
Department of Employee Relations 
 

JOB EVALUATION REPORT 
 
City Service Commission Meeting Date: January 10, 2012 
Department: Neighborhood Services 
 
In conjunction with reorganization in the Department of Neighborhood Services, this report 
recommends a number of changes in job classifications and rates of pay to assist the 
Department of Neighborhood Services in creating a more flexible, responsive, and 
knowledgeable workforce.   
 
Major features of this reorganization include: aligning work assignment of code enforcement 
inspectors to Police Districts; creating a new job classification of Residential Code Enforcement 
inspector combining  the job of Nuisance Control Officer with Code Enforcement inspector I/II; 
reclassification of two vacant Code Enforcement Inspector positions to first-line supervisors; the 
creation of new career ladders and related skill-based compensation systems for code 
enforcement inspectors; and the reclassification of a Nuisance Control Supervisor to Building 
Codes Enforcement Supervisor.  
 
The following table indicates current and new job classifications and associated pay ranges. 
 

 Title PR*         

Old Code Enforcement Inspector I 530 
3G 

41,495 42,660 43,909 45,210 46,975    

Code Enforcement Inspector II 541 
3J 

43,909 45,210 46,607 48,133 52,069 52,564 53,058 53,554 

Nuisance Control Officer I 500 
3B 

35,363 36,170 36,902 37,727 38,963 39,875 40,836  

Nuisance Control Officer II 516 
3E 

38,595 39,507 40,469 41,495 42,660 43,837   

New Residential Code Enforcement Inspector 3L 41,495 43,908 48,133 52,068 56,006 57,645   

Old Code Enforcement Inspector I 530 
3G 

41,495 42,660 43,909 45,210 46,975    

Code Enforcement Inspector II 541 
3J 

43,909 45,210 46,607 48,133 52,069 52,564 53,058 53,554 

New Commercial Code Enforcement Inspector 3L 41,495 43,908 48,133 52,068 56,006 57,645   

Old Special Enforcement Inspector 572 
2DN 

48,133 49,779 51,455 52,960 57,075 57,646 58,216 58,788 

New Special Code Enforcement Inspector 2DN 48,133 49,779 51,455 52,960 57,075 57,646 58,216 58,788 

New Special Enforcement Inspector 2EN 51,455 55,010 56,927 58,671 60,432    

Old Environmental Hygienist 555 
2DN 

48,133 49,779 51,455 52,960 54,958    

New Environmental Risk Officer 2EN 48,133 52,068 54,958 56,006 57,645 60,432   

Old Nuisance Control Supervisor 06 
1C 

50,206 70,295       

New Building Codes Enforcement Supervisor 07 
1D 

53,519 74,922       

Old Code Enforcement Inspector II  
(2 vacant) 

541 
3J 

43,909 45,210 46,607 48,133 52,069 52,564 53,058 53,554 

New Building Codes Enforcement Supervisor 
(2 vacant) 

07 
1D 

53,519 74,922       

*Pay Ranges for both 2011 and 2012 Pay Period 2 ranges are reflected. 
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Action Required – See attached sheet 
 
Background 
 
In September and November of this year, the Commissioner of Building Inspection 
(Neighborhood Services), Art Dahlberg, submitted information to the Department of Employee 
Relations regarding a number of proposed changes in the Department of Neighborhood 
Services. The major aspects of those proposed changes are as follows. 

 

 Assigning residential code enforcement inspectors and nuisance control officers to 
geographical areas consistent with Police Districts 

 

 Combining the duties and responsibilities of Nuisance Control Officers I/II and residential 
Code Enforcement Inspectors I/II into one job 

 

 Creating two additional first-line supervisors in residential code enforcement/nuisance 
control from two vacant positions of Code Enforcement Inspector II 

 

 Creating new career ladders for all code enforcement inspectors (some 85 employees) 
in commercial code enforcement, residential code enforcement, nuisance code 
enforcement, and environmental hygiene   

 

 Creating new skill-based pay systems for all code enforcement inspectors tying pay step 
advancement to the attainment of specified skills, job performance, and demonstration of 
competencies 

 

 Reclassifying one currently existing Nuisance Control Supervisor to Building Codes 
Enforcement Supervisor 

 

 Incorporating two new positions created by the Common Council in July of this year     
 

 Centralizing all aspects of community outreach, public relations, the antigraffiti program, 
and staff training and development into a new Outreach and Staff Development Section  

 

 Adding a new Special Enforcement Supervisor in the Special Enforcement Section and 
requesting an upgrade of the Special Enforcement Manager of that Section.    

 
Due to the complexity of these proposals, reports regarding these changes will be submitted to 
your Commission in a number of reports.  The first part, which is the subject of this report, 
addresses the following items: 
 

1. The creation of a new job classification that combines the duties and responsibilities of 
current Nuisance Control Officers and Residential Code Enforcement Inspectors 

 
2. The creation of four new career ladders for code enforcement employees in the following 

areas:  environmental hygiene, residential code enforcement, commercial code 
enforcement, and special code enforcement   

 
3. The establishment of a new skill-based system for code inspectors that also includes the 

competencies of customer service and communication that are critical for successful job 
performance   
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4. Reclassification of two vacant Code Enforcement Inspector II positions to first-line 

supervisors in the reorganized residential code enforcement section.  
 

5. Reclassification of a Nuisance Control Supervisor to Building Codes Enforcement 
Supervisor 

 
Development of Proposed Career Ladders and Pay Systems 
 
The Department of Neighborhood Services began developing its proposals for new career 
ladders and associated pay steps during AIM meetings with the Mayor and his cabinet that 
included all the major aspects of the new system, including a new proactive approach to code 
enforcement, the alignment of enforcement inspectors with Police Districts, and new career 
ladders associated with pay steps for code enforcement employees.  
 
These ideas were then refined during group meetings with employees and held discussions with 
Maria Monteagudo, Employee Relations Director, who drew up the pay structures for the new 
career ladders.  Andrea Knickerbocker, Human Resources Manager of the Compensation 
Services Division, was also consulted. The Department then sent written communications to the 
Department of Employee Relations during September and November.   
 
In preparation for combining the work of Nuisance Control Officers with residential Code 
Enforcement Inspectors, the Department has been cross training affected employees, holding 
training sessions for first-line supervisors, and conducting formal and informal training sessions 
for employees that will enable them attain the certifications required to perform the new 
expanded job in residential code enforcement and also advance in pay in the new system.     
 
Current:  Nuisance Control Officer I     PR 3B  

Nuisance Control Officer II    PR 3E 
Code Enforcement Inspector I (Residential) PR 3G 
Code Enforcement Inspector II (Residential) PR 3J 

Recommended:   Residential Code Enforcement Inspector  PR 3L  
 
The Department of Neighborhood Services currently employs some 17 Nuisance Control 
Officers and 22 Code Enforcement Inspectors I/II who inspect residential buildings and enforce 
residential building codes. Nuisance Control Officers investigate and enforce residential and 
commercial codes regarding garbage and rubbish, nuisance vehicles, illegally parked vehicles, 
pest infestations, and nuisance animals.  They also enforce rabies and pest control codes and 
testify in court as required.  In June of 2010, the minimum requirements for this job were an 
associate’s degree in environmental health or related area or 60 college credits with a major 
emphasis in environmental health or related area. Employees were eligible for promotion after 
two years of successful job experience and certification from the State of Wisconsin as a 
Certified Rabies Observer.   
 
Code Enforcement Inspectors in the residential section inspect all residential properties, 
including one and two-family homes, condominiums, and apartments.  They enforce the 
Milwaukee Code of Ordinances on these properties as well as local, state and national fire 
codes on apartments. These employees respond to complaints, make annual fire inspections of 
apartment buildings, and provide support for neighborhood organizations. Duties and 
responsibilities of this group includes responding to complaints of building code violations, 
properly identifying and documenting building code violations, issuing orders for corrections, 
inspecting for compliance with orders and, when necessary, appearing in court as a witness to  
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the violations.  The minimum requirements for a Code Enforcement Inspector I, as the position 
is currently defined, is an associate’s degree or at least 60 college credits or a minimum of two 
years of experience in the building trades above the level of construction/laborer performing the 
duties related to the position or three years in code enforcement at or above the level of 
Nuisance Control Officer II.   
 
An urgent need to proactively address residential building code violations and nuisances has 
driven the reassignment of residential Code Enforcement Inspectors and Nuisance Control 
Officers to Police Districts and the proposal to combine the jobs of Nuisance Control Officer and 
residential Code Enforcement Inspector. Ultimately, all employees in each of job classes will 
perform all duties and responsibilities associated with both residential code enforcement and 
nuisance abatement.   
 
The move to a more proactive enforcement strategy has also created a need for a greater 
number of inspectors and a demand for inspectors who possess a greater depth of knowledge 
than presently exist in the workforce. Combining these two jobs will significantly broaden the 
duties and responsibilities of Nuisance Control Officers and also expand the duties of Code 
Enforcement Inspectors. Creating one job classification will enable the Department to provide 
greater numbers of code enforcement inspectors in the field and also create a more flexible 
workforce possessing a greater depth of knowledge in all aspects of building code enforcement 
and nuisance abatement.       
 
The minimum requirements for entrance into the new job, as reflected in the job description 
submitted by the Department, are a bachelor’s degree in a relevant area; or an associate’s 
degree in architecture, real estate, fire safety, environmental health, law enforcement, building 
trade and two years of successful work experience in one of those fields; or successful 
completion of the Department’s Code Enforcement Intern Program.  These requirements are 
higher than those for the current job classification of Code Enforcement Inspector I.   
 
The manner in which employees will transition to this new system differs significantly from the 
usual pay administration procedures associated with a reclassification.  It is recommended that 
employees be placed in the new career ladder/pay system ladder at a rate of pay that 
corresponds with performance expectations and the certifications they currently hold. The new 
career ladder attached to this report as Appendix A provides detailed information on the 
certifications and job performance requirements required to each pay step in the new career 
ladder/pay system.     
 
An employee who has not yet attained the certifications or job performance requirements for a 
specified pay step in the new system will retain his or her present job title and current rate of 
pay until such time as he or she meets the requirements for a higher pay step in the new career 
ladder/pay system. This means that, for a time, the new classification of Residential Code 
Enforcement Inspector will be in effect as well as the “old” job classifications of Nuisance 
Control Officer I/II and Code Enforcement Inspector I/II.   
 
Skill-Based Pay 
 
The type of career ladder and pay system that is being proposed may be characterized as a 
skill-based pay system which is defined as “a compensation system that rewards employees 
with additional pay in exchange for formal certification of the employee’s mastery of skills, 
knowledge and/or competencies.  Skill is acquired and observable expertise in performing 
tasks.  Knowledge is acquired information used in performing tasks.  Competencies are more  
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general skills or traits needed to perform tasks, often in multiple jobs or roles.”  (Skill-Based Pay, 
Gerald Ledfors, Jr., Herbert G. Henemann III, Society for Human Resource Management, June 
2011).   
 
It should be noted, however, that job evaluation is not being abandoned.  The evaluation of 
each job, apart from the person holding the job, according to the degree of knowledge and skill 
required, responsibility exercised, effort expended, and conditions in which the work is 
performed, continues to be the basis for placing each job in a particular pay range.  As 
proposed, though, advancement in pay for each employee will be based upon the acquisition of 
skills, job performance standards, and critical competencies, as opposed to time on the job.   
 
One of the major criticisms of compensation systems that are entirely based upon job evaluation 
apart from the individuals holding the jobs is the lack of any significant monetary reward or 
recognition for the knowledge and skills individuals bring to the job.  This is a deficiency, 
particularly in organizations that require an educated workforce.  
 
Skill-based pay is not new. The prototype for this type of compensation system was developed 
by Procter and Gamble in the 1960’s. In 2002 the Center for Effective Organizations found that 
56% of Fortune 1000 companies used some form of skill-based pay. In 2007 the International 
Public Management Association-HR reported that 22% of public sector organizations used 
some type of skill-based pay.  Two skill-based pay systems have been implemented in the City 
of Milwaukee government, one in the Port of Milwaukee, and one for property appraisers in the 
Assessor’s Office, which has been very successful. (Skill-Based Pay, Gerald Ledfors, Jr., 
Herbert G. Henemann III, Society for Human Resource Management, June 2011)  
 
Research indicates that the success of a skill-based pay system is dependent upon the degree 
of thought and research that was spent creating the system, how well the system meets the 
business needs of the organization, support from top management, a high degree of employee 
involvement, and an extremely high degree of managerial involvement.  It is also important to 
evaluate how well the system is working because the circumstances that led to the creation of a 
skill-based system may no longer exist in three or five or ten years.                
 
Recommendations Regarding the New Career Ladder, New Classification of Residential 
Code Enforcement Inspector, and Implementation of New Pay System 
 
In order to assist the Department of Neighborhood Services in creating a more effective and 
flexible, and knowledgeable workforce, we recommend the following: 
 

 Creation of a new job classification of Residential Code Enforcement Inspector be 
created with the rates of pay listed on the cover page of this report. 

 

 Creation of the career ladder/pay system proposed by the Department, which may be 
seen in Appendix A of this report, be adopted as presented.   

 

 That employees in the affected classifications retain their current job title and current 
rate of pay until they meet the requirements specified for a higher pay step in the new 
classification. Once they have met the specified requirements for a stated pay step they 
will obtain the new title of Residential Code Enforcement Inspector. 
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Current:  Nuisance Control Supervisor   PR 1C 
Recommended: Building Codes Enforcement Supervisor  PR 1D 
 
At the present time there is one Nuisance Control Supervisor filled by Melissa O’Neill.  As the 
title indicates, this position is responsible for supervising the work of Nuisance Control Officers.  
With the implantation of this reorganization this position will perform the same duties and 
responsibilities as other Supervisors in the newly configuration designed by the Department in 
the residential code enforcement section.  All first-line supervisors in this reorganized are 
presently classified as Building Codes Enforcement Supervisors.  Due to the fact that this 
position will be performing the same duties and responsibilities as other Building Codes 
Enforcement Supervisors, it is recommended that the position of Nuisance Control Supervisor 
be reclassified to Building Codes Enforcement Supervisor. 
 
Current:  Code Enforcement Inspector II (2 positions)  PR 3J 
Recommended: Building Codes Enforcement Supervisor (2 positions) PR 1D 
 
The Department has stated that it is necessary to create two additional first-line supervisors to 
provide Inspectors with the supervision, intensive training, and ongoing coaching that will be 
required to successfully implement its organization of work in alignment with Police Districts and 
new career ladders.  The Department has further stated that this proposal was developed with 
the Budget Office at a November 15, 2011 AIM meeting.  Since the concept of this staffing 
change has already been approved, it is recommended that two vacant Code Enforcement 
Inspector II positions be reclassified to Building Codes Enforcement Supervisor which is the 
standard job classification for all first-line supervisors of code enforcement employees in the 
Department.  
 
New Career Ladder and Pay Systems for Commercial Code Inspectors, Environmental 
Risk Officers and Special Enforcement Inspector 
 
The Department has proposed that similar career ladders and pay systems as described for the 
new job classification of Residential Code Enforcement Inspector be established for all other 
code enforcement inspectors in the Department.  The career ladders and related pay steps are 
attached to this report in Appendix A. The chart on the cover page of this report shows the 
current and proposed job classifications and rates of pay.  
 
It is anticipated that initial increases in wages will be offset by significantly higher degrees of 
productivity in all areas of code enforcement.     
 
Current:  Code Enforcement Inspector I (Commercial) PR 3G 
   Code Enforcement Inspector II (Commercial) PR 3J 
Recommended Commercial Code Enforcement Inspector PR 3L 
 
Code Enforcement Inspectors in the commercial section are responsible for enforcing building 
codes for all commercial businesses. Existing buildings are inspected for compliance with fire 
codes and building safety codes.  One of the primary functions is annual fire inspections.  
 
The annual fire inspection requirement has evolved from a basic life safety check to a complex 
evaluation of building and safety systems, manufacturing process, materials storage and 
hazardous materials, etc.  In 2003, the City adopted the International Fire Code.  These 
changes have significantly impacted the scope of a fire inspection completed by a Code  
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Enforcement Inspector and subsequently increased the required knowledge and skills and the 
impact of the position. 
 
It is proposed that the current job classifications of Code Enforcement Inspector I and II in the 
commercial inspection section become the single job classification of Commercial Code 
Enforcement Inspector.   
 
The minimum requirements for entrance into the new Commercial Code Enforcement Inspector, 
as stated on the job description provided by the Department are a bachelor's degree from an 
accredited college or school approved by the Department of Employee Relations or an 
associate’s degree in the field of architecture, real estate, fire safety, environmental health, law 
enforcement the building trades and two years of work experience in one of those specialties.   
 
Current  Special Enforcement Inspector PR 2EN 
Recommended: Special Enforcement inspector PR 2EN 
 
Special Enforcement Inspectors investigate the most complex and challenging building and 
zoning code issues and independently resolve the most challenging enforcement issues.  In 
doing so, they work with many parties, including law enforcement personnel, community groups, 
prosecution teams, social service agencies, business owners, and property owners.  These 
positions are filled by promotion from the ranks of other code enforcement personnel in the 
Department.      
 

Current:  Environmental Hygienist  PR 2DN 
Recommended: Environmental Risk Officer  PR 2EN 
 
Environmental Hygienists inspect different types of facilities annually for the purpose of issuing 
licenses required for operation. Establishments are: public swimming pools, dry cleaning 
establishments, self-service laundromats, campgrounds and mobile home parks, filling stations, 
and massage establishments. These employees also investigate nuisance light complaints, 
waste tires, and noise complaints except those from vehicles operating in the public right of 
way, which falls under the jurisdiction of the Police Department. 
 
The minimum requirements for the new Environmental Risk Officer, which are the same as for 
the current title of Environmental Hygienist, are different from that of other code enforcement 
officers in the Department.  Those requirements are as follows. 
 

A bachelor’s degree in chemistry, biology, physical science, environmental health or 
related field that includes the following course or equivalent:  15 credits of chemistry 
covering two or more areas—inorganic, organic or quantitative analysis; 5 credits in 
biology, microbiology, physiology, anatomy or physics; 6 or more credits covering two or 
more of algebra, trigonometry, analytic geometry or statistics. Within two years following 
hire, these employees must become registered Sanitarians with the State of Wisconsin.  

 
The scientific qualifications for this job classification indicate that the nature of the work 
performed is aligned with public health inspection while also containing some association with 
building code inspection. For this reason it is recommended that the maximum rate of pay 
associated with this group be equated with that of Special Enforcement Inspector.     
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Recommendations Regarding the New Classifications of Commercial Code Enforcement 
Inspector and Environmental Risk Officer 
 
It is therefore recommended that the following new job classifications of Commercial Code 
Enforcement Inspector and Environmental Risk Officer be established, along with career 
ladders and skill-based pay system created by the Department of Neighborhood Services as 
presented in Appendix A, with rates of pay for these new classifications as listed on the cover 
page of this report. 
 
It is also recommended that current employees retain their current job titles and rates of pay 
until such time as they meet the requirements specified by the new system. When they meet the 
requirements specified in the new system, they will receive the new job title and associated rate 
of pay.   
 
Prepared by:  ___________________________________________ 
  Laura Sutherland, Human Resources Representative 
 
Reviewed by:  __________________________________________ 
  Andrea Knickerbocker, Human Resources Manager 
 
Reviewed by:  __________________________________________ 
  Maria Monteagudo, Employee Relations Director 
 



 

 

Department of Employee Relations 

JOB EVALUATION REPORT  

 
City Service Commission Meeting Date: January 10, 2012 
Department: Neighborhood Services 
 

Current Requested Recommended 

Special Enforcement Manager 
PR 1G ($64,805-$ 90,728) 
Incumbent: Clyde Hutchinson 

Special Enforcement Manager 
PR 1I ($73,627 - $103,077) 

Special Enforcement Manager 
PR 1I ($73,627 - $103,077) 

New Position Special Enforcement Supervisor 
PR 1F ($60,809 - $85,129) 

Special Enforcement Supervisor 
PR 1F ($60,809 - $85,129) 

Program Assistant II 
PR 5F ($39,522 - $47,065) 
Vacant 

Program Assistant I 
PR 5E ($39,507 - $45,577) 

Program Assistant I 
PR 5E ($39,507 - $45,577) 

Special Enforcement Inspector 
PR 2DN ($41,458 - $58,037) 
Vacant 

Outreach Specialist 
To be Studied 

Anti-Graffiti Program Coordinator 
PR 2DN ($41,458 - $58,037) 
 

Customer Service Representative II 
PR 6G ($33,143 - $38,963) 
Incumbent: Herlyn Roberson 

Program Assistant I 
PR 5E ($39,507 - $45,577) 

Program Assistant I 
PR 5E ($39,507 - $45,577) 

New Position Office Assistant IV 
PR 6H ($36,170 - $40,836) 

Office Assistant IV 
PR 6H ($36,170 - $40,836) 

  
Action Required – See attached sheet 
 
Background 
 
In September and November of this year, the Commissioner of Building Inspection 
(Neighborhood Services), Art Dahlberg, proposed a reorganization that included the creation of 
new career ladders and pay systems for code enforcement personnel.  These proposed 
changes affected job classifications, job titles, and pay systems.  A separate report submitted to 
your Commission contains recommendations regarding those issues.    
 
This report is concerned with positions in two separate areas of the Department:  Special 
Enforcement and Outreach and Staff Development.  In studying these requests to reclassify 
positions, written documentation in the form of old and new job descriptions for positions, 
organization charts, and reports previously submitted to your Commission were reviewed. In 
addition, the staff held a number of discussions with representatives from the Department of 
Neighborhood Services.  
 
Special Enforcement Division 
 
Current:  Special Enforcement Manager PR 1G 
Requested:  Special Enforcement Manager PR 1I 
Recommended: Special Enforcement Manager PR 1I 
 
Twelve months ago the Department created the Special Enforcement Division to remove or 
correct nuisance properties throughout the City. As with virtually all municipalities across the 
nation, the number of nuisance properties in Milwaukee has increased as the result of the 
collapse of the housing market and the onset of the nation’s foreclosure crisis.  In order to 
accomplish its mission, this Manager identifies problem properties and then assembles a 
multidisciplinary team from different agencies prioritize how and when these problem properties 
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should be addressed, and then works with those teams to shut down properties or order 
additional compliance actions.  
 
In order to successfully carry out this work, a great deal of coordination is required with other 
agencies.  The Milwaukee Police Department is actively involved in most actions against 
properties.  Other organizations that may be involved include the Office of the City Attorney, 
Department of City Development, Department of Public Works, and social service agencies 
such as the Department of Aging, Community Advocates, Child Protective Services, and others.  
 

The job description for the position, which was written by the Department with the intention that 
this position would be filled by someone from within Neighborhood Services, states that the 
minimum requirements for this job are current status as a Building Codes Enforcement 
Supervisor or higher, a bachelor’s degree in construction management engineering, architecture 
or related area and four years of experience in code enforcement 
  
This Manager position was created a year ago when a Building Codes Supervisor, SG 07, filled 
by Mr. Clyde Hutchinson was reclassified to its current title in SG 10. At that time the 
Department had requested the position to be paid at a higher level but Employee Relations had 
recommended Salary Grade 10 which was approved by your Commission.  Mr. Hutchinson was 
charged with creating a new Division that would work much more closely with law enforcement 
officials and other groups in identifying, categorizing, and taking action to shut down problematic 
properties or ensure that compliance was achieved.      
 
Since that time, the work of the Special Enforcement Division has expanded and the impact of 
this Manager’s decisions has become more pronounced.  The work of this position now involves 
a high degree of public and official visibility. Due to these changes we recommend that this 
position be reallocated to Pay Range 1I with no change in title. 
 
 
Current:   New Position 
Requested:    Special Enforcement Supervisor PR 1F 
Recommended: Special Enforcement Supervisor PR 1F 
   
The expansion of the Special Enforcement Program has necessitated the creation of a first-line 
supervisor to oversee the day-to-day work of Special Enforcement Inspectors. This Supervisor 
will directly supervise 13 Special Enforcement Inspectors and two office support staff.  In 
addition to performing all the usual activities of a first-line supervisor, such as assigning work, 
scheduling employees, monitoring work in progress, and assessing work completed, this 
Supervisor will devote a significant amount of time to coaching and training employees in 
relation to the new career ladders and associated pay systems that are being recommended. In 
addition, this Supervisor will personally issue occupancy permits and permits for blasting and 
fireworks. Finally, the employee performing this job will be required to attend meetings with 
Aldermen and staff and community groups, most of which will occur during early evening hours.         
 
The Department crafted the minimum requirements for this position with the premise that it 
would be filled with an internal candidate from Neighborhood Services.  The minimum 
requirements are therefore written as follows: current status as a Special Enforcement 
Inspector, an associate’s degree (or higher) and three years of code enforcement experience. 
Although these requirements appear appropriate, they have not been assessed by the Staffing 
Division for purposes of recruitment and hiring.       
 
This Supervisor will be overseeing the work of Inspectors who deal with the most complex 
building code enforcement issues and the most problematic properties in the City, many of 
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which have a high public profile.  Additionally, consequence of error associated with this 
Supervisor’s decisions regarding occupancy permits and permits for blasting and fireworks is 
high. It therefore appears that the level of responsibility associated with the job is greater than 
Building Codes Enforcement Supervisors who supervise residential and commercial code 
enforcement inspectors and more akin to Supervisors of construction trades inspectors. For 
these reasons, it is recommended that this new position be classified as requested, as a Special 
Enforcement Supervisor in Pay Range 1F. 
 
Community Outreach and Staff Development Division  
 
Current:  Special Enforcement Inspector PR 2DN 
Requested:  Outreach Specialist   To be Studied 
Recommendation:  Anti-Graffiti Program Coordinator PR 2DN 
 
This position will report to the “landlord training program coordinator.”  Its basic function will be 
to perform all the duties needed to carry out the City’s Anti-graffiti Program.  Aspects of this 
Program include public awareness and education, prevention work, graffiti removal, and the 
enforcement of anti-graffiti codes.  The employee performing this job will also represent the 
Department at the City’s Anti-graffiti Committee, assist with grant writing for the landlord training 
program, and assist with the preparation and presentation of landlord training programs. 
 
The job description created by the Department states that the minimum qualifications for the 
position are a bachelor’s degree in an area such as public administration or education and a 
year of work experience coordinating pubic or community-based programs related to housing or 
five years of work experience in coordinating community-based programs related to housing or 
other areas.  Although these requirements appear to be reasonable, they have not yet been 
assessed by the Staffing Division for purposes of recruitment and hiring. .   
 
Based upon the degree of knowledge/skill required and level of responsibility, it appears that 
this job is most similar to other professional positions in the City service, such as Accountant II 
and Chemist II.  For that reason, we recommend that this position be established as an Anti-
Graffiti Program Coordinator in Pay Range 2DN ($41,458 – $58,037).  This will place the rate of 
pay significantly lower than that of the “landlord training program manager” to whom this 
position will report, and higher than two Program Assistants I who will be assisting with the 
landlord training program and anti-graffiti program.  For reference, the new minimum and 
maximum for Residential Code Enforcement Inspectors will be $41,495 - $57,645 and that of 
Special Code Enforcement Inspectors will be $51,465 - $60,422.    
 
 
Current:  Program Assistant II  PR 5F 
Request:  Program Assistant I  PR 5E 
Recommendation: Program Assistant I  PR 5E 
 
The basic function of this position is to carry out all of the administrative work needed to present 
landlord training program and anti-graffiti program. Duties include obtaining space for programs, 
sending advertising sessions, mailing flyers and invitations, preparing handouts and materials, 
registering attendees, answering questions about the program, setting up rooms and materials, 
tracking employee attendance, compiling data related to the program’s effectiveness, and 
performing other related work.   
 
The job description written by the Department indicates that this position requires a bachelor’s 
degree or equivalent and three years of work experience.  These requirements appear to reflect 
the prior Program Assistant II level.  The recommended requirement for Program Assistants I 



Department of Neighborhood Services 
Departmental Reorganization – Part II 4 January 10, 2012 

 

 

would include four years of office support work with one year at or above the level of Office 
Assistant III.   
 
The level of knowledge/skill required and responsibility exercised for the revised job appears 
consistent with the job classification of Program Assistant I.  We therefore recommend the 
current vacant position of Program Assistant II be reclassified to Program Assistant I, Pay 
Range 5E. 
 
 
Current:  Customer Service Representative II PR 6G 
Requested:  Program Assistant I    PR 5E 
Recommended:   Program Assistant I    PR 5E 
 
This position will perform the same duties as the Program Assistant I position discussed in the 
preceding section.  We therefore recommend that this position be classified the same, as a 
Program Assistant I in Pay Range 5E. 
 
 
Current  New Position 
Requested:    Office Assistant IV PR 6H 
Recommended: Office Assistant IV PR 6H 
 
The basic function of this position is to serve as a lead worker for clerical staff in the Property 
Recording Section.   Duties will include overseeing the distribution and completion of work by 
three Office Assistants; assisting the aforementioned employees with complaints; resolving 
problems; answering questions from the public regarding the Property Recording Ordinance; 
assisting members of the public to achieve compliance with the Ordinance; educating citizens, 
other departments, community groups, title companies, banks, law firms, and other 
organizations about the property recording process and foreclosure registration process; 
monitoring Aldermanic Service Requests and assisting with their resolution; and training the  
Property Recording staff.     
 
The job description written by the department states that the minimum requirements for the job 
are four years of office experience or a bachelor’s degree or associate’s degree in business or 
related field.  It should be noted that the standard requirement for an Office Assistant IV is 4 
years of office support experience with at least 6 months at the level of Office Assistant III or 
above. 
  
Due to the fact that the level of knowledge/skill associated with the position and level of 
responsibility matches that of the Office Assistant IV job classification, we recommend that this 
new position be established as requested, as an Office Assistant IV in Pay Range 6H. 
 
 
Prepared by:  ___________________________________________ 
  Laura Sutherland, Human Resources Representative 
 
Reviewed by:  __________________________________________ 
  Andrea Knickerbocker, Human Resources Manager 
 
Reviewed by:  __________________________________________ 
  Maria Monteagudo, Employee Relations Director 
 
 

























































































ACTION REQUIRED FOR PART I AND PART II – Effective Pay Period 2, 2012 (January 8, 2012)  

Salary Ordinance  

Under 1F, add the title “Special Enforcement Supervisor”. 

Under 1G, delete the title “Special Enforcement Manager”. 

Under 1I, add the title “Special Enforcement Manager”. 

Under Pay Range 2DN, delete the title “Special Enforcement Inspector”, add the titles “Special 

Code Enforcement Inspector (13)(14)(15)” and “Anti-Graffiti Program Coordinator”. 

Under Pay Range 2EN, add the titles “Special Enforcement Inspector (11)” with the footnote 
designation “11” to read as follows:  “Employees will advance to the next rate in the following 
range upon certification by the Commissioner-Building Inspection of having attained the 
required skills, job performance and demonstrated competencies:  1,979.05, 2,115.78, 
2,189.49, 2,256.58, 2,324.30 and add “Environmental Risk Officer (12)” with footnote “12” to 
read as follows:  “Employees will advance to the next rate in the following range upon 
certification by the Commissioner-Building Inspection of having attained the required skills, job 
performance and demonstrated competencies:  1,851.27, 2,002.65, 2,113.78, 2,154.10, 
2,217.12, 2,324.30”. 
 
Under Pay Range 3L, add the title “Residential Code Enforcement Inspector (10)” and 
“Commercial Code Enforcement Inspector (10)” with the footnote designation “10” to read as 
follows:  “Employees will advance to the next rate in the following range upon certification by the 
Commissioner-Building Inspection of having attained the required skills, job performance and 
demonstrated competencies:   1,595.97, 1,688.79, 1,851.27, 2,002.65, 2,154.10, 2,217.12 “. 
 
Positions Ordinance 

Under the Department of Neighborhood Services, Support Services Division, Administrative 

Services Section, add one position of “Special Enforcement Inspector”, and add one position of 

“Anti-Graffiti Program Coordinator”; under Residential Inspection Division, Code Enforcement 

Section, add three positions of “Building Codes Enforcement Supervisor (X)”, delete 22 

positions of “Code Enforcement Inspector II (X)“, add 37 positions of “Residential Code 

Enforcement Inspector (X)” and one position of “Residential Code Enforcement Inspector (0.5 

FTE)(A)”; delete one position of “Program Assistant II”, delete one position of “Customer Service 

Representative II” and add two positions of “Program Assistant I” and one position of “Office 

Assistant IV”; under Special Enforcement Division, delete one position of “Special Enforcement 

Inspector (X)” and add one position of “Special Enforcement Supervisor (X)”; under Vacant 

Building Registration Program, add one position of “Office Assistant III” and one position of 

“Office Assistant II”; delete heading “Nuisance Control Section”; delete one position of 

“Nuisance Control Supervisor (X)(Y)”, delete18 positions of “Nuisance Control Officer II”, delete 

one position of “Nuisance Control Officer I (0.5 FTE)(A)”, delete two positions  of “Office 

Assistant III”, and delete one position of  “Office Assistant II”; under Environmental Health 

Section, delete five positions of “Nuisance Control Officer II (0.5 FTE)(A)(X)”, delete 5 positions 

of “Environmental Hygienist”, add 5 positions of “Residential Code Enforcement Inspector(X)” 

and 5 positions of “Environmental Risk Officer”; under Auxiliary Positions, delete two positions 

of “Code Enforcement Inspector II (X)”, add delete one position of “Nuisance Control Officer II” 

and add three positions of “Residential Code Enforcement Inspector(X)”.  


