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Memo

To: Dustin Anderson, Town Manager
From: Stephen Scheckel, Chief of Police
Date: December 3, 2014

Re: Reclassification of Secretary Position

In early 2010 the Munster Police Department lost two of our three Record’s Clerks to
retirements. Due to budget constraints we moved our remaining Record’s Clerk,
who was assigned to the Detective Division, up to Records. Due to the remaining
Clerk’s part-time status it was necessary to train two dispatchers, as well as the MIS
Director, to fill in when needed.

As of January 1, 2015 the positions of Dispatchers and MIS Director will be
eliminated due to the consolidation of Lake County’s dispatch centers. All current
employees in these positions were hired by the County for the Consolidated
Dispatch Center. Also, as of January 1, 2015 a portion of the town's levy will go to
Lake County as outlined in the consolidation agreement.

The department has revised the job description for Records Clerk to an
Administrative Records position which includes an increase in duties and
assignments. Based on our anticipated budget we advertised, in-house, and offered
the position to two of our soon to be former dispatchers, in which they accepted.
They will begin their new position January 1, 2015.

With the elimination of the above positions it is nhow necessary to have a supervisor
over the Record’s Division. Making the Chief's Secretary their direct supervisor is a
natural progression and how we choose to address the issue. Due to the added job
responsibilities it has become necessary to move the position of Chief's Secretary
(Grade 7) to an Administrative Assistant (Grade 8) as this position will now be
supervising our 2.5 Administrative Records personnel in addition to previous duties.
The move will result in an increase from $20.71 per hour to $22.74 per hour. This
will take effect January 1, 2015 as well.

If you have any questions or concerns please feel free to contact me at extension
6655.

Thank you!



tional Chart

aniza

g

artment Or

P

Munster Police De

¥ A
' .__
! ;
: :
1 i Q [l
[=4 i V '
£tk - m
co® ; 5 '
T = b h — v
i 3 X = '
394 ; 2 0 :
5 ! c 9 !
i .|m [
] £ |
A ¢ — | &i
' [ k2
: g E| 5
! 2 = | al
: Bel g
oy e o o . el o e - [ 5 © o
e a|s
S i
i ) £ & 3
.“ m.m .ﬂ.
' do D"
" <8 =
; x| St
fl @ .
: = !
: c ‘
! ~ T !
@ “ b dd b !
2 S “
o BE i | @ "
0 ! [ :
£ E g ' £ 1
CE & : ° ;
E < 1 < '
2 ! !
: d
-' \,._q

Administration Division

-

- L Patrol Division _

1S
@
o £E§ c @
S50 D %
S S —= @
U so = O
= o S5
= O
w

Explorers

Investigations Division

COP Unit



