
OFFICE OF THE COUNTY EXECUTIVE

f Chris Abele
MILWAUKEE COU1','TY EXECUTIVE

Date: May 3, 2011

To: Lee Holloway, Chairman, County Board of Supervisors

From: Chris Abele, County Executive

Subject: Appointment of a New Member to the Personnel Review Board

Subject to the confirmation of your Honorable Body and pursuant to the provision set fourth in
Chapter 33.02(1) of county General Ordinances, I am hereby appointing Florence Hanna Dukes
to serve on the Milwaukee County Personnel Review Board. Ms. Dukes will fill the vacancy
created by the resignation of Helen Dixon. Ms. Dukes will fill the remainder of Ms. Dixon's
5year-term which will expire on October 31, 2015.

Your consideration and confirmation will be appreciated

c~~
Chris Abele
Milwaukee County Executive

Attachment

CA: th

Cc: Patricia Jursik, Chair, Personnel Committee
Milwaukee County Board of Supervisors
Terry Cooley, Chief of Staff - County Board
Carol Muller. Chief Committee Clerk
Jodie Mapp, Committee Clerk
Veronica W. Robinson, Personnel Review Board
Florence Dukes

MILWAUKEE CClUNTY COl IRTHOUSE, 901 NORTH STREET, ROOM 306, MIl.WAl InE, WI 53233
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SUMMARY;

Results - Oriented Human Resources Manager with thirty-three years of progressive managerial and
administrative experience where strengths, visionary leadership, strategic planning, financial management,
operations management, negotiation, and employee relations skills provided an efficient delivery of human
resources services to the City of Milwaukee.

Primary areas of expertise include: Employee Relations, Staffing,
Training and labor Relations.

Compensation and Benefits, Safety,

PROFESSIONAL EXPERIENCE

Aug. 2004 - December 2009
City of Milwaukee, Milwaukee Police Department

SAFETY DIRECTOR
• Provided leadership and direction for the administration and coordination of the city-wide School Crossing

Guard Program. (One-hundred and ninety-nine school crossing corners).
• Successfully facilitated the transfer of the administration of all Court Mandated Referrals from the

Municipal Court to the Safety Division for Defensive Driving Courses. (Developed administrative
procedures appropriate for the tracking of referrals for the Municipal Court to verify compliance and
participation).

• Implementation of a successful "Safe Routes to School Campaign Program" in collaboration with the
Milwaukee Public School System.

• In cooperation with Milwaukee Public School, developed and was awarded a $250,000.00 grant to
continue the "Safe Routes to School Program" within Milwaukee Public School system (awarded by the
Wisconsin Department of Transportation, 2008-2009).

• Implementation of a Departmental Safety Initiative to address the increasing rise in work related injuries
(develop and distribute on a quarterly basis "Safety Tips" based on the nature of departmental work
injuries).

• Provided leadership and direction for the administration and coordination of the Division's Safety
Education Programs; Fireworks Safety, Pedestrian and Bicycle Safety, and Water Safety.

• Implementation of a "Speed Watch Program" in collaboration with the Community Services Division and
the Department of Public Works-Infrastructure Services Division-Traffic Engineering to address speed
related issues in neighborhoods.

• Reorganized the Safety Division to adequately reflect the realignment of increased staff responsibilities
including the revision of all job descriptions for Safety Specialists Sf. and Office Assistant, title changes
for three School Crossing Guards and positions of three School Crossing Guards (Auxiliary).

• Implementation of Training Programs for all staff.
• One of 10 recipients across the United States to receive a full-scholarship stipend to attend the 1"

National Safe Routes to School Conference, held in 2006 in Dearborn, Michigan.
• Employed the utilization of the Driver's license Recovery and Employability Program to assist with the

recruitment of School Crossing Guards and Substitutes.

2002 - July 2004
City of Milwaukee, Department of Employee Relations

EMPLOYEE RELATIONS DIRECTOR
• Directed strategic planning and operations of the department's functions of labor relations, benefits

administration, staffing, equal employment opportunity, staffing, compensation, training and davelopment
services, and Fire and Police Commission.

• Established an Office of Diversity and Outreach to promote the importance, benefit and necessity of
maintaining diversity within the City of Milwaukee's workforce while facilitating a reduction in the
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FLORENCE HANNA DUKES

workforce size.
• Developed substantial increases in information technology hardware and software (e.g., computer

network development, applicant tracking software, EEO software, PeopleSoft implementation, web site
with online applications, etc.),

• Achieved significant improvement in the quantity and quality of employee training and development
programs covering a wide range of topics (e.g., computer-related training including PeopleSoft, Total
Quality Improvement, Workplace Violence Prevention, Anti-Harassment, Family and Medical Leave Acts,
Americans with Disabilities Act, City-wide Diversity training, and City-wide Progressive discipline training,
Immigration policy, etc.).

• Created and implemented a City-wide Employee Training and Testing facility.
• Provided leadership in the Reorganization of Department of Employee Relations including the merger and

consolidation of the Fire and Police Commission to improve efficiency and delivery of services.

1996 - 2002
City of Milwaukee, Department of Employee Relations

DEPUTY DIRECTOR
• Assisted the Director in the strategic planning and operations of the department's functions of labor

relations, benefits administration, staffing, equal employment opportunity, staffing, compensation, training
and development services.

• Implemented an Employee Placement Program for employees at risk for layoff due to budget reductions.
• Negotiated voluntary settlements with 19 separate bargaining units. Demonstrated an increase of win-win

bargaining.
• Increased the participation and effectiveness of Labor/Management committees.

1988 - 1996
City of Milwaukee, Department of Employee Relations
Employee Benefits Division

EMPLOYEE BENEFITS DIRECTOR
• Successfully provided leadership direction and supervision in the design, implementation, administration

and management of the City of Milwaukee's Employee Benefits Program (including Health Care, Workers
Compensation, Safety, Flexible Spending Account, and Long Term Disability).

• Demonstrated leadership skills in successfully retaining the City of Milwaukee's self-insured status for
administration of Workers Compensation claims thereby saving the City over $35 million in premium
costs.

• Drastically improved the administration of the City of Milwaukee's Workers Compensation Program.
Developed with ITMD an automated payment computer system for the payment of both Indemnity and
Medical payments. The development of the system resulted in a high degree of payment accuracy for
mandated State Indemnity payments to injured City employees. This accuracy as measured by the State
of Wisconsin indicates that, for 10 of the last 13 calendar quarters, the City of Milwaukee ranked #1 with
fewer payment errors in its' peer group of large Insurers.

• Implemented and negotiated a health insurance program to minimize cost increases saving the City of
Milwaukee millions of dollars.

• Implemented a Long Term Disability and Flex Spending Program (Section 125) for Management and
Non-Management employees and negotiated these programs within a majority of negotiated labor
contracts.
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FLORENCE ~WA DUKES

PREVIOUS EMPLOYMENT EXPERIENCES

Manager, Career Planning and Staff Development
Milwaukee Area Technical College

Executive Director
Milwaukee Inner City Arts Council

Executive Director
Milwaukee Learning Center

Teacher
Governor Morehead School for Deaf

1986-1988

1974 - 1986

1971 1973

1970 - 1971

EDUCATION

CERTIFICATIONS

Cardinal Stritch University, 1984 - Milwaukee, Wisconsin
MS - Management Administration

St. Augustine's College, 1970 - Raleigh, North Carolina
BS - Major: Elementary Education: Minor: History

• Equal Opportunity and Affirmative Action Manager, American Association for Affirmative
Action, 1999, Washington, D.C.

• UW-Extension, Worker's Compensation Administrator, 1988 Milwaukee, Wisconsin
• K - 8th Elementary Teacher

ADDENDUM

PROFESSIONAL AFFILIATIONS
Board MemberlTreasurer
Advisory Member
Advisory Member
Member

COMMUNITY AFFILIATIONS
Parishioner
Senior Warden
Personnel Member
Board Member
Board Member
Member
Treasurer/Scholarship Chair

Member/Archives Chair

Wisconsin Highway Safety Coordinators
Wisconsin Safe Kids Wisconsin
American Red Cross Diversity Committee
Safe Routes to School Coalition Campaign

St. Paul's Episcopal Church
St. Paul's Episcopal Church
St. Paul's Episcopal Church
Forest Home Cemetery Links, Inc.
Stark Hospital (an affiliate of Children's Hospital)
Alpha Kappa Alpha Sorority, lnc., EKQ Chapter
Pauline Redmond Coggs Foundation,lnc.
Alpha Kappa Alpha Sorority, Inc., EKQ Chapter
The Links, Inc. - Cream City Wisconsin Chapter
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FLORENCE Hp~NA DUKES

RECENT RECOGNITIONS

2009: "UNCF ALUMINI HONOREE
2006: "Salute To Christian Professional Women", Holy Redeemer Institutional

Church of God In Christ
2005; "Women Who Put Their Stamp on Milwaukee" (Government), United States

Postal Service
2003: "African American Women First" Award, The Links, Inc. Cream City

Wisconsin Chapter
2001: 2001 Book of Life Service Award: The Black Archives History and Research

Foundation of South Florida, Inc.
2001: Milwaukee County Board of Supervisors Achievement Award
2001: Lifetime Service Award: Milwaukee Community Journal Newspaper
2000: Edith Finalyson: Service Award, Alpha Kappa Alpha Sorority, Inc.

EARLIER RECOGNITIONS

Awards: 1991 - Soror of the Year: Alpha Kappa Alpha Sorority, Inc., EKQ Chapter
1990 - Status of Women Award: Top Ladies of Distinction Award
1984 - Co-Chair, City Wide Census Count
1982 - Anheuser-Busch's Outstanding Community Service
1982 - Proclamation by County Executive William O'Donnell for Outstanding

Community Service
1981 - Recipient - Outstanding Young Women in America
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·COUNTY OF MILWAUKEE·
INTEROFFICE COMMUNICATION

DATE April 27, 2011

TO Supervisor Lee Holloway, Chairman, Boardof Supervisors

FROM CynthiaPahl, InterimFiscal and BudgetAdministrator, Department of
Administrative Services

SUBJECT Request to Create two positions (1,0 PTE) of Administrative Secretary I - Office
Assistant IHourly, CountyBoard of Supervisors

....__1.-,.......
nt:;;.Y\,n::.;:>i

The CountyBoard of Supervisors has requested the creation two hourly positions (with a total
PTE of 1.0) of Administrative Secretary I - Office Assistant lHourly.

BACKGROUND/ANALYSIS

The Board of Supervisors has one position of Administrative Secretary 3 - Office
Assistant 3 which is currently vacant That position had previously been underfilled at
the level of Administrative Secretary L This position is responsible for reception
functions, answering the main phone line for the Board and routing phone calls,
maintaining and ordering supplies and other general clerical tasks,

Since the position has been vacant, the Board has used temporary help to staff the
reception desk, Going forward, it has been determined that the position can be staffed
with hourly employees, resulting in a savings in salary and benefit expenses,

FISCAL NOTE

This abolish/create will result in annual salary and social security savings of $6,744,
Annual savings in active fringe benefit costs will amount to $21,794, for a total saving of
$28,538. In 2011, assuming that hourly employees start June 1, savings would amount to
$16,647,

RECOMMENDATION

The Department of Administrative Services, Fiscal Affairs (DAS) recommends that the
request to create two hourly positions of Administrative Secretary 1- Office Assistant 1
be approved,

Prepared by:
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Page 2

Davida Amenta
278-5330

)
lrV1ML/

Cynthia PalW
Interim Fiscal and Budget Administrator, Department of Administrative Services

Pc: George Aldrich, Chief of Staff, County Executive's Office
Candace Richards, Director of Human Resources
Terry Cooley, Chief of Staff, Board of Supervisors
Stephen Cady, Fiscal and Budget Analyst, County Board
James Tate, Human Resources Analyst, DAS-HR
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 1 

File No.  1 

(Journal) 2 

  (ITEM  )  Request to create two positions (1.0 FTE) of Administrative 3 

Secretary 1 – Office Assistant 1 Hourly in the County Board of Supervisors.   4 

 5 

A RESOLUTION 6 

 WHEREAS, the County Board of Supervisors has one position of 7 

Administrative Secretary 3 – Office Assistant 3 which functions as the main 8 

receptionist for the County Board offices, and 9 

 WHEREAS, the duties assigned to this position can be performed by two 10 

hourly positions of Administrative Secretary 1 – Office Assistant 1 Hourly, and 11 

 WHEREAS, the creation of these positions is being requested to enable the 12 

County Board to maintain open access to public while reducing expenses for 13 

personal services, now therefore 14 

  BE IT RESOLVED, that the following position actions are 15 

approved for the County Board of Supervisors effective May 30, 2011: 16 

     No. of        Pay 17 

Action       Title  Positions   Range 18 

Abolish  Adm Secy 3 – Office Asst 3   1.0     9M 19 

Create   Adm Secy 1 – Office Asst 1 (Hourly)       2.0     6M 20 

 21 
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MILWAUKEE COUNTY FISCAL NOTE FORM 

 
 
 

DATE: 4/28/11 Original Fiscal Note    
 
Substitute Fiscal Note   

 
SUBJECT: Request to Create 1.0 FTE Administrative Secretary 1 – Office Assistant 1 Hourly, 
County Board of Supervisors      
  
  
 
FISCAL EFFECT: 
 

 No Direct County Fiscal Impact  Increase Capital Expenditures 
   
  Existing Staff Time Required 
   Decrease Capital Expenditures 

 Increase Operating Expenditures 
 (If checked, check one of two boxes below)  Increase Capital Revenues  
 
  Absorbed Within Agency’s Budget  Decrease Capital Revenues 
 
  Not Absorbed Within Agency’s Budget  
  

 Decrease Operating Expenditures  Use of contingent funds 
 

 Increase Operating Revenues 
 

 Decrease Operating Revenues 
 
Indicate below the dollar change from budget for any submission that is projected to result in 
increased/decreased expenditures or revenues in the current year. 
 
 
 Expenditure or 

Revenue Category 
Current Year Subsequent Year 

Operating Budget Expenditure  -16,647  -28,538 

Revenue  0  0 

Net Cost  -16,647  -28,538 

Capital Improvement 
Budget 

Expenditure               

Revenue               

Net Cost               
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DESCRIPTION OF FISCAL EFFECT  
 
In the space below, you must provide the following information.  Attach additional pages if 
necessary. 
 
A. Briefly describe the nature of the action that is being requested or proposed, and the new or 

changed conditions that would occur if the request or proposal were adopted. 
B. State the direct costs, savings or anticipated revenues associated with the requested or 

proposed action in the current budget year and how those were calculated. 1  If annualized or 
subsequent year fiscal impacts are substantially different from current year impacts, then 
those shall be stated as well. In addition, cite any one-time costs associated with the action, 
the source of any new or additional revenues (e.g. State, Federal, user fee or private 
donation), the use of contingent funds, and/or the use of budgeted appropriations due to 
surpluses or change in purpose required to fund the requested action.   

C. Discuss the budgetary impacts associated with the proposed action in the current year.  A 
statement that sufficient funds are budgeted should be justified with information regarding the 
amount of budgeted appropriations in the relevant account and whether that amount is 
sufficient to offset the cost of the requested action.  If relevant, discussion of budgetary 
impacts in subsequent years also shall be discussed.  Subsequent year fiscal impacts shall be 
noted for the entire period in which the requested or proposed action would be implemented 
when it is reasonable to do so (i.e. a five-year lease agreement shall specify the costs/savings 
for each of the five years in question).  Otherwise, impacts associated with the existing and 
subsequent budget years should be cited.  

D. Describe any assumptions or interpretations that were utilized to provide the information on 
this form.   

 

                                                 
1 If it is assumed that there is no fiscal impact associated with the requested action, then an explanatory statement that justifies that 

conclusion shall be provided.  If precise impacts cannot be calculated, then an estimate or range should be provided.   

 

A. The Board of Supervisors is requesting to Abolish one position of Administrative Secretary 3 – Office 
Assistant 3 (PR 9M) and to create two hourly positions of (total of 1.0 FTE) Administrative Secretary 1 – 
Office Assistant 1 Hourly (PR 6M).   
 

B. The proposed action would generate salary savings and savings in active fringe benefit costs totaling 
$16,647 in 2011 and $28,538 in future years.   

 
C. The proposed action will generate salary savings in the County Board’s 2011 budget.     

 
D. The current salary for the Administrative Secretary 3 position is based on the amount budgeted in the 

2011 Adopted Budget.  The hourly employees are assumed to be appointed at first step.  The active 
fringe benefit savings are based on the revised fringe rate distributed by the Controller on 4/13/2011.   

 
 

 
 

Department/Prepared By  Davida Amenta  
 
 
Authorized Signature   
 

 
Did DAS-Fiscal Staff Review?  Yes  No 
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COUNTY OF MILWAUKEE 
Interoffice Memorandum 

 
 
 

DATE:  May 12, 2011  
 
TO:  Supervisor Johnny Thomas, Chairman, Committee on Finance and Audit 
 
FROM:  Steve Cady, County Board Fiscal & Budget Analyst 
 
SUBJECT: Request to Create One Position of Accountant 3 and Abolish One Position of 

Accountant 4-NR (File No. 11-236) 

 
 

  REQUEST 

 
The Controller, of the Department of Administrative Services (DAS), requests the creation 
of one position of Accountant 3 and the abolishment of one position of Accountant 4-NR 
within DAS-Fiscal Affairs, Central Accounting Group, to better reflect job duty needs. 
 
Section 1.16(c) of the County Ordinances requires that requests relating to personnel 
matters by the Department of Administrative Services be reviewed by County Board staff, 
with recommendations submitted to the Finance and Audit Committee. 
 

ANALYSIS 

 
The creation of an Accountant 3 position, and the abolishment of an Accountant 4-NR 
position, is being sought to better align job duties and accounting support needs to the 
Central Accounting Group within DAS-Fiscal Affairs.  This support has been reevaluated 
after staffing changes in the 2011 Adopted Budget provided for the transfer of one 
position of Accountant 4 – Treasury Services to DAS Fiscal from the Treasurer’s Office. 
Currently, an Accounting Manager, one position each of Accountant 4, Accountant 5 and 
Accountant 2 assist the Controller.  Vacant accounting positions include one position of 
Accountant 4-NR and a Deputy Controller. 
 
Many of the duties of the Accountant 4-NR position, that is funded but vacant, have been 
assumed by the Accountant 4 – Treasury Services that was transferred to DAS – Fiscal 
Affairs in 2011.  The Controller is seeking an Accountant 3 position, rather than an 
Accountant 4 position, to assist with year-end close and the annual audit.  The position 
will also work closely with department staff on accounting procedures and assisting in 
preparation of audit work papers for the final audit.  The Accountant 3 classification will 
provide the Controller candidates with the skill set necessary to perform these tasks, while 
providing a small annual savings in salary costs.  
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Request to Create One Position of Accountant 3  May 11, 2011 

and Abolish One Position of Accountant 4-NR  Page 2 

within DAS-Fiscal Affairs (File No. 11-236)       

  

RECOMMENDATION 

 
In order to provide the proper accounting staff for DAS-Fiscal Affairs, it is recommended 
that the request of the Controller to create one new position of Accountant 3, and the 
abolishment of one position of Accountant 4-NR within the Central Accounting Group in 
the Fiscal Affairs Division of the Department of Administrative Services be approved, 
effective June 11, 2011.  
 

FISCAL IMPACT 

 
If approved, this will decrease personal services and fringe benefits by approximately 
$2,974 for the remainder of 2011.  For 2012, the full-year savings is approximately 
$5,947, based on appointment at the first step in the pay range. 
 
 
 
__________________________________ 
Steve Cady 
County Board Fiscal and Budget Analyst 
 
cc:  Supervisor, Lee Holloway, Chairman, Milwaukee County Board of Supervisors 

County Executive Chris Abele  
Supervisor Joe Sanfelippo, Chairman, Personnel Committee 

 Cynthia Pahl, Interim Assistant Fiscal and Budget Administrator, DAS 
 Candace Richards, Interim Director, Division of Human Resources  

Scott Manske, Controller, DAS 
Rick Ceschin, Research Analyst, County Board 
Carol Mueller, Chief Committee Clerk 
Jodi Mapp, Committee Clerk 
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 - 1 - 

File No. 05-121 1 

(Journal, May 26, 2011) 2 

 3 

(ITEM  ) From the Controller, requesting the creation of one position of Accountant 3 and 4 

the abolishment of one position of Accountant 4-NR in the Department of Administrative 5 

Services-Fiscal Affairs Division, by recommending adoption of the following:  6 

 7 

A RESOLUTION 8 

  9 

WHEREAS, the Controller, of the Department of Administrative Services (DAS), 10 

requests the creation of one position of Accountant 3 and the abolishment of one position 11 

of Accountant 4-NR within DAS-Fiscal Affairs, Central Accounting Group; and 12 

 13 

WHEREAS, the creation of an Accountant 3 position, and the abolishment of an 14 

Accountant 4-NR position, is being sought to better align job duties and accounting support 15 

needs to the Central Accounting Group; and   16 

 17 

WHEREAS, this support has been reevaluated after staffing changes in the 2011 18 

Adopted Budget provided for the transfer of one position of Accountant 4 – Treasury Services to 19 

DAS Fiscal from the Treasurer’s Office; and 20 

 21 

WHEREAS, many of the duties of the Accountant 4-NR position that is funded but 22 

vacant have been assumed by the Accountant 4–Treasury Services that was transferred to DAS–23 

Fiscal Affairs in 2011; and 24 

 25 

WHEREAS, the Controller is seeking an Accountant 3 position, rather than an 26 

Accountant 4-NR position, to assist with year-end close and the annual audit and to work 27 

closely with department staff on accounting procedures and assisting in preparation of audit 28 

work papers for the final audit; and 29 

 30 

WHEREAS, the Accountant 3 classification will provide the Controller job 31 

candidates with the skill set necessary to perform these tasks, while providing a small 32 

annual savings in salary costs; now, therefore, 33 

 34 

BE IT RESOLVED, that the following position actions are approved for the DAS 35 

Fiscal Affairs Division, Central Accounting Group to provide experienced accounting 36 

services effective June 11, 2011:  37 

38 
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 - 2 - 

 39 

Org Unit 1151 – DAS Fiscal Affairs Division 40 

 41 

   Title   No. of Positions Pay Range 42 

 43 

Create Accountant 3    1   21  44 

     ($42,936 - $49,564) 45 

 46 

Abolish* Accountant 4-NR 1 25M 47 

     ($47,474 - $53,962) 48 

 49 

*The Accountant 4–NR shall be abolished after the Accountant 3 position is created and 50 

filled. 51 
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MILWAUKEE COUNTY FISCAL NOTE FORM 

 
 
 

DATE: May 10, 2011 Original Fiscal Note    
 
Substitute Fiscal Note   

 
SUBJECT: Request to Create One Position of Accountant 3 and Abolish One Position of 
Accountant 4-NR (File No.11-236) 
  
  
 
FISCAL EFFECT: 
 

 No Direct County Fiscal Impact  Increase Capital Expenditures 
   
  Existing Staff Time Required 
   Decrease Capital Expenditures 

 Increase Operating Expenditures 
 (If checked, check one of two boxes below)  Increase Capital Revenues  
 
  Absorbed Within Agency’s Budget  Decrease Capital Revenues 
 
  Not Absorbed Within Agency’s Budget  
  

 Decrease Operating Expenditures  Use of contingent funds 
 

 Increase Operating Revenues 
 

 Decrease Operating Revenues 
 
Indicate below the dollar change from budget for any submission that is projected to result in 
increased/decreased expenditures or revenues in the current year. 
 
 
 Expenditure or 

Revenue Category 
Current Year Subsequent Year 

Operating Budget Expenditure  -2,974  -5,947 

Revenue  0   0 

Net Cost  -2,974  -5,947 

Capital Improvement 
Budget 

Expenditure               

Revenue               

Net Cost               
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DESCRIPTION OF FISCAL EFFECT  
 
In the space below, you must provide the following information.  Attach additional pages if 
necessary. 
 
A. Briefly describe the nature of the action that is being requested or proposed, and the new or 

changed conditions that would occur if the request or proposal were adopted. 
B. State the direct costs, savings or anticipated revenues associated with the requested or 

proposed action in the current budget year and how those were calculated. 1  If annualized or 
subsequent year fiscal impacts are substantially different from current year impacts, then 
those shall be stated as well. In addition, cite any one-time costs associated with the action, 
the source of any new or additional revenues (e.g. State, Federal, user fee or private 
donation), the use of contingent funds, and/or the use of budgeted appropriations due to 
surpluses or change in purpose required to fund the requested action.   

C. Discuss the budgetary impacts associated with the proposed action in the current year.  A 
statement that sufficient funds are budgeted should be justified with information regarding the 
amount of budgeted appropriations in the relevant account and whether that amount is 
sufficient to offset the cost of the requested action.  If relevant, discussion of budgetary 
impacts in subsequent years also shall be discussed.  Subsequent year fiscal impacts shall be 
noted for the entire period in which the requested or proposed action would be implemented 
when it is reasonable to do so (i.e. a five-year lease agreement shall specify the costs/savings 
for each of the five years in question).  Otherwise, impacts associated with the existing and 
subsequent budget years should be cited.  

D. Describe any assumptions or interpretations that were utilized to provide the information on 
this form.   

 
 
Approval of this resolution will create one position of Accountant 3 and abolish one position of 
Accountant 4-NR.  The salary and fringe benefit savings for the remainder of 2011 (approximately 
half of the year) are estimated to be $2,974.  For 2012, the estimated full-year savings are 
estimated to be $5,947.  
 
This estimate is based on a salary comparison of the first step in the respective pay ranges.   
 
 
 
 
 
 
 
 
 
 
Department/Prepared By  Steve Cady, Fiscal and Budget Analyst, County Board  
 
Authorized Signature ________________________________________ 
 
Did DAS-Fiscal Staff Review?  Yes  No  

                                                 
1 If it is assumed that there is no fiscal impact associated with the requested action, then an explanatory statement that justifies that 

conclusion shall be provided.  If precise impacts cannot be calculated, then an estimate or range should be provided.   
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DATE:

TO:

FROM:

SUBJECT:

COUNTY OF MILWAUKEE
INTEROFFICE COMMUNICATION

April 14, 2011

Chairman Lee Holloway, County Board of Supervisors \~\, ~ /

Scott Manske, Controller, Department of Administrative Services,~\~V
Request to Abolish 1.0 FTE Accountant 4 in the Department of Administrative
Services - Fiscal Affairs and Create 1.0 FTE Accountant 3

REQUEST

Due to changes in staffing in the 2011 Adopted Budget in the Accounting division of the
Department of Administrative Services (DAS) and a reevaluation of duties within the
division, it is requested that 1.0 FTE of Accountant 4 be abolished to be replaced with 1.0
FTE of Accountant 3.

BACKGROUND

The 2011 Adopted Budget transferred 1.0 FTE of Accountant 4 - Treasury Services to
the Department of Administrative Services (DAS). At this time, the Accounting Division
has a funded position of Accountant 4 that is currently vacant. Much of the workload
that was previously handled by the Accountant 4 has now been reassigned to the
Accountant 4 - Treasury Services. In reviewing the requirements ofthe Division,
specifically surrounding the year-end close and the annual audit, it was determined that
the remaining tasks are more suitable to a classification of Accountant 3.

This position will be a resource to department staff on accounting procedures and will
assist departments in meeting deadlines relating to year-end close. The position will also
assist in preparation of audit workpapers for the final audit.

FISCAL NOTE

The proposed action will result in an annual salary savings of $4,552.

RECOMMENDATION

The Department of Administrative Services respectfully requests that you refer the
attached resolution to the appropriate committees to create a position of Accountant 3 in
theDAS.
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Pay Range:
Org. Dnit:
Date Approved and Effective Date:

Milwaukee County
Department of Human Resources

Position Description

.. Del'a.... . of Human
Tltle of Posltlon:
Code:

's Use Only

$43,101 [budgeted)

Ill. Duties Section. The purpose of this position is to:
IAssist DAS - Central Accounting with ongoing accounting operations, the year-end close and annual audit.

113. Duties Section. Consequences of position removal are:
Delay in finalizing the year-end close and diminished ability to assist departmental accounting staff with implementation of

! accounting standards and procedures.

lIb. Duties Section. Describe in detail the work performed. List regular duties first and
I then special or occasional duties. Show time by hours or percentages.

p p
practices and
procedures.

ep gq p g
issues. In preparation for year-end, assist departments with training and refining accounting
processes to assist with more efficient year-end closes.

! Time Duties Performed Required *IE
, {% of Knowledge, ) ;

8 hr Skill or INE
day Ability ) i (

and P) ;
Freg) 1M)

(applicable to all
50% Prepare audit schedules and account analysis for annual audit. Work with the Central of the listed

,
Accounting team to prepare the Comprehensive Annual Financial Report. Prepare variance duties)

I
analysis of revenue and expenditures, budget vs actual and actual from one year to the next.
Complete State Form A and reconcile to the Comprehensive Annual Financial Report. Knowledge of E,M

I
accounting

20% Work with other d artments answerin uestions and hel resolve various accountin rinci les,

10%

10%

Monitor capital projects for completion; maintain asset inventory system; assist with
arbitrage and unspent bond analysis.

Develop, improve and implement daily accounting operation procedures; maintain asset
inventory system; prepare, analyze and monitor a variety of revenue, expenditures, and
balance sheet accounts. Maintain rate schedules; monitor departmental revenue and
expenditures against adopted budget; prepare, review and approve documents into the
Advantage System. Help with the analysis of arbitrage and unspent bonds.

Skill in using
personal
computers
including data
entry and
processing, use of
databases, and
spreadsheets,

5% Prepare standard and adjusting journal entries and review documents Ll1 the Advantage
System.

Analytical skill
including use of
spreadsbeets and
databases.

E,M
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5% Perform other duties as assigned.
II Math computation
I skill.

t Skill in
t performing
I accounting tasks.
[
i Oral and written
i .,

I
communication
skills.

iI Ability to work

I
effectively and
harmoniously
with others.

i

I
i
i E,M

I
lEM
I

IEM

ICM

* Choose the appropriate Choice (s ) : (S) Essential; (NE) Non-Essential; (P) Physical; ~M)
Mental

None

13. Name and title of immediate supervisor.
Bill Lochemes l Accounting Manager
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