
 

 

Meeting of:   PERSONNEL COMMITTEE 

Date /Time:  Monday, February 3, 2014 @ 5:30 p.m. 

Location:  Mayor’s Office 

   381 E. Main St., Stoughton, WI 

Members:                       Sonny Swangstu (Chair), Ron Christianson, Tricia Suess (Vice-chair), Thomas  

                                         Selsor and Mayor Donna Olson (ex-officio member) 

 

AGENDA 

1. Call to Order 

2. Communications 

3. Minutes of January 15, 2014 

4. Discussion and Action regarding COBRA and the Retiree Health Insurance rates. 

5. Planning Department Administrative Assistant position description and recruitment    

6. Discussion and action regarding update to the City of Stoughton Work Rules-re: Dispatch 

Holiday Schedule. 

7. The Personnel Committee may convene in closed session, pursuant to Wis. Stat. sec. 19.85 

(1)(c), to consider compensation or performance evaluation data of particular City employees, 

and may reconvene in open session to continue for the regular course of the meeting. 

8. Future Agenda Items 

9. Adjournment 

 

IF YOU ARE DISABLED AND IN NEED OF ASSISTANCE TO ATTEND THIS MEETING, 

PLEASE CALL 873-6677 PRIOR TO THIS MEETING.  

 

ATTN COMMITTEE MEMBERS: THREE (3) MEMBERS NEEDED FOR A QUORUM. The 

committee may only conduct business when a quorum is present. If you are unable to attend the 

meeting, please notify City Hall by calling (608)873-6677 or via email mhougan@ci.stoughton.wi.us 

 

By:  Personnel Committee Chair Sonny Swangstu, Mayor Donna Olson 

 

OFFICIAL NOTICE AND AGENDA 
Notice is hereby given that the Personnel Committee of the City of Stoughton, Wisconsin will hold a 

regular or special meeting as indicated on the date, time and location given below. 
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Meeting of: PERSONNEL COMMITTEE


Date /Time: Monday, February 3, 2014 @ 5:30 p.m.


Location: Mayor’s Office
381 E. Main St., Stoughton, WI


Members: Sonny Swangstu (Chair), Ron Christianson, Tricia Suess (Vice-chair), Thomas
Selsor and Mayor Donna Olson (ex-officio member)


AGENDA


1. Call to Order


2. Communications: Memo from EMS Director Cathy Rigdon


3. Minutes of January 15, 2014


4. Discussion and Action regarding COBRA and the Retiree Health Insurance rates.


5. Planning Department Administrative Assistant position description and recruitment


6. Discussion and action regarding update to the City of Stoughton Work Rules-re: Dispatch
Holiday Schedule.


7. The Personnel Committee may convene in closed session, pursuant to Wis. Stat. sec. 19.85
(1)(c), to consider compensation or performance evaluation data of particular City employees,
and may reconvene in open session to continue for the regular course of the meeting.


8. Future Agenda Items: Dispatch vacancy


9. Adjournment


IF YOU ARE DISABLED AND IN NEED OF ASSISTANCE TO ATTEND THIS MEETING,
PLEASE CALL 873-6677 PRIOR TO THIS MEETING.


ATTN COMMITTEE MEMBERS: THREE (3) MEMBERS NEEDED FOR A QUORUM. The
committee may only conduct business when a quorum is present. If you are unable to attend the
meeting, please notify City Hall by calling (608)873-6677 or via email mhougan@ci.stoughton.wi.us


By: Personnel Committee Chair Sonny Swangstu, Mayor Donna Olson


OFFICIAL NOTICE AND AGENDA
Notice is hereby given that the Personnel Committee of the City of Stoughton, Wisconsin will hold a


regular or special meeting as indicated on the date, time and location given below.








PERSONNEL COMMITTEE MEETING MINUTES
Monday, January 15, 2014 @ 5:30 p.m.
Council Chambers


Members: Sonny Swangstu (chair) Tricia Suess (VC), Ron Christianson, Tom Selsor,
Mayor Donna Olson (ex officio)


Others in attendance: Police Chief Leck, Tricor Insurance Representative Brad
Schroeder.


CALL TO ORDER
Chair Swangstu called the meeting to order at 5:35 p.m.


Communications: Alderperson Swangstu participated in the City Clerk interview with
Maria Hougan. The City has received only a few applications for the HR position. They
will be reposting the position, and will post for the HR assistant position at the same
time.


Minutes of December 3, 2013 and December 10, 2013.
Moved by Suess, second by Christianson, to approve the minutes as presented. Motion
carried unanimously with Mayor Olson voting.


Discussion and action regarding Retiree Health Insurance and rate comparables.
Brad Schroeder of Tricor was in attendance to review the handout of rate comparables.
Director Sullivan pointed out the discrepancies in the COBRA rate compared to the
actual rate paid by the City. Schroeder and Sullivan both recommended that the City
adjust the COBRA rates to reflect the actual rate for all new (future) retirees to allow
participation in the City’s insurance until they are eligible for Medicare. Suess believes
the COBRA rates should be adjusted now; the retiree rate would change to actual rate
with the next plan year. Staff was directed to write a memo laying out these options and
bring it back to the next meeting.


Wisconsin Professional Police Association (WPPA) Union Negotiations-Police
Unit: Moved by Suess, second by Christianson, to move into closed session pursuant
to Wis. Stat. sec. 19.85 (1) (e), for the purpose of discussing the City’s bargaining
position. Motion carried unanimously with Mayor Olson voting.


Moved by Selsor, second by Suess to reopen the meeting at 7:00 p.m. Motion carried
unanimously with Mayor Olson voting.


Moved by Selsor, second by Christianson, to accept the counter proposal by WPPA
except for the longevity payment. Motion carries 3-2 with Mayor Olson voting.


Moved by Christianson, second by Suess, to bring the tentative agreement with the
change to the longevity payment to Council for approval. Motion carried 5-0 with Mayor
Olson voting.







Future agenda items: Planning Department Administrative Assistant Job position
description; closed session regarding wages; Vacancy in the police department
dispatch.


ADJOURNMENT
Motion by Christianson, second by Selsor, to adjourn at 7:05 p.m. All in favor.


Respectfully submitted,
Maria P. Hougan
City Clerk/Personnel


MPH








CITY OF STOUGHTON
From the Office of the City Finance Director


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


MEMORANDUM


January 30, 2014


To: Personnel Committee, Sonny Swangstu, Chair


CC: Mayor Olson


From: Laurie Sullivan, Finance Director


RE: Cobra and Retiree Health Insurance Rates


At the January 15, 2014 Personnel meeting Alders met with Brad Schroeder from Tri-Core
Insurance to discuss retiree health insurance eligibility and rates, Medicare eligibility and
COBRA rates.


Brad and I both pointed out the discrepancy in premium rates between what is charged to
COBRA/Retiree eligible participants and the actual premium rate of the City.


The actual 2014 Health Insurance premiums are as follows:
Single: $833.00/mo
Family: $1,667.00/mo


The COBRA/Retiree rate in currently in effect is:
Single: $595.46/mo
Family: $1,356.41/mo


Schroeder and Sullivan both recommend that the City adjust the COBRA rates to reflect the
actual rate and for all new (future) retirees be charged the actual premium rate. The plan would
be to immediately change the COBRA and New Retiree rate, and to notify existing retiree’s that
the Health Insurance Rate effective January 1, 2015 will reflect the actual 2015 insurance
premium rate of the City.












City of Stoughton, 381 E Main Street, Stoughton WI 53589


RESOLUTION OF THE COMMON COUNCIL


Authorizing and directing the proper city official(s) to approve the position description for the
Administrative Assistant / Department of Planning & Development.


Committee Action: Personnel Approved ?


Fiscal Impact: -0-


File Number: R-5-2014 Date Introduced: February 11, 2014


WHEREAS, your Personnel Committee met on February 3, 2014 to consider the approval of the
Administrative Assistant / Department of Planning & Development position description, and


BE IT RESOLVED by the Common Council of the City of Stoughton that the proper city official(s) be
hereby directed and authorized to approve the above listed position description as revised and
recommended.


Council Action: Adopted Failed Vote


Mayoral Action: Accept Veto


Donna Olson, Mayor Date


Council Action: Override Vote


S:\City Clerk\RESOLUTIONS\R-5-2014 Job Descriptions Planning Administrative Assistant.docx







City of Stoughton 


Position Description 


 


Name:      Department:  Planning & Development 


 


Position Title Admin Assist (Part-Time) Pay Grade:     FLSA:  N 


   


 


Date:  Jan 2014  Reports To:  Director of Planning & Development 


         


 


Purpose of Position 


 


The purpose of this position is to perform clerical tasks and record keeping activities and provide office 


support for the Department of Planning & Development.   


 


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 front desk service for the department with a warm, welcoming, professional and engaging 


attitude.  A positive attitude is required to insure a good customer experience. 


 


 Greets, directs and provides customer service to the public for department customers and clients.   


 


 Records and types a variety of reports, memos and other correspondence, interdepartmental reports, 


annual reports and other data as assigned . 


 


 Provides a variety of information to customers, callers and City staff. 


 


 Performs clerical tasks as directed.  Tasks include: typing correspondence, memos, meeting minutes 


and agendas, records and types a variety of reports, lists, forms, create and maintain spreadsheets, 


utilize mail merge features to distribute mailings and special projects as directed. 


 


 Maintains miscellaneous department files, packets, permits, maintenance records, etc. 


 


 Monitors department staff schedules to inform customers when they are available. 


 


 Prepares meeting notices, packets and minutes for committees as assigned. 


 


 Monitors and updates City Website for departmental items. 


 


 Receives complaints/concerns or requests for service and forwards to the proper department for 


action.  Seeks follow up and documents completion. 


 


 Issue permits; prepare invoice paperwork for department. 


 


 Orders office and department materials as directed. 


 


 


 


 


 







City of Stoughton  Administrative Assistant 


Position Description 


 
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.  Strong computer aptitude with significant Microsoft Office Suite (Word, Excel, Outlook) 


experience. 


 


Physical and Mental Abilities Required to Perform Essential Job Functions 


 


Language Ability and Interpersonal Communication 


 


 Ability to demonstrate attention to detail and high degree of accuracy. 


 


 Ability to use analytical and problem solving skills.   


 


 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, 


permits, forms. 


 


 Ability to communicate effectively with City employees, customers, Alderpersons, and the general 


public. 


 


 Ability to efficiently and accurately 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, photocopier, fax 


machine, multi-line telephone, postage meter, etc. 


 


 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. 







City of Stoughton  Administrative Assistant 


Position Description 


 
 


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 
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Holidays


All full-time employees will be granted the following holidays off with pay:


New Year’s Day Labor Day Day after Thanksgiving Day


Memorial Day Thanksgiving Day Christmas Day


Independence Day Martin Luther King Jr. Day


All permanent part-time employees will be granted the same holidays as above with pay as
follows:


Full day holiday – 100% of their normally scheduled hours


If any of the holidays fall on Sunday, then Monday will be observed as the holiday. If
any of the holidays fall on Saturday, then Friday will be observed as the holiday.


To receive holiday pay, an employee must have worked or be on an authorized leave
with pay, both the day preceding and following the holiday.


If one of the holidays falls during an employee’s vacation, the employee will be granted
an additional day of leave to use as vacation.


Employees working on named holidays will also receive compensation time off equal to
the amount of time worked.


Police Dispatcher Holidays


All full-time Police Dispatchers shall be granted the following holidays off with pay:


New Year's Day Thanksgiving Day
Martin Luther King, Jr. Day Christmas Eve
Memorial Day Christmas Day
Independence Day 2 Floating Holiday’s
Labor Day


If a holiday falls on the employee's scheduled day off, the employee shall be paid
those holiday hours at their hourly rate in the pay period in which the holiday falls.


If a holiday falls on the employee's day of work or paid leave, the employee will
receive pay for those holiday hours at their hourly rate or have the option of taking
another day off of which the day off shall be with the Chief’s approval.


If an employee works on a holiday he/she shall be paid an additional one-half
(1/2) times their hourly rate for those hours worked. Holiday pay shall be in addition to







compensation normally paid the employee for such hours.


The floating holiday shall be selected by the employee upon sufficient notice to
the Chief of Police to allow the Chief of Police to arrange a substitute and provided that
on the day requested, the Chief is able to obtain a substitute.


To receive holiday pay, an employee must have worked or been on an
authorized leave, the days preceding and following the holiday.





