MILWAUKEE COUNTY
JOB EVALUATION QUESTIONNAIRE

This form is designed to assist you in describing your departmental job. You are asked to fill this form out to outline the essential duties and
responsibilities; and identify the knowledge, skiils and abilities required to successfully perform the job. This form is used to request new job
classifications, review current classifications, reclassification, reallocations, and general updates to the job description. Mote: it is the job that is
being evaluated, not the position/incumbent. Thank you for your cooperation.

GENERAL INSTRUCTIONS:

1. Before beginning, please ook over the entire guestionnaire. Each question should be answered completely and accurately. if a question does
not apply to this job, please indicate “N/A” {Not Applicable).

2. To complete the questionnaire, please type and/or select your responses.,

3. If you wish to make additional commaents, please use the space available in the “"Additional Comments” section on page 6 of this
guestionnaire.

A. JOB IDENTIFICATION INFORMATION:

| 7961

{ 7900 :
Name: Chester Kuzminski Email: CHESTER.KUZMINSKI@MILWAUKEECOUNTYWI

Title: Resource Center Manager Phone: 414 2896626

Pementia Caregiver Support Specialist - Federal Grant

Title: Resource Center Manager

Establish New [ }Review [ | Reclassification [ ] Reallocation [ ] Update Description

(7] other, Specify

B. JUSTIFICATION STATEMENT:

%i.s't for
Milwlaukee County to specifically work with minority communities, principally the African America community. Funding for the position is
available since January 1, 2015.

C. ABOUT THE 0B:

1 Regular Full-Time (] Reguiar Part-Time M seasonal (7] contract
| DI Day [l Evening 1 Night ] other:
| X >40 Hours [F 3240 Hours [} 20-32 Hours [] <20Hours

B Yes [] Mo

if Yes, % Travel 25%
it [T supervise [] Manage N/A # of Direct Reports:

D. JOB SUMMARY:

i

This position will have these ohjectives: 1) Ensure that the Aging Resource Center (ARC) is "dementia capable” by providing training and
support to staff 2} Through outreach and education, help create dementia friendly community in Milwaukee 3} Support individuais and their
families in efforts to allow county residents to "age in place" 4} Ensure that ali ARC dementia related efforts/services are provide with cuftural

compentency.
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E. ESSENTIAL DUTIES/RESPONSIBILITES:

Job Duty: Deveio munity Pariner Relationsht % of T
Original B New b Duty: Deveiop Community Parine atio o5 a wame
1. | Descriptive: Develop Referral relationships with physictans, dementia diagnostic clinics and other heaith and long term care providers.
Additionally, maintain strong coliaborations with the Alzheimer's Association and the Wi Alzheimer's Institute and other
community based organizations.
Job Duty: Consultation and Technical Assistance % of Time:
Original [_] New v ’ 10
2. | Descriptive:  Provide Dementia-specific consultation and technical assistance related to cognitive screening, individual and family
caregiver issues, the adult protective services, and ARC staff members. Provide support to local Alzheimer's Family
Caregiver Coalition.
Job Duty: Referral and Recruitment and Trainin % of Time:
Original [_] New Rl ¢ ’ 10
3. Descriptive:  Refer individuals diagnosed with and/or displaying symptoms of dementia and their caregivers to support groups,
educational offerings, and intervention programs provided by partner agencies. Train individuals and caregivers and
implement evidenced based programs.
. Job Duty: Create Culturally Competent Dementia Friendly Community % of Time:
B3 Original [_] New
10
4, Descriptive:  Assist the ARC and entire department in implementing strategies to create a culturally competent dementia friendly
community with Miwaukee County and ensure that program efforts are presented in culturally responsive manner,
lob Duty: Provide Outreach % of Time:
original [_] New i ’
10
5. Descriptive:  Provide outreach and awareness to professionals, employers, organizations and the African American and other minority
communities about the ARC and available dementia services.
—— iob Duty: Assist with Establishing Protocols % of Time:
Original  [_] New
10
6. Descriptive:  Collaborate actively and develop referral protocols with local, regional and statewide dementla organizations, the W1
Alzheimer’s Institute, statewide research centers, and MCDA contract organizations providing services/programs related to
dementia care.
Job Duty: Provide Follow-u % of Time:
Original [] New i P ’ 10
7. Descriptive: ~ Offer and provide person-centered follow-up when cognitive screens are positive and assure opportunities for support and
follow-up with primary care providers are avallable in accordance with the individual's preferences.
» Job Duty: Chapter 55 Collaboration % of Time:
£ Original ] New
10
8. | Descriptive:  Work with APS Chapter 55 Coordinator to help bridge the gap between internal and external disability, long term care, and
mental health services, law enforcement and other key partners to ensure appropriate placements in emergency and
ongoing dementia care facilities.
Joh Duty: Resources Development % of Time:
. @OrigmalDNew ty p g o e e o
16
3. Descriptive:  Maintain current knowledge of dementia, research findings, new evidence-based interventions for peopie living in the
community, and other innovations, Create strategies/tools that will promote sharing with individuals with dementia, their
families, and community at-large.
toh Duty: Program Participation and Support % of Time:
Original [] New ty & P PP ? 10
10. | Descriptive:  Participate actively in statewideDCS/Alz Family Caregiver Support regional meetings, training programs and conferences

calls. Assist colleagues by sharing experiences. Mentor new DCS staff. Conduct conference workshops to increase
awareness of the DCS program and ocutcomes.
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F. EQUIPMENT, TOOLS & MATERIALS

Computers and office equipment

ves [ ] No

G. JOB COMPETENCIES

nal Contacts: Please select all that app L ) .
Contact with employees or others primarily at a routine level involving basic information exchange,

4
50 Contact with peers and others involving explanation of information (these contacts may be within or outside department or division), and
P

the gathering of factual information. May include the communication of sensitive or confidential information.
Contact across departments or divisions with employees involving persuasion of others, absent formal authority, to conform to a policy

B
= interpretation or recommendad course of action.
<] | Contact that requires a high degree of authorlty in securing understanding and cooperation of multiple departments or inferests.

No contact with peopie outside the organization.

Ll

i 11 timited external contact to: gather information, answer queries, or ask assistance.

§X] Frequent external contact to: gather information, answer queries, or ask assistance,

FZ] | External contact involving a requirement to maintain a continuing external working relationship with individuals, or erganizations.
5 External contact involving the initlation and maintenance of relationships that can have a significant effect on the success of the

organization.

lease sele 2pply. L . =
Read, write and comprehend simple instructions, short c:rur“éus“pondence and memos.
Read and interpret safety rules, operating/maintenance instructions and procedure manuals.

Write routine reports, correspondence, and speak effectively before both internal and external groups.
Read, analyze, and interpret business manuals, technical procedures and/or government regulations.
Read, analyze, and interpret scientific and technical journals, financtal reports and iegal documents.
Prepare and/or present written communications that pertain to controversial and complex topics.

IXRRIREE

“DedisionMaking: Please select only one of the followin
Requires minimal decision-making responsibility.
Regularly makes decisions invelving how a project or operation will be conducted (i.e. sequence or method), and generally from an
available set of alternatives or precedents.

Regularly makes decisions of responsibility, involving evaluation of information. Decisions may require development or application of
alternatives or precedents.

Regularly makes significant decisions and final resuits, typically affecting the entire department. Available guides or precedents are limited.
Has authority over the allocation of resources.

Significant responsibility for decisions and final results, affecting more than one department or a department with muitiple units.
Substantial analysis Is required and many factors must be weighed before a decision can be reached.

Major responsibility for decisions and final recommendation, which may result in the formulation of strategic plans of action to achieve the
broad objectives for the organization.

Primary work responsibility involves the long-range future including the scope, direction and goals of the organization.

O

0o 0 x 00
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“Complexity, Judgment and Problem Solving; |

Work of a relatively routine nature. Requires the ab:hty to understand and follow instructions.

Structured work, following a limited variety of standard practices.

Generally structured work, but involving a choice of action within limits of standard policy and procedures.

O DDD’_

Generaliy diversified and moderately difficult work. Requires judgment in the adaptation and interpretation of established practices and
procedures to meet problems and situations to which the application is not clearly defined.

Typically difficult or complex work. Generally governed by broad instructions and objectives usually involving frequently changing

.

conditions and problems.

Waork requires the ability to plan and perform work in light of new or constantly changing problems, work from broad instruction, and deal
B4 | with complex factors not easily evaluated. Decisions require considerable judgment, initiative, and ingenuity in areas there is little

precedent.

0

Work requires the ability to act independently in the formulation and administration of policies and programs for major departments or
functions.

Level 1 General instructing, scheduiing, and reviewing the work of others performing the same or directly related work. Acts as “lead

worker”. Functional supervision only.

Level 2 Recommends personnel actions (hiring, termination, pay changes). Involves scheduling, supervision, and evaluation of work of
employees whe perform similar work assignments.

Level 3 Scheduling, supervision, and evaluation of work as a “manager” of the first line supervisors; or perform supervision of workers who
perform distinct and separate blocks of work.

level 4 Scheduling, supervision, and evaluation of work as a superior of “managers”. Administers through subordinate managers,
departmental multi-function programs or operations.

Levei 5 Scheduling, supervision, and evaiuatlan of work as a superlor of those in level 4.

i [ ves [X] No  If yes, how many?

l [] Yes G no Ifyes, please provide total amount?

-~ -GoTo Next Page -
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H. WORKING CONDITIONS
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Rautine shift hours. Infrequent overtime, weekend, or shift rotation.

Considerable irregularity of hours due to frequent overtime, weekend or shift rotation.

Regular and/or frequent on-call availability.

(I I I 0

Nature of work frequently requires irregular, unpredictable or particularly long hours. {L.e. covering double shifts, ete.)
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Little or no stress created by work, employees, or public,
Occasional stress due to deadlines or workload because of intermittent or cyclical work pressures, or occasional exposure to distressed
individuals within the immediate work environment.

High volume and variable work demands and deadlines impose strain on routine basis or considerable stress intermittently; OR regular
direct contacts with distressed individuals within the immediate work environment; and/or exposure to demands and pressures from
persons other than immediate supervisor.

.1 | Work requires frequent, substantive contacts with people in highly stressful situations; delicacy and unpredictability of contacts routinely
creates considerable strain or heavy stress regularly.

. EDUCATION, EXPERIENCE AND LICENSE

e
"] Hs Diploma/GED
[T Associate’s Begree Area of specialization/major;
D< Bachelor’s Degree Area of specialization/major: Health or social services
"1 Graduate Degree Area of specialization/major;
I ] Post Graduate Degree (PhD} Area of specialization/major:
[] professional Degree {Law, Medicine, etc} | Area of specialization/major:
<] Other: Please indicate: Masters' Degree Preferred

[] tessthan one'year Areafs) of experience:

One to three years Area(s) of experience: Working with Dementia patients and their families {2 years)
D4 Three to five years Areafs) of experience: Program development for minority populations {3 years}
B Five or more years Area(s} of experience:

_ icate the MINIMUM numb

No experience
i 1 Less than one year Area(s) of experience:
i_| One to three years Areafs} of experience:
L] Three to five years Areals) of experience:
|_] Five or more years Area(s) of experience:

ertification/certi regulatory fequirements/t

Valid Wl Driver's License

1. ADDITIONAL COMMENTS

See Attachment A for Qualifications per State Grant Requiremeﬁts.
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K. SIGNATURES:

Supervisor/Manager Signature: laster Hrezminolié bBate: 1/20/15

J
Department/Division Head Jignature: Date: o L
7 S/ N Y

A S 1 L7 L T
Email the compieted form to: HRCompensation@milwcnty.com. Please ensure the subject line includes the request
type and Department (High Org.) number. {l.e. 2013 STUDY 1140}

Received by Human Resources - Compensation Department initials: Date:
Analyzed by Human Resources - Compensation Department Initials: Date:
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