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Classification and Compensation Notification Form 9021

Purpose

The Classification and Compensation Notification Form 9021 is used by the City of Detroit Human
Resources Department to summarize the results of a classification and compensation request and the
related actions that must be completed by key stakeholders.

Usage

The Classification and Compensation Notification Form 9021 is completed in response to a key
stakeholder submitting Classification and Compensation Request Form 9040A.

Attributes

The Classification and Compensation Notification Form 9021 is a one (1) page, three (3) section
electronic document. Each section is to be completed as instructed. Please use the following link to access
the Classification and Compensation Notification Form via DocuSign:
https://powerforms.docusign.net/a3945cde-673c-4dc8-adfe-ee850f2fbbf8?env=na3&acct=c399b7fa-
d504-4a4c-bc6f-5542ccc84646

Completion and Filing

The Classification and Compensation Notification Form 9021 is to be initiated by the appropriate
Classification and Compensation Analyst. The completed form is to be submitted to the Chief
Classification and Compensation Officer and Human Resources Director via DocuSign.

Section | — To be completed by Classification and Compensation Analyst

e Department and Division — Department and division making the request.

Requester — Include the full name of the individual in the department requesting the action.
Requester Job Title — Include the job title of the individual in the department requesting the action.
Date of Request- The date the form was completed by the Requester.

Work Order Number (WO#) - A unique tracking number assigned by Classification and
Compensation.

. Request Type(s) Completed -Select from the list of below options:
Create New Position and Job Specification — A request to create a new job and corresponding job
specification based upon business need.
= Update Job Specification — A request to revise the duties, qualifications, and/or requirements of
an existing job.
= Create New Subclass — A request to create a new job that reflects the general nature of a base
position, but is tailored to a specific discipline.
= Position Evaluation/Survey — A request to analyze a job or series of jobs to determine the
internal/external value which may result in a change to pay range, pay scale, and/or specification
of the position.
Deactivate Class Code — A request to inactivate a class code that will no longer be in use.
Reactivate Class Code — A request to activate a class code for a job that was previously inactive.
Change Class Title — Update a job title that no longer reflects the general nature of the position.
FLSA Position Evaluation — Conduct an analysis to determine whether a job must be classified as
exempt or non-exempt according to the Fair Labor Standards Act (FLSA).
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= Create New Job Specification — A request to create a job specification for an existing job title in
which no job specification currently exits.

= Other Request —A request for Classification and Compensation that is not listed. An explanation
of the request is required.

Section Il - To be completed by Classification and Compensation Analyst
e Rationale for final decision(s) - This section provides a summary of the final decision(s).

Section 111 — Upon completion of sections | and I, the Classification and Compensation

Notification Form is forwarded to the following individuals for approval:

o Classification and Compensation Analyst - The Classification and Compensation Analyst in the
Classification and Compensation Division of Human Resources.

o Chief Classification and Compensation Officer — The Chief of the Classification and Compensation
Division of Human Resources.

e Human Resources Director — The Director of Human Resources.

Key Stakeholders

Budget Analyst

Chief Classification and Compensation Officer
Classification and Compensation Analyst
Employee Services Consultant

Human Resources Director

Human Resources Information Systems (HRIS)
Labor Relations Representative

Payroll Audit

Recruiter

Requester

Subject Matter Expert

Test Development
Ownership
The Chief Classification and Compensation Officer is responsible for ensuring that this document is

necessary, reflects actual practice, and supports City policy. Questions concerning this form should be
directed to the Classification and Compensation Division.
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Classification and Compensation Notification Form 9021

City of Detroit

Classification and Compensation Notification Form

Section | — To Be Completed by Classification Compensation Analyst

Department: General Services Division: secyrity
Requester: Lynn Sanders Requester Job Title: security Administrator
Date of Request: 2/26/2024 Work Order #: 2023-064

Request Type (s) Completed

SelectOne  create New Position and Job Specification

Select One

Other:

Section Il — To Be Completed by Classification Compensation Analyst - Final Decision

The 2023-2024 official Compensation Schedule be amended to include the pay range for
the following classification:

Class Code Classification Salary Range
8632020 Security Analysis Dispatcher $36,000 - $48,600

The General Services Department (GSD) requested a new classification to be created for
the Security Analysis Dispatcher role. From conversations with the Security
Administrator, it was described that with the addition of the Joe Louis Greenway
Project, GSD is required to monitor the security surveillance camera and attend to the
emergency call boxes 24 hours 7 days a week. The department will initially add 4
dispatcher positions to cover this task. Dispatchers will monitor all municipal
buildings, recreation centers and other GSD locations with cameras and dispatch

Section I11- Approval Signatures

1) Classification and Compensation Analyst Date:
Paul. Bulattc 3/5/2024
Approved [ ] Denied
2) Chief Classification and Compensation Officer Date:

p = 3/5/2024

[ ] Approved [] Denied

3) Human Resources Director Date:
Dunise Stary 3/6/2024
[x] Approved [] Denied
Cc:
Classification/Compensation Notification Form FORM9021
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Department
CITY OF

DETROIT

Job Specification

Job Title: Security Analysis Dispatcher FLSA Type: Non-Exempt Date Established:
Department: General Services EEO Code: 04 Date Revised:
Class Code: TBD (8632020) Reports To: Varies Date Approved:

Job Summary

Under general supervision, monitor camera system, receives and processes emergency call box/phone
calls, engage patrons through interactive, artificial intelligence (Al) and audible systems for public safety
emergency services; and have charge of the GSD/Joe Louis Greenway Security team and communications
operations.

Essential Duties and Responsibilities (may perform other duties as assigned)

Receives emergency call box calls from the patrons to prioritizes and processes them into a pre-
established computer format for a concise event at a precise location.

Instructs callers in the performance of urgent procedures prior to arrival of emergency services, as
required.

Assist and refer citizens' non-emergency calls to the appropriate agencies.

Relays information and contacts appropriate agencies or personnel to resolve routine problems.
Executes accurate and expedient public safety communications work in response to a high volume of
emergency and non-emergency calls.

Handles routine contacts with local Police/Fire/E.M.S. departments

Operates the Telecommunications Devise for the Deaf (TDD).

Receives emergency service telephone calls from police officers and/or other authorized personnel.
Transmits requests for immediate information received from public safety communicators, authorized
personnel and radio field security units on incidents, medical emergencies, criminal/civil disputes,
and routing inquiries.

Receives computer print-out and routes to appropriate location.

Operates dispatch, genetic CCTV monitoring, activity consoles and equipment.

Dispatches GSD/JLG security field personnel.

Performs related clerical work.

Work in conjunction with Detroit Police Department/Highland Park/Hamtramck

Assists new operators with on-the-job training.

Brief shifts of activities and incidents occurring throughout the JLG/City of Detroit

Qualifications (required):

High school graduation or G.E.D.; preferably completion of two years of college with courses in
criminal justice, public administration and/or computer science.

Six months to one (1) year of experience in the use of, and familiarity with computer-aided dispatch
and communication equipment.

Two (2) years of customer service experience.
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Equivalent combinations of education and experience may be substituted to meet the education and
experience requirements of this position.

Qualifications (preferred):
e Prior dispatch and CCTV monitoring experience.

Knowledge, Skills, and Abilities

Knowledge of office work, terms, and equipment.

Knowledge of standard English grammar and spelling usage.

Skill in typing, keyboarding, and performing clerical tasks with speed and accuracy.

Skill in observation.

Skill in communicating effectively, both orally and in writing.

Skill in keenness to detail.

Skill in operating a personal computer and using common office software.

Ability to categorize crime and produce reports based on knowledge.

Ability to act independently.

Ability to type brief and concise verbal statements.

Ability to concurrently perform multiple duties with accuracy.

Ability to demonstrate visual and auditory acuity, and good speech and voice modulation.
Ability to perform duties in stressful situations.

Ability to demonstrate willingness to assume responsibility, and initiative and resourcefulness in
performance of duties.

Ability to demonstrate mental alertness and emotional stability.

Ability to interact effectively with subordinates and the general public with tact and diplomacy.
Ability to take direction from supervision.

Ability to participate in and attain on-going training to remain current in work methods and
procedures.

Licenses, Certifications, and Other Special Requirements:
Valid government issued identification.

Physical Demands
The work is characterized as sedentary. Typically, sit comfortably to do their work, conditions include
operation and monitoring systems and camera integration. This position is in a 24/7 operation.

Work Environment

Work is performed in an open office setting with multiple workstations and involves continuous exposure
to computer monitors and the use of hands free telephone computer technology. Work involves a high
volume of telephone calls and extensive interaction with the general public. This position is in a 24/7
operation; must be willing and able to work any assigned shift.

The above statements reflect the general nature and level of work performed by employees assigned to this class. Incumbents
may be required to perform job-related responsibilities and tasks other than those stated in this specification. Essential duties
may vary from position to position.

Notes:

Page 2 of 2



DocuSign Envelope ID: 6BDF538E-0614-4518-B75B-47F9F21AA1A6

CITY OF DETROIT

Human Resources Department
Classification and Compensation Division

TO: Denise Starr, Human Resources Director

FROM: Paul Bellottie, Classification & Compensation Analyst II

DATE: March 5, 2024

RE: Adopt new Security Analysis Dispatcher classification; W.O. #2023-064
Recommendation:

1. The title and code for the following classification be adopted:

Class Code Classification

8632020 Security Analysis Dispatcher

2. The 2023-2024 Official Compensation Schedule be amended to include the pay range for the
following classification:

Class Code Classification Salary Range
8632020 Security Analysis Dispatcher $36,000 - $48,600

Request:
The above recommendation is occasioned by a request from Lynn Sanders, Security
Administrator for the General Services Department.

Rationale:
The above request and recommendation is based on the ability to attract and retain essential
personnel in the General Services Department.

The General Services Department (GSD) requested a new classification to be created for the
Security Analysis Dispatcher role. From conversations with the Security Administrator, it was
described that with the addition of the Joe Louis Greenway Project, GSD is required to monitor
the security surveillance camera and attend to the emergency call boxes 24 hours 7 days a week.
The department will initially add 4 dispatcher positions to cover this task. Dispatchers will
monitor all municipal buildings, recreation centers and other GSD locations with cameras and
dispatch security personnel to various sites throughout the city landscape.

To determine an appropriate pay range, both a compression and market study were conducted
using data from external survey sources from comparable positions. This data indicated that the
abovementioned salary range is market comparable and believed to attract the necessary talent
to fill this role.

The proposed salary recommendation is subject to City Council approval.
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APPROVED:

Denise Starr
Human Resources Director
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Human Resources March 5, 2024

CLASSIFICATION & COMPENSATION
CITY OF ADMINISTRATION

DETROIT Honorable City Council

Subject: Request to Amend the Official Compensation Schedule

Recommendation is submitted to amend the 2023 — 2024 Official Compensation Schedule
to include the following pay range, subject to City Council approval:

Class Code Classification Salary Range
8632020 Security Analysis Dispatcher $36,000 - $48,600

Request:
The above recommendation is occasioned by a request from Lynn Sanders, Security
Administrator for the General Services Department.

Rationale:
The above request and recommendation is based on the ability to attract and retain essential
personnel in the General Services Department.

The General Services Department (GSD) requested a new classification to be created for the
Security Analysis Dispatcher role. From conversations with the Security Administrator, it was
described that with the addition of the Joe Louis Greenway Project, GSD is required to monitor
the security surveillance camera and attend to the emergency call boxes 24 hours 7 days a week.
The department will initially add 4 dispatcher positions to cover this task. Dispatchers will
monitor all municipal buildings, recreation centers and other GSD locations with cameras and
dispatch security personnel to various sites throughout the city landscape.

To determine an appropriate pay range, both a compression and market study were conducted
using data from external survey sources from comparable positions. This data indicated that the
abovementioned salary range is market comparable and believed to attract the necessary talent to
fill this role.

The proposed salary recommendation is subject to City Council approval.
Respectfully submitted,

Denise Starr
Human Resources Director

DS/pb

Attachments

cc: Budget Department
Mayor’s Office
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BY COUNCIL MEMBER

RESOLVED, That the 2023 - 2024 Official Compensation Schedule is hereby amended to
reflect the following pay range, effective upon Council’s approval.

Class Code Classification Salary Range
8632020 Security Analysis Dispatcher $36,000 - $48,600

RESOLVED, That the Finance Director is hereby authorized to honor payrolls and vouchers in
accordance with this resolution, the above communication, and standard City of Detroit
practices.
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