
 

 

CONTACT: Diane Kendall, Sr. HR Generalist 
 425-452-5211 
 

Civil Service Commission 
Regular Meeting 

Agenda 

 
 

Date:  April 11, 2023 (Tuesday) 

Time:  4:00 p.m. 

Location: Bellevue City Hall 
Conf. Room 1E-109 

    

 

I. Call to Order 

II. Roll Call 

III. Approval of Meeting Minutes 10/11/2022 and 1/10/2023 

IV. New Business 

a. Request to Conduct a Police Quarter Master Recruitment. 

b. Request to Modify Police Support Steps 

c. Request to Conduct  2023 Police Records Disclosure Specialist 

Recruitment-Modification from 1/10/2023. 

V. Announcement of Next Meeting: July 11, 2023 

VI. Adjournment 

Informational Items:  

 

Fire – Status Changes:   

1.  Resignation Gary Gomez 



 

 

2.  Classification Johnathan Bridenbaugh to provisional 

firefighter/Engineer 

3.  Personnel Assignments Reassignments Effective 2/17/2023 

4.  Personnel Assignments Lateral Firefighters assignments Effective 2/17/2023 

5.  Retirement Todd Metter 

6.  2023Lateral Recruit 

Academy  

Graduates Bios 

7.  Personnel Assignment Effective 3/16/2023 and 3/17/2023 

 

 

Police – Executive Orders  

1.  Resignation Officer Nicholas Goon 

2.  Resignation  Captain Darryl McKinney 

3.  Thank You from Public 

12/2022 

Officer Shaw, Officer Rodriguez-Melendez, Officer 

Woo, Officer Hanaumi, Officer Hemsley, Officer 

Mancuso, Office Igo, Assistant Chief Popochock 

4.  Retirement Detective Norton 

5.  Promotion Sergeant Parrott and Masseth to Captain 

6.  Resignation Corporal Whitaker 

7.  Resignation Officer Gomez 

8.  Resignation Mikel Anderson, Quartermaster 

9.  Promotions Officer Halsted, Romero, Lyons, Chaput to Sergeant  

10.  Office of Accountability 

Report 

3rd and 4th Quarter 

11.  Transfer Captain Inman to PSU 

12.  Retirement Orlin VanWieringen, Police Support Officer 

13.  Thank You from Public 

1/2023 

Office Beyer, Officer Liu, Officer Taylor, Officer 

Hanaumi, Hemsley, Serna, Beyer, Igo 

14.  Resignation Officer Palmer 

15.  Acting Status Captain Spingler to Major 

16.  Resignation Lara Jacobson, Police Support Specialist Lead 

17.  Awards Officer Finan, Data Analyst, Lynn Boerner, Sergeant 

Shovlin, Officer Lyons, Detective Dolce, Senior 

Admin, Jean Morgan  

18.  Assignments Officer Passarella, Officer Conner, Officer Latimer 

19.  Temporary Assignments Special Operations Group to PSU 

20.  Transfers Sergeant Jones 

21.  Resignation Brooke Markham, Court Liaison Administrator 

22.  Resignation Officer Chao 



 

 

23.  Retirement Carla Furukawa, Police Support Specialist 

24.  Transfer Sergeant McElyea to PSU 

25.  End Trial Service Period Leo Gasper 

26.  Eligibility Lists 8 Entry, Exceptional or Experienced Police Officer  

 





































 

MEMORANDUM 
Bellevue Police Department 

RESPECT        INTEGRITY        ACCOUNTABILITY        SERVICE 

Date: April 6, 2023 
 
To: Diane Kendall, Civil Service Commission 
 
From: Wendell Shirley, Chief of Police  
 
Subject: Police Records Disclosure Specialist Recruitments  
 
In accordance with Civil Service Rules and Regulations, please accept this correspondence as an 
official request to conduct recruitment and to hire to fill any Police Records Disclosure Specialist 
vacancies as they occur in 2023. 
 
The Records Unit currently has one Police Records Disclosure Specialist vacancy. This will be an 
external job posting, and the position will be available to all current City of Bellevue employees 
and the public. 
 
In accordance with Civil Service Rule and Regulation 6.02.03, the Commission shall approve, 
prior to posting a job announcement, the steps and/or kinds of devices to be used to proceed 
to the next step. The Police Records Disclosure Specialist job announcement has been prepared 
and is based on the following minimum education and experience qualifications: 
 

• High school diploma or GED 
• Three years of experience in records/information management and familiarity in 

reviewing confidential data and working within the public sector or law enforcement. 
• Washington State Access Certification required (or ability to obtain within six months of 

hire). 
• Driver’s License may be required. 

 
Applicants must also meet the following knowledge, skills, abilities, and competencies: 
 

• Knowledge of public disclosure under the Washington State Public Records Act.  
• Knowledge of applicable codes, laws and regulations including Revised Code of 

Washington (RCW), Washington Administrative Codes (WACs), and applicable case law 
and information.  

• Knowledge of and demonstrated skill in the use of computer applications such as 
Microsoft Office applications (e.g., Word, Excel, and Access) and Adobe Acrobat. 



• Ability to maintain accurate documentation of search for requested records, including 
timeline, communications, documents provided, and exemptions or redacted materials. 

• Extensive skill in analyzing and organizing complex data; including large volumes of 
information under strict legal deadlines.  

• Skill in working with complex records/information and in interpreting rules, regulations 
and policies.  

• Skill in handling multiple and competing deadlines and priorities 
• Ability to manage multiple requests simultaneously and maintain attention to detail.  
• Ability to document information, research and resources. 
• Ability to resolve issues and concerns. 
• Ability to preserve confidentiality and integrity of records. 
• Ability to communicate effectively verbally and in writing to the public and staff. 
• Ability to work independently as well as part of a team. 

 
TESTING STEPS & DEVICES. In accordance with Civil Service Rule and Regulation 6.02.03, the 
Commission shall approve, prior to posting a job announcement, the steps and/or kinds of 
devices to be used to proceed to the next step. We are requesting approval of the following 
examination selection steps and devices. 

• The applications will be reviewed and scored to ensure applicants meet the posted 
minimum requirements using an Initial Screening Matrix. The matrix is designed to draw 
out the candidates who meet the minimum qualifications and most clearly articulate 
support of the City of Bellevue's Diversity Advantage Initiative, a passion for public 
service, knowledge of the Washington State Public Records Act, and an understanding 
of customer service and experience in their responses to our supplemental questions. 
Applicants scoring four or more affirmative answers will advance to the next phase for 
additional review. 

• No more than twenty applicants who pass the Initial Screening Matrix minimum will be 
invited to a phone interview. A Secondary Screening Matrix may be utilized if necessary 
to draw out those 20 candidates who are best suited to participate. The Secondary 
Screening Matrix will be based on scoring additional affirmative answers on the 
applications. 

• The phone interviews will be scored with a minimum passing score of 75% and will 
assess the knowledge, skills, and abilities to perform the duties of the position. A 
minimum of eight and a maximum of the top twenty scoring candidates following the 
phone interview will be invited to participate in a scored oral panel interview. 

• The panel on the interview board may consist of Police Records Supervisor(s), Lead 
Police Support Specialist(s), and/or Police Support Specialist(s), plus one department 
employee not assigned to the Records Unit.  

• The aptitude assessment (e.g., in-box exercise, etc.) will be administered to each 
candidate prior to the oral panel interview and consists of questions to determine level 
of aptitude with regard to the skills necessary for this position.  

• Candidates will be ranked by a total cumulative score of their performance on the skills 
assessment and oral panel interview. However, candidates must have a passing score on 
the oral panel interview to move on to the background process. 



• Panel interviews will be graded with a minimum passing score of 75%. The finalists will 
then be placed on the civil service eligibility list ranked by their final score. 

• The finalist(s) will undergo a background investigation to be conducted by a Personnel 
Services Unit Investigator. The candidate will be required to pass a polygraph, be 
fingerprinted for a WACIC pre-employment check, and undergo a drug test. The Police 
background investigation will be pass/fail. If at any point during the background 
investigation it is discovered the candidate does not meet the minimum qualifications 
for the position, the candidate will be disqualified from the process. 

• Candidates who fail any portion of the testing will be removed from the process. 
 
The Police Records Disclosure Specialist position is non-exempt and is represented by the 
Bellevue Police Support Guild. 
 
Motion: 
Move that beginning April 11, 2023, we are authorized to continue to recruit to fill vacancies as 
they occur in this classification throughout 2023. 
 
 
 
 
________________________ 
Chief Wendell Shirley 
































































































	Agenda Packet 4-11-2023
	Civil Service Commission Memorandum Police Public Disclosure Specialist 4-11-2023

	4-11-2023 Civil Service Agenda

