City of Milwaukee PLEASE POST
Dept. of Employee Relations

Room 706, City Hall
MILWAUKEE

TRANSFER/PROMOTIONAL OPPORTUNITY
PROGRAM ASSISTANT I

Department of Employee Relations

PURPOSE: Under the direction of the Certification and Salary Systems Administrator and the Business
Operations Manager, the Program Assistant I provides confidential support to both the Certification and Pay
Services Section and the Financial Operations Section of the Department of Employee Relations (DER) in
processing referral and certification of eligible candidates to hiring departments; processing payroll; preparing,
processing, and tracking requisitions and vouchers in the City’s financial accounting system; and processing mail.
The person in this position also serves as the primary back-up to the DER reception area, providing information
to guests, answering phone calls, and directing calls to the appropriate DER staff.

ESSENTIAL FUNCTIONS:

Financial Operations:

e Process cash receipt transactions and vouchers in the City’s financial accounting system.

¢ Provide assistance with the preparation and processing of interdepartmental requisitions and invoices.

e Provide assistance with cash adjustment functions such as COBRA payment processing.

Referral and Certification of Eligible Candidates to Hiring Departments:

e Provide copies of eligible lists, proper forms, and candidates’ applications to hiring departments.

e Prepare and send various types of correspondence to candidates on eligible lists.

¢ Ensure that data regarding certification activities in DER’s applicant tracking system is current and accurate.

Pre-placement for New Hires:

e Prepare pre-employment packets and send to hiring departments.

e Assistin the preparation of DER personnel files for new employees.

Pay Processing:

e Serve as departmental payroll clerk, including performing the following tasks for employees in DER, the
Auxiliary Resource Program, and the Management Trainee Program:

o Perform biweekly payroll processing using Oracle PeopleSoft human resources (HRMS) as well as the
City’s time entry system (CityTime), ensuring that proper supporting documentation is submitted for time
off, such as sick leave, FMLA, and furlough days.

Audit vacation usage.

Monitor usage of FLSA overtime for eligible employees.

Enter payroll adjustments and sick leave control program transactions as required.

Process job-related transactions in HRMS such as pay rate changes, transfers, promotions, leaves of

absence, and separations.

o Audit HRMS transactions that affect DER employees (changes made in self-service, the mass rate change

process, and the position management module).

o Run periodic HRMS reports.

o Ensure that employees follow payroll-related ordinances, rules, policies, and procedures.

Back-up Front Desk Duties:

o Serve as the primary back-up to the DER front desk receptionist. Commit to being well-informed regarding
Employee Relations services in order to provide accurate information to the public and City employees.

o (Greet, assist, and answer questions from walk-in visitors to the DER reception area in a pleasant and
welcoming manner, such as City employees, elected officials, applicants, exam candidates and raters, vendors,
complainants, and members of the public.

e Provide application and job posting information to walk-in visitors to DER reception area.

e Receive and timestamp, file, and route documents from applicants and others, such as job applications,
transcripts and other credentials, questionnaires, and hand-delivered mail and packages on a daily basis.

e Answer a high volume of telephone calls, responding to inquires related to employment applications, benefits,
worker’s compensation, and other employment issues, and transferring calls to correct functional area and
staff members.

Other Duties:

e Process paid military leave requests.

e Prepare and assure timely submission of a monthly statistical report to the Department of Labor.

e Time-stamp and sort incoming mail daily.

CONDITIONS OF EMPLOYMENT:
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e The current work schedule is 7:30 a.m.-4:15 p.m. with a 45-minute lunch break; however, scheduling
flexibility is required to ensure coverage of the DER reception area.

Reasonable accommodations requested by qualified individuals with disabilities will be made
in accordance with the Americans with Disabilities Act (ADA) of 1990.

MINIMUM REQUIREMENTS:

1. Current status as a regularly appointed employee of the City of Milwaukee, having passed the probationary
period for the current position held.

2. Four years of progressively responsible office support experience performing duties closely related to this
position, with at least one year of experience equivalent to or above the level of a City of Milwaukee Office
Assistant 111 (e.g. performing difficult and diverse clerical work requiring independent judgment, using
advanced features of software applications to produce complex documents, and working on special projects).

e Equivalent combinations of education and experience may also be considered. For example,
two years of college with coursework in human resources, business administration, public
administration, communications, or a closely related field from an accredited college or
university may be substituted for part of the experience requirement.

DESIRABLE QUALIFICATIONS:
=  Experience working in a human resources setting or with human resources issues.

KNOWLEDGE, SKILLS, ABILITIES, AND OTHER CHARACTERISTICS:

= Knowledge of office practices, procedures, and equipment.

= Knowledge of customer service principles and skill in providing customer service, including the ability to
listen and respond to inquiries tactfully and professionally.

=  Ability to consistently handle a high volume of telephone calls and in-person inquiries on a daily basis.

Interpersonal skills: ability to establish and maintain effective working relationships with coworkers and the

public in a multi-cultural, multi-level environment.

Ability to work independently and as part of a collaborative team.

Ability to exercise patience and deal with stress while maintaining a positive demeanor.

Ability to read and understand work-related documents.

Ability to make accurate calculations.

Oral and written communication skills, including the ability to proofread written documents.

Ability to perform accurate data entry, use Microsoft Word, Excel, and Outlook, navigate the Internet, and

learn and use the applicant tracking system, Oracle PeopleSoft human resources and financials, and the City’s

time entry system.

Organizational skills and the ability to maintain multiple filing systems.

Ability to plan and prioritize work, follow through on assignments, and be flexible.

Ability to perform work accurately and with attention to detail.

Commitment to serve the public honestly and with sensitivity.

Ability to maintain confidentiality regarding all City-related business.

THE CURRENT SALARY RANGE (5EN) is $40,100 annually for City of Milwaukee residents. The non-resident
annual salary is $39,507.

THE SELECTION PROCESS will be job related and will consist of one or more of the following: an evaluation of
related education, experience and accomplishments, written tests, interviews, or other assessment methods. The
Department of Employee Relations reserves the right to call only the most qualified candidates to oral
examinations, performance tests, or personal interviews. Information from the selection process will be used to
make a hiring decision. Selected candidates will be transferred and/or promoted to the position.

o NOTE: The City’s residency requirement set forth in City Charter 5-02 is under litigation. If you have
questions regarding your individual circumstances as part of the application and/or selection process
please contact 414.286.3751.

APPLICATION PROCEDURE:

e Applications can be obtained from the Department of Employee Relations, City of Milwaukee, 200 E Wells St,
Room 706, Milwaukee, WI 53202, by calling 414.286.3751, or by visiting www.milwaukee.gov/jobs.

e Applications should be returned to: Department of Employee Relations, City of Milwaukee, Box PAI-
DER, 200 E Wells St, Room 706, Milwaukee, WI 53202, by June 20, 2014. Receipt of applications may be
discontinued any time after that date.
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