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Civil Service Meeting 

Minutes 

October 21, 2025 

The Civil Service Commission met in Council Chambers at 6:00 PM on October 21, 2025. 
 
In attendance: Nikki Quallen, Gustelia Scott, Paul Butler, Rhonda Bailey and Jeremy Shaffer. 
Nikki Quallen called the meeting to order at 6:00 PM. 
 
ROLL CALL 

• Mr. Butler – Present 
• Ms. Scott – Present 
• Ms. Quallen – Present 

 
DISPOSITION OF AGENDA 
Mr. Shaffer requested the addition of an agenda item regarding the Police Sergeant test 
discussion. The item was designated as number 12. 
 
Mr. Butler moved to approve the amendment of the agenda to add item 12 regarding the Police 
Sergeant test. Ms. Scott seconded the motion. 
 

Roll call was conducted:  
• Mr. Butler – Yes 
• Ms. Scott – Yes 
• Ms. Quallen – Yes 

 
Motion carried. 
 
Ms. Quallen stated that separate approval of the agenda, as amended, was required. 
Mr. Butler moved to approve the agenda as amended. Ms. Scott seconded the motion. 
 

Roll call was conducted: 
• Ms. Scott – Yes 
• Mr. Butler – Yes 
• Ms. Quallen – Yes  

 
Motion carried. 
 
DISPOSITION OF MINUTES 
Mr. Butler moved to approve the minutes as printed and previously distributed to all 
Commission members. Ms. Scott seconded the motion. 
 

Roll call was conducted: 
• Ms. Scott – Yes 
• Ms. Quallen – Yes 
• Mr. Butler – Yes 
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Motion carried. 
 
UNFINISHED BUSINESS 
No unfinished business to discuss. 
 
NEW BUSINESS: 
 
AGENDA ITEM #1 – Coordinator Public Service Posting 
Mr. Shaffer stated that Public Service is requesting approval to post a Public Service Coordinator 
position. He explained that the position would replace the vacant administrative role at the 
service window and would also handle zoning responsibilities, including BZA and Planning 
Commission support, along with assisting the Service Director on zoning and code enforcement 
matters. 
 
Mr. Butler asked whether the request was to add a new position or elevate the existing role. 
 
Mr. Shaffer stated it would replace the vacant admin position. He added that the position would 
remain in the coordinator pay range and that the exam used would be the administrative test, 
with zoning experience required as listed in the job description. 
 
Ms. Scott moved to post the Public Service Coordinator position. 
Mr. Butler seconded the motion 
 

Roll call was conducted: 
• Ms. Scott – Yes 
• Ms. Quallen – Yes 
• Mr. Butler – Yes 

 
Motion carried. 
 
AGENDA ITEM #2 – Eligibility List Administrative Assistant 
Mr. Shaffer noted that the previous eligibility list was exhausted and stated that two 
Administrative Assistant exam dates were held on 10/2 and 10/3. He confirmed that 
Commission rules allow all passing candidates from both exam dates to be approved as one 
eligibility list if the Commission chooses to combine them. He stated that the combined list 
contains 36 eligible candidates. 
 
Mr. Shaffer stated that the only open position was the Administrative Assistant role at the 
Mayor’s Office window. He explained that recent movement of administrative assistants into 
unclassified positions created several vacancies in classified roles. 
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Mr. Butler stated that the Commission had previously agreed to maintain an ongoing 
Administrative Assistant eligibility list and moved to add all candidates from both exam dates to 
the list. 
Ms. Scott seconded the motion. 

Roll call was conducted: 
• Ms. Scott – Yes 
• Mr. Butler – Yes 
• Ms. Quallen – Yes  

Motion carried. 
 
AGENDA ITEM #3 – Eligibility List Account Clerk 
Mr. Shaffer reported that the Account Clerk exam was held on September 30 and twenty-six 
candidates passed. He further described the staffing changes in Utility Billing that lead to the 
vacant admin position. 
 
Mr. Shaffer stated that the department intends to fill the vacancy with an additional Account 
Clerk rather than an admin, and to train Account Clerks to handle backflow and related duties. 
He also noted the existence of Account Clerk I as an entry-level and Account Clerk II as 
promotional roles and stated that the city is considering adding backflow as a required duty for 
Account Clerk II. 
 
Mr. Butler confirmed that the city currently employs an Account Clerk I and asked about future 
posting of Account Clerk II. Mr. Shaffer stated that Account Clerk II has been promotional in the 
past if qualifications are met. 
 
After discussion regarding consolidation of duties due to changes in billing systems and 
workloads, Mr. Butler moved to approve the Account Clerk I eligibility list.  
Ms. Scott seconded the motion. 
 

Roll call was conducted: 
• Ms. Scott – Yes 
• Mr. Butler – Yes 
• Ms. Quallen – Yes  

 
Motion carried. 
 
AGENDA ITEM #4 – Eligibility Wastewater Attendant/Operator 
Mr. Shaffer reported that seven candidates passed the Wastewater Attendant/Operator exam. All 
candidates were entry-level without wastewater licensure. He noted that the city is also 
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attempting to recruit licensed operators under the non-competitive posting the Commission 
previously approved. 
 
Mr. Butler discussed current staffing, retirement impacts, and EPA provisions that allow 
temporary operation by employees to progress toward higher licensure. Mr. Shaffer confirmed 
these provisions. 
 
Mr. Shaffer also noted that HR may begin direct outreach to licensed wastewater operators 
statewide, using EPA rosters. 
 
Ms. Scott moved to approve the eligibility list.  
Mr. Butler seconded. 
 

Roll call was conducted: 
• Ms. Quallen – Yes 
• Mr. Butler – Yes 
• Ms. Scott – Yes  

 
Motion Carried. 
 
AGENDA ITEM #5 – Eligibility Water Attendant/Operator 
Mr. Shaffer stated that seven candidates took and passed the Water Attendant/Operator exam. 
He noted that several openings exist due to recent retirements. 
 
Mr. Butler moved to approve the eligibility list.  
Ms. Scott seconded. 
 

Roll call was conducted: 
• Ms. Quallen – Yes 
• Ms. Scott – Yes 
• Mr. Butler – Yes  

 
Motion carried. 
 
AGENDA ITEM #6 – Service List 3.07 Civil Service Rule 
Mr. Shaffer reported that he distributed the service list required under Civil Service Rule 3.07, 
showing all active city employees and their titles. He noted the list assists with classification, 
appeals, and future job audits. 
 
Ms. Quallen asked whether departments should be added for clarity. Mr. Shaffer stated that 
departments can be added and that an updated version could be provided. 
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Mr. Butler asked about update frequency. Mr. Shaffer explained that the list has not historically 
been maintained but can now be generated periodically as desired. 
 
No action was required. 
 
AGENDA ITEM #7 – Job Classification Plan 4.01 Civil Service Rule 
Mr. Shaffer stated that the current classification ordinance does not separate classified and 
unclassified positions, which creates confusion. He reviewed the Ohio Revised Code and the local 
code and found that several titles in the local code do not appear on the ordinance list, and 
several titles used by the city do not match the code. He stated that a draft classification plan was 
started to organize all titles correctly, using both the state code and local code, and that the 
Commission must approve the plan before it goes to Council for legislation. 
 
He stated that the draft is incomplete and will be updated to ensure that every job title on the 
service list appears in the classification plan. He gave an example involving sanitation positions, 
explaining that their titles did not appear clearly in the ordinance even though they function as 
unclassified laborers. 
 
Mr. Butler asked about positions highlighted in the draft. Mr. Shaffer stated that those titles came 
from city code but are not currently part of the ordinance list. He explained that funding 
decisions for these roles belong to Council. 
 
Mr. Butler asked about the pay range steps shown in the ordinance. Mr. Shaffer explained that 
employees advance through steps each year and that the system guarantees annual increases. He 
stated that the city may eventually consider giving flexibility on starting pay ranges. 
Mr. Shaffer then explained issues with police cadet hiring. He stated that cadets are student 
positions under state law, but the city has placed cadets directly into collective bargaining roles 
in the past, which caused inconsistencies. The new classification plan will include an unclassified 
police cadet title so hiring and pay align with the law. 
 
He explained that water and wastewater also have student roles under state law called operator 
in training. The city has instead hired entry-level classified attendants and then attempted to 
require them to obtain higher licenses, which is difficult to enforce. The new plan will include 
water operator in training and wastewater operator in training titles so employees can move 
into classified roles after certification. 
 
There was discussion about license requirements, staffing needs, and creating a structure based 
on actual departmental demands. Mr. Shaffer stated that the goal is to stop placing employees 
into roles that do not match the licenses the departments truly need. 
 
Mr. Shaffer stated that no action was required and that he would continue refining the plan. 
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AGENDA ITEM #8 – Civil Service Appeal Update 
Ms. Quallen stated that the Commission received a mailed letter granting an extension for the 
pending civil service appeal. She explained that the letter had been sent the same day as the last 
meeting, but due to mailing and a holiday, she did not receive it until shortly after. She stated that 
the extension allowed the Commission to remain within the required time frame. 
 
She reported that the hearing is scheduled for October 27 at 10:00 a.m. and will be conducted by 
the hearing officer. She stated that Commission members do not need to attend. 
 
Mr. Butler asked whether attendance by commissioners would be appropriate or could create 
concerns. Ms. Quallen stated that she was unsure and would research the issue and follow up. 
 
No action required. 
 
AGENDA ITEM #9 – CritiCall Dispatcher Pre-Employment Testing (Rhonda Bailey) 
Ms. Bailey explained that CritiCall is a testing system used to evaluate dispatcher applicants and 
that the system allows remote testing through a single annual license. She stated that the agency 
sends applicants a link, sets an expiration date, and the system uses AI monitoring to flag 
suspicious activity with still images and video recordings for review. She stated that flagged 
candidates can be required to retest in person. 
 
Ms. Bailey stated that CritiCall contains modules that simulate real dispatch work, including 
reviewing information on multiple screens, entering data, typing tests, listening to recorded calls, 
and choosing appropriate responses. She noted that the scenarios match the multitasking and 
decision-making required in Wilmington dispatch, including EMD procedures. 
 
She stated that the annual license cost is 2,881 dollars, with a possible increase of three to five 
percent per year unless locked into a multi-year contract. She reported that other agencies, 
including Warren County, use CritiCall successfully. 
 
Ms. Quallen asked whether the test could still be given in person. Mr. Shaffer stated that it could 
be administered either in person or remotely and that HR could use available laptops to proctor 
several applicants at a time. 
 
There was discussion about audio requirements, testing environments, and how the current test 
differs from CritiCall. Ms. Bailey explained that the current test is audio-based with manual 
responses, while CritiCall replicates a full dispatch workflow. 
 
Mr. Butler asked whether current dispatchers would be required to take the test. Ms. Bailey 
stated they would not. 
 
Mr. Shaffer requested approval to add CritiCall as an authorized testing method. 
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Mr. Butler moved to approve the use of CritiCall.  
Ms. Scott seconded. 
 

Roll call was conducted: 
• Ms. Quallen – Yes 
• Mr. Butler – Yes 
• Ms. Scott – Yes  

 
Motion carried. 
 
AGENDA ITEM #10 – Member Paul Butler regarding City Civil Service Updates 
Mr. Butler stated that he had no report for this meeting. He explained that he had completed a 
draft but conducted additional research afterward and would present his updated report at the 
November meeting. 
 
There was no further discussion. 
 
AGENDA ITEM #10 – Police Sergeant Promotional Test 
Mr. Shaffer stated that the city still has another sergeant vacancy because not enough candidates 
passed the last exam. He stated that the Commission had previously approved reposting the 
sergeant test, but since that time a new police chief was appointed. He stated that he discussed 
the promotional exam with Chief Gibson, and the chief would like to update the process. 
 
Mr. Shaffer stated that the chief recommended new minimum qualifications. These included four 
years as an OPOTA-certified officer, one year with the Wilmington Police Department, being in 
good standing with no demotions in the previous twelve months, no discipline on file for a Group 
Two offense or higher, and maintaining a valid Ohio driver license. 
 
Mr. Shaffer stated that the chief recommended a one hundred-question written exam divided 
between the Wilmington Police Department Policy and Procedures Manual, the City of 
Wilmington Employee Handbook, the collective bargaining agreement for patrol officers, the 
collective bargaining agreement for sergeants, and two police management books currently used 
in testing. He stated that these materials would be posted as study guides. 
 
He stated that the chief also recommended a three-person oral panel with predetermined 
questions related to policing. He stated that the questions would come from the same source 
materials and would be scored on a scale of one to five. He stated that the chief suggested 
weighing the exam sixty percent written and forty percent oral. 
 
Mr. Butler asked whether the chief wanted one of the three panel seats reserved for a specific 
person. Mr. Shaffer stated that the chief did not mention this. 

Docusign Envelope ID: 092B566D-C6C8-462A-A346-F6B6BE8DEAD7



City of Wilmington, Ohio 
Civil Service Commission 
69 N. South Street  
Wilmington, Ohio 45177 

 

 
 

Page 8 of 8 

 

Ms. Quallen stated that creating a test locally requires ensuring reliability and validity. She stated 
that standardized exams are usually preferred. She asked questions about whether the written 
exam would measure recall or application and how the oral exam would fit into the scoring 
process. 
 
Mr. Shaffer stated that the current standardized exam may not be specific enough to Wilmington. 
He also stated that some cities no longer use written exams and instead use qualifications and 
panels as the competitive process. He stated that another option would be to continue using the 
current written test but adjust the weighting and add an oral panel. 
 
Mr. Shaffer stated that due to timing, the city needs to post a sergeant test soon and asked 
whether the Commission preferred to begin designing a new exam or move forward with 
reposting the current one. Ms. Quallen stated that reposting the existing exam would keep the 
process moving while the Commission continues reviewing possible changes. 
 
Mr. Shaffer asked the Commission for a formal motion to post the sergeant promotional test 
using the current process and to hold the exam as soon as possible. 
 
Mr. Butler moved to approve posting the sergeant test as it is. 
Ms. Scott seconded the motion. 
 

Roll call was conducted: 
• Ms. Quallen – Yes 
• Ms. Scott – Yes 
• Mr. Butler – Yes  

 
Motion carried. 
 
OTHER BUSINESS 
No additional discussion or business was brought forward by the Commission members. 
 
ADJOURNMENT  
With no additional matters to discuss, a motion was made by Mr. Butler to adjourn.  
Ms. Scott seconded. 

 
Roll Call – Adjournment 

• Mr. Butler – Yes 
• Ms. Scott – Yes 
• Ms. Quallen – Yes 

Meeting adjourned at 7:22 PM. 

________________________________________ 
Nicole Quallen - Chairperson 
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