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Department of Employee Relations
City of Milwaukee
April 22, 1996 (Rev'd 08/13/97)

Preface
Principal Office Support Job Classifications in City Government

This document includes new job classifications for office support positions in City
government resulting from a City-wide study conducted by the Department of Employee
Relations in 1995. We have used the EEOC's definition of office and clerical work as the
basis of our definition of office support work: "occupations in which workers are responsible
for internal and external communication, recording and retrieval of data and/or information
and other paperwork required in an office.”

These job classifications were composed by the staff of the Department of Employee
Relations as part of a project to streamline and modernize job classifications for office
support positions and other related groups. Each series (Office Assistant, Accounting
Assistant, Communications Assistant, and so forth) is defined, as well as the levels within
each of those series. Currently existing minimum requirements have also been
incorporated.

A Study Team comprised of representatives of three different unions (AFSCME, District
Council 48, AFL-CIO; ALEASP, Police Department; and Local 61, Sanitation Workers),

managers from various City departments, and affected employees reviewed these new

definitions prior to being finalized and distributed.

As written, they are intended to provide City employees with a common source of
information about the different kinds of work performed by office support personnel, as
reflected in each series. They also demonstrate increasingly higher levels of knowledge,
skill, responsibility, and effort required by each succeeding level within each job series.

Good job evaluation, the basis of a sound compensation system, requires extensive
comparison and contrast of the duties and responsibilities between all jobs within an
organization, and an assessment of the responsibility, knowledge, skill, and effort required.
Consideration is also given to current rates of pay and minimums and maximums of pay
ranges. The definitions provided here are consequently intended to be used as a guide in
the job evaluation process, as opposed to "the answer" to all subsequent classification
issues involving office support positions.

It is also important to note that both the definitions and minimum requirements are subject
to change, and are in fact expected to change through the approaching years as office
support work continues to grow and evolve.

Laura E. Sutheriand
Human Resources Representative



OFFICE ASSISTANT SERIES

This series includes all clerical and office positions in City government performing general office
duties, as distinguished from those working directly with one or a few managers, professionals,
or elected officials in a secretarial capacity.

Office Assistant |

Performs uncomplicated clerical duties, such as compiling records, filing, preparing mailings,
screening calls, providing information and answers to questions in person or over the telephone,
photocopying, tabulating, posting information, sorting and distributing mail. May use typewriter
for activities other than producing documents, such as typing labels and envelopes. May
occasionally work with others on a team to complete special projects. May use keyboard to
obtain information or enter data from automated data bases.

Requirements: Must be City resident at time of application. Ability to type 45 w.p.m.
Office Assistant Il

Performs varied clerical duties in accordance with standard procedures. Applies knowledge of
departmental policies and procedures, and uses a general understanding of other departments’
functions. Screens telephone calls, answers questions and provides information. May work
with others on a team to complete special projects. Accesses and inputs information via
mainframe applications. Uses office equipment and microcomputer software to prepare
standard and complex documents from various sources of written or dictated input.

Requirements: Two years of clerical experience with at least six months of experience as an
Office Assistant [.

Office Assistant lll

Performs diverse and complex duties involving the application of standard procedures to a
variety of clerical assignments. Selects and interprets data, and demonstrates a thorough
knowledge of departmental and organizational policies and procedures in assigned area of
responsibility. Screens telephone calls, answers questions, and provides information. Some
telephone and in-person work may be difficult due to the nature of questions or customers
served. Uses advanced features of software packages on a regular basis to produce complex
documents. May work with others on a team to complete special projects. May guide and
check the work of other employees.

Requirements: Four years of clerical experience with at least one year of experience at the
Office Assistant |l level or above. Job-related coursework may be substituted for up to six
months of experience requirement.

City of Milwaukee
Dept of Employee Relations 1 Office Support Specifications (8/97)



Office Assistant IV

In addition to all of the duties listed for the Office Assistant lil, and the corresponding
knowledge, skills, and abilities associated with them, acts as a group leader for lower level
employees. Responsibility as a group leader usually includes basic office management such as
monitoring equipment and ordering supplies, monitoring and improving office procedures and
practices, and directing a small group of employees. May work with others on a team to
complete special projects.

AND/OR

Exercises responsibility for a specific function or service area requiring extensive knowledge of
technical and/or complex procedures and processes having a significant consequence of error.
This requires responsibility for monitoring and improving those procedures on a continuous
basis.

Requirements: Four years of clerical experience with at least six months of experience at the

Office Assistant lll level or above. Job-related coursework may be substituted for up to six
months of the experience requirement.

Created April 10, 1996 (L. Sutherland)

City of Milwaukee
Dept of Employee Relations 2 Office Support Specifications (8/97)



OFFICE COORDINATOR

This job classification includes those positions responsible for performing a variety of office work
required to operate a small to medium-size office who do not exercise bona fide management

and supervisory authority
OR

lead worker positions in the Housing Authority/Department of City Development having
significant responsibility for "supervising,” orienting, training, coaching, and at times working as
"Housing Clerks." These two positions also have significant responsibility for improving and
standardizing office procedures and implementing office automation in all housing
developments.

The type of work performed by the first type of Office Coordinator consists of a variety of office
work, such as processing payroll, performing purchasing tasks, maintaining automated and
manual files, producing documents, tracking expenditures, collecting information for budget
preparation and reports, and other administrative work.

After it has been determined that a position performs the type of work associated with the Office
Coordinator classification, the primary determiner of whether the position is functioning at the
level of this job classification rests upon the degree of responsibility exercised. This is reflected
in such areas as the scope of work performed, impact of work performed, probable
consequence of error, and/or independent decision making required. The level of responsibility
must be demonstratively above and beyond that of the Office Assistant IV, which is the highest
level of general clerical/office work in City government.

In some instances the level of responsibility is driven by a position being the sole office support
person for a particular office. In other instances the level of responsibility is driven by the scope
of duties, meaning the number of different things for which a position is responsible. In other
instances the level of responsibility is driven a position's overall impact and probable
consequence of error, or a combination of these factors.

The pay range allocation for this job classification is equal to that of Program Assistant |, Pay
Range 460, which is considered a semiprofessional job group. The level of education and
training required for Office Coordinator and others assigned to Pay Range 460 is an associate’s
degree or the equivalent.

Created August 28, 1997 (L. Sutherland)

City of Milwaukee
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OFFICE SUPERVISOR SERIES

This series includes those positions whose primary function is to manage the operations, work
systems, and personnel of a small office or unit. As bona fide managers, Office Supervisors
have the authority to make a wide range of decisions regarding personnel and the commitment
of departmental resources.

Office Supervisor Il

The vast majority of positions allocated to this series are classified as Office Supervisors Il in
Salary Grade 002. As first-line supervisors of office personnel, they assign work, guide, train,
lead, and evaluate the personnel and work operations in a particular office, service, program, or
section in City government. As management employees, they have the authority to make
decisions regarding hiring, training, job performance, job assignments, and discipline, and other
related matters.

Typical duties of the Office Supervisor |l classification include:

Directly supervising a small staff of office support personnel. In the largest operations,
such as the Police Department, emphasis is placed upon efficient scheduling,
administration of personnel documents, and overall work flow. Smaller departments
emphasize training, leading, and coaching employees in this area.

Analyzing work processes and making improvements where practicable.

Performing a variety of administrative duties needed to run an office such as ordering
supplies and materials; evaluating equipment, hardware, and software needs and
ordering upgrades; creating and maintaining files and filing systems; administering
record retention systems; assessing telephone needs and coordinating installations; and
maintaining financial, budgetary, personnel, and other types of records.

Preparing budget documents and supporting documentation for annual and ongoing
budget requests. Monitoring budget expenditures. Preparing requisitions and payment
certifications for office supplies, equipment, and services.

Researching and analyzing issues related to the work of the section. Presenting
conclusions and recommendations regarding issues, orally and/or in writing.

Preparing technical, financial, statistical, and other types of written reports.
Requirements: Four years of clerical experience performing duties related to the position with at

least one year of experience at the Office Assistant lil level or above. Equivalent combinations
of education and experience may be considered.

City of Milwaukee
t of Employee Relations 4 Office Support Specifications (8/97)
Dep



Office Supervisor |

The Office Supervisor | is distinguished from the higher "II" level by its exercise of less
responsibility for office management procedures and personnel. Positions at this level are
responsible for operating a specific service or program in a one-person office, such as the
Policeman’s Annuity and Benefit Fund, or supervising the personnel and operations of a specific
function, such as the preparation and distribution of all agendas associated with the Common
Council and its Committees.

Requirements: Four years of clerical experience performing duties related to the position with at

least one year of experience at the Office Assistant lil level or above. Equivalent combinations
of education and experience may be considered.

Created April 16, 1997 (L. Sutherland)

City of Milwaukee
Dept of Employee Relations s Office Support Specifications (8/97)



PROGRAM ASSISTANT SERIES

Positions assigned to the Program Assistant series perform a variety of office support and
administrative work in support of a program or distinct area of operations within a City
department. As used here the term “program" is intended to be broad in application,
encompassing the work of a bureau, division, section, or specific program within a department.
The duties and responsibilities of each Program Assistant are specific to each job assignment.

The level of work performed by Program Assistants is characterized as semiprofessional. As
such, the Program Assistant series serves as a "bridge” between a number of office support job
series and bona fide professional occupations, such as Management Accountant and
Administrative Specialist, requiring a bachelor's degree or equivalent.

In this series, positions requiring the knowledge, skills, and abilities equivalent to that of a
bachelor's degree have been assigned to the “II" level. Commensurate with their higher level of
knowledge and skill, Program Assistants 1l also exercise a greater amount of responsibility, also
known as impact and accountability, than those assigned to the "I" level.

Program Assistant |

Performs duties and responsibilities to support the work of professionals and/or managers in a
specific area of operations or program within a City department.

Requires good working knowledge of policies and procedures associated with a particular
program or area of operations and significant on-the-job work experience in the area. Carries
out duties and responsibilities very independently. Consults with managers and professionals
regarding unusual situations requiring the interpretation of policies.

Requirements: Four years of office support experience performing duties related to the
occupational area in which the position is assigned, with at least one year of experience at the
Office Assistant Il level or above. Equivalent combinations of education and experience may
be considered.

City of Milwaukee
Dept of Employee Relations 6 Office Support Specifications (8/97)



Program Assistant Il

Performs a variety of duties and responsibilities to support a program or area of operations
within a City department. In addition to the knowledge adn skili required of the "I" level,
positions assigned to the "II" level require the equivalent knowledge and skill normally obtained
with a bachelor's degree. Some Program Assistants Il function as group leaders for other
employees.

A halimark of the Program Assistant Il is the analysis of information, in contrast to gathering or
compiling information. In analyzing information, the employee is required to draw conclusions
and make recommendations from information presented. This information may be in the form of
accounting information, budget records and reports, financial information, contracts, or
qualitative information. Program Assistants Il and are expected to independently initiate new
work projects and improve processes on a continuous basis.

Requirements: Four years of clerical experience performing duties related to the occupational
area to which the position is assigned, with at least one year of experience at the Office
Assistant 11l level or above. The knowledge and skills required are equivalent to a bachelor's
degree. Equivalent combinations of education and experience may be considered.

Created April 10, 1996 (L. Sutheriand)
Revised June 4, 1997 (L. Sutherland)
Revised August 12, 1997 (L. Sutherland)

City of Milwaukee
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ACCOUNTING ASSISTANT SERIES

This series includes positions that perform clerical and accounting related tasks in such
activities as purchasing, paying bills, receiving payments, maintaining production and budgetary
records, checking payroll records, examining accounting records, and/or other related activities
in accounting and financial areas.

Accounting Assistant |

Performs reoccurring clerical/accounting tasks in general accounting, accounts payable,
accounts receivable or a related accounting or financial area. Posts journal entries, enters data
into automated data bases, processes payments and purchasing documents, verifies
information, and may assist in preparing accounting reports. Uses microcomputer software and
mainframe applications. May contact outside agencies to resolve problems. Requires
knowledge of basic accounting terminology, accounting concepts, and purchasing procedures.
May assist with basic payroll-related work, maintenance of personnel records, and benefits
processing.

Requirements: Four years of clerical experience including at least one year performing basic
accounting duties. College-level or technical coursework may be substituted for part of the
experience requirement.

Accounting Assistant Il

Performs more complex clerical and accounting functions in accordance with standard
procedures in such areas as balancing general or subsidiary ledgers, processing payments,
purchasing supplies, materials, and services, and compiling monthly closings, annual reports,
and other financial statements. Contacts other departments and/or outside agencies to resolve
problems. Responds to questions from other employees, vendors, customers, and the like on a
regular basis. Works independently. Consequence of error is higher and may involve larger
sums of money than at the "I” level. Prepares accounting documents and related
correspondence. Uses regular and advanced features of microcomputer software and
mainframe applications. Often functions as a group leader. Requires knowledge of basic
accounting terminology and concepts, a working knowledge of the City's accounting system,
and working knowledge of the City's purchasing procedures. May have authority to sign or
countersign checks or payment certifications. May perform the Personnel Payroll Assistant
functions in addition to other accounting functions.

Requirements: Four years of clerical experience including at least one year at the Accounting
Assistant Il level. College-level or technical coursework may be substituted for part of the
experience requirement. No substitution will be allowed for the one year of experience at the
Accounting Assistant | level.

City of Milwaukee
Dept of Employee Relations 8 Office Support Specifications (8/97)



Accounting Assistant lli

Performs the most complex and responsible work in City government not requiring a college
degree or equivalent. The work associated with this level carries a degree of responsibility and
associated knowledge and skill significantly and demonstrably above that of the "II" level.

The defining characteristic of the Accounting Assistant |l is that, in addition to exercising
a definably higher level of responsibility, as stated above, the "llI" serves as a group leader for
three or more lower level employees OR provides guidance and oversight to Accounting
Assistants Il regarding accounting practices and procedures throughout City government.
Current assignments for Accounting Assistants 11l include the Comptroller's Office and the
Milwaukee Public Library.

Requirements: Four years of clerical experience including at least one year at the Accounting
Assistant Il level. College -level or technical coursework may be substituted for part of the
experience requirement. No substitution will be allowed for the one year of experience at the
Accounting Assistant Il level.

Created April 10, 1996 (L. Sutherland)
Revised August 12, 1997 (L. Sutherland)

City of Milwaukee
Dept of Employee Relations 2 Office Support Specifications (8/97)



ADMINISTRATIVE ASSISTANT ("Secretary”) SERIES

This series includes all office support positions performing secretarial duties directly supporting
the work of one or more managers or high-level professionals. The managers to whom these
Administrative Assistants report are usually in middle management, and often in top
management. Positions performing general office work not directly supporting the work of a
manager, as a personal secretary, are included in the Office Assistant series. Higher level
office support positions having their own distinct area of responsibility, apart from that
associated with a manager, are included in the Program Assistant series.

Positions reporting directly to an elected official are included in the Executive Administrative
Assistant series.

Administrative Assistant1 ("Secretary”)

Performs standard secretarial duties requiring some previous office and secretarial experience,
skill and knowledge of organization policies and practices. Prepares correspondence,
memoranda, reports, and the like, from various sources of written or dictated output. Some
information may be confidential. (As the term is used in this series, "confidential” means
information that a manager wishes to keep private and/or restricted to certain other individuals.
“Confidential" information may pertain to many topics; it is not restricted to issues involving
collective bargaining, personnel matters, or labor relations issues.)

May compose routine correspondence and memoranda. Screens telephone calls and visitors,
and resolves routine inquiries. May schedule and maintain calendar of appointments, meetings,
and travel itineraries, and coordinate related arrangements. May take and prepare minutes for
distribution. May work with others on a team to complete special projects. Uses microcomputer
software and mainframe applications. Typically provides secretarial services to one or two
managers or a one or two high-level professionals.

Requirements: Four years of clerical experience performing duties related to the position with at
least one year of experience at the Office Assistant Ill level or above. Equivalent combinations
of education and experience may be considered.

City of Milwaukee
Dept of Employee Relations 10 Office Support Specifications (8/97)



Administrative Assistant Il ("Senior Secretary”)

Performs standard, advanced, and confidential secretarial duties requiring broad experience,
skill, and knowledge of organization policies and practices. Screens telephone calls and
visitors, and resolves routine and some complex inquiries. Schedule and maintains calendar of
appointments, meetings, and travel itineraries, and coordinates related arrangements.

Takes, prepares, and distributes minutes of meetings. Prepares correspondence, memoranda,
reports, and the like, from various sources of written or dictated output. May compose
correspondence and memoranda on routine matters for the manager's signature.

Searches records and data bases for information needed by the manger for reports, speeches,
and other uses. May follow up on correspondence, projects, and requests from the manager to
others in the organization. May act as a group leader for special projects and work with others
to complete special projects. Uses advanced features of microcomputer software. Uses
mainframe applications. Typically provides secretarial services to one high-level manager, such
as a division or section head.

Requirements: Four years of clerical experience performing duties related to the position with at
least one year of experience at the Office Assistant lll level or above. Equivalent combinations
of education and experience may be considered.

Administrative Assistant lil ("Administrative Secretary”)

Performs advanced, diversified, and confidential secretarial and administrative duties requiring
broad and comprehensive experience, skill and knowledge or organization policies and
practices. Tracks and monitors correspondence and projects assigned to others by department
head. Prepares correspondence, memoranda, reports, and the like, from various sources of
written or dictated output. Composes and may initiate routine correspondence and memoranda
for the manager’s signature.

Searches records and data bases for information needed by the manger for reports, speeches,
and other uses. Follows up on correspondence, projects, and requests from the manager to
others in the organization. Screens telephone calls and visitors, and resolves routine and some
complex inquiries. Schedules and maintains calendar of appointments, meetings and travel
itineraries, and coordinates related arrangements.

Prepares agendas, takes minutes at board meetings and other less formal meetings, prepares
minutes and meeting summaries for distribution, and distributes minutes of meetings. Acts as a
group leader for projects and may work with others on teams to complete special projects.
Uses advanced features of microcomputer software. Uses mainframe applications. Typically
provides administrative and secretarial services to a formal board or commission and the head
of a major organizational function such as library services, and human resources.

This is the second highest "secretarial” job classification in City government. There are
currently eight positions classified as Administrative Assistant Ill.

City of Milwaukee
Dept of Employee Relations 11 Office Support Specifications (8/97)
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