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Date:		April 1, 2013

To:		Marina Dimitrijevic, Chairwoman, County Board of Supervisors

From: 	James Keegan, Interim Director, Milwaukee County Parks, Recreation and Culture

Subject: 	Abolish one position of Clerical Specialist Parks (Title Code 01297 Pay Grade 05P) and create one position of Parks POS Specialist (Title Code _______ Pay Grade 20) – ACTION 

POLICY
The Department of Parks, Recreation and Culture respectfully requests the abolishment of one Clerical Specialist Parks (Title code 01297), pay range 05P, and the creation of one Parks POS Specialist (Title code _______) with a recommended pay range of 20.

BACKGROUND
The Department of Parks, Recreation and Culture’s Concessions Department currently has a Clerical Specialist Parks position that reports to the Assistant Chief of Recreation Business Operations. The position description of Clerical Specialist Parks does not properly reflect the duties, knowledge, skill, and ability to perform and the competence required.  The position is essential to the revenue generation of the Parks Department and the responsibilities are substantial:

· Providing administrative and analytical support to the Assistant Chief of Recreation Business Operations, Concessions and Clubhouse Manager and Golf Sales Manager.  These departments account for approximately $8.5 million in revenue.
· Programming, supporting and analyzing the Fairway Golf Point of Sale and Reservation System in use at 47 Parks Department locations.
· Programming, maintenance, and providing supplies for electronic cash registers in use throughout the Parks Department at over 50 locations.
· Programming, supporting and analyzing the Class Reservation System which, is used to book all Parks Department picnic areas, pavilions, athletic fields, and special events.
· Payroll processing for approximately 200 Concessions employees. 
· Scheduling over 100 aquatic park birthday parties and approximately 50 Red Arrow group skating outings per year.
· Tracking and analyzing revenues and expenditures for the Concessions Department and creating related reports for management.
· Other duties, including creating informational & promotional materials, data entry, maintaining event calendars, and fielding customer inquiries regarding catering services.

Expanded job duties over the last several years due in large part to advancing technology are as follows:

· Repairing cash registers and sourcing the least expensive cash register and credit card supplies as well as the least expensive cash registers.
· Creating and maintaining instructions for cash register use, programming & troubleshooting to be used by field staff.
· Creating and maintaining a more efficient system for updating golf prices in Fairway.
· Creating and maintaining multiple reports in Fairway to access data that is not available via the standard reports that are provided by the vendor.
· Identifying and resolving connectivity and hardware issues.
· Facilitating and adding additional sites into Fairway.
· Facilitating golf merchandise changeover from the PGA of Wisconsin to DRPC within Fairway.
· Class reservation system setup and implementation, which included staff training and a rental-by-rental comparison to the old system.
· Creating and maintaining better systems for tracking purchases and labor expenditures and more informative reports for management.
· Streamlining Concessions Department office functions, eliminating unnecessary tasks to allow for more responsibility.

RECOMMENDATION
The Department of Parks, Recreation and Culture is respectfully requesting to abolish one position of Clerical Specialist Parks (Title Code 01297) and create one position of Parks POS Specialist (Title Code _______) at PR20.



Prepared by:						Approved:


									
Laura Schloesser, Chief of Administration	James Keegan, Interim Director
& External Affairs	  	



cc:	County Executive Chris Abele
Amber Moreen, Chief of Staff, County Executive’s Office
	Kelly Bablitsch, Chief of Staff, County Board
Supv. Willie Johnson, Co-Chair, Finance, Personnel and Audit Committee
Supv. David Cullen, Co-Chair, Finance, Personnel and Audit Committee
Supv. Jason Haas, Vice-Chair, Finance, Personnel and Audit Committee
Daniel Laurila, Fiscal Mgt. Analyst, Admin & Fiscal Affairs/DAS
Janelle Jensen, Parks, Energy & Environment Committee Clerk
Jessica Janz-McKnight, Research Analyst, County Board
Kerry Mitchell, Director, Department of Human Resources
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