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Extraordinary Qualifications - Civil Service Form #1465

Requester Information

Name: DebraCalderon Date:  5/7/2019
Email:  dicalderon@nola.gov
Phone Number:  504-658-3035

Depariment: NORDC

Employee Details

Employes Name: |Danielle Wilson

Depariment: 580 - Recrealion (NORDC) E Appointing Aulhority: | Tomekia Dunkley-Edmond
Larry Barabino, Jr.

Is this a promolion or a new hire?: @ New Hire (Hired Above Minimum) Q Promolion (Qualified Above Minimum)

Proposed Classification: |EXECUTIVE ASSISTANT

Job Posting and Appointment

Type of Appointment: | Probationary E] Datle of Appointment (if known):
Duration of Job Posling:  |n/a {regisier was chesed)

Method(s) of Advertising?:  nia (register was closed)

Deiailed Position Descriplion: |Main Functions:
The Executive Axsistant to fhe CEQ conducts highly reepanaible sdminisirative support io tha top executive offinial of NORD. This ~
positian enyuras the timely rasponsivaness and handiing of all higher |evel decision making for the arganization.
Rapors (o, NORD Chisf Exsculive Officor
Duties;
Provides C-level administrative support including drafting of intemal meeting agendas, meeling minutes, and coordination of follow-up
adiivities;
Mainiains and manages emails, priorilies, calendar and deadlines for the NORD CEO;
Facilitates the collection of required CEQ signatures for NORDC operaling procedures and processes;
Works closely with NORD C-level slaff and all supporting personnel; )
Assisls in {he timely preparation of written ials (8.g. reporls, memos, letlers, etc } from the NORD CEO office;
Assists and provides administrative support in varied special adminisirative projects relaled to all funciions of NORD; and
Perform other dulies as assigned for the purpose of ensuring the efficient and effective funclioning of the New Orleans Recreation
Cravalopment Commission
Korwisrnn Rkiils and Ahilifiss Mued asinuand b csnahle ol kaaninmn with s highosnemny, dast-aarnd arnlscsional wark

Qualifications

How many applicants were on the eligible list? Afler reviewing the register, how many possessed ihe extraordinary qualification(s) described below?:
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18 candidales, of which five (5) runp;nqed and é:prn.ssacl ir:lrrmTuy ihe given deadiline. Of the ﬁve.; Geraldine éa_lh-oun-, ‘Sandra .Z_iu;;, =
Catherine Perrilloux, Clansss Koederitz, and Danjelle Wilson; Danielle is the only didale that p both Ihe experi and ~
educatien o qualify for Ihe extraordinary qualificatian

v

Employee Qualificalion that Exceeds the Minimum Details

Describe: | Minimum Qualification - from Job Anouncement

afler denial, additional documentation was submiited via email on Menday, May 6, 2019 for review

]
1

Describe how similar qualifications are not readily available in the labor markel at the minimum rate: | This posilion requires a unique sat of qualifications 1o oversee and provide quality adminisirative services to the CEQ of NORD
it issian. Ms. Wilson p those skill and ive level adminisiralive experience needed 10 enhance workflows, quality A~
and perfarmance improvement within this capacity. The extraordinary qualifications listed above are difficull 1o find especially at the

minimum entrance rale.

How are Lhe dulies of the posilion relevant lo the advanced qualification?:  |Ma other inferviewed candidate was idenlified in the market with Ms. Wilson's level of experience. The executive assistant to the CEO
has to have exlensive experiance working in a high level executive confidential environment as well as adapt lo a fast, flexible culture,
imust understand the dynamics of working in an agency that is governed by varies entities. Because Ms, Wilson in her current work
exparience al HANO as the execulive assisianl to the CEO and har past work as the administrative specialist wilh OPCSO compliance
she will be able to step into the role and function independently and without difficulty.

Are lhere olher deparimental I in this classification wilh Ihe same or equivalent qualifications: OYes ®No

ploy

Additional Documentation

Altachment 1:

Allachment 2:

Atlachment 3:

Proposed Pay Rate

Rale Granted in Sleps (maximum of 21} ] Rale Granled as a Percentage (must be divisible by 1.25): |7_5_ rx

How will hiring this person al the rale specified be a financial advantage to lhe City? (Please provide an objeclive financial analysis):
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Ms, Wilson in her current work experience ai HANO as the execulive assistant lo the CEO and her past work as the adminisiralive
specialist with OPCSO compliance she will be able 1o step into the role and function independently and without difficulty. The current
average salary for an Executive Assistant in markets similar to the New Orleans Melropolitan Area is approx, 84K The base salary for
Ihe Executive Assistant is $41,925, because of the eight years of administrative experience and her graduate degree, she was offered
$45,170.

LAppointing Authority Approval

Name: Tomekia Dunkley
Date: 5/7/2019
Approval: @ Approved O Denied

Comment: after derial, addiional documentstion was submilted by email on Monday, Ma y6, 2019

Class & Pay Approval

Name: Samuel Stoule
Date:  5/8/2019

Approval: @ Approved O Denied O Cancel

Commant:  Easad on additional information provided, we have no objeclion. Please process.
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