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VILLAGE OF MAPLE BLUFF
STAFFING MODEL ANALYSIS 2023
STAFF INTERVIEW QUESTIONS

1. What is the mission of your position or department and how does your
position contribute to thaimission being satisfied:

1 What has helped you accomplish the mission?

1 What has hindered you in accomplishing your mission?

1 How does your individual position or department mission fit in
with the broader mission of the Villagé G 2 LJ- & dekvery | (0 S
exemplary public services and responsible governance to improve
6§KS SELISNASYOS IyR @I fdzS 2F 2 dzNJ

2. Describe what your major job responsibilities are without looking at
your job description. How have they changed over the past five years?

3. Review of Position Description Questionnaire and needed
information.

4. What suggestions do you have for the organization of your
department or Village that would improve the efficiency and
STFSOGAGSYySaa 2F @& 2Ny I2ALISINT TINRAY REEK
incremental changes that could easily improve efficiency and
effectiveness immediately?
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5. Describe what your ideal Maple Bluff organization would look like to
0Saili &dzlILI2 NI &2dz FdzZ FAEE Ay I &2 dzNJ
responsibilities?

c o ¢KS aidlriSR @AaArzy 27F al L)X S . f
independent and distinguished lakeside community. We continuously
enhance the lives of our residents through exceptional service,
persistent care, ubiquitous protection, and consistengagement. We

remain committed to inclusiveness by involving citizens in planning and
decisiorY { Ay 3dé 52 @&2dz 0St ASOS GKS Odz
adequate to meet these goals? Why or why not?

7. What departmental processes (i.e., approving a new development,
ordering new equipment, completing a road/utility project design and
public bidding procedures, human resource management, processing
iInvoices, permitting for rezoning requests, budgetiet;.) would you
change to be more effective and efficient?

8. What additional internal training, experience, and skills, as well as
outside technical support and assistance, do you think is needed for
Village staff to meet future demands?

9. What technology/software/equipment could assist the Village to be
more efficient and effective? How could such a new purchase be shown
to residents to offer a good return on investment?
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10. What technology/software/equipment that you currently have
available is not being utilized to its full potential? How should the use of
these tools be changed?

11. If the Village Administrator asked you to give him recommendations
for organizational change or process change, which he would implement
immediately; what would those recommendations be?

MH® !ye 20KSNJ O2YYSyida OGKIFIG akKz2dz
findings? Have we adequately touched on all the areas you feel should
be addressed by a staffing model analysis?

Il
i tdzot AO ! RYAYA&GNIa/2y ! 8820AL GSa



Public Administration Associates, LLC

Maple Bluff Position Description Questionnaire (10/5/23)

Dear Staff Member:

As many of you know Maple Bluff is investing in a Staffing Model Analysis,

performed by Public Administration Associates, for most employees. Your

position is being reviewed as part of this effort. The objective of this study is to

analyze, compareandadé e on the Vill agebds staffin
on its municipal services.

So that we can have a thorough understanding of yowurrent job
responsibilities, we ask that you take a few minutes and complete the job
guestionnaire attached below. Please make a copy of this document when you
are finished answering all questions, and retain it for yourself in case further
review is necessary.

We ask that employees return this questionnaire to the address listed below as
soon as possible, but before October 201f you can email your response
please send todtebo.wi2@gmail.com

If you would prefer to mail back your response, the address for returning
guestionnaires is:

PAA Associate

Dave Tebo

N1357 Tuckaway Court

Greenville, WI 54942

Thanks for your help.

Kevin Brunner Dave Tebo
President, PAA Associate, PAA (920740-8804)
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Name Position Title

Supervisor Name and Title

Date

1. | have reviewed my current position description OR the proposed job
description questionnaire attached AND

The following items and/or tasks should bedded
a.
b.
C.
______ The following items and/or tasks should beleleted(please list):
a.
b.
C.

The following items and/or tasks should benodified as follows (please list):

2. Using theleft margin of the position description or PDQ foryour
response please indicate the@pproximate percentage of timehat you
spend on each job task on an annual basis.
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If you do not have a current job description or job description template
for review, please complete Question 3,4, 5, 6,7 detail:

. List your MOST ESSENTIAL duties and responsibilities below

followed by the approximate percentage of time spent on each major
duty. The percentage should be calculated when analyzing activity over
an annual period.

a.
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4. After reviewing your list of essential duties and responsibilities choose
the three (3) that are the most significant? Under (d) below write a one
to two sentence description or explanation of your job that your next
door neighbor would understand using tlese top three responsibilities
as the main topic:

a.

b.

5. Please list the needed educationertifications, and amount of
experience that you think would be important for someone in this
position to have?

6. Please list the knowledge, skills, and abilities you think a person in this
position should possess, both hard skills and personal characteristics,
for example:

1 Knowledge of certain software or computer applications, other
technology, specific laws and regulations, general accounting
principles, mechanical systems, etc.;

1 Ability to work independently, analyze financial data, multi-task
and be a good communicator, etc.)
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Question 6 (continued)

7. Please explain if you think there are certain physical demands that an
employee in this position must meet to adequately perform the job. For
example:

1 Is there a certain amount of weight that must be lifted on a
regular basis?

9 Is there frequent twisting and bending? The need to reach above
shoulder height? Ability to sit at a keyboard for extended period
of time?

1 What is the % sitting, standing,and moving?

1 What are the hours of work expected and is the position hourly or
salaried?
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8. In terms of overall responsibilities and job complexity, what other
position(s) in your organization is(are) comparable to your position?

9. With whom do you interact on a regular basis?

| initiate  They initiate  Both initiate

___ Employees in your department
Employees in other departments
Employees of other governmental units

__ Village Board members
Individual citizens
Contractors, suppliers

___ Others (please list)

10. Do you supervise other employees?

Yes No

If yes, how many employees do yduwectlys uper vi se (fAThey report

If yes, how many employees do ymdlirectly supervise (They report to someone who
reports to me. o) ?
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11. Who supervises you?

Job title of supervisor
Generally, what is the nature of this supervision (please check one)?
_____ General direction and performance review
Weekly work assignments

Daily work assignments

12. Please list your educational background.
High school

Post high school, including any degrees, diplomas, certifications, and licenses
(continue list on last page if necessary)

13. Please list your work experience.

a. Positions held before your current position and the number of years employed in
each position. (Last 3 jobs only)

b. Years employed in your current position.
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14. If | made an error on a major aspect of my job,

it could have serious negative consequences (Examples: physical risks, major
financi al costs, major impact on other

it might take some time to correct the error, but it would not have consequences as
serious as those defined above.

it would not have serious consequences and probably would be noted by someone
else.

15 Are there any skills or knowledge that you bring to the job that are not
recognized in your job description?

16.Based on your review of your current job description how would you
change it to maximize effectiveness of the operations you are responsible
for?

17 What duties do you not have sufficient time to focus on that makes it
more difficult to complete your mission and the operations you are
responsible for?

Additional Comments or Needed Info for Questionnaire:
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Addendum C

VILLAGE OF MAPLE BLBFARFFING MODEL ANALYSIS
INTERVIEW QUESTIONS FOR THE VILLAGE BOARD

1. As a Village Board member how would you best characterize the
current effectiveness of services and programs provided by the
Village Hall administrative office staff being studied? In your
opinion, are they meeting the expectations of the Board and
citizers?

2. Are you aware of specific improvements that have been made in
recent years which have improved the operations and service
delivery by Village Hall staff?

3. The stated staffvisionfa I LX S . € dzZFF A&aY a2S K
as an independent and distinguished lakeside community. We
continuously enhance the lives of our residents through
exceptional service, persistent care, ubiquitous protection, and
consistent engagement. We remain contit@d to inclusiveness by
involving citizens in planning and decistért { Ay 3 ®¢é L a oK)
vision compatible with your vision? Do you believe the current
Village Hall organizational structure is adequate to accomplish this
vision?

4. In your opinion, what are the strengths of the current Village Hall
staffing organization and performance? Do you see future
opportunities for the Village based on these strengths?
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5. In your opinion, what are the weaknesses of the current Village
staffing organization and performance? Do you see future threats
to the Village based on these weaknesses?

6. In your opinion and based on your experience, would any of the
strategies mentioned below have a meaningful impact on the
effectiveness of the Village Hall staff?

1 Additional training and skill development for existing staff.
Please identify specifics.

1 Minor changes in job descriptions and roles of key staff.
Please identify.

1 Major reorganization of existing staff and functions. Please

specify.

7. What do you need from thAdministrator Position and other
Village Hall staff that would make you more effective as an
elected official?

8. If you had a limited budget to support Village personnel needs,
gKI G RSLINIYSyGdQa FyRk 2N adal ¥¥
funding for, and why?

9. Are there any additional recommendations you may have, to
improve the organizational effectiveness of the Village Hall staff?
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Addendum D
2018 2019 00 A 20U 02 023
Board of Health ( 2 1
Building Board 10 14 14 13 12 10
77
Country O Join Commitiee |1 ) 1 Yo 3 3
Finance 1 2 2 2 5 4
Fire/EMS 1 S 4 1
Parks (incld Harbor Comissioners) § ] b (jj 11 9 9
Personnel 1 2 1
Plan Commission 3 3 1 ()7) 4 3 5 |
Police Committee 1 1 1 ! 1 3
A
Public Works ) 1 1 5 I 4 3 1
\
TID ! 1 1 1
Urban Forestry 1 3 1 G 2 2
Village Board 12 12 12 C 13 13 10
Zoning Board of Appeals 1 2 2 [ ) 3 3 (L" 7
Zoning Ordinance Update 1
Steering Committee . 3
v B ¢ (9
4 49 43 | 5 62 60/
0 dTLr
As of 10/10/2023 —
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Addendum E

Peer Community Employee Data for Maple Bluff Staffing Model Analysis (PAA:2023)

*Compiled from interviews with the Administrator in each community

Villages DOA | Census FTE's| PT EmgEst. Tota| Est. Tota Total Maple Bluff
Pop. 2023 Pop.2020 % growth(Vill. Hal|Vill. Hal| FTE's- FDFT/PT-FI) ~ Utilities PD Est. Wage Breakdown
Tanner-.5VH,.5PD
Maple Bluff 1,419 | 1,368 | 3.73 3 4 16 27 | Sewer/Water| 6 FT/9PT |Abbi-.5-VH, .5PD
(Dane) Madison 1PT Clerk |Sarah-FTE 1 VH
River Hills 1573 | 1,602 | 1.81 2 0 21 23 | Sewer/MMSD 11FT  |Renee-FTE 1 VH also Clerk of Cou
(Milwaukee) All Wells 2 PT Clerks |Curt-FTE 1 VH
Shorewood Hill§ 2,149 | 2,169 | 0.92 5 1 20 21 | Sewer/Water| 8FT/SPT [Kris-PT VH
(Dane) Madison | FT-AA/PT CS{Donna-PT-.3 VH
Merton 39518 | 3441 | 224 2 3 10 15 No W/S  |Contract Count
(Waukesha) All wells/septid 1 FT-40 hrs/w|
Wind Point 1,632 | 1,651 | 1.15 2 1 6 8 Water/Sewer | 14 All Part-Timg
(Racine) Caledonia
Chenequa 527 526 0.19 2 2 10 15 No 8 FT/5PT
(Waukesha) Wells/Septic | 2 PT Clerks

ts




Peer Community Data for Maple Bluff Staffing Model Analysis (PAA:2023)

*Extrapolated from WI Dept. of Revenue 2023 Statistics

Est. current yr. [Est. 2022 TotallEst. Est. Value  |Acreage|Est. Total Est. Village

Villages 2023Per Cent  |Village Property Tax |Village %9Per Res. Per Res|Net Prop. Tax |Net Prop. Tax

Eq. Value (TID OutjResidential |Mill Rate Net Rate of Total |Parcel Parcel [Per Ave. Parcel|Per Ave.Parcel
Maple Bluff 534,627,500.00 | 97.39 | $7.12/$1,000($18.39/$1,0000 38.71 | 901,860.00| 0.42 16,585.00 6,955.00
(Dane)
River Hills 536,901,400.00 | 98.79 | $7.33/$1,000$23.54/$1,000 31.14 | 804,891.00| N/A 18,947.00 5,900.00
(Milwaukee)
Shorewood Hills| 746,835,900.00 [ 79.77 | $5.16/$1,000$17.09/$1,0000 30.19 | 862,979.00( 0.26 14,748.00 4,453.00
(Dane)
Merton 602,357,142.00 [ 98.29 | $2.92/$1,000| $9.22/$1,000( 31.67 | 484,007.00f 1.10 4,462.00 1,413.00
(Waukesha)
Wind Point 242,140,600.00 | 95.60 | $4.64/$1,000($13.55/$1,0000 34.24 | 277,721.00| 0.58 3,763.00 1,289.00
(Racine)
Chenequa 692,971,200.00 | 98.97 | $3.26/$1,000($10.00/$1,000 32.60 [1,919,673.00 3.91 19,197.00 6,258.00
(Waukesha)

I
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Action Matrix for Village Hall Maple Bluff Staff Modeling Analysis 1/8/24

Key Areas of Concern
to Begin Discussion

Recommended Actions
Immediately

Short-term

Longer-term

Work/Life Balance
for Employees

Further assess where

work/life imbalances exist

Review current trends in

local govt. workforce

that impact employee satisfaction.

Analyze meeting

schedule protocols;
Needed staffing for

night meetings;

Potential agenda changes;
Possible Comp-Time,

Flex Scheduling.

Maintain Work-Life
balance for employees
as a key component
of Strategic Plan

Responding to
Citizens

Further define

limitations in ability

to respond to citizens.

Discuss with Board what

they are and willingness to accept.

Develop citizen

response policy; Planning
for possible changes

to office arrangements.

Review needed changes

in approach based on
additional hires or
changes in job descriptions

Potential changes
in Job Descriptions

Finalize updated job
descriptions for all
positions.

Management Team
review and recommend
changes to Board as part
of Talent Review process.

Potential re-configuration
of current positions

Hiring of Needed
Staff

Add 1 FT Administrative
Asst. for office support
with IT, Dep.Clk. Skills

if available.

Explore new vendor

to provide IT support, with
potential web site support

If web site development
and support not available
with new IT vendor then
seek to find professional
for web site development
and maintenance.

Explore options for
hiring of additional
administrative support
staff.

Develop wage/comp
system for employees
to insure similar compensationy
with peer communities.
Build career ladders.

Training of Staff in

Use of new technology|
to Improve Efficiency
and Effectiveness

Staff develop list of

needed training .

Review possibilities of

new Al options for efficiencies.

Village Board review
and approve priority
training opportunities.

Evaluation of new approaches
for improvement of work
processes and results.

Culture of Workplace

Work to support enhanced
employee experience featuring:
--Sense of purpose and meaning
--Autonomy

--Learning and Growth
--Belonging and community
--Culture of gratitude.

Provide learning and

career development
opportunities for staff.

Menu of possibilites and
options available.
Consistently talk about

the "why" of work.

Celebrate accomplishments.
"Stay interviews"

Institute Talent reviews.

Update Personnel Manual
to institutionalize new
commitments to employees.

Village Board
Strategic Planning
to help with on-going
direction of Staff
Priorities

Schedule Strategic Planning
Session with Board/Staff

to prioritize actions and strategies
for Village Hall staff and

financial impacts.

Schedule Strategic Planning
session with employees /Bd.
from all Depts. (Public Safety,

Public Works, Parks, Village Hall

to do SWOT analysis and
prioritize actions and strategies,
and financial impacts for
organization.

Schedule Strategic Planning
session with community

to share results of past
psessions and get feedback
on top priorities from citizens.
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Adderdum H
List of Questions Posed tBeer Community Village Administrators

For Maple Bluff Staffing Model Analysis

1. Village Mill Ratein 2023before changedor new budget yeaf?

2. Number and titles @ all office workers in Village Hall (FT and PT)?

3. Total employees working for Village (FT and PT)?

4. Number of Police Department employees?

5. What are some of the specific issuézcing your Village Hall employees
andtheir ability to meet the service expectations of the community?

6. Any innovative ideas that you have come up with to deal wihillage Hall
service issues?

7. What municipal services do you contract out for?

8. Are thereissues with other Village Depaments that create service
problems for Village Hall staff?

9. Does the holding of a lot of night time meetings cause issues for your

VillageHall staff and coverage?
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Village of Maple Bluff Residents
(Electorate)

Fire & EMS Committee
Personnel Committee
TID Committee
Building Board
Zoning Board of Appeals
Public Works Committee

Village Board
President & Trustees

Board of Health
Board of Review

Country Club Joint Committee

Parks & Recreation Committee
Plan Commission

Police Commission
Urban Forestry Committee

Ordinance Committee

Finance & Accounts Committee

Administrator/Police Chief

Clerk/Treasurer

Deputy Administrator

Contracted Services
(Attorney, Engineering, Planning, etc.)

Police Department Fire Rescue Chief
Command Staff Public Safety Director

Director of Parks & Recreation
Deputy Clerk/Treasurer

Police Officers Public Works Foreman Fire Rescue Command Staff

Parks & Recreation Staff

General Laborers Firefighters/EMT’s/Interns



