
NOTICE
The City of Stoughton will hold a Joint Meeting of the Personnel Committee and Parks &
Recreation Committee on Thursday, January 6, 2011 at 5:00 p.m. in the Hall of Fame
Room, Stoughton City Hall, 381 E. Main St, Stoughton, Wisconsin.

AGENDA:

1. Call to order.
2. Discussion and recommendations regarding the Youth Center Assistant Manager Position

Posting.
3. Future agenda items.

Adjournment

*The Meeting May Close Per State Statute 19.85(1)(e), deliberating or negotiating the purchasing of public
properties, the investing of public funds, or conducting other specified public business, whenever competitive or
bargaining reasons require a closed session, and then reopen for the regular course of business.

Greg Jenson, Chair of Personnel Committee
Sonny Swangstu, Chair of Parks & Recreation Committee
mph

Sent To:
Sonny Swangstu
Paul Lawrence Dave McKichan
Greg Jenson Eric Olstad
Eric Hohol

Cc: Mayor Donna Olson
City Attorney Matthew Dregne
Attorney Thomas Crone
Council Members
Department Heads
Stoughton Newspapers/Wisconsin State Journal
Pili Hougan, Deputy Clerk/Confidential Secretary (e-mail)
Tamarah Bader-Fleres/Debbie Blaney (e-mail)
Debbie Myren (e-mail)

Note: For security reasons, the front doors of the City Hall Building (including the elevator door) will be locked after 4:30
p.m. If you need to enter City Hall after that time, please use the Planning Department entrance on the east side of the
building. If you are physically challenged and are in need of assistance, please call 873-6677 prior to 4:30 p.m.

NOTE: AN EXPANDED MEETING MAY CONSTITUTE A QUORUM OF THE COUNCIL





CITY OF STOUGHTON
Parks and Recreation Department


381 E. Main Street, Stoughton, WI 53589 608.873.6677 fax 608.873.5519


MEMORANDUM


Date: January 4, 2011


To: Committee Members


From: Tom Lynch


RE: Replacement of the Youth Center Assistant Manager Position


Our current Youth Center Assistant Manager gave notice on 12/29. Tamberly
Brooks will be with us through Friday January 14. She also could be available if
needed, moving forward. She will still volunteer on occasion.


We feel this position needs to be filled. Currently the position works 1039 hours
at a pay rate of $10.61 (living wage). General hours consist of 2-6 PM weekdays
with some evening and weekend hours. The Assistant is the City connection to
the center on a daily basis. Coordinating the efforts of the volunteers and
Americorps workers is essential.


In a perfect world the Youth Center would be better with a fulltime employee but
we understand financing that option would take additional funding. For now it's
essential for the operation to maintain current levels.








City of Stoughton
Position Description


Name: Department: Recreation


Position Title: Youth Center Assistant Manager FLSA:


Date: December 2007 Reports To: Youth Center Manager


Purpose of Position:


The purpose of this position is to assist the Youth Center Manager with the daily operations and supervision of the
Stoughton Youth Center. This position reports to the Youth Center Manager.


Responsibilities:


 Assist with the supervision and daily operations of the youth center.


 Provide supervision and coordination for the Ameri-Corp staff and volunteers. This includes managing
documentation requirements.


 Assist in the enforcement of policies, rules and regulations governing the conduct of persons using the Youth Center.


 Maintain a positive and safe atmosphere for all center youth.


 Assist with developing and maintaining programs.


 Promote and market youth center activities and special events by developing program flyers, brochures and other
marketing materials.


 Assist in the organization and implementation of youth center fundraisers.


 Oversee the daily cleaning and maintenance of the facility. Report any maintenance concerns to the Manager.


Supervisory Skills


 Ability to assign, supervise, and review the work of others


Minimum Training and Experience Required to Perform Essential Job Functions


High school diploma or equivalent with one year of experience in working with youth. Position requires a valid
Wisconsin driver's license and a CPR Training and First Aid Certificate.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


 Requires the ability to process, calculate, compute, summate, and/or tabulate data and/or information. Includes the
ability to perform subsequent action in relation to these computational operations.







City of Stoughton Youth Center Assistant Manager


Position Description


 Requires the ability to explain, demonstrate and clarify to others within well-established policies, procedures and
standards. Ability to follow specific instructions and respond to simple requests from others.


 Requires the ability to utilize a wide variety of reference and descriptive data and information such as regulations,
schedules, payroll time sheets, work orders, safety handbook, correspondence and general operating manuals.


 Ability to communicate effectively with the Manager, all department personnel, other City departments, students,
volunteers, citizens and the public.


Mathematical Ability


 Requires the ability to perform addition, subtraction, multiplication and division; and to calculate percentages and
decimals.


Judgment and Situational Reasoning Ability


 Requires the ability to apply principles of rational systems. Ability to interpret instructions furnished in written, oral,
diagrammatic or schedule form. Ability to exercise independent judgment to adopt or modify methods and standards
to meet variations in assigned objective.


 Requires the ability to exercise the judgment, decisiveness and creativity required in situations involving the
evaluation of information against sensory, judgmental and/or subjective criteria, as opposed to criteria that are clearly
measurable or verifiable.


Physical Requirements


 Ability to operate a variety of office equipment including personal computer, calculator, photocopier, telephone, fax
machine, etc.


 Ability to maneuver objects weighing up to 50 pounds, including climbing and balancing.


The City of Stoughton is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the
City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective
and current employees to discuss potential accommodations with the employer.


____________________________ _______________________________
Employee’s Signature Supervisor’s Signature


____________________________ _______________________________
Date Date


h/lja/jobdescriptions/recreationdept – youth center assistant mgr.





