaints of operational
concerns, and minor policy violations.

Key differences in scope and level of responsibilities of the Managers, Supervisors-Shift Lead and Supervisor
include the following:

A Emergency Emergency

— Emergency Communications .. .
Responsibility Area Manager-Operation Focus Communications Communications
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investigations and fact-finding documentation

Based upon the level of responsibility that will be held by the Emergency Communications Supervisors designated
as Shift leads, this communication recommends adding a 5% for a Supervisor completing this assignment as well as
one additional Emergency Communications Supervisor for each of the three shifts.

Two New Analyst — Senior Titles

Department of Emergency Communication Director Tony Bueno has requested the creation of two new analyst
titles. One analyst will focus on fulfilling open records requests and managing department records. A second
analyst will manage the end-to-end payroll and workforce scheduling processes for the department’s 24/7 public
safety operation.

These responsibilities are currently performed by Emergency Communication Supervisors. The intent is to
centralize and make uniform this administrative process and allow Supervisors to focus on public safety
communications. The recommendation is to repurpose four vacant Emergency Communications Officer Vs to
create the two analyst titles in order for the change to be budget neutral.

The job descriptions for these two new Analyst-Senor titles were compared to the level and scope of
responsibilities of the Emergency Communications Human Resources Analyst-Senior.

The Emergency Communications Human Resources Analyst — Senior performs a full range of professional duties
relating to human resources and payroll functions for the Department of Emergency Communications (DEC). This
position assists the Human Resources Administrator and assumes the duties and responsibilities of that position in
their absence. Responsibilities include:
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Human Resources/Administration/Employment:

e Counsels staff members on employment, education, training, and advancement opportunities; answers
supervisors’ and employees’ questions regarding work rules, policies and procedures, and employment law
and other human resources/personnel functions

e  Provides clarification to staff on salary and benefits to staff

e Under the direction of the Emergency Communications Human Resources Administrator, establishes and
maintains practices, policies, and other documents related to human resources/personnel functions, and the
department as assigned

e Assists the Human Resources Administrator with employee disciplinary matters

e  Tracks vacant positions and enters requests to fill in JobAps and the position budget

e  Prepares necessary city, state and federal reports

e Updates job descriptions and other forms required by the department, Finance and Personnel Committee, Fire
and Police Commission, and/or Employee Relations.

e Requests new examinations as needed; works with appropriate parties for developing announcement sheets,
exams, and hiring from eligibility lists

e Working with the Human Resources Administrator and respective managers — prepares related interview
questions and interview panels;

e  Conducts interviews with applicants for positions

e Arranges interviews with supervisors and checks references and background of applicants

e Consults with supervisors regarding selection and implements resulting decisions

e Collaborates and assists with New Employee Onboarding, orientation and other related activities.

Administrative Support/ Teamwork:

e  Sets up and manages files, compliance and recordkeeping reports

e  Provides back-up support to the DEC Financial Services Assistant and Administrative Support Specialist

e Works collaboratively with all DEC administrative support positions

e Stands in for the Human Resources Administrator as a representative for committees, council, panels, and
other responsibilities.

Payroll/Benefits/Records and Reports Management:

e Audits and reconciles time entry on a biweekly basis for DEC employees in accordance with applicable rules
and policies

e Completes time adjustments for payroll errors, corrections, and separation payouts

e  Provides support to employees regarding time entry processing, new hire onboarding, benefit
communications and enrollments, and tuition reimbursement.

e Assists with necessary reports, tax forms, wage requests, leave of absences and tracking, and employee
database maintenance

e Responds to employee’s benefit and payroll inquiries; and administer the City’s Sick Leave Control Incentive
Program (SLCIP).

Emergency Communications Officer V Emergency Communications Records Analyst -Senior
PR 5NN (572,112 — $92,843) PR 2JX (566,154 - $95,390)

FN: Minimum Rate $73,555 FN: Minimum Rate $72,768

(Two Vacant Positions) (One Position)

The Emergency Communications Records Analyst - Senior is responsible for managing and fulfilling records and
public records requests in compliance with Wisconsin Open Records Law. This position ensures timely and accurate
processing of requests for all types of files, including audio recordings, incident reports, and electronic
communications. The role involves coordinating responses to internal and external investigations, maintaining
confidentiality, and tracking all requests and related activities.

Records Management and Compliance
e Manage all department records to include public, medical, training, quality assurance, payroll, human
resources and others
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Serve as the primary contact for the records management of department, public, and/or other department
areas; this includes utilizing appropriate technology as applicable.

Review completed requests for accuracy. Coordinate with specialty area as needed.

Create and update administrative records, schedules, and procedures.

Coordinate data collection to fulfill records requests closely with representatives from across the department
and city as needed.

Establish and maintain a file system, including master files and inventory lists.

Host training or provide advisory services for staff regarding records retention, coordinating with MFD/MPD
and City of Milwaukee record-keeping officials.

Ensure compliance with City records management directives, including archiving and destroying records.
Coordinate annual review of procedures, policies, and records within the department.

Audit records to ensure compliance with retention and destruction policies.

Implement secure storage and disposal procedures for confidential information.

Manage electronic records systems, ensuring accurate indexing and retrieval.

Troubleshoot records management software issues and coordinate with IT.

Ensure confidentiality and data security standards are upheld.

Stay updated on changes to Wisconsin Open Records Law, records and related regulations.

Implement quality control measures to minimize errors and ensure compliance.

Public Records Request Processing

Process and fulfill requests for audio, CAD reports, incident documentation, and electronic communications.
Review and redact sensitive information in accordance with Wisconsin Open Records Law and departmental
policy.

Provide status updates to the public, attorneys, and law enforcement.

Ensure timely completion of all requests and adherence to deadlines.

Serve as the primary point of contact for public inquiries regarding records access.

Provide guidance to requestors on procedures, timelines, and applicable fees.

Review completed requests for accuracy, redactions and completeness before release.

Investigations and Legal Coordination

Coordinate with department and external agencies to gather records and information for investigations.
Coordinate with internal departments and external agencies to gather information and records for
investigations.

Respond to internal and external investigative inquiries.

Collaborate with legal counsel on complex or sensitive requests.

Coordinate internal policies for subpoenas and legal holds.

Act as the designated contact for subpoenas and legal holds.

Reporting and Data Analysis

Prepare reports and summaries on request volumes, turnaround times, compliance, or any other needed
metrics.

Compile statistical data on public records requests.

Prepare monthly or quarterly reports for leadership and governing bodies.

Monitor and report on records compliance to department leadership and the City Records Officer.

Training and Guidance

Provide training and guidance to staff on records procedures.

Assist with policy development and updates.

Provide updates related to records management.

Conduct training sessions on retention, confidentiality, and compliance.
Develop educational materials for internal and external stakeholders.
Support quality assurance reviews of records handling processes.
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Perform related work, special projects, all other assigned duties; respond to emergency or broad-impact events;
provide support to other administrative positions.

Based upon comparability in level and scope of responsibility to the Human Resources Analyst-Senior, the
recommendation is to classify this new position as Emergency Communications Records Analyst-Senior in Pay
Range 2JX ($66,154 - $95,390 with recruitment at $72,768).

Emergency Communications Officer V Emergency Communications Operations Analyst -Senior
PR 5NN (572,112 — $92,843) PR 2JX (566,154 - $95,390)

FN: Minimum Rate $73,555 FN: Minimum Rate $72,768

(One Vacant Position) (One Position)

The Emergency Communications Operations Analyst - Senior manages end-to-end payroll and workforce
scheduling processes for a 24/7 public safety communications center. This role centralizes operation duties
ensuring accurate time capture, proper pay code application, leave administration, and coordinated
communication with Payroll and Human Resources staff or other applicable stakeholders. The Analyst is
responsible for maintaining attendance and scheduling records, generating payroll documentation, performing
reconciliations and audits, and supporting operational staffing needs while upholding City policies, FLSA
requirements, and applicable federal/state laws with confidentiality and security.

Operations Payroll

e Time Capture & Coding: Collect, verify, and enter employee hours; apply appropriate pay codes (regular,
overtime, holiday, shift differential, premium/incentive, callback/call-in, training, acting/step-up, on-call,
standby, comp time, etc.).

e Compliance & Accuracy: Ensure payroll is processed in accordance with FLSA, Wisconsin labor laws, City and
department policies and procedures; and research and resolve discrepancies.

e Reconciliation & Audit: Reconcile timekeeping and payroll outputs; conduct periodic audits; prepare corrective
actions and adjustments; maintain audit trails.

e Documentation: Prepare payroll reports, approvals, and supporting documentation; respond to finance, HR,
and audit inquiries; maintain secure records per retention requirements.

e System Operations: Serve as a functional lead for timekeeping/payroll systems (e.g., UKG/Kronos, Workday,
PeopleSoft, TeleStaff/Vector Scheduling, or equivalent); test updates, troubleshoot issues, and collaborate
with IT.

Operations Scheduling & Staffing

e  Roster Management: Build and maintain schedules for a 24/7 operation; manage shifts, rotations, minimum
staffing, meal/rest breaks, and backfill coverage, seniority.

e  Qvertime & Assignments: Administer overtime processes (fair distribution and tracking); manage shift trades
and swaps consistent with policy.

e Bid Processes: Coordinate shift and vacation bid cycles; apply seniority rules; publish schedules and changes
timely.

e Operational Coordination: Work closely with supervisors to align staffing with demand (events, weather,
emergencies, training), and proactively communicate impacts.

e Records Security: Protect sensitive employee information; uphold confidentiality standards and data
governance requirements.

e Employee Support: Research and answer questions related to timekeeping, pay codes, leave balances, W-2/T4
support via Payroll/Finance, and scheduling processes; ensure timely, professional communication.

Operations Attendance & Leave Administration

e Leaves: Track, document, and communicate FMLA; coordinate with HR on eligibility, notices, and certification;
monitor interplay with paid/unpaid leave, workers’ compensation, and ADA interactive process as
appropriate.

e Absences & Time Off: Administer sick, vacation, personal, bereavement, jury duty, military leave, and other
paid/unpaid time in accordance with City policy.
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e Attendance Tracker: Maintain attendance records, occurrences, and trends; generate reports for supervisory
review; support progressive discipline processes with accurate data and documentation.

Reporting, Analytics, Controls

e Metrics & Data: Produce routine and ad hoc reports related to work.

e  Budget Interface: Collaborate with department finance and HR on payroll cost projections, staffing impacts,
and reconciliations.

e  Process Improvement/Quality Assurance: Recommend and implement process standardization and controls;
audits or quality assurance reviews such as but not limited to FMLA, time usage, payroll, scheduling, return to
work documents. Draft/update SOPs, quick guides, and training materials for supervisors and staff.

Compliance & Confidentiality

e  Policy Adherence: Maintain compliance with City policies, and state/federal regulations.

e Records Security: Protect sensitive employee information; uphold confidentiality standards and data
governance requirements.

e Liaison: Acts as a point of contact and subject matter expert for inquiries, investigations, and research and
prepares reports, audits/quality assurance as needed.

Training & Guidance

e Provide training and guidance to staff related procedures.

e Assist with policy/procedure development and updates.

e  Provide updates related to records management.

e Develop educational materials for internal and external stakeholders.
e Support quality assurance reviews of related processes.

Perform related work, special projects, all other assigned duties; respond to emergency or broad-impact events;
provide support to other administrative positions.

Based upon comparability in level and scope of responsibility to the Human Resources Analyst-Senior, the
recommendation is to classify this new position as Emergency Communications Operations Analyst-Senior in Pay
Range 2JX ($66,154 - $95,390 with recruitment at $72,768).

Emergency Communications Project Manager Emergency Communications Project Manager
PR 1LX (596,998 - $139,868) PR 2PX (596,998 - $139,868)

FN: Minimum Rate $108,099 FN: Minimum Rate $108,099

(One Position) (One Position)

Under the direction of the Emergency Communications Director, the Emergency Communications Project Manager
manages development and implementation of public safety projects. Projects may vary in size and complexity and
require the project manager to assess project management methodologies and resources needed to successfully
complete these initiatives. This position works with Public Safety stakeholders to identify and define project
requirements, scope and objectives, and provides support to system integration staff throughout the entire
process while ensuring adherence to project budgets and schedules.

The current pay range of 1LX is typically reserved for titles with direct reports. As this title does not include
supervisory responsibilities, the recommendation is to change the designation to pay range 2PX which will reflect
the title as a professional. This change in pay range designation does not impact the title’s rate of pay.

Action Required — Effective Pay Period 15, 2026 (July 5, 2026)
* Please see submitted addendum to CCFN for Salary and Position Ordinance changes.
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