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MINUTES
CIVIL SERVICE COMMISSION
August 3, 2016
Room 128 — West Allis City Hall

PRESENT: Commissioners Diane Kucharski, Chairperson

Mary Cay Freiberg
Judy Shabman
Walter Zehm

EXCUSED: Robert O’'Donnell

ALSO PRESENT: Audrey Key, Human Resources Director; Lynn Jopek, HR Assistant Ill; Doug

Bartels, Building and Sign Maintenance/Inventory Superintendent; David Schriener,
Painter; Al Brooks, Electrical Superintendent; Don Molleson, Electrical Mechanic |.

Chairperson Kucharski called the meeting to order at 6:00 p.m., and thanked Commissioner Shabman
for serving as Chairperson for the last year.

1.

The minutes of the regular monthly meeting of May 4, 2016 were unanimously passed by motion
made by Commissioner Freiberg and seconded by Commissioner Shabman.

Eligibility List(s):

Clerk 11, Clerk’s Office, Exam No. 05-16 (O) (P), two hundred fifty-two (252) applicants; one (1)
internal applicant was certified; one hundred thirty-nine (139) not under consideration; twenty-
three (23) did not appear for the written exam; two (2) withdrew prior to the written exam; four (4)
failed the written exam; twelve (12) passed the written exam but were not in the top group
brought in for the keyboarding exam; two (2) did not appear for the keyboarding exam; ten (10)
failed the keyboarding exam; thirty-six (36) passed the written and keyboarding exams but were
not in the top group brought in for an interview; one (1) withdrew prior to the interview; twenty-
two (22) were interviewed, one (1) not under consideration after the interview. Place twenty-two
(22) names on the eligibility list (one (1) internal applicant and twenty-one (21) outside
applicants).

Public Health Nurse |, Health Department, Exam No. 07-16 (O) (P), ten (10) applicants; four (4)
not under consideration; two (2) withdrew prior to the interview; four (4) were interviewed, one (1)
not under consideration after the interview. Place three (3) names on the eligibility list.

Truck Driver, Department of Public Works/Engineering, Sanitation and Streets Division, Exam
No. 15-16 (O) (P), seventy-five (75) applicants; thirty-three (33) not under consideration; eight (8)
did not appear for the physical agility exam; three (3) failed the physical agility exam; two (2) did
not appear for the pre-trip inspection/driving test; one (1) withdrew prior to the pre-trip
inspection/driving test; two (2) failed the pre-trip inspection/driving test; six (6) passed the
physical agility exam and pre-trip inspection/driving test but were not in the top group brought in
for an interview; twenty (20) were interviewed. Place twenty (20) names on the eligibility list.

Equipment Mechanic |, Department of Public Works/Engineering, Fleet Services Division, Exam
No. 17-16 (O) (P), eighteen (18) applicants; twelve (12) not under consideration; two (2)
withdrew prior to the interview; four (4) were interviewed. Place four (4) names on the eligibility
list.




Civil Service Minutes
August 3, 2016

Page 2

Assessment Clerk |, Assessor’s Office, Exam No. 21-16 (O) (P), eighty-eight (88) applicants;
sixty-one (61) not under consideration; seven (7) did not appear for the written and keyboarding
exams; eight (8) failed the keyboarding exam; four (4) passed the written and keyboarding
exams but were not in the top group brought in for an interview; eight (8) were interviewed, four
(4) not under consideration after the interview. Place four (4) names on the eligibility list.

Library Circulation Services Representative, Library, Exam No. 25-16 (O), certified three (3)
applicants from the Clerk Il, Clerk’s Office eligibility list [Exam No. 05-16 (O) (P)]. Place three (3)
names on the eligibility list.

Motion made by Commissioner Shabman, seconded by Commissioner Zehm and unanimously

passed to approve the report and place on file as presented by the Human Resources Director.

3.

Appointment(s):

Nicholas Cerwin, Assistant City Attorney Il, Attorney's Office, effective May 2, 2016 [Exam No.
03-16 (O) (P)].

Andrea Hetzer, Clerk Il, Department of Public Works/Engineering, Administrative Office,
effective May 2, 2016 [Exam No. 19-16 (P)], Rule XV, Section 9.

Joseph Durica, Intern, Information Technology/Center for Excellence, temporary appointment to
PC Network Technician |, effective May 4, 2016. Joseph also has a temporary appointment to
Voting Equipment Technician, Clerk’s Office, effective June 23, 2016, July 11 and 12, 2016,
August 9, 2016, two days at the end of September, 2016, and November 8, 2016.

Calli Bemis, Community Health Nutritionist |, Health Department, effective May 16, 2016 [Exam
No. 08-16 (O) (P)].

Nadine McAdams, Receptionist, Health Department, effective May 16, 2016 [Exam No.
16-16 (P)].

Nicole O’'Connor, Senior Accountant, Finance Department, temporary appointment to Finance
Supervisor, effective June 1, 2016.

Jonathan Kuzma, PC Network Technician |l (temporarily appointed to Information Technology
Supervisor), Information Technology/Center for Excellence, temporary appointment to Voting
Equipment Technician, Clerk's Office, effective June 23, 2016, July 11 and 12, 2016, August 9,
2016, two days at the end of September, 2016, and November 8, 2016.

Randal Lenich, Equipment Mechanic |, Department of Public Works/Engineering, Fleet Services
Division, effective July 18, 2016 [Exam No. 17-16 (O) (P)].

Jennifer Strand, Clerk Il, Clerk’s Office, effective July 18, 2016 [Exam No. 05-16 (O) (P)].

Melissa Thomas, Public Health Nurse |, Health Department, effective July 18, 2016 [Exam No.
07-16 (O) (P)).

Brett Bartels, Maintenance Repairer, Department of Public Works/Engineering, Sanitation and
Streets Division, temporary appointment to Voting Equipment Technician, Clerk’s Office,
effective August 4 through August 12, 2016 and November 3 through November 11, 2016.

Corey Sorrem, Maintenance Repairer, Department of Public Works/Engineering, Building/
Inventory and Electrical Services Division, Building and Sign Section, temporary appointment to
Voting Equipment Technician, Clerk’s Office, effective August 4 through 12, 2016 and
November 3 through 11, 2016.
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Motion made by Commissioner Zehm, seconded by Commissioner Freiberg and unanimously
passed to approve the report and place on file as presented by the Human Resources Director.

4, Retirementi(s):

Judith Delgado, Library Circulation Services Representative, Library, effective April 29, 2016
(three (3) years of service).

Jeffrey Krause, Truck Driver, Department of Public Works/Engineering, Sanitation and Streets
Division, effective May 2, 2016 (thirty-three (33) years of service).

Ronald Terkel, Truck Driver, Department of Public Works/Engineering, Sanitation and Streets
Division, effective May 2, 2016 (thirty-three (33) years of service).

Eileen Jenkins, Assessment Clerk | (.75 FTE), Assessor's Office, effective June 1, 2016
(eighteen (18) years, eight (8) months of service).

Jody Rymaszewski, Clerk | (.5 FTE), Finance Department, effective June 16, 2016 (seven (7)
years, two (2) months of service).

Barbara Weller, Buyer Assistant Il, Finance Department, effective July 8, 2016 (twenty-eight (28)
years, ten (10) months of service).

Motion made by Commissioner Freiberg, seconded by Commissioner Shabman and

unanimously passed to approve the report and place on file as presented by the Human Resources
Director.

5. Resignation(s):

Kevin Koenig, PC Network Technician |, Information Technology/Center for Excellence, effective
May 3, 2016 (three (3) years, nine (9) months of service).

Lori Hendrickson, Public Health Nurse | (.5 FTE), Health Department, effective July 26, 2016
(two (2) years, two (2) months of service).

Motion made by Commissioner Shabman, seconded by Commissioner Zehm and unanimously
passed to approve the report and place on file as presented by the Human Resources Director.

6. Involuntary Termination(s):

Richard Budny, Truck Driver, Department of Public Works/Engineering, Sanitation and Streets
Division, effective June 28, 2016 (three (3) years, seven (7) months of service).

Motion made by Commissioner Zehm, seconded by Commissioner Freiberg and unanimously
passed to approve the report and place on file as presented by the Human Resources Director.

7. Expiration of City Commitment for Military Leave of Absence:

Ross Baker, PC Network Technician |, Information Technology/Center for Excellence, effective
May 1, 2016 (nine (9) years, ten (10) months of service; Ross was on active military leave of
absence since March 26, 2013).

Motion made by Commissioner Freiberg, seconded by Commissioner Shabman and
unanimously passed to approve the report and place on file as presented by the Human Resources
Director.
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8. A hearing was declared open at the request of Michael Lewis, Director of Public Works/City
Engineer, Department of Public Works/Engineering, David Wepking, Assistant Director of Public
Works, Department of Public Works/Engineering, and Doug Bartels, Building and Sign
Maintenance/Inventory Superintendent, Department of Public Works/Engineering, Building/
Inventory and Electrical Services Division, Building and Sign Section, to promote David
Schriener, Painter, to the position of Senior Painter, under the provision of Civil Service Rule XV,
Section 9, which governs promotion without examination on the basis of ascertained merit and
seniority, effective July 9, 2016 [Exam No. 27-16 (P)]. The Human Resources Director stated
that proper notices were posted and that no objections, either written or oral, were filed in the
Human Resources Department.

Motion made by Commissioner Shabman, seconded by Commissioner Zehm and unanimously
passed to approve the request of Michael Lewis, Director of Public Works/City Engineer, Department of
Public Works/Engineering, David Wepking, Assistant Director of Public Works, Department of Public
Works/Engineering, and Doug Bartels, Building and Sign Maintenance/Inventory Superintendent,
Department of Public Works/Engineering, Building/Inventory and Electrical Services Division, Building
and Sign Section, to promote David Schriener, Painter, to the position of Senior Painter, under the
provision of Civil Service Rule XV, Section 9, which governs promotion without examination on the basis
of ascertained merit and seniority, effective July 9, 2016 [Exam No. 27-16 (P))].

9. A hearing was declared open at the request of Michael Lewis, Director of Public Works/City
Engineer, Department of Public Works/Engineering, David Wepking, Assistant Director of Public
Works, Department of Public Works/Engineering, and Al Brooks, Electrical Superintendent,
Department of Public Works/Engineering, Building/Inventory and Electrical Services Division,
Electrical Section, to promote Don Molleson, Electrical Mechanic |, to the position of Electrical
Mechanic Il (Certified), under the provision of Civil Service Rule XV, Section 9, which governs
promotion without examination on the basis of ascertained merit and seniority, effective August
1, 2016 [Exam No. 26-16 (P)]. The Human Resources Director stated that proper notices were
posted and that no objections, either written or oral, were filed in the Human Resources
Department.

Motion made by Commissioner Zehm, seconded by Commissioner Freiberg and unanimously
passed to approve the request of Michael Lewis, Director of Public Works/City Engineer, Department of
Public Works/Engineering, David Wepking, Assistant Director of Public Works, Department of Public
Works/Engineering, and Al Brooks, Electrical Superintendent, Department of Public Works/Engineering,
Building/Inventory and Electrical Services Division, Electrical Section, to promote Don Molleson,
Electrical Mechanic [, to the position of Electrical Mechanic Il (Certified), under the provision of Civil
Service Rule XV, Section 9, which governs promotion without examination on the basis of ascertained
merit and seniority, effective August 1, 2016 [Exam No. 26-16 (P)].

10. Reporting:
- Tuition Reimbursement Quarterly Report (April — June, 2016).

The Human Resources Director noted there were no tuition reimbursements to report for the first
quarter.

11. Discuss:
NeoGov recruiting software implementation.

The Human Resources Director stated the HR Department began implementation of the
NeoGov recruitment software in June. NeoGov is a leader in on-demand human resources
software for the public sector and available free of charge to the City through our membership in
CVMIC (Cities and Villages Mutual Insurance Company). It will automate the hiring process via
an online application and applicant tracking system, provide EEO/adverse impact reporting, and
is compatible with the City’s website software. Ms. Key indicated computer kiosks will be
available at City Hall for those applicants who do not have access to a computer. She also
stated NeoGov is compatible with a recruitment testing software package, Biddle, which the HR
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12.

13.

Department has requested be purchased through the 2017 Budget's Capital Improvement
Program. This software is also endorsed by CVMIC. Utilizing an online testing software will save
in hard copy material costs, provide efficiency for HR staff (administration/scoring the exams) and
convenience for applicants, and ensure validity testing standards are adhered to.

Topics/ltems for future Agendas.

- Disciplinary action grievance hearing(s) per Rule IX, Section 2 of the Civil Service Rules
and Regulations.

- Removal from eligible list hearing(s).

- Role of the Commissioners per Rule IX, Section 2 of the Civil Service Rules and
Regulations.

Schedule the next Civil Service meeting for September 7, 2016 at 6:00 p.m.

The meeting adjourned at 6:50 p.m. by motion made, seconded and unanimously passed.

Respectfully submitted,

Audrey Key, Human Resources Director and

Agent for the West Allis Civil Service Commission

The City of West Allis is an Equal Opportunity/Affirmative Action Employer and does not discriminate against

individuals on the basis of race, color, religion, age, marital or veterans' status, sex, national origin, disability, or any other
legally protected status in the admission or access to, or treatment or employment in, its services, programs or activities.

Upon reasonable notice, the City will furnish appropriate auxiliary aids and services when necessary to afford

individuals with disabilities an equal opportunity to participate in and to enjoy the benefits of a service, program, or activity
provided by the City.

Itis the policy of the City of West Allis to provide language access services to populations of persons with Limited

English Proficiency (LEP) who are eligible to be served or likely to be directly affected by our programs. Such services will be
focused on providing meaningful access to our programs, services, and/or benefits.

L:APRS\Civil Service\MINUTES\2016 Minutes\Minutes 08-03-16.doc
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Insight

applicant tracking software that automates hiring

Overview Insight

Onboard Perform

Insight automates the entire hiring and selection process from requisition to hire and is tailored for

the unique needs of public sector organizations.

Advanced Screening

Reduce application review and screen time with Insight’s auto-
scoring applicant tracking software. Produce weighted scores and
rankings by combining online tests, screening protocols,

performance exams, and situational tests.

Pre-screen applicants automatically, as they apply
Configure your own screening hurdles and weights
Create and manage screening questions bank
Utilize education and experience scoring

Depley panel interview scoring

CL LK

Perform subject matter expert review

“ The whole process of recruiting and selecting and hiring has
become more strategic and efficient in using the system.

KRISTIN OLSEN - Lynwood Unified Schoal District

https:/iwww.neogov.com/products/insight/
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Online Job Application and Career Portal

List open positions on your company website while maintaining
its look and feel. Accept online job applications and ask job-
specific supplemental questions. Track traffic and advertising

8/11/2016
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Applicant Tracking

Quickly manage all applicant and recruiting data throughout the
applicant selection process. Enhance applicant and staff
experience by eliminating paper and reducing bottlenecks.
Generate email notifications, maintain applicant history, track

applicant skills, and more.

Track applicants by step/hurdle

Generate e-mail and hard copy notifications
Maintain detailed applicant history

Track applicant skills

Capture applicant notes, dispositions, and attachments

CL LK LK

Applicant can check status and self-schedule online

With our old system only 54% of applicants were applying
online. Within first three months of using NEOGOV, we have
95% of applicants applying online.

DEBEBIE NISHIYAMA - State of Hawail

https://www.neogov.com/products/insight/
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Accept online job applications

Post jobs to your career website
Configure job application templates
Ask job specific supplemental questions
Deploy applicant self-service portal
Submit online job interest cards

Publish class specifications on your website

CAL LKL K

Ensure ADA/Section 508 compliance

Start Accepting Online Job Applications =
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Reports and Dashboards

Optimize your processes, visualize and analyze data, and fully
grasp the impact of your HR initiatives. With Insight you have
more than 90 standard reports, advanced ad-hoc reporting, and
the dashboards you need to make your job easy.

8/11/2016
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~ More than 90 standard reports
N EO G OV 53roductsCustomersAbnutResourcesBIogPricingSigp,Inmgsmgoc reporting

~” Dashboards

— ~/ EEO, time-to-hire, adverse impact

Enhance Your Reporting -

Test Statistics, Analysis, and Scheduling

Analyze results, perform pass point analysis, check for adverse b P
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Score Distapaiion & A

v Scoring, test statistics, pass-point and item analysis
~/ Online test item bank
v/ Testlocations & dates
~/ Written, oral panel, and performance test scheduling
v/ Applicant self-scheduling
v/ Manage raters, proctors, and rosters
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Optional add-on module: TMS — Test Management System

Try The Best Recruiting Software -

Eligible Lists and Online Referrals

Generate and manage your weighted eligible list, including configurable
scoring rules and additional points processing to rank and refer

applicants.

Eligible list weighted and ranked scores

Additional peints (i.e. veteran's preference, promo, etc.)
Selective certifications

Multiple eligible lists (i.e RIF, transfer, etc.)

Custom referral rules

CL LK K

Eligible list snapshots

https://www.neogov.com/products/insight/ 8/11/2016
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~ Online certification of applicants to hiring managers

N E o G ov ProductsCustomersAboutResourcesBlogPricingSign InRequest Demo

v

Get A Free Demo —

client

TESTIMONIALS

"If you have not yet tried NEOGOV, you are working too hard. You are not working intuitively.

Once you have tried NEOGOV, you will realize how easy it is to actually run your whole staffing

process without breaking a sweat."”

ANDREAS PYPER
County of Santa Barbara, CA

OO0 O0CCOo
Sign up for Our Newsletter Products Customers Company
Email Address Insight Customers About
Cnboard Testimonials Awards
akey@westalliswi.gov Subscribe Parfeitii Cass Studies Culture
User Conference News
Get in Touch Carsers
883-NEOGOV1 Legal
Contact Us
f ¥ in

https://www.neogov.com/products/insight/

Recent Tweets

Tweets by @NEOGOV

© 2016 NEOGOV. All Rights Reserved. N

8/11/2016
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Adverse Impact Analysis
Affirmative Action

Cali Center Testing
Compensation Analysis
Dispatcher Testing

Job Analysis

Office Skills Testing
Basic Skills Assessments
Soft Skills Testing

Test Validation

Physical Ability Testing
All Software Products

Training
Resources
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Call Us: (800)999-0438

OFFICE SKILLS TESTING SOFTWARE FOR PERSONNEL SELECTION & RETENTION

OPAC Testing Software

The OPACO System contains tests to assess the knowledge, skills, and abilities of your job
candidates in a clerical setting.

General clerical tests include, but are not limited to:

Keyboarding (speed & accuracy)
10-Key

Data Entry

Filing

Spelling

Prioritizing Tasks

Computer Applications tests include:

* MicrosoftD Windows

* Word Processing (utilizing current software applications such as Word and WordPerfect)
* Spreadsheets (utilizing current software applications such as Excel and Lotus)

+ Databases (utilizing current software applications such as Access and dBase)

+ PowerPoint

+ Outlook

Professional tests include:

+ Legal
* Medical
+ Financial

Special features of the OPACO System:

« Test Writer
+ Validation Wizard
* Personality Assessment

For More Office Skills Testing Software Information

* OPAC® Office Skills Testing Software Official Website [URL]
= Request More Information on Office Skills Testing Software

Related Links
* Soft Skills Pre-Employment Testing Software

Call (800) 999-0438 or e-mail staff@opac.com

HOME | CONSULTING | SOFTWARE & BOOKS | TRAINING | RESOURCES
ABOUTBIDDLE | EEOQINSIGHT | BCGI TRAINING | SITEMAP | CONTACT
©2015 Biddle Censulting Group, Inc. - All rights reserved. - Privacy Policy

3

http:Ilwww.biddIe.com/ofﬁce-skil!s—testing—software.php

8/11/2016




Office Skills Testing and Clerical Skills Testing Software

@
biddle

appartumity. for gt

Our Company
Consulting

Software & Tools

Adverse Impact Analysis
Affirmative Action

Call Center Testing
Compensation Analysis
Dispatcher Testing

Job Analysis

Office Skills Testing
Basic Skills Assessments
Soft Skills Testing

Test Validation

Physical Ability Testing

All Software Products

Training
Resources

Contact Us

Page 1 of 1

Call Us: (800)999-0438

BASIC SKILLS ASSESSMENTS
Examin - Online Pre-Employment Testing

The Examin basic skills pre-employment testing suite contains twelve (12) assessments designed to test the core, fundamental
knowledges, skills, and abilities (KSAs) commonly required for most entry-level and intermediate-level positions in the United States.

The Examin online testing and assessment library includes:

Business Correspondence
Computer Skills

Industrial Measurement (Standard & Metric System Versions)
Language Arts

Math Skills

Mechanical Comprehension

Reading Comprehension

Werd Use & Vocabulary

Accounting Oriented Math
Accounting Principles (Basic)
Accounting Principles (Public Sector)
Conscientiousness

.

ExamIn

The unproctored intenet testing is the first step in your applicant testing. This wil help provide you with a more condensed list of
qualified applicants to further test and interview. As soon as you have that short list of candidates, you can then re-test them with the

confirmatory tests in a proctored environment verifying the initial unproctored intemet test results.
Examin is also available as an additional software component in the OPAC Office Skills Testing Software.
For More Basic Skills Testing Information

+ Examin Pre-Employment Basic Skills Testing Official Website [URL]
+ Request More Information on Basic Skills Testing [Email link]

Related Links

= Soft Skills Pre-Employment Testing Software
= OPAC Office Skills Testing Software

Call (800) 999-0438 or e-mail staff@opac.com

HOME | CONSULTING | SOFTWARE & BOOKS | TRAINING | RESOURCES
ABOUT BIDDLE | EEO INSIGHT | BCGI TRAINING | SITE MAP | CONTACT
©2015 Biddle Consuiting Group, Inc. - All rights reserved. - Privacy Policy

http://www.biddle.com/basic-skills-testing.php
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