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File #:  Version: 190832 Name: Administrative Support Study

Status:Type: Resolution Passed

File created: In control:11/11/2025 Human Resources Department

On agenda: Final action:11/25/2025 11/25/2025

Enactment date: 11/26/2025 RES-25-00612Enactment #:

Title: Directing the Human Resources Director, with assistance from the  City Clerk, Finance Director,
Information Technology Director and other city staff who interact with administrative support functions,
to analyze City agency administrative support needs and provide findings to the Mayor and Common
Council by June 1, 2026, on administrative support issues and resource needs and allocations.

Sponsors: Michael E. Verveer, Davy Mayer

Indexes:

Code sections:

Attachments:

Action ByDate Action ResultVer.

Adopt UnanimouslyCOMMON COUNCIL11/25/2025 1 Pass

RECOMMEND TO COUNCIL TO ADOPT
- REPORT OF OFFICER

FINANCE COMMITTEE11/17/2025 1 Pass

ReferCOMMON COUNCIL11/11/2025 1 Pass

Referred for IntroductionHuman Resources Department11/11/2025 1

Fiscal Note
The resolution proposes a study of administrative support needs across the City. No appropriation is required
for completion of the study.

Title
Directing the Human Resources Director, with assistance from the  City Clerk, Finance Director, Information
Technology Director and other city staff who interact with administrative support functions, to analyze City
agency administrative support needs and provide findings to the Mayor and Common Council by June 1,
2026, on administrative support issues and resource needs and allocations.

Body

WHEREAS, administrative support is an important function for the entire city and should be addressed in as
uniform a manner as possible enterprise-wide;  and,

WHEREAS, historically, the Administrative Support Team has fulfilled temporary administrative and front desk
needs across the organization to ensure continuity of service for agency programs; and,

WHEREAS, administrative support responsibilities have changed over time, as City processes, workflows, and
methods of engaging with the public have changed due to technology and hybrid work environments; and,

WHEREAS, longer term administrative support needs arise due to agency staffing patterns (e.g., time to hire,
recruitment, retention) and budget management practices (e.g., meeting salary savings targets); and,
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WHEREAS, agency support needs must be analyzed within the context of the larger customer service
philosophy of the City and the need for accessible one-stop service, and may require a range of staffing,
process, technology and other solutions; and,

WHEREAS, the Administrative Support Team over the past decade has also assisted the Clerk’s Office by
providing important election official scheduling and payroll support; and,

WHEREAS, in 2025 a comprehensive study analyzed the functions of the Clerk’s Office, and recommended:
“… transfer of one Program Assistant from Administrative Support Team to Clerk’s Office (+1FTE - agency
transfer), with a back-fill of the Administrative Support Team to move oversight of all elections work under the
purview of Clerk’s Office staff.” ;

NOW, THEREFORE BE IT RESOLVED that the Common Council directs the Human Resources Director, with
assistance from the City Clerk, Finance Director Information Technology Director and other city staff who
interact with administrative support functions, to analyze City agency administrative support needs and provide
findings to the Mayor and Common Council by June 1, 2026, on administrative support issues and resource
needs and allocations.
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