
OFFICIAL NOTICE AND AGENDA

Posted: 05/18/2011 @ 5:00 pm

Regular Meeting
of the: Personnel Committee
Date/Time: Monday, May 23, 2011 @ 5:30 pm
Location: Stoughton City Hall (381 E. Main Street) - Hall of Fame Room
Members: Greg Jenson(ch), Sonny Swangstu, Paul Lawrence(vc), Larry Peterson, Donna Olson (ex-officio)

AGENDA ITEMS FOR CONSIDERATION

1) Call to order.

2) Minutes of Prior Meeting(s): 4/28/2011

3) Fitness Contract (Navitas & Anytime Fitness).

4) Hire Ass't Director Position at the Senior Center.

5) Review/Revision of position descriptions including possible addition of an HR Generalist
position in the Clerk/Personnel Office.

6) Communications / Future Agenda Items:

Acknowledge Alderperson Eric Hohol for past service to the committee.

City of Stoughton Work Rules

Health Insurance Plans

Next Mtg Date: June 27, 2011 @ 5:30 pm

7) Adjournment.

Donna Olson, Mayor
Kelly Michaels, CityClerk

It is possible that members of, and possibly a quorum of members of other committees of the Common Council of the City of Stoughton may be in

attendance at the above-mentioned meeting to gather information. No action will be taken by any such groups at the above-mentioned meeting

other than the committee specifically referred to in this notice.

Please note that, upon reasonable notice, efforts will be made to accommodate the needs of disabled individuals through appropriate aids &

services. For information or to request this service, contact the City Clerk at (608) 873-6692

Distribution List: Media, Council, Mayor, Leadership Team, Clerk/Personnel Director & staff, Attorney Matthew Dregne, Mike Wilk

(Navitas), Nathan (Anytime Fitness)

of a meeting of a City Board, Commission, Department, Committee, Agency, Corporation, Quasi-
Municipal Corporation, or sub-unit thereof.

(All items listed may be acted upon unless noted specifically for communication only.)

IMPORTANT: THREE (3) MEMBERS NEEDED FOR A QUORUM: If you are unable to attend the meeting, please
notify the City Clerk by calling (608)873-6677 or via email kmichaels@ci.stoughton.wi.us
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MINUTES
MEETING OF THE PERSONNEL COMMITTEE
Date: Thursday, April 28, 2011 – 5:00 p.m., in the Hall of Fame Room at City Hall.


Personnel: Members Present: Greg Jenson, Paul Lawrence, Larry Peterson, Mayor
Donna Olson. Members Excused: Sonny Swangstu.


Others Present: City Clerk Kelly Michaels, Lieutenant Pat Conlin.


Call to Order: City Clerk Michaels noted there was a quorum present and called the
meeting to order at 5:00 pm.


Election of Chair / Vice Chair: City Clerk Michaels solicited nominations for the
position of Chair. Alderperson Lawrence nominated Greg Jenson. No other
nominations were made and nominations were closed.


Motion by Lawrence, second by Peterson to cast a unanimous vote for Greg Jenson to
the position of Chair. Motion carried 3-0.


Jenson took control of the meeting and solicited nominations for the position of Vice
Chair. Alderperson Peterson nominated Paul Lawrence. No other nominations were
made and nominations were closed.


Motion by Peterson, second by Jenson to cast a unanimous vote for Paul Lawrence to
the position of Vice Chair. Motion carried 3-0.


Set Regular Meeting Schedule (date, time location): It was the consensus of
committee members to set their regular meeting schedule for the 4


th
Monday of every


month at 5:30 pm., in the Hall of Fame Room at City Hall.


Request to Increase Part-time Dispatcher Pool of Workers: It was explained that
the City of Stoughton runs shifts that cover dispatch services 24 hours a day, seven
days a week. This service is covered by full time dispatchers with part time dispatchers
being called to cover shift vacancies during vacations, sick, training or other leave
times. The pool of part-time dispatchers is limited in that there are only three of them
and since they all work other jobs, they are not always available for use. When the
pool of part-time dispatchers is unavailable to provide coverage, the Police must hold
over a full time dispatcher to provide coverage in an overtime situation. In fiscal terms,
it is more favorable to increase the pool of part-time dispatchers to increase the
chances of having a part time person available when those vacancies occur than to
hold a full time dispatcher over at a higher rate of pay. Increasing the pool of part time
dispatchers has no fiscal impact to the city as we are required to provide service
perpetually and using a part time dispatcher to cover a full time vacancy works towards
the goal of reducing expensive overtime.


Members reviewed the Dispatch part-time versus over-time summary presented by Lt.
Pat Conlin.
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Motion by Lawrence, second by Peterson to hire part-time dispatchers as necessary to
increase the numbers available to work from the dispatcher pool. Motion carried 4-0.


Communications: Jenson thanked Alderperson Eric Hohol for his years of service on
the Personnel Committee.


Alderperson Lawrence questioned the status of the Parity issue from the previous
agenda. Michaels explained for the benefit of new members that the Parity issue was
related to the 5.8% contribution requirement that will be required by non-represented
employees to begin at the time the court order is lifted and it becomes law.
Represented employees would not be required to pay this until their contracts have
expired. The matter was brought before the committee last month to see if they would
be interested in recommending parity for 2011 “in concept” for non-represented
employees as funds are already budgeted in 2011. She indicated the committee had
asked that staff work with the Finance Director to provide a fiscal impact and plan of
action, however until there is an effective date of the law, any plan or fiscal impact
would still be conceptual. The committee was not comfortable with the parity resolution
when it was presented in concept and felt there needed to be concrete numbers.
Nothing has changed as it is still under court order and we don’t know when it would
start.


Mayor Olson noted they should consider reviewing the Stoughton Work Rules to make
sure they are up to date in anticipation of union contracts expiring and that the work
rules cover all employees. Jenson asked that it be placed on the next agenda.


Mayor Olson suggested we also take a look at our Health Insurance as well.


Motion by Lawrence, second by Peterson to adjourn the meeting. Motion carried 4-0.
Meeting adjourned at 5:30 pm.


Respectfully submitted,


Kelly Michaels, CMC, WCMC
City Clerk/Personnel Director
















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


MEMORANDUM


Date: March 17, 2011


To: Finance Committee, City Council


CC: Mayor


From: Laurie Sullivan, Finance Director


RE: Employee Fitness Contract


Attendance Statistics: I have attached a spreadsheet that shows use of the fitness contract for the
past 6 months.


 34 total employees visited in the 3 month period, of those 25 are not City
Employees.


 11 employees visit more than 10x per month


 16 employees visited less than 10 x in 3 months


 9 City Employees use the Health Center on a regular basis. (13 non employees)


Summary of Contract Proposals:
Anytime Fitness


 Contract length would need to be shortened from April 2011 – March 2012 to April 2011
– Dec 2011.


 Open 24/365.


 Multiple locations.


 Classes available at Oregon and Verona locations.


 Complimentary tanning.


 Pricing
o $25 for every accumulated 10 visits.
o Will round DOWN if an increment of 10 visits has not been reached within a


billing cycle.
o Cost of adding eligible family members or significant other is $20 per month for


the first membership and $10 for each additional family member.


Navitas


 Contract length would need to be shortened from March 2011 – March 2012 to March
2011 – Dec 2011.


 Minimum number of memberships is five.


 Extensive facilities at one location (classes available for an additional charge to the
employee).







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


 Pricing
o $34 for every accumulated 10 visits.
o Going by previous billings, memberships are rounded up.
o Cost of adding eligible family members is $22 per month for the first


membership and $5 for each additional family member.


I have spoken to both Fitness Centers and they are both willing to change their contracts to annual
January through December. The current contract would end December 31, 2011. This would
give us time to consider if this will be funded in the 2012 budget.


Staff is recommending that if funding is continued for the Fitness Contracts, that both contracts
be accepted and the employee can choose which facility to use.







Fitness Center Attendance


Dept Cty Health SEPT OCT NOV DEC JAN FEB Total


Council No 2 0 0 0 0 0 2


Council No 0 0 0 5 10 3 18


Council No 2 9 10 10 9 8 48


Council No 13 18 15 10 20 16 92


EMT No 0 0 10 3 0 0 13


EMT No 0 0 1 9 0 1 11


EMT No 0 0 0 0 9 5 14


EMT No 0 0 0 0 2 4 6


EMT No 0 0 0 0 7 3 10


EMT No 1 0 2 0 6 4 13


EMT No 25 26 27 28 24 14 144


EMT No 0 0 6 12 12 17 47


EMT No 0 0 9 2 0 0 11


EMT No 0 0 0 3 6 0 9


EMT No 0 0 0 0 17 9 26


EMT No 0 0 0 14 13 15 42


EMT No 0 0 0 0 5 0 5


EMT No 9 10 17 0 0 0 36


EMT No 0 0 0 3 0 12 15


EMT No 0 0 2 1 1 0 4


EMT No 0 0 0 12 3 3 18


Fire No 0 0 0 0 0 1 1


Fire No 1 2 0 1 1 2 7


Fire No 0 0 1 0 1 3 5


Library no 0 0 0 5 2 3 10


Library No 4 7 8 8 10 9 46


Senior Cntr No 0 0 1 0 0 0 1


Senior Cntr No 2 4 5 3 0 0 14


Dept Cty Health SEPT OCT NOV DEC JAN FEB Total


Dispatch Yes 8 7 10 8 8 9 50


Library Yes 8 12 13 16 10 8 67


Mayor Yes 1 0 0 0 0 0 1


Parks Yes 0 5 2 0 0 0 7


Plan Yes 11 8 14 21 16 19 89


Plan Yes 0 3 18 20 16 17 74


Police Yes 15 17 16 19 13 14 94


Police Yes 0 0 1 0 0 0 1


Police Yes 7 2 0 13 7 6 35


Police Yes 0 1 0 2 0 0 3


Senior Cntr Yes 0 0 3 8 6 2 19


Utilities Yes 0 1 0 0 3 4 8


Utilities Yes 22 30 30 22 16 18 138


Utilities Yes 19 25 21 23 24 6 118


Empl Count 17 18 24 17 29 29 22


Monthly Total Visits 167 205 266 298 306 264 1506








































City of Stoughton
Position Description


Name: Department: Area Senior Center


Position Title: Assistant Director Pay Grade: FLSA: N


Date: January , 2005 Reports To: Director
______________________________________________________________________________


Purpose of Position


The purpose of this position is to assist the Director with the coordination and administration of the Area
Senior Center services, and assume the responsibilities of the Director in his/her absence.


Essential Duties and Responsibilities


The following duties are normal for this position. These are not to be construed as exclusive or all-
inclusive. Other duties may be required and assigned.


Provides assistance to the Director regarding the coordination and administration of Area Senior Center
services and staff. Keeps informed of all aspects of Center operations so that he/she can make
responsible decisions in absence of Director, or when needed.


Coordinator of Case Management Services


Provides assistance to Director in developing and implementing activities and Fund Raising for senior
citizens; provides support group coordination, facilitation, and programming.


Responsible for all database management and all computer related updates and operations.


Attends continuing education opportunities as appropriate.


Additional Essential Duties and Responsibilities


Shares responsibility with Director in the recording and managing of daily financial records and deposits.


Assists Director with the formulation of County and City budgets; assists with the creation and
implementing of new policies.


Assists Director in development of short and long range goals.


Oversees the gathering of data for studies, reports and recommendations.


Works with the Director to coordinate meetings that are essential to the operation of the Area Senior
Center.







Coordinates all elderly case management services; develops case management policies and procedures,
develops and implements public awareness and education programs, acts as advocate for case
management program and workers; confers with case managers regarding client cases, evaluates case
management services to maintain accreditation standards, and to meet strategic goals.


Coordinates billed services; completes documentation of home visits as required; monitors and reports
Medical Assistance case management hours along with Nutrition, case management and transportation
services.


Assists the Director with public relation issues and assists with the investigation and follow-up on citizen
requests for service, complaints, and requests for information.


Represents the City and makes presentations to boards, committees, civic groups and the general public as
requested and expected.


Minimum Training and Experience Required to Perform Essential Job Functions


Associate degree in Sociology, Psychology, or a related field with one to two years experience,
experience working with the elderly, or any combination of education and experience that provides
equivalent knowledge, skills, and abilities.


Minimum Physical and Mental Abilities Required to Perform Essential Job Functions


Physical Requirements


Ability to operate a variety of office equipment including personal computer and peripherals, photocopier,
telephone, etc.


Supervisory Skills


Ability to assign and review the work of others.


Ability to make recommendations regarding the selection, training, discipline, and discharge of
employees.


Mathematical Ability


Ability to add, subtract, multiply, divide, calculate decimals and percents, and make use of the principles
of descriptive statistics.


Language Ability and Interpersonal Communication


Ability to comprehend and interpret a variety of documents including time sheets, outreach grid sheets,
transportation and meal records, City Council reports, daily log records, etc.


Ability to prepare a variety of documents including outreach services, medical, transportation, volunteer,
City Council, and other reports, etc. using prescribed format and conforming to all rules of punctuation,
grammar, diction, and style.


Ability to record and deliver information, explain procedures, and follow instructions.







Ability to use and interpret social services terminology.


Ability to counsel, provide support and encouragement, and perceive changes in psychological
functioning.


Ability to communicate effectively with clients and family members, Area Senior Center personnel,
teachers and students, volunteers, service providers, and others verbally and in writing.


Ability to oversee staff and volunteers effectively.


Environmental Adaptability


Ability to work effectively in an office environment.


The City of Stoughton is an Equal Opportunity Employer. In compliance with the American 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








City of Stoughton
Position Description


Name: Department: Clerk’s Office


Position Title: City Clerk/Personnel Director Pay Grade: FLSA: E


Date: March 2009 Reports To: Mayor


Purpose of Position


The purpose of this position is to supervise, direct and coordinate City Clerk’s Office activities, maintenance of public
records, elections, licenses, official minute taking, and coordinate administrative personnel functions for the City.


Performs under the general supervision of the Mayor. Directs and supervises the administrative work and activities of the
Clerk/Personnel Department including statutory duties of the City Clerk. Prepares budgets and implements city policies.
Keeps records of all council proceedings, executes council directives, administers elections and licensing activities,
assists the public and serves as a statutory municipal officer of the City. Directs and manages the overall function of
Personnel services, policies, and programs for the City.


Essential Duties and Responsibilities


The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive.
Other duties may be required and assigned.


City Clerk Duties:


 Plan, supervise and direct Clerk’s office staff activities including Court Clerk.


 Plan and direct the maintenance, filing, safekeeping, and computerization of all municipal documents to Maintains
public records and ensures that records are properly preserved, filed and disposed of; maintains official records of
licenses, permits and bonds; elections; council actions; minutes;


 Responsible for coordinates publication of City legal notices in accordance with state law and municipal ordinance.


 Staff Person to Council and Committee of the Whole. Prepare official City Council proceedings, minutes; prepares
meeting agendas and other materials as required; completes follow-up of City Council and Committee actions.


Provides assistance to persons with disabilities in obtaining services from the municipality


 Develop and conduct orientation programs for candidates for political office. Provide procedural assistance to
candidates running for elective office. Act as filing officer for City of Stoughton election activities.


 Research information in the municipal archives upon request of public officials and private citizens. Respond to
open record requests.


 Coordinates and administers public hearing process for Council and Committee of the Whole and other departments.


 Administers City insurance programs. Files all insurance claims with respective carriers (i.e. Workers
Compensation, Property, Liability, etc.). Responsible for processing claims against the municipality, maintaining
files and log of claims, and coordinating claim response and handling with municipal claims administrators,
departments, insurance companies, claimants and the elected body.







City of Stoughton City Clerk/Personnel Director
Position Description


 Coordinates and administers City election process including voter registration, ballot preparation, absentee voting
and conducts Election Day process. Responsible for the administration of municipal elections, including preparation
and distribution of ballots, appointment and training of election officers, and tabulation and certification of results all
in accordance with federal, state and municipal laws.


 Directs issuance of licenses and permits. Plans, reviews and makes recommendations regarding fee structure and
regulations of licensing in accordance to federal, state and municipal laws.


 Coordinates the open book and board of review process. Provide information to the public in the quasi-judicial
process. Serves as the Clerk on the Board of Review. Provide determinations to property owners and complete
summary reports and training certifications to the Wisconsin Department of Revenue.


 Prepares election and court line items for annual budget process. Perform departmental budgeting duties, including
budget preparation for clerk, council, election and court division line items; expenditure and revenue impact analysis
for annual budget for outcomes submission.


 Prepares tax rolls for submission to the City Treasurer; Reviews and signs reviews statement of assessments and
statement of taxes and tax roll.


 Processes delinquent utilities for tax roll.


 Prepares ordinances and resolutions and coordinates the codification process. Prepare ordinances, resolutions, and
proclamations so that they can be executed, recorded, archived, codified and distributed. Maintain official municipal
code, city charter, policies and procedures.


 Performs Recycling Coordinator duties, apply for and administer yearly Recycling Grant.


 Logs and expedites complaints and reports to the City Council. Responds to requests for information from the
public, other municipalities, state officials, and state and federal legislative offices. Provides information regarding
constituency concerns to appropriate department and/or council member


 Liaison to Federal Census Bureau. Performs Redistricting duties in accordance with State and County guidelines and
procedures.


 Prepares Special Assessments Worksheet for Tax Roll.


 Perform contract administration duties, assisting with bid openings and the awarding of contracts. Maintains all
contract files.


 Submits Quarterly Strategic Management Goal Accomplishments for Clerk’s Department.


 Has overall responsibility for all City insurance coverage and makes recommendations regarding adequacy to the
City Council. Serves as City Risk Manager, reviews and approves all contracts in regards to insurance coverage.


 Represents the City to the Cities and Villages Mutual Insurance Company.


 Manage current listing of city properties, contractor equipment and property in the open for insurance coverage
purposes.


 Manage and maintain current listing of fleet vehicles. Keep vehicle titles and registrations for city fleet. Provide for
insurance coverage.







City of Stoughton City Clerk/Personnel Director
Position Description


 Determines departmental needs for operating efficiencies.


 Authorizes payments and purchases in accordance with and within budgetary constraints.


 Liaison to City Attorney.


Personnel Director Duties:


 Originates and leads Personnel practices and objectives that will provide an employee-oriented, high performance
culture that emphasizes team work, continuous improvement, productivity, efficiency, high quality standards, goal
attainment, and the recruitment and ongoing development of a superior workforce.


 Coordinates implementation of services, policies, and programs through staff; reports to the Mayor and serves on the
executive leadership team; and assists and advises city departments relative to Personnel issues.


 Assists department heads and supervisors with personnel problems; assists the Personnel Committee in collective
bargaining, as required; handles and refers labor grievances to Personnel Committee, Staff person to Personnel
Committee.


 Prepares and organizes the recruitment of new employees. Establishes criteria for hiring and participates in selection
process, assigns tasks, orient and train new employees, review work in progress and upon completion, conduct
performance reviews, recommends pay increases, discipline, or discharge, and handle employee grievances at the
first step.


 Coordinates and participates in the hiring of City Employees so that hiring policies are followed and is responsible
for going over contracts, Work Rules, Policies and benefits with new hires.


 Directs new employee orientation regarding payroll, withholding, benefits, retirement, etc. Provides forms for, and
collects new employee information regarding payroll, withholding, etc.


 Provides or reviews necessary financial data for collective bargaining and assists Personnel Committee as necessary.


 Prepares salary and benefit data of annual budget process.


 Coordinates health insurance and other benefit administration.


 Responsible for employee relations and assists departments with providing referrals for EAP services.


 Administers CDL Random Drug and Alcohol Screening Process. Performs follow-up for CDL drug and alcohol
positive readings.


 Assists with Interpretation of Union Contracts and Work Rules. Maintains Regular and Confidential Personnel
Records.


 Liaison to Labor Attorney regarding Union negotiations.


Supervisory Skills


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







City of Stoughton City Clerk/Personnel Director
Position Description


 Ability to make recommendations regarding the selection, discipline and discharge of employees.


Minimum Training and Experience Required to Perform Essential Job Functions


High school diploma or equivalent, vocational/technical training in accounting, three to five years municipal government
or related experience, or any combination of education and experience that provides equivalent knowledge, skills, and
abilities.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


 Ability to decide the time, place and sequence of operations within an organization, and the ability to oversee
operations. Ability to analyze and categorize data and information using established criteria, to determine
consequences and identify and select alternatives.


 Ability to manage and direct a group of workers, including the ability to provide counseling and mediation. Ability
to persuade, convince and train others. Ability to advise and interpret the application of policies, procedures and
standards to specific situations.


 Ability to utilize, prepare and/or interpret a variety of advisory and design data and information such as meeting
minutes/agendas, insurance records, legal notices, public records, payroll records, special assessments, election
notices, licenses, accounts payable, accounts receivable records and documents, State Statutes, City ordinances, tax
rolls, financial statements and accounting methods.


 Ability to communicate effectively orally and in writing with Mayor, office staff, other City personnel, City Council
members, vendor representatives, attorneys and the general public.


Mathematical Ability


 Ability to calculate percentages, fractions, decimals, interest, discount and ratios. Ability to interpret descriptive
statistical reports.


Judgment and Situational Reasoning Ability


 Ability to use functional reasoning in performing synthesis functions and influence functions such as supervising,
managing, leading, directing and controlling.


 Ability to exercise the judgment, decisiveness and creativity required in situations involving the direction, control
and planning of an entire program or multiple programs.


Physical Requirements


 Ability to operate a variety of office equipment including computer terminal, typewriter, telephone, fax machine,
calculator/adding machine and photocopier.


 Ability to exert light physical effort in sedentary to light work typically involving lifting, carrying, pushing and
pulling.


 Ability to coordinate eyes, hands, feet and limbs in performing moderately coordinated movements such as typing.







City of Stoughton City Clerk/Personnel Director
Position Description


Environmental Adaptability


 Ability to work under generally safe and comfortable office conditions where exposure to irate individuals may cause
discomfort and poses possible risk of injury.


The City of Stoughton is an Equal Opportunity Employer. In compliance with the American 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


Council approved 4-13-04 3-10-2009 July 2011








City of Stoughton
Position Description


Name: Department: Clerk


Position Title: Deputy City Clerk/ Pay Grade: FLSA: N
Confidential Secretary Administrative Specialist


Date: March 2009 Reports To: City Clerk/Personnel Director


Purpose of Position


The purpose of this position is to perform various confidential secretarial administrative and clerical tasks supporting the
Clerk / Personnel Director in the Clerk functions of the department. administrative and This position requires record
keeping, forms completion and data entry related to tasks related to employee benefits, City Council and related
committee functions, elections, licensing and council / committees. risk management and City license regulation; and It
is expected that the position will perform the tasks of the City Clerk / Personnel Director tasks in his/her absence.


Essential Duties and Responsibilities


The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive.
Other duties may be required and assigned.


 Prepares monthly Wisconsin Retirement Fund System reports and submits to WRF. Reconciles retirement fund
annually. Keeps up to date on changing regulations. Prepares employee transaction reports for terminations.


 Prepares City licenses for liquor sales, operator’s, electrical contractors and others. Prepares yearly license renewal
letters. Prepares legal notices for publication. Coordinates the process for applications to be reviewed by the Public
Safety Committee and Council and Police Chief. Keeps up to date on changing regulations regarding alcohol
licensing. Maintains License Manager software program updates.


 Maintains cash receipting for licenses and balance reporting for Finance Department.


 Provides clerical services as directed by the Clerk/Personnel Director for the department and others. Tasks may
include: correspondence, memos, meeting minutes, agendas, lists, forms and special projects. Processes mail and
paperwork received for the Clerk/Personnel Department.


 Coordinates and provides administrative assistance to the Mayor as needed.


 Provides staff person clerical services to the Public Safety Committee. Coordinates meeting dates, times and
locations for Public Safety Committee. Updates committee information on the web site. Prepares monthly Public
Safety committee meeting agendas. Gathers pertinent information; prepares, posts and distributes agendas, attends
meetings; generates, maintains and distributes meeting minutes; assists with committee directives, prepares ordinance
and resolutions under the direction of the Clerk/Personnel Director, forwards committee recommendations for
Council; maintains meeting related files.


 Staff person to Community Affairs/Council Policy Committee. Prepares monthly CA/CP committee meeting
Provides staff clerical services to the CA/CP Committee. Coordinates meeting dates, times and locations for CA/CP
Committee. Updates committee information on the web site. Gathers pertinent information; prepares, posts and
distributes agendas, attends meetings; generates, maintains and distributes meeting minutes; assists with committee
directives, prepares ordinance and resolutions under the direction of the Clerk/Personnel Director, forwards
committee recommendations agendas. Gathers pertinent information; attends meetings; generates, maintains and
distributes meeting minutes; forwards committee recommendations for Council; maintains meeting related files.







City of Stoughton Deputy Clerk/Confidential Secretary
Position Description


 Assists in the preparation of bi-monthly Council meeting packets and distributes to Council members and Department
Heads. Prepares Council action follow up correspondence and memoranda. Prepares legal notices, ordinances and
resolution for publication. Assists in post council work and compliance with council directives. Posts agendas,
packets and minutes on the web site.


 Prepares Council action follow-up correspondence and memoranda.


 Prepares legal notices, ordinances and resolutions for publication.


 Prepares correspondence and preliminary and final billing statements for special assessments. Maintains special
assessment program, i.e. new assessments, payments, etc.


 Prepares worker’s compensation reports and submits to insurance carrier.


 Assists in processing claims against the City and forwards to Department Heads and City Council. Prepares
disallowance resolutions. Prepares and mails certified disallowance letters to claimants following council actions.
Maintains claim files.


 Assists in new employee orientation regarding payroll, withholding, benefits, retirement, etc. Provides forms for, and
collects new employee information regarding payroll, withholding, etc.


 Maintains employee benefit database in payroll.


 Assists City Clerk/Personnel Director with risk management duties.


 Updates work rules and handbook as needed or annually.


 Reviews, approves and submits for payment monthly union dues billing.


 Reviews, approves and submits for payment quarterly United Way billing.


 Updates policies and procedures manual.


 Prepares the employee newsletter, Up Close and Personnel, on a monthly basis.


 Maintains Common Council Minutes by inputting into LaserFische and placing into permanent Council Minute book.
 Maintains committee minutes by inputting into LaserFische. Provides electronic imaging of files for electronic


record retention in the City’s Laserfiche program. Maintains and coordinates departmental paper files and records
according to the City’s record retention policy.


 Prepares various journal entries.


 Acts as liaison between employees and health insurance carrier.


 Responsible to oversee processes involving office / paper supplies, mail center, departmental telephone operations
and public notice board.


 Attends Common Council, committee and Department Head meetings and performs other City Clerk duties in his/her
absence.


 Assists with interpretation of work rules and union contracts.







City of Stoughton Deputy Clerk/Confidential Secretary
Position Description


 Confidential secretary to management. Performs clerical, administrative and information gathering tasks and deals
with confidential information involving the City’s strategy or position in collective bargaining, contract
administration, litigation or other similar matters relating to labor relations and grievance handling between City and
Union representatives.


 Prepares government reports on a monthly and quarterly basis.


 Coordinates Voter Registration records. (i.e.Register new voters, input new voter information into computer
program, make address changes on cards and on computer, delete voter registration for those that have moved out of
the city or deceased, purge voter registration records every four years to delete inactive voters.) Submits “HAVA”
checks on all new voter registrations in SVRS. Sends “PING” letters to all voter registrations that don’t match with
the DOT or SSA.


 Maintains all election information in the SVRS system.


 Coordinates in preparing for and overseeing elections. Prepares and mails absentee ballots to electors residing at
nursing homes, serving in the military, or other requests for ballots. Coordinates obtaining and training election poll
workers, scheduling of poll workers, holding public tests of the voting equipment, preparing election materials,
overseeing election workers, compiling election results at the end of the Election day and submits election results to
Dane County and School District Clerks. Inputs new registrants and address changes after the election. Inputs voter
participation in the election. Compiles and files city’s records of the election. Participates in Board of Canvass
activities.


 Generates and publishes all legal notices regarding elections. Coordinates cooperative notices with area township
clerks.


 Provides backup to Receptionist by performing those responsibilities in his/her absence. Meets and greets visitors to
City Hall and assists them in way finding under the direction of the Clerk/Personnel Director.


 Enters data into computer spreadsheet files.


 Assists in preparing for public hearings, publish legal notices regarding public hearings, sends notices to neighbors
within 300 feet of affected property.


 Prepares ordinances and resolutions for review by City Attorney.


 Compiles, updates and distributes the Local Government Handbook annually. Assists in the inauguration and the
providing of information and services to newly elected council members, mayor or judge. Updates all materials and
electronic media with names of the newly elected body.


 Produces Coordinates the city newsletter, The Tower Times, quarterly. Compiles information from committees,
department heads and staff, community groups, etc; and coordinates printing, prepares for mailing to all city routes.


 Updates ordinance books. (Compiles new ordinances, submits to be codified, and upon receipt, review for errors and
update all ordinance books.)


 Compile, update, distribute, collect and track Economic Interest Statements from all City employees and committee
members.


 Maintains regular and confidential personnel records.
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Position Description


 Develops Clerk’s Office website and maintains the same. Maintains and updates website related functions of the
City Clerk’s Office including but not limited to elections/voting, licensing and council/committees.


 Responds to requests for Special Assessment Certificates.


 Review and process for department head authorization and payment, legal services billing and municipal code billing.


 Provide administrative liaison services to the Food Pantry.


 Other duties as assigned by the Clerk/Personnel Director.


Additional Tasks and Responsibilities


While the following tasks are necessary for the work of the unit, they are not an essential part of the purpose of
this position and may also be performed by other unit members.


 Sorts and files documents including personnel records.


 Initiates new employee files.


 Maintains contract, personnel and regular files.


 Serves as a Notary Public and assists visitors in this capacity as required.


 Assists with New Employee Wage/Benefits duties as assigned
 Provides Customer Services Assistance to the General Public including telephone, computer and in person contact.
 Assists in providing coverage during peak and staff shortages in other areas and functions of Personnel operations.


Minimum Training and Experience Required to Perform Essential Job Functions


Associates or Bachelor’s degree in Business Management, Communications, Political Science, Administrative Servives
or similarly related field, or any combination of education and experience that provides equivalent knowledge, sills and
abilities. Certification or training as Municipal Clerk preferred, but not required. High school diploma or equivalent,
vocational/technical training in human resources or related field. Three to four years experience in human resources or
related work in City government in a municipal government setting is desired. Experience with website management,
Microsoft office, software applications, PageMaker, or any combination of education and experience that provides
equivalent knowledge, skills, and abilities. Word, Excel, Outlook, SVRS and Laserfiche software applications beneficial.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


 Ability to analyze and categorize data and information in order to determine the relationship of the data with
reference to established criteria/standards. Ability to compare, count, differentiate, measure and/or sort data, as well
as assemble, copy and record and transcribe data and information. Ability to classify, compute and tabulate data.


 Ability to advise and provide interpretation to others how to apply policies, procedures and standards to specific
situations.







City of Stoughton Deputy Clerk/Confidential Secretary
Position Description


 Ability to utilize a variety of advisory data and information such as financial statements and records, vouchers,
invoices, payroll records, and instructions, instructional materials, billing statements, purchase orders, schedules,
retirement reports, employee vacation/leave records, memos, state statutes, computer software operating manuals,
dictionary, union contracts, city employment policies, payroll administration guides, procedures, guidelines and non-
routine correspondence.


 Ability to communicate orally and in writing with City Clerk personnel, City employees, department heads and the
general public. Ability to maintain a high degree of confidentiality.


Mathematical Ability


 Ability to calculate percentages, fractions, decimals. Ability to interpret basic descriptive statistical reports. Ability
to balance and reconcile financial accounts numerical data.


Judgment and Situational Reasoning Ability


 Ability to use functional reasoning and apply rational judgment in performing diversified work activities.


 Ability to exercise the judgment, decisiveness and creativity required in situations involving the evaluation of
information against measurable criteria.


Physical Requirements


 Ability to operate office equipment and machinery requiring simple but continuous adjustments such as computer
keyboard/typewriter, telephone, calculator/adding machine, photocopier, laminator, hole punch and fax machine.


 Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as rapid keyboard use.


 Ability to exert light physical effort in sedentary to light work.


 Ability to recognize and identify degrees of similarities or differences between characteristics of forms, sounds.


Environmental Adaptability


 Ability to work under safe and comfortable conditions where exposure to environmental factors poses little to no risk
of injury.


The City of Stoughton is an Equal Opportunity Employer. In compliance with the American 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


Council Approved 4-13-04 January 8, 2008 March 10, 2009 June 2011








City of Stoughton
Position Description


Name: Department: Clerk


Position Title: Human Resources Generalist - Pay Grade: FLSA: N
Confidential Administrative Specialist


Date: July 2011 Reports To: City Clerk/Personnel Director


Purpose of Position


The purpose of this position is to perform various confidential administrative and clerical tasks supporting the
Clerk/Personnel Director in the Personnel functions of the department. This position requires record keeping, forms
completion and data entry related to employee benefits. It is expected this position will perform Personnel Director tasks
in his/her absence.


Essential Duties and Responsibilities


The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive.
Other duties may be required and assigned.


 Provides staff clerical services to the Personnel Committee. Coordinates meeting dates, times and locations for
Personnel Committee. Updates committee information on the web site. Gathers pertinent information; prepares,
posts and distributes agendas, attends meetings; generates, maintains and distributes meeting minutes; assists with
committee directives, prepares ordinances and resolutions under the direction of the Clerk/Personnel Director,
forwards committee recommendations for Council; maintains meeting related files.


 Provides confidential administrative and clerical duties to assist the Personnel Director in accomplishing City goals
and projects. Performs clerical, administrative and information gathering tasks which may contain confidential
information involving the City’s strategy or position in collective bargaining, contract administration, litigation or
other similar matters relating to labor relations and grievance handling between City and Union representatives.


 Meets and greets visitors to City Hall and assists them in way finding under the direction of the Clerk/Personnel
Director. Receives and relays messages. Provides information to callers, visitors and employees, or refers to
appropriate person/department. Copies and faxes materials. Processes mail and paperwork received for the
Clerk/Personnel Department.


 Assists in special projects including training and surveys. Represents the department with employee events and
functions. Makes inquiries regarding Human Resource / Personnel issues and services.


 Coordinates employee recruitment. Writes employment ads and materials. Arranges for timely publication,
including posting to the City web site. Processes and screens applications for completeness and minimum
requirements. Initiates verbal and written contact with candidates; appointments, instructions, hire letters, regrets.


 Coordinates interview teams in accordance with hiring procedures and practices. Prepares correspondence for
applicant evaluations and ranking.


 Prepares monthly Wisconsin Retirement Fund System reports and submits to WRF. Reconciles retirement fund
annually. Keeps up to date on changing regulations. Prepares employee transaction reports for terminations.


 Prepares worker’s compensation and unemployment reports and records, Equal Employment Opportunity reports, and







City of Stoughton HR Generalist / Confidential Administrative Specialist
Position Description


salary and benefits surveys. Manages and maintains related claim files.
 Prepares employer withholding, I9 forms, retirement, health & dental insurance, deferred compensation enrollment


forms.


 Assists in new employee orientation counseling. Provides documents regarding wage/benefits, withholding,
retirement, work rule policies and procedures.


 Assists in providing policy development, organization and regulatory compliance for programs related to
development and training, employee safety, welfare, wellness, health and EAP counseling services for employees.


 Assists in recruiting and staffing logistics. Provides supportive and cooperative technical and administrative
activities in a team atmosphere.


 Maintains employee benefit database in payroll / benefits system. Maintains regular and confidential personnel
records.


 Updates work rules and handbook as needed or annually. Assists with the interpretation of work rules and union
contracts. Updates policies and procedures manual.


 Prepares the employee newsletter, Up Close and Personnel, on a monthly basis. Maintains pertinent information
related to Personnel on Intranet website.


 Assists City Clerk/Personnel Director with risk management and EAP services and functions.


 Prepares purchase orders and payment vouchers. Reviews, approves and submits for payment various monthly
billing including but not limited to union dues, United Way deductions, child support/garnishments, life insurance,
health, restat drug claims and retirement payments.


 Prepares various journal entries and financial worksheets. Prepares government reports on a monthly, quarterly and
annual basis. Enters data into excel spreadsheet files.


 Acts as liaison between employees and health / dental insurance carrier. Provide enrollment and change assistance to
employees.


 Serve as a member of the Wellness Coalition. Assist with the coordination of the medication disposal event.


 Provides backup to Deputy Clerk position by performing crucial/necessary responsibilities in his/her absence.


 Other duties as assigned by the City Clerk / Personnel Director.


Additional Tasks and Responsibilities


While the following tasks are necessary for the work of the unit, they are not an essential part of the purpose of
this position and may also be performed by other unit members.


 Serves as a Notary Public and assists visitors in this capacity as required.


 Assists with Voting and Election Duties as assigned.


 Provides Customer Services Assistance to the General Public including telephone, computer and in person contact.







City of Stoughton HR Generalist / Confidential Administrative Specialist
Position Description


 Provide back-up coverage during peak and staff shortage in other areas and functions of the City Clerk’s operations.


Minimum Training and Experience Required to Perform Essential Job Functions


Associates or Bachelor’s Degree in Human Resources, Personnel Management, Accounting or closely related field.
Bachelor’s degree preferred. Professional in Human Resources (PHR) certification preferred, but not required. Three to
five plus years of progressive leadership experience in Human Resource or similar position. Specialized training in
employment law, compensation, organizational planning, organizational development, employee relations, safety,
training and preventative labor relations preferred.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


 Ability to analyze and categorize data and information in order to determine the relationship of the data with
reference to established criteria/standards. Ability to compare, count, differentiate, measure and/or sort data, as well
as assemble, copy and record and transcribe data and information. Ability to classify, compute and tabulate data.


 Ability to advise and provide interpretation to others how to apply policies, procedures and standards to specific
situations.


 Ability to utilize a variety of advisory data and information such as financial statements and records, vouchers,
invoices, payroll records, and instructions, billing statements, purchase orders, schedules, retirement reports,
employee vacation/leave records, memos, state statutes, computer software operating manuals, dictionary, union
contracts, city employment policies, benefit administration guides, procedures, guidelines and non-routine
correspondence.


 Ability to effectively communicate orally and in writing with City Clerk personnel, City employees, department
heads and the general public. Ability to maintain a high degree of confidentiality.


Mathematical Ability


 Ability to calculate percentages, fractions, decimals. Ability to interpret basic descriptive statistical reports. Ability
to balance and reconcile financial accounts.


Judgment and Situational Reasoning Ability


 Ability to use functional reasoning and apply rational judgment in performing diversified work activities.


 Ability to exercise the judgment, decisiveness and creativity required in situations involving the evaluation of
information against measurable criteria.


Physical Requirements


 Ability to operate office equipment and machinery requiring simple but continuous adjustments such as computer
keyboard/typewriter, telephone, calculator/adding machine, photocopier and fax machine.


 Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as rapid keyboard use.


 Ability to exert light physical effort in sedentary to light work.


 Ability to recognize and identify degrees of similarities or differences between characteristics of forms, sounds.
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Position Description


Environmental Adaptability


 Ability to work under safe and comfortable conditions where exposure to environmental factors poses little to no risk
of injury.


The City of Stoughton is an Equal Opportunity Employer. In compliance with the American 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


Council Approved: July 2011








City of Stoughton
Position Description


Name: Department: Clerk’s


Position Title: Receptionist-City Hall Pay Grade: FLSA: N
(Part-Time)


Date: March 2009 June 2011 Reports To: City Clerk/Personnel
Director


Purpose of Position


The purpose of this position is to perform receptionist and clerical duties in City Hall under the direction
and supervision of the City Clerk/Personnel Director. Perform related clerical tasks as time permits, and
back-up to the other part-time receptionist.


Essential Duties and Responsibilities


The following duties are normal for this position. These are not to be construed as exclusive or all-
inclusive. Other duties may be required and assigned.


 Answers in-coming telephone calls and routes to appropriate persons or department. Takes and relays
messages. Determines when interruption of staff is required.


 Greets, directs and provides customer service to the public.


 Provides a variety of information to visitors and caller’s questions.


 Performs clerical tasks as directed by City Clerk, Mayor, Department Heads, City Staff and
committee members, Food Pantry and Holiday Fund. Tasks include: typing correspondence, memos,
meeting minutes and agendas, lists, forms, and special projects as directed.


 Maintains miscellaneous city hall files, council packets, ordinances and resolutions, Policy and
Procedures Manual and Municipal Code Books.


 Prepares annual update of Local Government Handbook.


 Tracks the coming and going of City staff (including lunch time, vacations, sick time).


 Manages postage meter, insuring adequate availability of postage.


 Receives UPS and other deliveries for various city departments.


 Prepares meeting notices and minutes for several city committees, maintains city meeting room
calendar and website calendar.


 Assists in maintaining document storage on the Internet.


 Prepares proclamations.


 Assists in posting job openings on the City website and providing clerical support in the hiring
process.







City of Stoughton Receptionist
Position Description


 Processes incoming and outgoing mail for City offices, Food Pantry and Holiday Fund Committee.


 Distributes recycling bins and literature regarding recycling and garbage pickup.


 Enters data into spreadsheet.


 Receives complaints/concerns or requests for service and determines the proper course of action to be
taken. Maintains a log of formal complaints.


 Requisitions office supplies, monitors inventory, and journals costs to appropriate departments.


 Acts as a liaison between city residents and garbage disposal company. Tracks changes to resident
information as it relates to special charges (garbage) needed for the tax roll.


 Maintains and updates recycling and rubbish information brochure.


 Prepares annual City directory and maintains and updates directory as needed.


 Maintains material safety data sheets.


 Updates Council Orientation Manuals.


 Tabulates monthly postage & copier usage and journal costs to appropriate department.


 Maintains City Hall Notice Board and information for the public displayed on the front door of City
Hall.


 Issues and processes Dog Licenses.


 Receipts for revenue collection of building permits, seniors in need donations, food pantry donations,
holiday fund donations, special assessment certificates, dog licenses, bartender’s licenses, electrical
licenses and all other licenses issued through the Clerk’s Office.


 Other duties as assigned.


Additional Tasks and Responsibilities


While the following tasks are necessary for the work of the unit, they are not an essential part of the
purpose of this position and may also be performed by other unit members.


 In the absence of Opera House Staff, provides information related to the Opera House.


 In the absence of the Recreation Department, provide information related to the Recreation
Department Programs, receive registrations and fees, sell water park tickets.


 Performs Notary Public duties.


 Assists with the preparing of correspondence for Prepares Special Assessment requests.







City of Stoughton Receptionist
Position Description


 Assists with the preparing of absentee ballots, registers voters including data entry of voter
registrations and absentee ballots in the SVRS Voter System and works at the polls on Election Day.


 Assist in election preparations including supplies, scheduling and notification of pollworkers,
preparation of pay vouchers and other duties as assigned.


 Assists with updating policies and procedures manual.


 Assists with the preparing of Public Hearings.


 In the absence of the Deputy Clerk, assists with Operator’s License applicants.


 Assists in the bi-monthly distribution of Council meeting packets to Council Members and
Department Heads.


 Manages the sale of the Syttende Mai coins & buttons. Reconciles money collected to be turned into
the Chamber Office.


In the absence of Finance Department staff, provides backup in the following areas:


 Answers inquiries from the public and others regarding property assessments, tax information and
other City Treasury information.


 Assists with the preparation of tax bill mailing.


Minimum Training and Experience Required to Perform Essential Job Functions


High School diploma or equivalent and two years responsible clerical experience including public
contact, or any combination of education and experience that provides equivalent knowledge, skills, and
abilities. Receptionist and word processing experience preferred.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


 Ability to classify, compute and tabulate data and information, following a prescribed plan requiring
the exercise of some judgment. Ability to compare, count, differentiate measure and sort information.
Ability to assemble, copy, record and transcribe data and information.


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


 Ability to utilize a wide variety of descriptive data and information, such as meeting minutes and
agendas, messages, computer software operating manuals, drafts of correspondence, memos, lists,
forms.


 Ability to communicate effectively with city employees, city hall visitors, Alderpersons, and the
general public.







City of Stoughton Receptionist
Position Description


 Ability to prepare a variety of documents including letters and other correspondence, meeting minutes
and notices, etc. using prescribed format and conforming to all rules of punctuation, grammar,
diction, and style.


Physical Requirements


 Ability to operate a variety of office equipment including personal computer, keyboard, typewriter,
Dictaphone, photocopier, fax machine, multi-line telephone, postage meter, etc. requiring simple but
continuous adjustments.


 Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as rapid
keyboard use.


 Ability to exert light physical effort in sedentary to light work.


Mathematical Ability


 Ability to add, subtract, multiply, divide and calculate decimals and percents.


Judgment and Situational Reasoning Ability


 Ability to use functional reasoning in performing semi-routine functions involving standardized work
with some choice of action.


 Ability to exercise the judgment, decisiveness and creativity required in situations involving the
evaluation of information against measurable criteria.


Environmental Adaptability


 Ability to work under generally safe and comfortable conditions where exposure to environmental
factors poses little to no risk of injury.


The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with
Disabilities Action, 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


Council approved: 4-13-04 March 10, 2009 June 2011





