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MILWAUKEE COUNTY  
CIVIL SERVICE COMMISSION MEETING 

Thursday, August 18, 2016 2:00 p.m. 
Courthouse Room 306 

 
Minutes 

 
ROLL CALL: 

 
Present:   Mary Ellen Powers, Maria Monteagudo, Dr. Elliott Moeser, Dr. Karen Jackson. 

 
1. The Secretary to the Civil Service Commission requests the approval of the Civil Service Commission minutes 

from June 16, 2016.                
 

Recommendation of the Department of Human Resources:  Approve. 
 

ACTION:    Dr. Karen Jackson made a motion to approve the minutes as provided; it was seconded by Dr. 
Elliott Moeser. Maria Monteagudo abstained. 

 
Ayes – 3:    Mary Ellen Powers, Dr. Elliott Moeser, and Dr. Karen Jackson. 
 
Noes – 0  
 
Abstaining – 1  
 

2. The Secretary to the Civil Service Commission forwards the approved minutes of the Milwaukee County 
Personnel Review Board of June 7, June 21, July 5 and August 2, 2016. 

 
Recommendation of the Department of Human Resources:  Receive & Place on File. 

 
ACTION:   So ordered. 

 
3. From the Deputy Administrator of the Community Access to Recovery Services in the Behavioral Health 

Division, requesting to transfer the position of Director of Outpatient Treatment Programs from the classified to 
the unclassified service. 
 
Recommendation of the Department of Human Resources:  Approve. 
 
Appearances:   Amy Lorenz, Deputy Administrator, Community Access to Recovery Services, BHD 
 
ACTION:    Dr. Elliott Moeser made a motion to approve the transfer; it was seconded by Dr. Karen Jackson. 
 
Ayes – 4:    Mary Ellen Powers, Maria Monteagudo, Dr. Elliott Moeser, and Dr. Karen Jackson. 
 
Noes – 0  
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4. From the Office of the County Executive, requesting to transfer the position of Community Engagement 
Coordinator, Office of African American Affairs, from the classified to the unclassified service 
 
Recommendation of the Department of Human Resources:  Approve. 
 
Appearances:   Nate Holton, Deputy Chief of Staff, Office of the County Executive 
 
ACTION: Maria Monteagudo made a motion to approve the transfer, it was seconded by Dr. Karen Jackson. 

 
Ayes – 4:   Mary Ellen Powers, Maria Monteagudo, Dr. Elliott Moeser, and Dr. Karen Jackson. 
 
Noes – 0 
 

5. From the Secretary of the Civil Service Commission, presenting a demonstration of Milwaukee County’s 
Applicant Tracking System. 
 
Appearances: Richard Ceschin, Secretary to the Civil Service Commission  
 Angela Nixon, Manager Employment, Department of Human Resources 
 Linz Estrada-Gonzalez, Human Resources Analyst 3, Department of Human Resources 
 

6. From the Civil Service Hearing Examiner submitting recommendations relating to employee suspensions 
and/or charges. 
 

a. Terel Trautwein, Registered Nurse, BHD 
                  Hearing Examiner – Chuck Schumacher 
                  Written Charges for Discharge, dated July 18, 2016 
 
ACTION: The Commission acknowledged the resignation of Terel Trautwein and close this case. 

 
 

Meeting Adjournment 

ACTION:   Maria Monteagudo made a motion to adjourn the meeting; it was seconded by Dr. Karen 
Jackson. 

  
Ayes – 4:   Mary Ellen Powers, Maria Monteagudo, Dr. Elliott Moeser, and Dr. Karen Jackson. 
 
Noes – 0 

 
Meeting adjourned at 2:59 p.m. 
 
Approved by: 
 
__________________________________ 
Rick Ceschin 
Secretary to the Civil Service Commission 
 
RC: sh 
C:  Personnel Review Board 
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Milwaukee County Personnel Review Board 

Meeting Minutes – August 16, 2016 

I. Roll Call 

Board president Daniel Dennehy called to order the regular meeting of the Personnel 

Review Board at 9:00 a.m. on Tuesday, August 16, 2016, in Room 203-R of the 

Milwaukee County Courthouse. 

 

The following Board Members were present: Mr. Greg Renz, Ms. Mary K. Bruno, Mr. 

Rufino Gaytán III, and Mr. Daniel Dennehy. 

II. Approval of the Minutes of the August 2, 2016 Meeting  

Ms. Bruno moved, Mr. Gaytán seconded, and the Board voted 3-0, with Mr. Renz 

abstaining, to approve the minutes of the August 2, 2016 meeting.   

III. Communications and/or comments from the public, if any  

None.           

IV. Board recognition of Rebecca Janz, PRB/Ethics Board Administrator  

Ms. Bruno announced the Board’s recognition of Rebecca Janz and expressed its 

appreciation for her service to the Board. Ms. Bruno noted that, during her tenure with 

the Board, Ms. Janz was especially industrious in processing a tremendous backload of 

cases. The Board thanked Ms. Janz for her dedicated service and wished her luck, success 

and happiness in her future career.  

V. Correspondence  

None.           

VI. First Appearances 

A. DISCHARGES 

HOWARD CAMPBELL, AIRPORT MAINTENANCE WORKER, DOT 

Case #2-4342 dated 08/01/2016  

The Board heard the report of Attorney Jennifer Rhodes, Assistant Corporation 

Counsel, that Howard Campbell, who was not present, resigned from his position in 

County Service. The Board received a copy of the resignation. The Board recognized 

the resignation of Howard Campbell and closed this case.   

 

MICHAEL FOURNESS, LEAD MECHANIC, DOT 

Case #2-4343 dated 08/01/2016  

The Board heard the report of Attorney Jennifer Rhodes, Assistant Corporation 

Counsel, that Michael Fourness, who was not present, resigned from his position in 

County Service. The Board received a copy of the resignation. The Board recognized 

the resignation of Michael Fourness and closed this case.   
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KEITH KERWIN, MANAGER, PROGRAM ASSESSMENT PROPERTY, DAS 

Case #2-4344 dated 08/03/2016 

The Board heard the report of Attorney Jennifer Rhodes, Assistant Corporation 

Counsel, that Keith Kerwin, who was not present, waived his right to a hearing within 

21 days and is requesting a hearing certain. Attorney Rhodes requested the matter be 

continued for hearing certain on September 13, 2016. Ms. Bruno moved, Mr. Renz 

seconded, and the Board, by unanimous vote (4-0), continued the matter for hearing 

certain on September 13, 2016.   

 

ANTHONY WATTS, CORRECTION LIEUTENANT, HOC 

Case #2-4345 dated 08/03/2016 for HOC IA #16-042  

The Board heard the report of Attorney Jennifer Rhodes, Assistant Corporation 

Counsel, that the parties had entered into a Last Chance Agreement. The Board 

received a copy of the agreement. Ms. Bruno moved, Mr. Gaytán seconded, and the 

Board, by unanimous vote (4-0), accepted the agreement and closed this case.    

 

PHILLIP OBERNBERGER, MECHANIC, DOT 

Case #2-4346 dated 08/03/2016   

(See Item VII.A. below) 

VII. Hearings 

A. DISCHARGES 

PHILLIP OBERNBERGER, MECHANIC, DOT 

Case #2-4346 dated 08/03/2016   

At 11:45 a.m., Ms. Bruno moved, Mr. Renz seconded, and the Board voted 4-0 to go 

into closed session to deliberate on the Phillip Obernberger and Jeannine Jacob 

matters and to discuss the Victoria Mikula litigation matter. At 12:29 p.m., the Board 

reconvened in open session.  

 

Ms. Bruno moved, Mr. Renz seconded, and the Board, by unanimous vote (4-0), 

found the evidence was sufficient to sustain violations of Civil Service Rule VII, 

Section 4(1), paragraphs (l), (y) and (ss), and upheld the charges for discharge.  

 

JEANNINE JACOB, HUMAN SERVICE WORKER-AGING, ACCESS UNIT-

ELIGIBILITY, DEPARTMENT ON AGING 

Case #2-4339 dated 07/15/2016   

At 11:45 a.m., Ms. Bruno moved, Mr. Renz seconded, and the Board voted 4-0 to go 

into closed session to deliberate on the Phillip Obernberger and Jeannine Jacob 

matters and to discuss the Victoria Mikula litigation matter. At 12:29 p.m., the Board 

reconvened in open session.  

 

Ms. Bruno moved, Mr. Gaytán seconded, and the Board, by unanimous vote (4-0), 

found the evidence was sufficient to sustain violations of Civil Service Rule VII, 

Section 4(1), paragraph (t) and upheld the charges for discharge.  
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VIII. Litigation Updates 

At 11:45 a.m., Ms. Bruno moved, Mr. Renz seconded, and the Board voted 4-0 to go into 

closed session to deliberate on the Phillip Obernberger and Jeannine Jacob matters and 

to discuss the Victoria Mikula litigation matter. At 12:29 p.m., the Board reconvened in 

open session.  

 

IX. Adjournment 

Mr. Gaytán moved, Mr. Renz seconded, and the Board, by unanimous vote (4-0), 

adjourned the meeting at 12:30 p.m. 

 

Minutes submitted by: Stephanie Hunnicutt, PRB/Ethics Board Paralegal  
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Milwaukee County Personnel Review Board 

Record of Special Meeting – August 26, 2016 

I. Roll Call 

Board president Daniel Dennehy called to order the special meeting of the Personnel 

Review Board at 9:57 a.m. on Friday, August 26, 2016, in Room 306 of the Milwaukee 

County Courthouse. 

 

The following Board Members were present: Mr. Greg Renz, Mr. Rufino Gaytán III, and 

Mr. Daniel Dennehy. 

  

II. Litigation Update 

At 10:00 a.m., Mr. Renz moved, Mr. Gaytán seconded, and the Board voted 3-0 to go into 

closed session to deliberate on the Circuit Court Order for Remand in the Victoria 

Mikula matter. At 10:42 a.m., the Board reconvened in open session. 

 

Although the Board expressed that it strongly disagrees with the Circuit Court’s 

substitution of its judgment to discharge Victoria Mikula from her position with 

Milwaukee County, Mr. Gaytán moved, Mr. Renz seconded, and the Board, by 

unanimous vote (3-0) determined to not take further action regarding the Court’s decision 

in the above-captioned matter at this time. 

 

Mr. Gaytán moved, Mr. Renz seconded, and the Board, by unanimous vote (3-0) issued a 

retroactive suspension of 10.5 months without back pay.   

 

III. Adjournment 

Mr. Renz moved, Mr. Gaytán seconded, and the Board, by unanimous vote (3-0), 

adjourned the meeting at 10:45 a.m. 

 

Record submitted by: Stephanie Hunnicutt, PRB/Ethics Board Paralegal  
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Milwaukee County Personnel Review Board 

Meeting Minutes – August 30, 2016 

I. Roll Call 

Board president Daniel Dennehy called to order the regular meeting of the Personnel 

Review Board at 9:00 a.m. on Tuesday, August 30, 2016, in Room 203-R of the 

Milwaukee County Courthouse. 

 

The following Board Members were present: Ms. Mary K. Bruno, Mr. Daniel Dennehy, 

Mr. Rufino Gaytán III, Mr. Greg Renz and Ms. Melissa Soberalski. 

II. Welcome Melissa Soberalski to the Board 

Mr. Dennehy announced that the Board would like to welcome back Melissa Soberalski. 

Ms. Bruno stated that the Milwaukee County Personnel Review Board is very pleased to 

announce the reappointment of Ms. Soberalski. The Board expressed its sincere 

appreciation for her willingness to return and dedicate her service to the Board. 

III. Approval of the Minutes of the August 16 and 26, 2016 Meetings  

The Board reviewed the minutes of the August 16 and August 26, 2016 meetings and 

requested a correction regarding the Victoria Mikula matter in the August 26, 2016 

minutes. Ms. Bruno moved, Mr. Renz seconded, and the Board voted 5-0 to approve the 

minutes of the August 16 and August 26, 2016 meetings as corrected.   

IV. Communications and/or comments from the public, if any  

None.           

V. Correspondence  

None.           

VI. First Appearances 

A. DISCHARGES 

BRIAN BALSEWICZ, AIRPORT MAINTENANCE WORKER, DOT 

Case #2-4349 dated 08/12/2016  

The Board heard the report of Attorney Molly Zillig, Assistant Corporation Counsel, 

that Brian Balsewicz, who was not present, resigned from his position in County 

Service. The Board received a copy of the resignation. The Board accepted the 

resignation of Brian Balsewicz and closed this case.   
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JENNIFER RHODES, CORRECTION OFFICER I, HOC 

Case #2-4350 dated 08/22/2016, HOC IA #16-119A 

The Board heard the report of Attorney Molly Zillig, Assistant Corporation Counsel, 

that Jennifer Rhodes, who was present, waived her right to a hearing within 21 days 

and is requesting a hearing certain. Attorney Zillig requested the matter be continued 

for hearing certain on September 27, 2016. Ms. Bruno moved, Ms. Soberalski 

seconded, and the Board, by unanimous vote (5-0), continued the matter for hearing 

certain on September 27, 2016.   

B. DISCHARGE & SUSPENSION 

VICTORIA MIKULA, DEPUTY SHERIFF I, SHERIFF 

Case #2-4348 dated 08/08/2016 for IA #16-136  

Case #1-4347 dated 08/08/2016 for IA #15-187 for 10 days 

The Board heard the report of Attorney Molly Zillig, Assistant Corporation Counsel, 

that Attorney Graham Weimer, on behalf of Ms. Mikula who was not present, is 

requesting to schedule a status update pursuant to ongoing settlement discussions. 

Attorney Zillig requested the matter be continued for a status update on September 

13, 2016. Ms. Bruno moved, Mr. Gaytán seconded, and the Board, by unanimous 

vote (5-0), continued the matter for an update on September 13, 2016.   

VII. Hearings 

A. DISCHARGES 

KURTEANA DENSON, CORRECTION OFFICER I, SHERIFF 

Case #2-4330 dated 06/07/2016 for IA #16-085  

The Board heard the report of Attorney Molly Zillig, Assistant Corporation Counsel, 

that Kurteana Denson, who was not present, resigned from her position in County 

Service. The Board received a copy of the resignation. The Board accepted the 

resignation of Kurteana Denson and closed this case.   

B. SUSPENSIONS 

CHAD HALDEMANN, DEPUTY SHERIFF I, SHERIFF 

Case #2-4334 dated 06/14/2016 for IA #16-071 for 10 days 

The Board heard the report of Attorney Molly Zillig, Assistant Corporation Counsel, 

that Chad Haldemann, who was not present, submitted a signed waiver of hearing on 

the Notice of Suspension. Ms. Bruno moved, Ms. Soberalski seconded, and the 

Board, by unanimous vote (5-0), accepted the waiver and closed this case. 

 

BRIAN FOX, DEPUTY SHERIFF I, SHERIFF 

Case #2-4335 dated 06/14/2016 for IA #16-029 for 3 days 

The Board heard the report of Attorney Molly Zillig, Assistant Corporation Counsel, 

that Brian Fox, who was not present, submitted a signed waiver of hearing on the 

Notice of Suspension. Ms. Bruno moved, Ms. Soberalski seconded, and the Board, by 

unanimous vote (5-0), accepted the waiver and closed this case. 
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VIII. Adjournment 

Ms. Bruno moved, Mr. Renz seconded, and the Board, by unanimous vote (5-0), 

adjourned the meeting at 9:20 a.m. 

 

Minutes submitted by: Alisha Terry, PRB/Ethics Board Administrative Assistant 
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Milwaukee County Personnel Review Board 

Meeting Minutes – September 13, 2016 

I. Roll Call 

Board vice president Rufino Gaytán III called to order the regular meeting of the 

Personnel Review Board at 9:02 a.m. on Tuesday, September 13, 2016, in Room 203-R 

of the Milwaukee County Courthouse. 

 

The following Board Members were present: Ms. Melissa Soberalski, Mr. Greg Renz, 

Ms. Mary K. Bruno and Mr. Rufino Gaytán III. Mr. Daniel Dennehy was excused. 

II. Approval of the Minutes of the August 30, 2016 Meeting  

This matter was laid over until after Item VIII. Mr. Renz moved, Ms. Soberalski 

seconded, and the Board voted (4-0) to approve the minutes of the August 30, 2016 

meeting.   

III. Communications and/or comments from the public, if any  

None.           

IV. Correspondence  

None.           

V. First Appearances 

A. DISCHARGES 

THADDEUS SMITH, CORRECTION OFFCIER I, HOC 

Case #2-4351 dated 08/26/2016 for HOC IA #16-119B 

The Board heard the report of Thaddeus Smith, who was present, that he wished to 

resign from his position in County Service. The Board received a copy of the 

resignation. The Board accepted the resignation of Thaddeus Smith and closed this 

case.   

 

BRIAN FOX, DEPUTY SHERIFF I, SHERIFF 

Case #2-4352 dated 08/30/2016, IA #16-057 

Case #2-4353 dated 08/30/2016, IA #16-089 

The Board heard the report of Attorney Graham Wiemer that Brian Fox, who was not 

present, waived his right to a hearing within 21 days and is requesting a hearing 

certain. Attorney Carrie Theis, Assistant Corporation Counsel, requested that IA #16-

089 be continued for hearing certain on November 22, 2016 and IA#16-057 be 

continued for hearing certain on December 6, 2016. Attorney Wiemer concurred. Ms. 

Bruno moved, Ms. Soberalski seconded, and the Board, by unanimous vote (4-0), 

continued the matters for hearing certain on November 22, 2016 and December 6, 

2016.   
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VANIA RIDLEY, CORRECTION OFFICER I, SHERIFF 

Case #2-4354 dated 08/30/2016 for IA #16-109  

Case #1-4355 dated 08/30/2016 for IA #15-159 

The Board heard the request of Vania Ridley, who was present, that she waived her 

right to a hearing within 21 days and requested a hearing certain. Attorney Carrie 

Theis, Assistant Corporation Counsel, requested the matters be continued for hearing 

certain on October 11, 2016. Ms. Ridley concurred. Ms. Bruno moved, Ms. 

Soberalski seconded, and the Board, by unanimous vote (4-0), continued the matters 

for hearing certain on October 11, 2016.   

B. SUSPENSIONS 

MATTHEW STORY-BROWN, CORRECTION OFFICER I, SHERIFF 

Case #1-4356 dated 08/30/2016 for IA #16-126 for 15-days 

(See Item VII.A. below) 

 

JENNIFER MATTHEWS, CORRECTION OFFICER I, SHERIFF 

Case #1-4357 dated 08/30/2016 for IA #16-106 for 5-days 

The Board heard the report of Attorney Carrie Theis, Assistant Corporation Counsel, 

that Jennifer Matthews, who was not present, submitted a signed waiver of hearing on 

the Notice of Suspension. The Board received a copy of the waiver. Ms. Bruno 

moved, Ms. Soberalski seconded, and the Board, by unanimous vote (4-0), accepted 

the waiver and closed this case.  

 

DERRICK WILLIAMS, CORRECTION OFFICER I, SHERIFF 

Case #1-4358 dated 08/30/2016 for IA #16-107 for 10-days 

The Board heard the report of Attorney Carrie Theis, Assistant Corporation Counsel, 

that Derrick Williams, who was not present, submitted a signed waiver of hearing on 

the Notice of Suspension. The Board received a copy of the waiver. Ms. Bruno 

moved, Ms. Soberalski seconded, and the Board, by unanimous vote (4-0), accepted 

the waiver and closed this case.  

 

VI. Updates 

ANTHONY MOFFETT, CAPTAIN, SHERIFF 

Case #2-4157 dated 09/24/2014 for IA #14-078 

The Board heard the report of Attorney Molly Zillig, Assistant Corporation Counsel, 

that Anthony Moffett’s application for disability retirement is pending review by the 

Pension Board. Attorney Zillig requested the matter be continued for an update on 

November 22, 2016. Ms. Bruno moved, Ms. Soberalski seconded, and the Board, by 

unanimous vote (4-0), continued the matter for an update on November 22, 2016.  
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VICTORIA MIKULA, DEPUTY SHERIFF I, SHERIFF 

Case #2-4348 dated 08/08/2016 for IA #16-136 

Case #1-4347 dated 08/08/2016 for IA #15-187 for 10-days 

The Board heard the status report of Attorney Graham Wiemer that settlement 

discussions had ceased in these matters. Attorney Wiemer requested the matters be 

continued for hearing certain on November 22, 2016. Attorney Molly Zillig, Assistant 

Corporation Counsel for the appointing authority, concurred.  

 

Attorney Wiemer argued that while other matters concerning Ms. Mikula are 

currently pending before the Board, it is not appropriate for the Board to take any 

action on the instant charges. Attorney Wiemer suggested alternately that the 

Wisconsin Employment Relations Commission (WERC) hear the most recent 

matters. Attorney Molly Zillig argued that the Personnel Review Board, by statute, is 

the proper body to hear the current matters and that historically the Board has heard 

multiple cases for an employee in a short timeframe. The Board noted Attorney 

Wiemer’s argument and decided to proceed with Ms. Mikula’s instant charges. 

 

Ms. Bruno moved, Ms. Soberalski seconded, and the Board, by unanimous vote (4-0), 

continued the matters for hearing certain on November 22, 2016.  

VII. Hearings 

A. SUSPENSION 

MATTHEW STORY-BROWN, CORRECTION OFFICER I, SHERIFF 

Case #1-4356 dated 08/30/2016 for IA #16-126 for 15-days 

At 3:30 p.m., Ms. Bruno moved, Ms. Soberalski seconded, and the Board voted 4-0 to 

go into closed session to deliberate on the Matthew Story-Brown, Kenya Jenkins and 

Terry Schmit matters and to review and finalize the Mikula Findings on remand. At 

4:21 p.m., the Board reconvened in open session.  

 

Ms. Bruno moved, Ms. Soberalski seconded, and the Board, by unanimous vote (4-0), 

found the evidence was sufficient to sustain violations of Civil Service Rule VII, 

Section 4(1), paragraphs (l) and (q), and upheld the 15-day suspension.  

B. DISCHARGES 

KEITH KERWIN, MANAGER, PROGRAM ASSESSMENT PROPERTY, DAS 

Case #2-4344 dated 08/03/2016  

The Board heard the report of Attorney Carrie Theis, Assistant Corporation Counsel, 

that Keith Kerwin, who was not present, resigned from his position in County 

Service. The Board received a copy of the resignation. The Board accepted the 

resignation of Keith Kerwin and closed this case.   

 

KENYA JENKINS, ENGINEERING TECHNICIAN, DOT 

Case #2-4341 dated 07/21/2016  
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At 3:30 p.m., Ms. Bruno moved, Ms. Soberalski seconded, and the Board voted 4-0 to 

go into closed session to deliberate on the Matthew Story-Brown, Kenya Jenkins and 

Terry Schmit matters and to review and finalize the Mikula Findings on remand. At 

4:21 p.m., the Board reconvened in open session.  

 

Ms. Bruno moved, Ms. Soberalski seconded, and the Board, by unanimous vote (4-0), 

found the evidence was sufficient to sustain violations of Civil Service Rule VII, 

Section 4(1), paragraphs (l), (t) and (u), and upheld the charges for discharge.  

 

 

 

 

TERRY SCHMIT, DEPUTY SHERIFF I, SHERIFF 

Case #2-4337 dated 06/22/2016 for IA #16-024 

At 3:30 p.m., Ms. Bruno moved, Ms. Soberalski seconded, and the Board voted 4-0 to 

go into closed session to deliberate on the Matthew Story-Brown, Kenya Jenkins and 

Terry Schmit matters and to review and finalize the Mikula findings on remand. At 

4:21 p.m., the Board reconvened in open session.  

 

Ms. Bruno moved, Ms. Soberalski seconded, and the Board, by unanimous vote (4-0), 

found the evidence was sufficient to sustain violations of Civil Service Rule VII, 

Section 4(1), paragraph (l), however the Board did not find a violation of Civil 

Service Rule VII, Section 4(1), paragraph (bb).  

 

The Board, by unanimous vote (4-0), determined that the evidence did not 

demonstrate just cause for discharge and, instead, imposes a suspension, without pay 

through January 3, 2017, and that Terry Schmit be reinstated on January 4, 2017. 

  

VIII. Review and Finalize Mikula Findings on Remand 

At 3:30 p.m., Ms. Bruno moved, Ms. Soberalski seconded, and the Board voted 4-0 to go 

into closed session to deliberate on the Matthew Story-Brown, Kenya Jenkins and Terry 

Schmit matters and to review and finalize the Mikula Findings on remand. At 4:21 p.m., 

the Board reconvened in open session.  

 

IX. Adjournment 

Mr. Renz moved, Ms. Bruno seconded, and the Board, by unanimous vote (4-0), 

adjourned the meeting at 4:23 p.m. 

 

Minutes submitted by: Alisha Terry, PRB/Ethics Board Administrative Assistant 
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 Milwaukee County Personnel Review Board 

Meeting Minutes – September 27, 2016 

I. Roll Call 

Board President Daniel Dennehy called to order the regular meeting of the Personnel 

Review Board at 9:03 a.m. on Tuesday, September 27, 2016, in Room 203-R of the 

Milwaukee County Courthouse. 

 

The following Board Members were present: Ms. Melissa Soberalski, Mr. Greg Renz, 

Mr. Rufino Gaytán III and Mr. Daniel Dennehy. Ms. Mary K. Bruno was excused. 

II. Approval of the Minutes of the September 13, 2016 Meeting  

This matter was laid over until after Item VIII, where it was determined to postpone the 

approval of the minutes to the next meeting of the Personnel Review Board on October 

11, 2016.  

III. Communications and/or comments from the public, if any  

None.           

IV. Correspondence  

None.           

V. First Appearances 

A. DISCHARGE 

MARGARET TAYLOR-COBBS, CORRECTION OFFICER I, SHERIFF 

Case #2-4359 dated 09/08/2016 for IA #16-052 

The Board heard the report of Attorney Molly Zillig, Assistant Corporation Counsel, 

that Margaret Taylor-Cobbs, who was not present, waived her right to a hearing 

within 21 days and is requesting a hearing certain. Attorney Zillig requested the 

matter be continued for hearing certain on October 25, 2016. Mr. Gaytán moved, Ms. 

Soberalski seconded, and the Board, by unanimous vote (4-0), continued the matter 

for hearing certain on October 25, 2016. 

 

B. SUSPENSION 

KELLY HEIKKINEN, DEPUTY SHERIFF 1, SHERIFF 

Case #1-4360 dated 09/07/2016, IA #16-117 for 15 days 

The Board heard the report of Attorney Molly Zillig, Assistant Corporation Counsel, 

that Kelly Heikkinen, who was not present, waived her right to a hearing within 21 

days and is requesting a hearing certain. Attorney Zillig requested the matter be 

continued for hearing certain on October 25, 2016. Mr. Gaytán moved, Ms. 

Soberalski seconded, and the Board, by unanimous vote (4-0), continued the matter 

for hearing certain on October 25, 2016. 
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VI. Update 

VICTORIA MIKULA, DEPUTY SHERIFF I, SHERIFF 

Case #2-4348 dated 08/08/2016 for IA #16-136 

The Board heard the request of Attorney Molly Zillig that the discharge matter be 

rescheduled for hearing certain on December 6, 2016 due to witness unavailability. 

Attorney Graham Wiemer, MacGillis Wiemer, LLC, for Ms. Mikula, concurred. Ms. 

Soberalski moved, Mr. Gaytán seconded, and the Board, by unanimous vote (4-0), 

continued the matter for hearing certain on December 6, 2016.  

 

Subsequently, the Board requested an update on the negotiations between the 

appointing authority and Victoria Mikula. Attorney Wiemer stated that settlement 

discussions had ceased. Attorney Wiemer also notified the Board that a notice of 

claims and wage claim have been filed against the appointing authority and that Ms. 

Mikula intends to appeal the Board’s recent decision on remand concerning Circuit 

Court Case numbers 15CV9667 and 16CV49. Attorney Wiemer said he was 

considering bringing a contempt of court claim against the Personnel Review Board. 

 

VII. Hearing 

A. DISCHARGE 

JENNIFER RHODES, CORRECTION OFFICER 1, HOC 

Case #2-4350 dated 08/22/2016 for HOC IA #16-119A 

The Board heard the report of Attorney Molly Zillig, Assistant Corporation Counsel, 

that Jennifer Rhodes, who was not present, resigned from her position in County 

Service. The Board received a copy of the resignation. The Board accepted the 

resignation of Jennifer Rhodes and closed this case.   

 

VIII. Review and Finalize Mikula Findings on Remand 

At 9:11 a.m., Ms. Soberalski moved, Mr. Renz seconded, and the Board voted 4-0 to go 

into closed session to review and finalize the Mikula Findings on remand. During closed 

session, Ms. Soberalski left the meeting. At 12:11 p.m., the Board reconvened in open 

session.  

 

IX. Adjournment 

Mr. Renz moved, Mr. Gaytán seconded, and the Board voted (3-0), with Ms. Soberalski 

excused, to adjourn the meeting at 12:24 p.m. 

 

Minutes submitted by: Alisha Terry, PRB/Ethics Board Administrative Assistant 
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 Milwaukee County Personnel Review Board 

Meeting Minutes – October 11, 2016 

I. Roll Call 

Board President Daniel Dennehy called to order the regular meeting of the Personnel 

Review Board at 9:00 a.m. on Tuesday, October 11, 2016, in Room 201-B of the 

Milwaukee County Courthouse. 

 

The following Board Members were present: Ms. Melissa Soberalski, Mr. Greg Renz, 

Ms. Mary K. Bruno, Mr. Rufino Gaytán III and Mr. Daniel Dennehy.  

II. Approval of the Minutes of the September 13 and 27, 2016 Meetings  

Mr. Renz moved, Mr. Gaytán seconded, and the Board voted 5-0 to approve the minutes 

of the September 27, 2016 meeting. 

 

The approval of the minutes of the September 13, 2016 meeting was laid over until after 

Item V. Mr. Renz moved, Mr. Gaytán seconded, and the Board voted 3-0, with Mr. 

Dennehy abstaining and Ms. Soberalski excused, to approve the minutes of the 

September 13, 2016 meeting.   

III. Communications and/or comments from the public, if any  

None.           

IV. Correspondence  

None.           

V. First Appearances 

A. DISCHARGES 

DAVID LEHMANN, ACCOUNTANT III, DOT 

Case #2-4370 dated 10/05/2016  

The Board heard the report of Attorney Jennifer Rhodes, Assistant Corporation 

Counsel, that David Lehmann, who was not present, retired from his position in 

County Service. The Board received written confirmation from the Employee 

Retirement Services Division of Mr. Lehmann’s retirement. The Board acknowledged 

the retirement of David Lehmann and closed this case.   

 

DEWITT WEBSTER, FACILITIES GROUNDS WORKER I, DAS 

Case #2-4369 dated 09/30/2016 

The Board heard the report of Attorney Jennifer Rhodes, Assistant Corporation 

Counsel, that Dewitt Webster, who was not present, waived his right to a hearing 

within 21 days and is requesting a hearing certain. Attorney Rhodes requested the 

matter be continued for hearing certain on October 25, 2016. Ms. Bruno moved, Ms. 

Soberalski seconded, and the Board, by unanimous vote (5-0), continued the matter 

for hearing certain on October 25, 2016. 
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ALONZO CHAPMAN, ASSISTANT AIR RESCUE AND FIREFIGHTER, 

DOT 

Case #2-4368 dated 09/28/2016 

The Board heard the report of Attorney Greg Burce, on behalf of Alonzo Chapman, 

who was present, that Mr. Chapman waived his right to a hearing within 21 days and 

is requesting a hearing certain. Attorney Burce requested the matter be continued for 

hearing certain on November 8, 2016. Attorney Aaron Graf, on behalf of the 

appointing authority, concurred. Ms. Bruno moved, Ms. Soberalski seconded, and the 

Board, by unanimous vote (5-0), continued the matter for hearing certain on 

November 8, 2016. 

 

KELLY AHOLA, CORRECTION OFFICER 1, HOC 

Case #2-4361 dated 09/20/2016 for HOC IA #16-093 

Case #2-4362 dated 09/20/2016 for HOC IA #16-094 

Case #2-4363 dated 09/20/2016 for HOC IA #16-103 

Case #2-4364 dated 09/20/2016 for HOC IA #16-137 

Case #2-4365 dated 09/20/2016 for HOC IA #16-138 

Case #2-4366 dated 09/20/2016 for HOC IA #16-139 

Case #2-4367 dated 09/20/2016 for HOC IA #16-140 

(See Item VI.A. below) 

 

VI. Hearings 

A. DISCHARGES 

KELLY AHOLA, CORRECTION OFFICER 1, HOC 

Case #2-4361 dated 09/20/2016 for HOC IA #16-093 

Case #2-4362 dated 09/20/2016 for HOC IA #16-094 

Case #2-4363 dated 09/20/2016 for HOC IA #16-103 

Case #2-4364 dated 09/20/2016 for HOC IA #16-137 

Case #2-4365 dated 09/20/2016 for HOC IA #16-138 

Case #2-4366 dated 09/20/2016 for HOC IA #16-139 

Case #2-4367 dated 09/20/2016 for HOC IA #16-140 

At 10:57 a.m., Ms. Bruno moved, Ms. Soberalski seconded, and the Board voted 5-0 

to go into closed session to deliberate on the Kelly Ahola matters. At 11:25 a.m., the 

Board reconvened in open session.  

 

Ms. Bruno moved, Ms. Soberalski seconded, and the Board, by unanimous vote (5-0), 

found the evidence was sufficient to sustain violations of Civil Service Rule VII, 

Section 4(1), paragraphs (l) and (o), and upheld the discharges.  

 

Ms. Soberalski left the meeting after reconvening in open session.  
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VANIA RIDLEY, CORRECTION OFFICER 1, OFFICE OF THE SHERIFF 

Case #2-4354 dated 08/30/2016 for IA #16-109 

Case #2-4355 dated 08/30/2016 for IA #16-159 

At 2:55 p.m., Ms. Bruno moved, Mr. Gaytán seconded, and the Board voted 4-0 to go 

into closed session to deliberate on the Vania Ridley matters. At 3:15 p.m., the Board 

reconvened in open session.  

 

The Board could not reach a determination after deliberating in closed session, and 

will take the matter into consideration at its next meeting on October 25, 2016. 

 

VII. Adjournment 

Mr. Gaytán moved, Mr. Renz seconded, and the Board voted (4-0), to adjourn the 

meeting at 3:15 p.m. 

 

Minutes submitted by: Alisha Terry, PRB/Ethics Board Administrative Assistant 
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Milwaukee County Personnel Review Board 

Meeting Minutes – October 25, 2016 

I. Roll Call 

Board Vice President Rufino Gaytán, III called to order the regular meeting of the 

Personnel Review Board at 9:00 a.m. on Tuesday, October 25, 2016, in the Conference 

Room of the Milwaukee County Medical Examiner’s Office. 

 

The following Board Members were present: Ms. Melissa Soberalski, Mr. Greg Renz, 

Ms. Mary K. Bruno and Mr. Rufino Gaytán III. Mr. Daniel Dennehy was excused.  

II. Approval of the Minutes of the October 11, 2016 Meeting  

Ms. Bruno moved, Mr. Renz seconded, and the Board voted 4-0 to approve the minutes 

of the October 11, 2016 meeting. 

III. Communications and/or comments from the public, if any  

None.           

IV. Correspondence  

None.           

 

V. Hearings 

A. DISCHARGES 

MARGARET TAYLOR-COBBS, CORRECTION OFFICER 1, SHERIFF 

Case #2-4359 dated 09/08/2016 for IA #16-052 

The employee, Margaret Taylor-Cobbs, appeared personally and by Attorney Michael 

Gillick. The appointing authority appeared by Attorney Carrie Theis, Assistant 

Corporation Counsel. Ms. Taylor-Cobbs stipulated to the facts and exhibits presented 

by the appointing authority and conceded to her discharge.  

 

The Board recognized the concession of Ms. Margaret Taylor-Cobbs to the Charges 

for Discharge and closed this case. 

 

DEWITT WEBSTER, FACILITIES GROUND WORKER I, DAS 

Case #2-4369 dated 09/30/2016  

The Board heard the report of Attorney Brenda Lewison, on behalf of Dewitt 

Webster, who was present, that Mr. Webster requested to continue the matter for 

hearing certain on January 3, 2017. Attorney Jennifer Rhodes, Assistant Corporation 

Counsel, concurred. Ms. Bruno moved, Ms. Soberalski seconded, and the Board, by 

unanimous vote (4-0), continued the matter for hearing certain on January 3, 2017. 
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KELLY HEIKKINEN, DEPUTY SHERIFF I, SHERIFF 

Case #1-4360 dated 09/07/2016 for IA #16-117 for 15-days 

The Board heard the report of Attorney Graham Wiemer, on behalf of Kelly 

Heikkinen, who was present, that Ms. Heikkinen waived her hearing on the Notice of 

Suspension. Attorney Wiemer also reported that Ms. Heikkinen and the Office of the 

Sheriff agreed to reduce Ms. Heikkinen’s suspension from 15 days to 10 days. Ms. 

Bruno moved, Ms. Soberalski seconded, and the Board, by unanimous vote (4-0), 

accepted the waiver and closed this case. 

 

VANIA RIDLEY, CORRECTION OFFICER I, SHERIFF 

Case #2-4354 dated 08/30/2016 for IA #16-109 

Case #2-4355 dated 08/30/2016 for IA#16-159 

At 9:19 a.m., Ms. Bruno moved, Ms. Soberalski seconded, and the Board voted 4-0 to 

go into closed session to deliberate on the Vania Ridley matter. Board President 

Daniel Dennehy attended the Vania Ridley deliberation via teleconference. At 9:50 

a.m., the Board reconvened in open session. 

 

Ms. Bruno moved, Ms. Soberalski seconded, and the Board by unanimous vote (5-0) 

found that the charges that Ms. Ridley violated Civil Service Rule VII, Section 4(1), 

paragraphs (l), (o) and (p), specifically Milwaukee County Sheriff's Office Rule 

202.03, were well founded and the evidence was sufficient to sustain violations 

thereof.  However, the Board split with respect to the resulting penalty for such 

violations, with the Board voting 3-2 to uphold the charges for discharge.  

 

VI. Adjournment 

Ms. Bruno moved, Ms. Soberalski seconded, and the Board voted (4-0), to adjourn the 

meeting at 9:52 a.m. 

 

Minutes submitted by: Alisha Terry, PRB/Ethics Board Administrative Assistant 
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DEPARTMENT OF ADMINISTRATIVE SERVICES 

Milwaukee County 

Teig  Whaley ‐Smith     •  Director ,  Department  of  Administrat ive  Services 
 

 
MEMORANDUM 

 
 
TO:  Kerry Mitchell, Director of Human Resources 
 
FROM:  Teig Whaley-Smith, Director DAS 
 
RE: Request for Unclassified Position – Director of Operations 
 
DATE:  August 16, 2016 
 
 
I respectfully request consideration by the Civil Service Commission and the Department of Human 
Resources to move the position of Director of Operations in the Department of Administrative Services 
(DAS) from a classified position to an unclassified position.   
 
The duties of the Director of Operations are included in the attached Job Equivalency Questionnaire and 
are essentially to serve as the Deputy Director of DAS.  The Director of Operations is entrusted with 
sensitive and confidential information and has management and signature authority in the absence of the 
Director. 
 
The position oversees the fiscal and budget activities for all nine divisions of DAS along with oversight 
responsibility of compliance activities of DAS.  The Director of Administration is also the main point 
for contact for multiple administrative functions including Human Resources and financial services. 
This position also represents the Director at various meetings and to various groups including local 
municipalities, and other interested groups and agencies.    
 
The Director of Operations, as illustrated on the attached organizational chart, is a Division Manager 
with 13 direct reports.  Moving this position to unclassified will bring the position into line with other 
Division Managers that are already unclassified, many of which have smaller divisions. 
 
DAS requests that the position of Director of Operations be placed in an unclassified status as the 
Deputy Director of DAS in the pay range of E005 to more appropriately align with the position’s duties 
and responsibilities.   
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MILWAUKEE COUNTY 

JOB EVALUATION QUESTIONNAIRE 
 

This  form  is designed  to assist you  in describing your departmental  job. You are asked  to  fill  this  form out  to outline  the essential duties and 

responsibilities; and  identify  the knowledge, skills and abilities  required  to successfully perform  the  job. This  form  is used  to  request new  job 

classifications, review current classifications, reclassification, reallocations, and general updates to the job description.  Note: It is the job that is 

being evaluated, not the position/incumbent.  Thank you for your cooperation.   

 

GENERAL INSTRUCTIONS: 
 

1.  Before beginning, please look over the entire questionnaire. Each question should be answered completely and accurately. If a question does 

not apply to this job, please indicate “N/A” (Not Applicable). 
 

2.  To complete the questionnaire, please type and/or select your responses. 
 

3.  If you wish to make additional comments, please use the space available in the “Additional Comments” section on page 6 of this 

questionnaire.  

 

A.   JOB IDENTIFICATION INFORMATION: 

 

B.   JUSTIFICATION STATEMENT: 
 

1. Attach an organizational chart. 

2. Explain the events or changes that made this request necessary. 

The Department of Administrative Services created the Central Business Office as a new division.  The division reports directly to the Director 
of Operations. 

 

C.   ABOUT THE JOB: 
 

Job Status:     Regular Full‐Time     Regular Part‐Time    Seasonal    Contract

Shift:     Day     Evening    Night    Other:          

Hours Per Week:     >40 Hours      32‐40 Hours    20‐32 Hours    <20 Hours

Travel:     Yes      No       If Yes, % Travel            

Will This Job Supervise/Manage?     Supervise     Manage  # of Direct Reports:  3       N/A     

 

  D.   JOB SUMMARY: 
 

Briefly state, in several sentences, the principle purpose or function of the job. Respond by describing What the job is, What its major objective 
is, and Why does it exist. 

The purpose of this job is to develop and direct the work of the Central Business Office (CBO) staff. CBO product offerings include: Fiscal 
Reports; Operating Budget Preparation & Monitoring; Capital Budget Preparation & Monitoring; Fund Transfers; Transaction Entry, Check 
Requests, Certificates of Payment; Trust Account Monitoring; Travel Card Coordination; Purchase Card Coordination; Petty Cash; AMOP 
Publishing; Graphic Design 

Department (High Org):    115  Division (Low Org):   1186 

Contact for this Study 
Name: Teig Whaley‐Smith  Email: TEIG.WHALEY‐SMITH@MILWAUKEECOUNTYWI 

Title: DAS Director  Phone: 414‐278‐4808 

Current Job Title:  Director of Operations 

Job Reports To:  Title: DAS Director 

Request Type: 
 Establish New        Review         Reclassification         Reallocation         Update Description  

 
 Other, Specify             
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E.   ESSENTIAL DUTIES/RESPONSIBILITES: 

JOB RESPONSIBILITY LIST: Please describe the major elements of the job. List only the major functions, separately, in order of importance. Provide 

a one or two line descriptive statement for each duty so that someone not familiar with this kind of work can understand it. Weight the approximate 

percentage of allocated work time for each functional work activity (Round to the nearest 5%). We do not need to know HOW the function is to be 

performed, but rather, WHAT it is to be performed.   Percentages should add up to 100% 

1. 

 Original     New 
Job Duty:  Financial Services  % of Time: 

15 

Descriptive:  Lead staff in providing financial services (i.e. Maintain fiscal reports, advantage transactions, petty cash, p‐cards for all DAS 

Divsions and Office of Emergency Management (OEM) (together "Curent Customers")). 

2. 

 Original     New 
Job Duty:  Budgeting  % of Time: 

15 

Descriptive:  Lead staff in providing budget services for Current Customers (i.e. preparation and monitoring of operating and capital 

budgets)  

3. 

 Original     New 
Job Duty:  HR Coordination  % of Time: 

15 

Descriptive:  Lead staff in coordinating HR needs for Current Customers and being the primary liason with HR for Current Customers 

4. 

 Original     New 
Job Duty:  Graphic Design and Communications  % of Time: 

15 

Descriptive:  Lead staff in providing graphic design and communications services for Current Customers  

5. 

 Original     New 
Job Duty:  Development of Procedures  % of Time: 

15 

Descriptive:  Lead staff in processing and publishing administrative manual of operating procedures for countywide Customers   

6. 

 Original     New 
Job Duty:  Continutous Improvement Projects  % of Time: 

25 

Descriptive:  Chair the county's CIP Committee; select and advise CIP processes for county wide customers. 

7. 

 Original     New 
Job Duty:              % of Time: 

         

Descriptive:             

8. 

 Original     New 
Job Duty:              % of Time: 

         

Descriptive:             

9. 

 Original     New 
Job Duty:              % of Time: 

         

Descriptive:             

10. 

 Original     New 
Job Duty:              % of Time: 

         

Descriptive:             
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F.   EQUIPMENT, TOOLS & MATERIALS 
 

Please list all equipment, tools or materials required to perform 

the job along with the frequency.  

Frequency 
Type of Equipment 

Daily  Weekly  Monthly 

1.  Machinery: (i.e.  Vehicles, Motorized Equipment, Heavy 

Machinery, etc) 

                                               

2.  Hand Tools/Instruments: (i.e.  Power Tools, PC’s, office or 

laboratory equipment, weapons, etc.)  

                                               

3.   Driving required?           Yes        No   

 

G. JOB COMPETENCIES 
 

  Exchange of basic information with internal and/or external contacts. 

  Maintain sensitive or confidential information. 

  Explain and gather information, answer queries, or provide assistance to internal and/or external contacts. 

  Persuade, conform or recommend course of action with internal and/or external contacts. 

  Perform with a high degree of authority in securing understanding and cooperation with internal and/or external contacts. 

  Maintain a continuing working relationship that can have a significant effect on the success of the organization. 

  Read, write and comprehend simple instructions, reports, short correspondence and memos. 

  Speak effectively before both internal and/or external groups. 

 
Read, analyze, and interpret safety rules, operating/maintenance instructions and procedure manuals, scientific/technical journals and 

procedures, government regulations, financial and legal documents. 

  Prepare and/or present written communications that pertain to controversial and complex topics. 

  Makes minimal decision‐making responsibility. 

 
Makes decisions of responsibility involving evaluation of information; decisions may require development or application of alternatives or 

precedents. 

 
Makes decisions of responsibility and final results that affect more than one department or a department with multiple units; substantial 

analysis is required and many factors must be weighed before a decision can be reached. 

 
Makes decisions of responsibility and final recommendations, which may result in the formulation of strategic plans of action to achieve the 

broad objectives for the organization; involves long‐range future planning including scope, direction and goals. 

 

  Understand and follow instructions. 

  Execute decisions within limits of standard policy and procedures. 

 
Interpret and adapt to established practices and procedures using independent judgment to meet situations to which applications are not 

clearly defined. 

 
Perform within difficult or complex working conditions or situations not easily evaluated; decisions require considerable judgment, initiative 

and ingenuity in areas there is little precedent. 

  Act independently in the formulation and administration of policies and programs for major departments or functions. 

 

Please list all Technology, Systems and Software Knowledge required to perform the job: 

Basic  Intermediate  Advanced   

      Knowledge of all related computer and software applications, such as word processing and spreadsheets. 

      Other:   ADVANTAGE  

      Other:   BRASS 

      Other:              

      Other:              

       

       

       

Internal/External Contacts:  Please select all that apply. 

Communication Skills:  Select the level of language (ability to read, write and speak needed to successfully accomplish the essential duties of the 

job.)  Please select all that apply. 

Decision‐Making:  Please select only one of the following: 

Complexity, Judgment and Problem Solving:  Please select all that apply. 
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  Level 1 This position has no supervisory/managerial responsibilities. 

  Level 2 General instructing, scheduling and reviewing the work of others as a “lead worker”; functional supervisor only.   

 
Level 3 Scheduling, supervision and evaluation of work; recommends personnel actions (hiring, termination and/or pay changes).   

Are there subordinate supervisors/managers reporting to this job?          Yes         No      If yes, how many?             

 

Level 4 Scheduling, supervision and evaluation of work; recommends personnel actions (hiring, termination and/or pay changes); 

administers through subordinate management, departmental programs or operations. 

Are there subordinate supervisors/managers reporting to this job?          Yes         No      If yes, how many?  1 

List the names of the Department(s)/Division(s) supervised/managed by this job: 

 Central Business office 

 

Responsible for annual operating budget for department(s)/division(s)?        Yes       No    If yes, please provide total amount? $1.2 M 
 

 

H.   WORKING CONDITIONS  
  

 

   

Supervisory/Managerial:  If applicable, select the appropriate level of responsibility. 

Fiscal Responsibility:   

What are the physical, mental and environment demands for this job?  Functions identified must coincide with the descriptive statement of 

essential duties and responsibilities for this job.  The functions should focus on what is to be done and the processes traditionally used to achieve 

end results.  For each of the following functional requirements, indicate the frequency in which it occurs in this job. 

PHYSICAL DEMANDS 
N/A 

 

Seldom 

(<25%) 

Occasional 

(25% ‐ 50%) 

Frequent 

(50% ‐ 75%) 

Always 

(>75%) 

Standing           

Walking/Running               

Sitting           

Reaching           

Climbing           

Driving           

Bending/Kneeling           

Hearing           

Talking           

Visual           

Typing           

Writing           

Fine Dexterity           

Manual Dexterity           

Upper Extremity Repetitive Motion           

Lifting/Carrying  (lbs.)   up to 05   up to 10   up to 15   up to 20   up to 25   up to 30   up to            

Pushing/Pulling  (lbs.)   up to 05   up to 10   up to 15   up to 20   up to 25   up to 30   up to            
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WORK SCHEDULE:  Please select all that apply. 

  Routine shifts hours. Infrequent overtime, weekend, or shift rotation.   

  Considerable irregularity of hours due to frequent overtime, weekend or shift rotation.   

  Regular and/or frequent on‐call availability; nature of work frequently requires irregular, unpredictable or particularly long hours. 
 

DEMANDS/DEADLINES:  Please select all that apply. 

     Little or no stress created by work, employees or public.   

  Intermittent or cyclical work pressures with occasional exposure to high stress work environments. 

  High volume and variable work demands and deadlines that impose strain on a routine basis; frequent direct contact with individuals or 

exposure to highly stressful situation, demands or pressures. 
 

I.   EDUCATION, EXPERIENCE AND LICENSE 
 

EDUCATION 

Please indicate the MINIMUM educational level required: 

     HS Diploma/GED   

     Associate’s Degree  Area of specialization/major:            

     Bachelor’s Degree  Area of specialization/major: Business 

     Graduate Degree  Area of specialization/major: Public Administration, MBA, JD, etc. 

     Post Graduate Degree (PhD)  Area of specialization/major:            

     Professional Degree (Law, Medicine, etc.)  Area of specialization/major:            

     Other:  Please indicate:            
 

WORK EXPERIENCE 

Please indicate the MINIMUM number of years of practical experience required. 

     No experience   

     Less than one year  Area(s) of experience:            

     One to three years  Area(s) of experience:            

     Three to five years  Area(s) of experience:            

     Five or more years  Area(s) of experience: Finance, Administration, Accounting 
 

 

NON‐PHYSICAL DEMANDS 
N/A 

 

Seldom 

(<25%) 

Occasional 

(25% ‐ 50%) 

Frequent 

(50% ‐ 75%) 

Always 

(>75%) 

Analysis/Reasoning           

Communication/Interpretation           

Math/Mental Computation           

Reading           

Sustained Mental Activity (i.e. auditing, problem 

solving, grant writing, composing reports) 
         

Other:                          

ENVIRONMENTAL DEMANDS 
N/A 

 

Seldom 

(<25%) 

Occasional 

(25% ‐ 50%) 

Frequent 

(50% ‐ 75%) 

Always 

(>75%) 

Work Independently           

Task Changes           

Tedious/Exacting Work           

High Volume Public Contact           

Dust           

Temperature Extremes           

Loud Noises           

Physical Danger           

Toxic Substances (i.e. solvents, pesticides, etc.)           

Other:                          
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