
OFFICIAL NOTICE AND AGENDA

Posted: Thursday, February 2, 2012

Special Meeting
of the: Personnel Committee
Date/Time: Wednesday, February 8, 2012 @ 7:00 p.m.
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) Approval of the Administrative Assitant/Clerk's Office & Finance Administrative Clerk position
descriptions.

3) Approval of the Administrative Assitant/Clerk's Office & Finance Administrative Clerk wage
scale.

4) Approval to post the Finance Administrative Clerk position

5) Confirm approval of the Deputy Clerk position description

6) Confirm approval of the Deputy Treasurer position description

7) Confirm approval of the Accounting Specialist position description

8) Confirm approval of the Finance Director position description

9) Approve the Senior Center Assistant Director Position Offer

10) Review & discuss proposals for WPPA Law Enforcment Unit

11) Future agenda items

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.)

Donna Olson, Mayor
Nick Probst, City Clerk/Personnel Director
mph

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's office at (608) 873-6677.

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

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 mhougan@ci.stoughton.wi.us





December 13, 2011
Common Council Minutes
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Viking Park, Stoughton Baptist Church, Linnerude Property and Ehle Property. Motion
carried 8-0.


R-155-2011
Motion by Jenson, second by Lawrence, Authorizing and directing the proper city
official(s) to approve the position descriptions for the Finance Director, Deputy
Treasurer, Finance Accounting Specialist, Finance Administrative Clerk, Deputy City
Clerk/Confidential Secretary and Administrative Assistant/Clerk’s Office. Sullivan wants
to make sure to add “excel knowledge and expertise” to the minutes portion of the new
position in the Finance Department. McKichan wanted to know what the pay scale is for
the new position, he suggested having the pay grade reviewed and added to this
position.


Moved by Jenson, second by Hohol, to refer back to the Personnel Committee to add
the pay wage scales for the new Finance Administrative Clerk position, along with the
other positions of Finance Director, Deputy Treasurer, Finance Accounting Specialist,
Deputy Clerk/Confidential Secretary, and Administrative Assistant/Clerk’s Office
(formally receptionist).


Motion carried 7-1 with Tone voting noe.


R-158-2011
Motion by Christianson, second by Tone, Authorizing and directing the proper city
official(s) to authorize and execute an Intergovernmental Agreement between Dane
County and other Municipalities within Dane County creating a county-wide
interoperable VHF-based emergency radio system known as “DaneCOM”. Motion
carried 5-3.


ROLL CALL
#5 Yes No


Christianson 1


Lawrence 1


Scovotti 0 0


Chenoweth 0 0


Jenson 1


Hohol 1


Olstad 1


Peterson 0 0


Tone 1


Swangstu 1


Swadley 0 0


McKichan 1


Result 5 3


Moved by Christianson, second by Lawrence, to move into closed session per State
Statue 19.85(1)(e), deliberating or negotiating the purchasing of public properties, the
investing of public funds, or conducting other specified public business, whenever
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MINUTES
MEETING OF THE PERSONNEL COMMITTEE
Date: Monday, December 19, 2011 @ 5:45 p.m., in the Hall of Fame Room at City Hall.


Members Present: Greg Jenson Larry Peterson, Sonny Swangstu, Paul Lawrence,
Mayor Donna Olson.
Others Present: Pili Hougan, Laurie Sullivan, Lisa Aide, Tamarah Bader-Fleres, Deb Blaney,
Dave McKichan
Call to Order: Chairperson Greg Jenson noted there was a quorum present and called the
meeting to order at 6:05 pm.


Minutes of the Prior Meetings:
Motion by Lawrence, second by Swangstu, to approve the minutes of the November 28, 2011
meeting. Motion carried 4-0.


Review Work Rules Regarding Eye Glasses, Chiropractor Benefit Change and Retiree
Sick Leave Payout:
Eye Glasses – The Mayor presented a memo to the Personnel Committee. Mayor’s
recommendation is to fund this or try to fund for 2012.
Jenson – Limit amount to $100.00 for first year and $200.00 for second year as an option.
Lawrence – Willing to bring it back for discussion in 2013, but does not want to use surplus
funds to fund it.
Moved by Lawrence, second by Peterson to not take action this year (2012). All in favor.


Chiropractor Benefit – No change in this benefit.


Retiree Sick Leave Payout – Table until there is a Personnel Director on board.


Wages for Finance Administrative Clerk and Clerk’s Office Administrative Clerk
Finance Director Sullivan recommended that the Finance Administrative Clerk and the Clerk’s
Office Administrative Clerk be bumped up to the Administrative Assistant pay scale starting at
step one of $14.60 per hour. Motion by Lawrence, second by Swangstu. All in favor.


Wages for Deputy Clerk / Confidential Secretary
No action taken at this time.


Wages for Finance Director
No action taken at this time


Wages for Deputy Treasurer
No action taken at this time.


Wages for Account Specialist
No action taken at this time.
Moved by Lawrence, second by Peterson to table wage reviews until April 2012
Amend motion by Lawrence that the City Clerk’s office / City Clerk review all job descriptions
and do comparables.


Moved by Lawrence, seconded by Peterson to approve Deputy Treasurer job description as
presented. Motion carried 4-0.







Personnel Committee Meeting Minutes
October 6, 2011
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Future Agenda Items
- Recreation Supervisor
- Fire Maintenance position


Adjournment
Moved by Jenson, seconded by Peterson to adjourn at 6:30 pm.


Respectfully submitted,
Pili Hougan
tbf








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


RESOLUTION OF THE PERSONNEL COMMITTEE


Authorizing and directing the proper city official(s) to approve the position description for the Finance
Accounting Specialist.


Committee Action: Personnel Approved 4-0, Personnel


Fiscal Impact: -0-


File Number: R-17-2012 Date Introduced: December 13, 2011 referred
back
February 14, 2012


WHEREAS, your Personnel Committee met on November 28, 2011 and February 8, 2012 to consider
the approval of the Finance Accounting Specialist 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







City of Stoughton
Position Description


Name: Department: Finance


Position Title: Finance Accounting Clerk Specialist Pay Grade: FLSA: N


Date: March 2009 Reports To: Finance Director


Purpose of Position


The purpose of this position is to process accounts payable, accounts receivable, journal entries, special assessments for
public work projects and other accounting functions and to perform customer service and assigned clerical tasks for the
City of Stoughton Finance Department.


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.


 Compiles accounts payable invoices, code for payment, and process and produce a check for payment.


 Audits invoices for accuracy and to ensure that tax-exempt status is correct; notifies vendors as necessary of tax-
exempt status and files Tax Exemption Certificates with vendors.


 Reviews expense reports for budget discrepancies. Prepares over-budget reports and distributes to Department
Heads.


 Process and reconcile weekly health, dental and prescription drug insurance claim billings, including Utilities.
Reconcile to general ledger. (From Deputy Clerk)


 Answers inquiries from other departments regarding invoices, statements and payments made or pending; consults
with vendors regarding problems and questions.


 Maintain accurate vendor information in the accounts payable system.


 Determines which vendors require IRS reporting through a 1099.


 Balance monthly billing statements from vendors.


 Prepares City 1099’s to vendors and related reports for Federal and State government. Sends out and tracks W-9
information.


 Administer the new purchase card program by setting up new cardholders in the system and provide training. Set up
new account numbers in the program. Troubleshoot problems for city purchase card users. Liaison between card
holders and bank. (New)


 Bi-weekly reconciliation of all purchase card charges by city departments by collecting receipts from all
departments, reviewing for account information and appropriate approvals. Review purchase card statement,
download charges, verifies account numbers and pay credit card bill by ACH. Upload all charges into accounting
system. Reconcile general ledger. Run reports and organize receipts for filing. (New)







City of Stoughton Finance Accounting Clerk Specialist
Position Description


 Administer Fuel card program by setting up new fuel cards, monitoring fuel purchases, troubleshooting card usage
problems. Review monthly fuel bill and charge out departments for fuel expenses. Assist departments with issues
and run reports as requested. Liaison between city employee fuel card holder and company. (New)


 Process delinquent utilities for tax roll. (Came from City Clerk)


 Prepares correspondence and preliminary and final billing statements for special assessments. Maintains special
assessment program, i.e. new assessments, payments, etc. Reconcile general ledger to special assessment program.
(Came from Deputy Clerk)


 Prepares Special Assessment Worksheet for Tax Roll. (Came from City Clerk)


 Prepares delinquent Accounts Receivable charges for Tax Roll. (Came from City Clerk)


 Prepares Special charges worksheet for upload to County. Reconciles to general ledger. (Came from City Clerk)


 Provides staff clerical services to the RDA Committee. Coordinates meeting dates, times and locations for meetings.
Prepares, posts and distributes agendas, attends meetings; generates, maintains and distributes meeting minutes.
(New)


 Enter and post journal entries, related reports and account activity into computer database.


 Enters financial data as requested by Finance Director and auditors into computer including monthly entries and end-
of –year auditor’s adjusting journal entries.


 Assist Finance Director with monthly account reconciliation, processing of journal entries, and annual audit
preparation.


 Organize, sort and file accounts payable checks, accounts receivable invoices and journal entries.


 Process and review billings for accounts receivable.


 Prepare and send out new monthly invoices.


 Reconcile and identify late invoices and prepare and send out past due invoices and statements.


 Post accounts receivable to ledger, balance and run reports as necessary.


 Maintain accurate customer information in accounts receivable system.


 Coordinates CDBG home improvement loan program.


 Types reports, letters, forms and correspondence from written and oral instruction; prepares reports from account
data as requested; prepares and submits monthly Sales Tax reports. Performs other clerical tasks as directed by the
Finance Director.


 Reviews and verifies and/or assigns account numbers to in-coming funds.







City of Stoughton Finance Accounting Clerk Specialist
Position Description


 Inputs cash receipts and runs balancing reports.


 Provides back-up for preparing daily bank deposits.


 Collects and process tax payments and runs balancing reports.


 Issues dog licenses and collects payment for dog licenses.


 Maintains accounts payable record storage by purging and organizing files.


 Performs customer service to visitors as required. Provides information to questions or refers to appropriate person
or agency. Directs visitors.


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


 Provides backup to Deputy Treasurer by performing payroll duties in his/her absence.


 Assists the Clerks Department by overseeing an election polling place, election workers and compiling election
results at the end of the Election Day.


 Maintains City Hall record storage rooms by purging and organizing files.


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.


 Performs related office tasks such as filing, faxing, photocopying and computer applications.


 Assists Clerks Department as required.


Minimum Training and Experience Required to Perform Essential Job Functions


 High school diploma or equivalent with vocational/technical training in accounting with two years of
accounting/bookkeeping experience or any combination of education and experience that provides equivalent
knowledge, skills, and abilities. Position requires a Wisconsin Notary Public.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


 Requires the ability to perform basic level of data analysis including the ability to review, classify, categorize,
prioritize and/or reference data, statutes and/or guidelines and/or group, rank, investigate and diagnose. Requires
discretion in determining and referencing such to established standards to recognize interactive effects and
relationships.


 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.







City of Stoughton Finance Accounting Clerk Specialist
Position Description


 Requires the ability to utilize a variety of reference, descriptive and/or advisory data and information such as invoices
and purchase orders, financial statements and reports, budget comparison reports, technical operating manuals,
procedures, guidelines and routine correspondence.


 Ability to communicate effectively with supervisor, other departments, vendors, Mayor and Finance Director, co-
workers 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 judgement to adopt or modify methods and
standards to meet variations in assigned objective. Requires the ability to exercise the judgement, decisiveness and
creativity required in situations involving the evaluation of information against measurable or verifiable criteria.


Physical Requirements


 Requires the ability to operate, maneuver and/or provide simple but continuous adjustment on equipment, machinery
and tools such as a computer and other office machines, and/or materials used in performing essential function.


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


 Tasks involve ability to exert light physical effort in sedentary to light work, but which may involve some lifting,
carrying, pushing and pulling of objects weighing five to ten pounds.


 Requires the ability to recognize and identify similarities or differences between characteristics of colors, shapes and
sounds associated with job-related objects, materials and tasks.


Environmental Adaptability


 Ability to work under generally safe and comfortable conditions where exposure to environmental factors may cause
discomfort and poses a limited 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







City of Stoughton Finance Accounting Clerk Specialist
Position Description


Council Approved 4-13-04 12-13-05 March 10, 2009







City of Stoughton
Position Description


Name: Department: Finance


Position Title: Finance Accounting Specialist Pay Grade: FLSA: N


Date: November 2011 Reports To: Finance Director


Purpose of Position


The purpose of this position is to process accounts payable, accounts receivable, journal entries, special assessments for
public work projects and other accounting functions and to perform customer service and assigned clerical tasks for the
Finance Department.


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.


 Compiles accounts payable invoices, code for payment, and process and produce a check for payment.


 Audits invoices for accuracy and to ensure that tax-exempt status is correct; notifies vendors as necessary of tax-
exempt status and files Tax Exemption Certificates with vendors.


 Reviews expense reports for budget discrepancies. Prepares over-budget reports and distributes to Department
Heads.


 Process and reconcile weekly health, dental and prescription drug insurance claim billings, including Utilities.
Reconcile to general ledger.


 Answers inquiries from other departments regarding invoices, statements and payments made or pending; consults
with vendors regarding problems and questions.


 Maintain accurate vendor information in the accounts payable system.


 Determines which vendors require IRS reporting through a 1099.


 Balance monthly billing statements from vendors.


 Prepares City 1099’s to vendors and related reports for Federal and State government. Sends out and tracks W-9
information.


 Administer the new purchase card program by setting up new cardholders in the system and provide training. Set up
new account numbers in the program. Troubleshoot problems for city purchase card users. Liaison between card
holders and bank.


 Bi-weekly reconciliation of all purchase card charges by city departments by collecting receipts from all







City of Stoughton Finance Accounting Specialist
Position Description


departments, reviewing for account information and appropriate approvals. Review purchase card statement,
download charges, verifies account numbers and pay credit card bill by ACH. Upload all charges into accounting
system. Reconcile general ledger. Run reports and organize receipts for filing.


 Administer Fuel card program by setting up new fuel cards, monitoring fuel purchases, troubleshooting card usage
problems. Review monthly fuel bill and charge out departments for fuel expenses. Assist departments with issues
and run reports as requested. Liaison between city employee fuel card holder and company.


 Process delinquent utilities for tax roll.


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


 Prepares Special Assessment Worksheet for Tax Roll.


 Prepares delinquent Accounts Receivable charges for Tax Roll.


 Prepares Special charges worksheet for upload to County. Reconciles to general ledger.


 Provides staff clerical services to the RDA Committee. Coordinates meeting dates, times and locations for meetings.
Prepares, posts and distributes agendas, attends meetings; generates, maintains and distributes meeting minutes.


 Enter and post journal entries, related reports and account activity into computer database.


 Enters financial data as requested by Finance Director and auditors into computer including monthly entries and end-
of –year auditor’s adjusting journal entries.


 Assist Finance Director with monthly account reconciliation, processing of journal entries, and annual audit
preparation.


 Process and review billings for accounts receivable.


 Prepare and send out new monthly invoices.


 Reconcile and identify late invoices and prepare and send out past due invoices and statements.


 Post accounts receivable to ledger, balance and run reports as necessary.


 Maintain accurate customer information in accounts receivable system.


 Coordinates CDBG home improvement loan program.


 Types reports, letters, forms and correspondence from written and oral instruction; prepares reports from account
data as requested; prepares and submits monthly Sales Tax reports. Performs other clerical tasks as directed by the
Finance Director.


 Reviews and verifies and/or assigns account numbers to in-coming funds.







City of Stoughton Finance Accounting Specialist
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 Inputs cash receipts and runs balancing reports.


 Provides back-up for preparing daily bank deposits.


 Collects and process tax payments and runs balancing reports.


 Performs customer service to visitors as required. Provides information to questions or refers to appropriate person
or agency. Directs visitors.


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


 Provides backup to Deputy Treasurer by performing duties in his/her absence.


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.


 Performs related office tasks such as filing, faxing, photocopying and computer applications.


Minimum Training and Experience Required to Perform Essential Job Functions


 High school diploma or equivalent with vocational/technical training in accounting with two years of
accounting/bookkeeping experience or any combination of education and experience that provides equivalent
knowledge, skills, and abilities. Position requires a Wisconsin Notary Public.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


 Requires the ability to perform basic level of data analysis including the ability to review, classify, categorize,
prioritize and/or reference data, statutes and/or guidelines and/or group, rank, investigate and diagnose. Requires
discretion in determining and referencing such to established standards to recognize interactive effects and
relationships.


 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 variety of reference, descriptive and/or advisory data and information such as invoices
and purchase orders, financial statements and reports, budget comparison reports, technical operating manuals,
procedures, guidelines and routine correspondence.


 Ability to communicate effectively with supervisor, other departments, vendors, Mayor and Finance Director, co-
workers and the public.


Mathematical Ability







City of Stoughton Finance Accounting Specialist
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 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 judgement to adopt or modify methods and
standards to meet variations in assigned objective. Requires the ability to exercise the judgement, decisiveness and
creativity required in situations involving the evaluation of information against measurable or verifiable criteria.


Physical Requirements


 Requires the ability to operate, maneuver and/or provide simple but continuous adjustment on equipment, machinery
and tools such as a computer and other office machines, and/or materials used in performing essential function.


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


 Tasks involve ability to exert light physical effort in sedentary to light work, but which may involve some lifting,
carrying, pushing and pulling of objects weighing five to ten pounds.


 Requires the ability to recognize and identify similarities or differences between characteristics of colors, shapes and
sounds associated with job-related objects, materials and tasks.


Environmental Adaptability


 Ability to work under generally safe and comfortable conditions where exposure to environmental factors may cause
discomfort and poses a limited 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 12-13-05 March 10, 2009
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City of Stoughton, 381 E Main Street, Stoughton WI 53589


RESOLUTION OF THE PERSONNEL COMMITTEE


Authorizing and directing the proper city official(s) to approve the position description for the Finance
Director.


Committee Action: Personnel Approved 4-0, Personnel


Fiscal Impact: -0-


File Number: R-15-2012 Date Introduced: December 13, 2011 referred
back
February 14, 2012


WHEREAS, your Personnel Committee met on November 28, 2011 and February 8, 2012 to consider
the approval of the Finance Director 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







City of Stoughton
Position Description


Name: Department: Finance


Position Title: Director of Finance and Economic Pay Grade: FLSA: E
Development


Date: August 2009 Reports To: Mayor


Purpose of Position


The purpose of this position is to supervise, direct, and coordinate the financial activities of the City, serving as
comptroller with duties as outlined in 62.09(10) Wis. Statutes and City ordinances and as City Treasurer, with duties
required by State Statutes 62.09(9) and City ordinances. Other key functions include supervising, directing and
coordinating the Economic Development activities in the City . This position provides support to the Mayor, City
Council, and City departments in their financial management, budgeting, and reporting responsibilities, presentation of
issues and recommendations to the Mayor and City Council for strategic direction of fiscal policy matters to maintain and
enhance the financial health of the City, and performance of a variety of administrative functions as delegated by the
Mayor and City Council.


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.


 Directs, coordinates, and supervises the financial activities of the City of Stoughton.


 Directs, coordinates, and supervises the Economic Development Activities of the City of Stoughton.


 Directs, coordinates, and supervises the Employee Benefit Administration, reconciling benefits to the general ledger
and periodic reporting. (From City Clerk)


 Directs, coordinates, and supervises Special Assessment procedures. (From Clerk’s Office)


 Oversees the preparation of the tax roll special charges, delinquencies and assessments. (From City Clerk)


 Prepares tax roll for submission to the County Treasurer. (From City Clerk)


 Prepares Statement of Taxes, Levy Limit worksheets and Expenditure Restraint reporting. (From City Clerk)


 Prepares salary and benefit data for the annual budget process. (From City Clerk)


 Performs Comptroller functions as required by State Statutes 62.09(10) and City ordinances.


 Performs City Treasurer functions as required by State Statutes 62.09(9) and City ordinances.


 Plans, installs, and maintains a central accounting system for the City government and its agencies in a manner
consistent with established and accepted municipal accounting principals and procedures, and in sufficient detail to
produce adequate cost, financial, and statistical data for City and department management purposes and to meet
statutory requirements.


 Directs, coordinates, and supervises processing of accounts payable and accounts receivable; auditing of purchase







City of Stoughton Finance Director/Treasurer
Position Description


orders, receipts, and disbursement; reconciling accounting records with various departments; and allocating payments
to various accounts.


 Directs, coordinates, and supervises processing of payroll; reviews salary and benefit data for inclusion in the
development of the annual budget.


 Functions as a resource and support to enhance department’s financial management capacity.


 Maintains a system of budgetary control to ensure that expenditures do not exceed appropriations, and that sufficient
revenues are available to meet anticipated needs.


 Directs the preparation of the annual City budget, including advising the Mayor, City Council, and City department
heads in the review of estimates and the preparation of individual departmental budget requests.


 Directs the development and update of a Five-Year Capital Improvement Plan, a Five-Year Financial/Operating
Budget Forecast, and accompanying financing plans.


 Provides the Mayor and City Council with timely and informative financial reports, statements, financial analysis and
fiscal projections on major issues requiring policy direction.


 Analyzes City debt structure and prepares recommendations for restructuring thereof; advises the Mayor and Finance
Committee regarding debt management.


 Coordinates a variety of special administrative projects as assigned, which include but are not limited to the
negotiation of contracts, leases, purchases, land acquisitions, and others of a similar nature.


 Initiates proactively, or participates collaboratively with department efforts to streamline operations, increase
operational efficiency and effectiveness, and address issues and opportunities of current concern.


 Proposes recommendations to streamline and consolidate budget and accounting functions in a continuous
improvement effort.


 Coordinates activities of City Assessor contract compliance.


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


 Administers the CDBG program.


 Represents the City in all fiscal matters, including issues associated with economic development.


 Administers the investment of surplus City funds and documentation relating to the sale or renegotiation of notes and
bonds.


 Reviews, audits, and certifies all claims against the City for payroll, goods and services, and reports to the Finance
Committee.


 Administers Firefighters’ Pension Fund and serves on the Firefighters’ Pension Board.


 Attends all City Council meetings and committee meetings as necessary.


 Serves on the Board of Trustees – Riverside and Wheeler Prairie Cemeteries.







City of Stoughton Finance Director/Treasurer
Position Description


 Provides administrative oversight and reviews financial activities of duly authorized volunteer organizations.


 Insures volunteer organizations follow prescribed city financial policies.


 Keeps informed of new trends, developments, laws, and regulations impacting the activities of the finance and
treasury functions of the City.


Minimum Training and Experience Required to Perform Essential Job Functions


Graduation from an accredited four-year college or university with a degree in Business Administration,
Accounting, Financial Management, Public Administration or related field. Minimum of five to seven years of
progressively responsible supervisory or management position related experience in accounting and financial
management, preferably in a municipal environment serving as a finance director or assistant finance director.


Minimum Physical and Mental Abilities Required to Perform Essential Job Functions


Physical Requirements


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


 Ability to develop manual and computerized financial systems.


Supervisory Skills


 Knowledge of principles of supervision and management, including participative management.


 Ability to supervise the work of departmental staff including; coordinating, assigning, monitoring, and evaluating
work; and hiring, training, counseling, and disciplining staff.


 Ability to positively motivate employees and create a team-work oriented, effective, and efficient work environment.


 Ability to establish and maintain effective working relationships with the Mayor, City Council members, department
heads, staff, and the public.


Mathematical Ability


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


 Ability to design and produce graphical representations of complex financial and performance data.


 Ability to prepare accounting and financial data projections.


 Knowledge of municipal accounting and auditing including enterprise funds; considerable knowledge of Generally
Accepted Auditing Standards (GAAS); considerable knowledge of Generally Acceptable Accounting Principles
(GAAP).


Language Ability and Interpersonal Communication


 Ability to act as a staff advisor to the Mayor, City Council, and department heads.







City of Stoughton Finance Director/Treasurer
Position Description


 Skill in effective, clear, and objective oral and written communications about the City’s finances to individuals and
groups.


 Ability to comprehend and interpret a variety of documents including municipal and business financial statements,
invoices, contracts, insurance policies and claims, tax rolls, budget requests and amendments, audits, bank
statements, budget documents, service contracts, State statutes, City ordinances and policies, etc.


 Ability to prepare a variety of documents with clear, comprehensive explanatory narrative to accompany budget
documents, financial statements, fiscal analysis relating to special projects, letters and other correspondence with the
Mayor, City Council, department heads, or parties external to the City, 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 legal and accounting terminology.


 Ability to communicate effectively with Mayor, City Council, Finance, Personnel, and Utility Committee members,
department heads, legal counsel, other City personnel, State and County personnel, insurance representatives, and
others verbally and in writing.


Environmental Adaptability


 Ability to work effectively in an office environment.


 Understanding of the City’s political environment and sensitivities; ability to function effectively within that
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


Council Approved 5-24-2009







City of Stoughton
Position Description


Name: Department: Finance


Position Title: Director of Finance and Economic Pay Grade: FLSA: E
Development


Date: November 2011 Reports To: Mayor


Purpose of Position


The purpose of this position is to supervise, direct, and coordinate the financial activities of the City, serving as
comptroller with duties as outlined in 62.09(10) Wis. Statutes and City ordinances and as City Treasurer, with duties
required by State Statutes 62.09(9) and City ordinances. Other key functions include supervising, directing and
coordinating the Economic Development activities in the City . This position provides support to the Mayor, City
Council, and City departments in their financial management, budgeting, and reporting responsibilities, presentation of
issues and recommendations to the Mayor and City Council for strategic direction of fiscal policy matters to maintain and
enhance the financial health of the City, and performance of a variety of administrative functions as delegated by the
Mayor and City Council.


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.


 Directs, coordinates, and supervises the financial activities of the City of Stoughton.


 Directs, coordinates, and supervises the Economic Development Activities of the City of Stoughton.


 Directs, coordinates, and supervises the Employee Benefit Administration, reconciling benefits to the general ledger
and periodic reporting.


 Directs, coordinates, and supervises Special Assessment procedures.


 Oversees the preparation of the tax roll special charges, delinquencies and assessments.


 Prepares tax roll for submission to the County Treasurer.


 Prepares Statement of Taxes, Levy Limit worksheets and Expenditure Restraint reporting.


 Prepares salary and benefit data for the annual budget process.


 Performs Comptroller functions as required by State Statutes 62.09(10) and City ordinances.


 Performs City Treasurer functions as required by State Statutes 62.09(9) and City ordinances.


 Plans, installs, and maintains a central accounting system for the City government and its agencies in a manner
consistent with established and accepted municipal accounting principals and procedures, and in sufficient detail to
produce adequate cost, financial, and statistical data for City and department management purposes and to meet
statutory requirements.


 Directs, coordinates, and supervises processing of accounts payable and accounts receivable; auditing of purchase







City of Stoughton Finance Director/Treasurer
Position Description


orders, receipts, and disbursement; reconciling accounting records with various departments; and allocating payments
to various accounts.


 Directs, coordinates, and supervises processing of payroll; reviews salary and benefit data for inclusion in the City
payroll database.


 Functions as a resource and support to enhance department’s financial management capacity.


 Maintains a system of budgetary control to ensure that expenditures do not exceed appropriations, and that sufficient
revenues are available to meet anticipated needs.


 Directs the preparation of the annual City budget, including advising the Mayor, City Council, and City department
heads in the review of estimates and the preparation of individual departmental budget requests.


 Directs the development and update of a Five-Year Capital Improvement Plan, a Five-Year Financial/Operating
Budget Forecast, and accompanying financing plans.


 Provides the Mayor and City Council with timely and informative financial reports, statements, financial analysis and
fiscal projections on major issues requiring policy direction.


 Analyzes City debt structure and prepares recommendations for restructuring thereof; advises the Mayor and Finance
Committee regarding debt management.


 Coordinates a variety of special administrative projects as assigned, which include but are not limited to the
negotiation of contracts, leases, purchases, land acquisitions, and others of a similar nature.


 Initiates proactively, or participates collaboratively with department efforts to streamline operations, increase
operational efficiency and effectiveness, and address issues and opportunities of current concern.


 Proposes recommendations to streamline and consolidate budget and accounting functions in a continuous
improvement effort.


 Coordinates activities of City Assessor contract compliance.


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


 Administers the CDBG program.


 Represents the City in all fiscal matters, including issues associated with economic development.


 Administers the investment of surplus City funds and documentation relating to the sale or renegotiation of notes and
bonds.


 Reviews, audits, and certifies all claims against the City for payroll, goods and services, and reports to the Finance
Committee.


 Administers Firefighters’ Pension Fund and serves on the Firefighters’ Pension Board.


 Attends all City Council meetings and committee meetings as necessary.


 Serves on the Board of Trustees – Riverside and Wheeler Prairie Cemeteries.







City of Stoughton Finance Director/Treasurer
Position Description


 Provides administrative oversight and reviews financial activities of duly authorized volunteer organizations.


 Insures volunteer organizations follow prescribed city financial policies.


 Keeps informed of new trends, developments, laws, and regulations impacting the activities of the finance and
treasury functions of the City.


Minimum Training and Experience Required to Perform Essential Job Functions


Graduation from an accredited four-year college or university with a degree in Business Administration,
Accounting, Financial Management, Public Administration or related field. Minimum of five to seven years of
progressively responsible supervisory or management position related experience in accounting and financial
management, preferably in a municipal environment serving as a finance director or assistant finance director.


Minimum Physical and Mental Abilities Required to Perform Essential Job Functions


Physical Requirements


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


 Ability to develop manual and computerized financial systems.


Supervisory Skills


 Knowledge of principles of supervision and management, including participative management.


 Ability to supervise the work of departmental staff including; coordinating, assigning, monitoring, and evaluating
work; and hiring, training, counseling, and disciplining staff.


 Ability to positively motivate employees and create a team-work oriented, effective, and efficient work environment.


 Ability to establish and maintain effective working relationships with the Mayor, City Council members, department
heads, staff, and the public.


Mathematical Ability


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


 Ability to design and produce graphical representations of complex financial and performance data.


 Ability to prepare accounting and financial data projections.


 Knowledge of municipal accounting and auditing including enterprise funds; considerable knowledge of Generally
Accepted Auditing Standards (GAAS); considerable knowledge of Generally Acceptable Accounting Principles
(GAAP).







City of Stoughton Finance Director/Treasurer
Position Description


Language Ability and Interpersonal Communication


 Ability to act as a staff advisor to the Mayor, City Council, and department heads.


 Skill in effective, clear, and objective oral and written communications about the City’s finances to individuals and
groups.


 Ability to comprehend and interpret a variety of documents including municipal and business financial statements,
invoices, contracts, insurance policies and claims, tax rolls, budget requests and amendments, audits, bank
statements, budget documents, service contracts, State statutes, City ordinances and policies, etc.


 Ability to prepare a variety of documents with clear, comprehensive explanatory narrative to accompany budget
documents, financial statements, fiscal analysis relating to special projects, letters and other correspondence with the
Mayor, City Council, department heads, or parties external to the City, 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 legal and accounting terminology.


 Ability to communicate effectively with Mayor, City Council, Finance, Personnel, and Utility Committee members,
department heads, legal counsel, other City personnel, State and County personnel, insurance representatives, and
others verbally and in writing.


Environmental Adaptability


 Ability to work effectively in an office environment.


 Understanding of the City’s political environment and sensitivities; ability to function effectively within that
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


Council Approved 5-24-2009
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Maria Hougan


From: Donna Olson
Sent: Thursday, January 26, 2012 3:03 PM
To: Greg Jenson; Maria Hougan
Cc: Paul Lawrence; Sonny Swangstu (hemi-rt@charter.net); Larry Peterson
Subject: Another item for the Special Personnel Meeting


Please include an agenda item:
Approve Sr Center Assistant Director Position Offer


Recent advertisements to fill the position and subsequent interviews did not present a candidate to fill
the vacancy. Hollee Camacho has returned to the area and is interested in returning to the Sr
Center. Sr Center Director Mc Glynn & I agree that she is the best candidate for the position. After
consulting with labor Attorney Crone, the position will be offered to Hollee. Sr Center Director
McGlynn and I are recommending that Hollee returns at her pervious wage and benefit status.
Moneys are available in the 2012 budget to accommodate this request.


Pili- Please include this e-mail in the Personnel Committee packet.


donna


Serving Together, We Make a Difference


Donna L Olson, Mayor
City of Stoughton
381 E Main Street
Stoughton WI 53589
Office 608 873-6459
dolson@ci.stoughton.wi.us








January 24, 2012
Common Council Minutes
Page 3


New Business


R-01-2012
Motion by Jenson, second by Swangstu for the approval of the Administrative
Assistant’s wage scale for Clerk’s office and Finance department, and to proceed with
posting the position. Tone questioned why utility employees were not included in the
analysis. Three or four separate issues lumped into one motion, he would like these
separated. Hohol stated there should be opportunities to change the wage system. He
supports going forward on the pay increase. The city should consider looking at
opportunities to reward high performing employees.


Moved by Olstad, second by Chenoweth to amend the motion to approve the starting
pay wage for the Administrative Assistant and the Finance Administrative Clerk at
$14.60.


Motion by Lawrence, second by Tone to table and refer back to committee to discuss
the pay scale. Motion carried 5 to 5 with the Mayor breaking the tie to approve referring
back to Personnel Committee.


ROLL CALL
#3 Yes No


Swadley 1


McKichan 0 0


Christianson 1


Lawrence 1


Scovotti 0 0


Chenoweth 1


Jenson 1


Hohol 1


Olstad 1


Peterson 1


Tone 1


Swangstu 1


Result 5 5


Mayor vote yes to table & refer







RESOLUTION OF THE PERSONNEL & FINANCE COMMITTEE


Authorizing and directing the proper city official(s) to approve the wage increase for the
Administrative Assistant in the Clerk’s Office, and set the wage scale for the Finance Administrative
Clerk in the Finance Department to reflect the same wage scale as the Administrative Assistant for the
EMS.


Committee Action: Personnel Approval 4-0; Finance Approval 4-0; Personnel


Fiscal Impact: $10,000


File Number: R-01-2012 Date Introduced: January 24, 2012 referred back
to Personnel
February 14, 2012


WHEREAS, your Personnel Committee met on 12-19-2011, and 2-14-2012, and your Finance Committee
met on 1-10-2012 and determined to increase the wage scale for the Administrative Assistant in the Clerk’s
office to reflect the same wage scale as the Administrative Assistant for the EMS, and


WHEREAS, your Personnel Committee met on 12-19-2011, and on 2-14-2012, and your Finance
Committee met on 1-10-2012 and determined to set the wage scale for the Finance Administrative Clerk as
the same as the Administrative Assistance for the EMS, and to be the same wages as the Administrative
Assistant in the Clerk’s office, now therefore


BE IT RESOLVED by the Common Council of the City of Stoughton that the proper city official(s) be
hereby directed and authorized to take such action as to approve the wage scales to reflect the same wage
scale as the Administrative Assistant for the EMS as listed below:


Starting wage
Adm. Asst. (EMS) $14.60 $14.96 $15.36 $15.74 $16.14


Adm. Asst. Clerk’s Office
(Receptionist) Current $12.85 $13.18 $13.54 $13.87 $14.23


Adm. Asst. Clerk’s Office-Proposed $14.60 $14.96 $15.36 $15.74 $16.14


Finance Adm. Clerk. (Finance -
Vacant) $14.60 $14.96 $15.36 $15.74 $16.14


Council Action: Adopted Failed Vote


Mayoral Action: Accept Veto


Donna Olson, Mayor Date


Council Action: Override Vote








Finance Office and Clerks Office Position Description Wage Scales


Clerk
Deputy Clerk/Confidential Sec.(non
Represented position) $17.90 $18.41 $18.90 $19.40 $19.90
Administrative Assistant/Clerk’s Office
(current ) (City Hall )      $12.85 $13.18 $13.54 $13.87 $14.23


Finance
Finance Administrative Clerk $14.60
Finance Accounting Specialist
(Accounting Clerk) $16.81 $17.23 $17.66 $18.09 $18.54


Deputy Treasurer $19.67 $20.21 $20.76 $21.32 $21.85


Finance Director $35.53 $36.44 $37.37 $38.33 $39.32



mhougan

Highlight








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


RESOLUTION OF THE PERSONNEL COMMITTEE


Authorizing and directing the proper city official(s) to approve the position description for the
Administrative Assistant / Clerks Office.


Committee Action: Personnel Approved 4-0, Personnel


Fiscal Impact: -0-


File Number: R-20-2012 Date Introduced: December 13, 2011 referred
back
February 14, 2012


WHEREAS, your Personnel Committee met on November 28, 2011 and February 8, 2012 to consider
the approval of the Administrative Assistant / Clerk’s office 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







City of Stoughton
Position Description


Name: Department: Clerk’s


Position Title: Administrative Assistant/ Pay Grade: FLSA: N
Clerk’s Office
(30 hours)


Date: November, 2011 Reports To: City Clerk/Personnel
Director


Purpose of Position


The purpose of this position is to perform receptionist duties in City Hall, 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.


 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, 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. Maintains Material Safety Sheets.


 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. Processes incoming and outgoing
mail. Tabulates monthly postage & copier usage and journal costs to appropriate department.


 Receives UPS and other deliveries for various departments in the City.


 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 and assists with resolutions and ordinances.







City of Stoughton Receptionist
Position Description


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


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


 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 needed to be added to the tax roll.


 Maintains and updates recycling and rubbish information brochure.


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


 Assist with updating and Preparing Orientation Manuals


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


 Issue and process Dog Licenses.


 Receipts in payments for 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.


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


 Maintains Common Council and committee minutes by putting into LaserFische.


 Maintains Clerk’s office website.


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, provides information related to the Recreation
Department programs, receives registrations and fees, sells water park tickets.


 Performs Notary Public duties.


 Assists with the preparing of absentee ballots, registers voters and works at the polls on Election Day.


 Assists with entering Voter Registrations and Absentee Ballots on SVRS system.


 Assist in preparations needed before and after elections, such as scheduling poll workers, preparing
election day supplies and turning in work hours for the poll workers and printing out pay vouchers.







City of Stoughton Receptionist
Position Description


 Assists with the preparing of Public Hearings notices and sending letters to residents within 300 feet.


 Assists with Operator’s, electrical and miscellaneous 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.


 Enters data into spreadsheet.


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.


 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, typewriter, Dictaphone,
photocopier, fax machine, multi-line telephone, postage meter, etc. requiring simple but continuous
adjustments.







City of Stoughton Receptionist
Position Description


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


RESOLUTION OF THE PERSONNEL COMMITTEE


Authorizing and directing the proper city official(s) to approve the position description for the Finance
Administrative Clerk.


Committee Action: Personnel Approved 4-0, Personnel


Fiscal Impact: -0-


File Number: R-18-2012 Date Introduced: December 13, 2011 referred
back
February 14, 2012


WHEREAS, your Personnel Committee met on November 28, 2011 and February 8, 2012 to consider
the approval of the Finance Administrative Clerk 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







City of Stoughton
Position Description


Name: NEW Department: Finance


Position Title: Finance Administrative Clerk Pay Grade: FLSA: N


Date: November 2011 Reports To: Finance Director


Purpose of Position


The purpose of this position is to perform a variety of secretarial/clerical tasks, maintain related records and provide
organizational support as requested by the Finance Director to assist in the day-to-day operations of the Finance
Department.


Essential Functions:


 Records and types a variety of reports, memos and other correspondence, interdepartmental reports, annual reports
and other financial data as assigned by the Finance Director.


 Assists the Finance Director with preparation of materials for monthly meetings, to include typing the agenda, filing
and distributing minutes of the Finance, Economic Development Committee, and RDA meetings and other special
meetings as directed by the Finance Director.


 Prepare mailings and correspondence for the Finance department as directed by the Finance Director.


 Reviews, organizes and verifies invoices, prepares purchase orders with account numbers for bills and submits to the
Finance Director for signature prior to submission to the Finance Accounting Specialist.


 Collects and reviews all employee timesheets. Review for accuracy and completeness. Review for appropriate use of
leave time.


 Input all timesheet information into the payroll system. Verify for accuracy.


 Process payroll and prepare payroll register, direct deposit register and payroll deduction transmittals.


 Assist Finance Director with monthly account reconciliation, processing of journal entries, and annual audit
preparation.


 Assist with accounts receivable processing.


 Organize, sort and file accounts payable checks, accounts receivable invoices and journal entries.


 Assist with accounts payable processing.


 Inputs cash receipts from various city departments and runs balancing reports.


 Prepares Special Assessment Certificate requests.


 Maintains and updates special assessment records and procedures/reports/print-outs as needed.







City of Stoughton
Position Description Finance Administrative Clerk


 Assists in the collection of tax receipts and balancing of collection reports.


 Responds to tax inquires from citizens and banking institutions.


 Maintain/update Finance Department web site.


 Provides back-up to the Finance Accounting Specialist in his/her absence.


 Provides back-up for issuing dog licenses.


 Answers City Hall phones; greets and assists residents and customers; provides information regarding departmental
services; refers callers to appropriate personnel/department; takes and relays messages, etc., as directed by the
Finance Director.


 Assists in Election preparation and customer service as directed by the Finance Director.


 Performs other work as assigned the Finance 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.


 Performs other related functions as assigned or required.


Minimum Training and Experience Required to Perform Essential Job Functions


High school diploma, or equivalent and two years responsible clerical experience including public contact, basic
bookkeeping, or any combination of education and experience that provides equivalent knowledge, skills, and abilities.
Microsoft office suite 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 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 excel reports and data, payment records and
accounts, graphs, annual and monthly financial reports, financial statements, computer software, procedure manuals,
statutes, procedures, guidelines and non-routine correspondence.


 Ability to communicate with City Hall personnel, Council members, Department Heads, and the general public.


Mathematical Ability
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 Ability to add and subtract, multiply and divide, and calculate percentages, fractions, and decimals.


Judgment and Situational Reasoning Ability


 Requires the ability to carry out instructions furnished in written, oral or diagram form. Involves semi-routine
standardized work, with some latitude for independent judgment regarding choices of action.


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


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


Physical Requirements


 Ability to operate office equipment and machinery requiring simple but continuous adjustments, such as computer
keyboard/typewriter, calculator/adding machine, telephone, 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, typically associated with office work, occasionally
lifting, carrying, pushing and pulling up to 50 pounds to stock supplies.


 Ability to recognize and identify degrees of similarities or differences between characteristics of colors, forms,
sounds and odors associated with job-related objects, materials and tasks.


Environmental Adaptability


 Ability to work under safe and comfortable conditions where exposure to environmental factors is minimal and 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


Approved by the Common Council ________________





		R-18-2012 Job Description Finance Administrative Clerk.pdf

		Finance Administrative Clerk Final.pdf






RESOLUTION OF THE PERSONNEL & FINANCE COMMITTEE


Authorizing and directing the proper city official(s) to approve the wage increase for the
Administrative Assistant in the Clerk’s Office, and set the wage scale for the Finance Administrative
Clerk in the Finance Department to reflect the same wage scale as the Administrative Assistant for the
EMS.


Committee Action: Personnel Approval 4-0; Finance Approval 4-0; Personnel


Fiscal Impact: $10,000


File Number: R-01-2012 Date Introduced: January 24, 2012 referred back
to Personnel
February 14, 2012


WHEREAS, your Personnel Committee met on 12-19-2011, and 2-14-2012, and your Finance Committee
met on 1-10-2012 and determined to increase the wage scale for the Administrative Assistant in the Clerk’s
office to reflect the same wage scale as the Administrative Assistant for the EMS, and


WHEREAS, your Personnel Committee met on 12-19-2011, and on 2-14-2012, and your Finance
Committee met on 1-10-2012 and determined to set the wage scale for the Finance Administrative Clerk as
the same as the Administrative Assistance for the EMS, and to be the same wages as the Administrative
Assistant in the Clerk’s office, now therefore


BE IT RESOLVED by the Common Council of the City of Stoughton that the proper city official(s) be
hereby directed and authorized to take such action as to approve the wage scales to reflect the same wage
scale as the Administrative Assistant for the EMS as listed below:


Starting wage
Adm. Asst. (EMS) $14.60 $14.96 $15.36 $15.74 $16.14


Adm. Asst. Clerk’s Office
(Receptionist) Current $12.85 $13.18 $13.54 $13.87 $14.23


Adm. Asst. Clerk’s Office-Proposed $14.60 $14.96 $15.36 $15.74 $16.14


Finance Adm. Clerk. (Finance -
Vacant) $14.60 $14.96 $15.36 $15.74 $16.14


Council Action: Adopted Failed Vote


Mayoral Action: Accept Veto


Donna Olson, Mayor Date


Council Action: Override Vote







January 24, 2012
Common Council Minutes
Page 3


New Business


R-01-2012
Motion by Jenson, second by Swangstu for the approval of the Administrative
Assistant’s wage scale for Clerk’s office and Finance department, and to proceed with
posting the position. Tone questioned why utility employees were not included in the
analysis. Three or four separate issues lumped into one motion, he would like these
separated. Hohol stated there should be opportunities to change the wage system. He
supports going forward on the pay increase. The city should consider looking at
opportunities to reward high performing employees.


Moved by Olstad, second by Chenoweth to amend the motion to approve the starting
pay wage for the Administrative Assistant and the Finance Administrative Clerk at
$14.60.


Motion by Lawrence, second by Tone to table and refer back to committee to discuss
the pay scale. Motion carried 5 to 5 with the Mayor breaking the tie to approve referring
back to Personnel Committee.


ROLL CALL
#3 Yes No


Swadley 1


McKichan 0 0


Christianson 1


Lawrence 1


Scovotti 0 0


Chenoweth 1


Jenson 1


Hohol 1


Olstad 1


Peterson 1


Tone 1


Swangstu 1


Result 5 5


Mayor vote yes to table & refer







December 13, 2011
Common Council Minutes
Page 4


Viking Park, Stoughton Baptist Church, Linnerude Property and Ehle Property. Motion
carried 8-0.


R-155-2011
Motion by Jenson, second by Lawrence, Authorizing and directing the proper city
official(s) to approve the position descriptions for the Finance Director, Deputy
Treasurer, Finance Accounting Specialist, Finance Administrative Clerk, Deputy City
Clerk/Confidential Secretary and Administrative Assistant/Clerk’s Office. Sullivan wants
to make sure to add “excel knowledge and expertise” to the minutes portion of the new
position in the Finance Department. McKichan wanted to know what the pay scale is for
the new position, he suggested having the pay grade reviewed and added to this
position.


Moved by Jenson, second by Hohol, to refer back to the Personnel Committee to add
the pay wage scales for the new Finance Administrative Clerk position, along with the
other positions of Finance Director, Deputy Treasurer, Finance Accounting Specialist,
Deputy Clerk/Confidential Secretary, and Administrative Assistant/Clerk’s Office
(formally receptionist).


Motion carried 7-1 with Tone voting noe.


R-158-2011
Motion by Christianson, second by Tone, Authorizing and directing the proper city
official(s) to authorize and execute an Intergovernmental Agreement between Dane
County and other Municipalities within Dane County creating a county-wide
interoperable VHF-based emergency radio system known as “DaneCOM”. Motion
carried 5-3.


ROLL CALL
#5 Yes No


Christianson 1


Lawrence 1


Scovotti 0 0


Chenoweth 0 0


Jenson 1


Hohol 1


Olstad 1


Peterson 0 0


Tone 1


Swangstu 1


Swadley 0 0


McKichan 1


Result 5 3


Moved by Christianson, second by Lawrence, to move into closed session per State
Statue 19.85(1)(e), deliberating or negotiating the purchasing of public properties, the
investing of public funds, or conducting other specified public business, whenever
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City of Stoughton, 381 E Main Street, Stoughton WI 53589


RESOLUTION OF THE PERSONNEL COMMITTEE


Authorizing and directing the proper city official(s) to approve posting the position in the Finance
Department for the Finance Administrative Clerk.


Committee Action: Personnel Approved 4-0, Personnel


Fiscal Impact: -0-


File Number: R-25-2012 Date Introduced: December 13, 2011 referred
back
February 14, 2012


WHEREAS, your Personnel Committee met on November 28, 2011 and February 8, 2012 to consider
the approval of posting the position of the Finance Administrative Clerk position, 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
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Name: NEW Department: Finance


Position Title: Finance Administrative Clerk Pay Grade: FLSA: N


Date: November 2011 Reports To: Finance Director


Purpose of Position


The purpose of this position is to perform a variety of secretarial/clerical tasks, maintain related records and provide
organizational support as requested by the Finance Director to assist in the day-to-day operations of the Finance
Department.


Essential Functions:


 Records and types a variety of reports, memos and other correspondence, interdepartmental reports, annual reports
and other financial data as assigned by the Finance Director.


 Assists the Finance Director with preparation of materials for monthly meetings, to include typing the agenda, filing
and distributing minutes of the Finance, Economic Development Committee, and RDA meetings and other special
meetings as directed by the Finance Director.


 Prepare mailings and correspondence for the Finance department as directed by the Finance Director.


 Reviews, organizes and verifies invoices, prepares purchase orders with account numbers for bills and submits to the
Finance Director for signature prior to submission to the Finance Accounting Specialist.


 Collects and reviews all employee timesheets. Review for accuracy and completeness. Review for appropriate use of
leave time.


 Input all timesheet information into the payroll system. Verify for accuracy.


 Process payroll and prepare payroll register, direct deposit register and payroll deduction transmittals.


 Assist Finance Director with monthly account reconciliation, processing of journal entries, and annual audit
preparation.


 Assist with accounts receivable processing.


 Organize, sort and file accounts payable checks, accounts receivable invoices and journal entries.


 Assist with accounts payable processing.


 Inputs cash receipts from various city departments and runs balancing reports.


 Prepares Special Assessment Certificate requests.


 Maintains and updates special assessment records and procedures/reports/print-outs as needed.







City of Stoughton
Position Description Finance Administrative Clerk


 Assists in the collection of tax receipts and balancing of collection reports.


 Responds to tax inquires from citizens and banking institutions.


 Maintain/update Finance Department web site.


 Provides back-up to the Finance Accounting Specialist in his/her absence.


 Provides back-up for issuing dog licenses.


 Answers City Hall phones; greets and assists residents and customers; provides information regarding departmental
services; refers callers to appropriate personnel/department; takes and relays messages, etc., as directed by the
Finance Director.


 Assists in Election preparation and customer service as directed by the Finance Director.


 Performs other work as assigned the Finance 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.


 Performs other related functions as assigned or required.


Minimum Training and Experience Required to Perform Essential Job Functions


High school diploma, or equivalent and two years responsible clerical experience including public contact, basic
bookkeeping, or any combination of education and experience that provides equivalent knowledge, skills, and abilities.
Microsoft office suite 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 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 excel reports and data, payment records and
accounts, graphs, annual and monthly financial reports, financial statements, computer software, procedure manuals,
statutes, procedures, guidelines and non-routine correspondence.


 Ability to communicate with City Hall personnel, Council members, Department Heads, and the general public.


Mathematical Ability







City of Stoughton
Position Description Finance Administrative Clerk


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


Judgment and Situational Reasoning Ability


 Requires the ability to carry out instructions furnished in written, oral or diagram form. Involves semi-routine
standardized work, with some latitude for independent judgment regarding choices of action.


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


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


Physical Requirements


 Ability to operate office equipment and machinery requiring simple but continuous adjustments, such as computer
keyboard/typewriter, calculator/adding machine, telephone, 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, typically associated with office work, occasionally
lifting, carrying, pushing and pulling up to 50 pounds to stock supplies.


 Ability to recognize and identify degrees of similarities or differences between characteristics of colors, forms,
sounds and odors associated with job-related objects, materials and tasks.


Environmental Adaptability


 Ability to work under safe and comfortable conditions where exposure to environmental factors is minimal and 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


Approved by the Common Council ________________







RESOLUTION OF THE PERSONNEL & FINANCE COMMITTEE


Authorizing and directing the proper city official(s) to approve the wage increase for the
Administrative Assistant in the Clerk’s Office, and set the wage scale for the Finance Administrative
Clerk in the Finance Department to reflect the same wage scale as the Administrative Assistant for the
EMS.


Committee Action: Personnel Approval 4-0; Finance Approval 4-0; Personnel


Fiscal Impact: $10,000


File Number: R-01-2012 Date Introduced: January 24, 2012 referred back
to Personnel
February 14, 2012


WHEREAS, your Personnel Committee met on 12-19-2011, and 2-14-2012, and your Finance Committee
met on 1-10-2012 and determined to increase the wage scale for the Administrative Assistant in the Clerk’s
office to reflect the same wage scale as the Administrative Assistant for the EMS, and


WHEREAS, your Personnel Committee met on 12-19-2011, and on 2-14-2012, and your Finance
Committee met on 1-10-2012 and determined to set the wage scale for the Finance Administrative Clerk as
the same as the Administrative Assistance for the EMS, and to be the same wages as the Administrative
Assistant in the Clerk’s office, now therefore


BE IT RESOLVED by the Common Council of the City of Stoughton that the proper city official(s) be
hereby directed and authorized to take such action as to approve the wage scales to reflect the same wage
scale as the Administrative Assistant for the EMS as listed below:


Starting wage
Adm. Asst. (EMS) $14.60 $14.96 $15.36 $15.74 $16.14


Adm. Asst. Clerk’s Office
(Receptionist) Current $12.85 $13.18 $13.54 $13.87 $14.23


Adm. Asst. Clerk’s Office-Proposed $14.60 $14.96 $15.36 $15.74 $16.14


Finance Adm. Clerk. (Finance -
Vacant) $14.60 $14.96 $15.36 $15.74 $16.14


Council Action: Adopted Failed Vote


Mayoral Action: Accept Veto


Donna Olson, Mayor Date


Council Action: Override Vote
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City of Stoughton, 381 E Main Street, Stoughton WI 53589


RESOLUTION OF THE PERSONNEL COMMITTEE


Authorizing and directing the proper city official(s) to approve the position description for the Deputy
City Clerk / Confidential Secretary.


Committee Action: Personnel Approved 4-0, Personnel


Fiscal Impact: -0-


File Number: R-19-2012 Date Introduced: December 13, 2011 referred
back
February 14, 2012


WHEREAS, your Personnel Committee met on November 28, 2011 and February 8, 2012 to consider
the approval of the Deputy Clerk / Confidential Secretary 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
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Position Description


Name: Department: Clerk


Position Title: DeputyCityClerk/ Pay Grade: FLSA: N
Confidential Secretary


Date: March2009 Reports To: City Clerk/Personnel Director


Purpose of Position


The purpose of this position is to perform various confidential secretarial tasks, administrative and record keeping tasks
related to employee benefits, City Council and related committee functions, elections, risk management and City license
regulation; and perform 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.


The first 4 bullet points were taken from the previous job description and moved to the head of the list.


 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. Enters voter information, election information
(including, but not limited to, voter registrations, absentee voters, voter history, polling places, reports,
redistricting).


 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. Inputs new registrants and address changes after the election. Inputs voter participation in the
election. Compiles and files city's records of the election.


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


 Maintains campaign finance records. Sends notices to candidates. Audits campaign finance reports.


 Prepares monthly Wisconsin Retirement Fund System reports and submits to WRF. Reconciles retirement fund
annually. Keeps up to date on changing regulations. To Finance Dept.


 Prepares City licenses for liquor sales, operator's, electrical contractors and others. Prepares yearly license renewal







City of Stoughton Deputy Clerk/Confidential Secretary
Position Description


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 repelling for Finance Department.


 Staff person to Public Safety Committee. Prepares monthly Public Safety committee meeting agendas. Gathers
pertinent information; attends meetings; generates, maintains and distributes meeting minutes; forwards committee
recommendations for Council; maintains meeting related files. Prepares resolutions for the committee.


 Staff person to Community Affairs/Council Policy Committee. Prepares monthly CA/CP committee meeting
agendas. Gathers pertinent information; attends meetings; generates, maintains and distributes meeting minutes;
forwards committee recommendations for Council; maintains meeting related files. Prepares resolutions for the
committee.


 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 in City Clerk/Personnel Director’s
absence.


 Assists in Preparesing legal notices, ordinances and resolutions for publication in City Clerk/Personnel
Director’s absence.


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


 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.


 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 To Finance Dept.


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


 Reviews weekly health, dental and prescription drug insurance claims billings, including Utilities.


 Reviews administrative fees for health and dental insurance.


 Updates work rules and handbook as needed or annually.


 Maintains vehicle titles & registrations and reports to CIVMIC and SLGPIF.


 Reports annexations to appropriate governmental agencies (i.e. local governments, county and state).


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


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


 Updates policies and procedures manual as needed.
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 Prepares the employee newsletter, Up Close and Personnel, on a monthly basis. To receptionist.


 Maintains Common Council Minutes by inputting into LaserFische and placing into permanent Council Minute book.
To receptionist


 Maintains committee minutes by inputting into LaserFische, To receptionist.


 Prepares various journal entries.


 Assists Acts as liaison between employees and health insurance carrier in the absence of the City
Clerk/Personnel Director.


 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.


 Confidential secretary to management. In the absence of the City Clerk/Personnel Director 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.


 Provides backup to Receptionist by performing those responsibilities in his/her absence.


 Enters data into computer spreadsheet files. See below.


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


 Assists in preparesing ordinances and resolutions for review by City Attorney.


 Compiles, updates and distributes the Local Government Handbook annually. To receptionist.


 Produces 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.


 Develops Clerk's Office website and maintains the same. To receptionist.


 Responds to requests for Special Assessment Certificates.


To receptionist
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 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.


 Enters data into spreadsheet files (from above)


 Serves as Liaison as Volunteer of the Year, Business of the Year and Friend of Youth Organizations,.


 Administrative liaison to the Food Pantry.


Minimum Training and Experience Required to Perform Essential Job Functions


High school diploma or equivalent,yocationaliteehnical training in human resources or related field, three to four years
experience in human resources or related work in City government. Experience with website management, Microsoft


office, software applications, PageMaker, or any combination of education and experience that provides equivalent
knowledge, skills, and abilities. Possess knowledge of the Statewide Voter Registration System.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


 Ability to provide excellent customer service internally and externally and to effectively lead a team and
participate as a team player.


 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, 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.


Mathematical Ability


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


Environmental Adaptability


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







City of Stoughton Deputy Clerk/Confidential Secretary
Position Description


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-8F2008 March 10, 2009
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Position Description


Name: Department: Clerk


Position Title: DeputyCityClerk/ Pay Grade: FLSA: N
Confidential Secretary


Date: November,2011 Reports To: City Clerk/Personnel Director


Purpose of Position


The purpose of this position is to perform various confidential secretarial tasks, administrative and record keeping tasks
related to employee benefits, City Council and related committee functions, elections, risk management and City license
regulation; and perform 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.


 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.


 Keeps informed of changing election laws.


 Maintains all election information in the SVRS system. Enters voter information, election information
(including, but not limited to, voter registrations, absentee voters, voter history, polling places, reports,
redistricting).


 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. Inputs new registrants and address changes after the election. Inputs voter participation in the
election. Compiles and files city's records of the election.


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


 Maintains campaign finance records. Sends notices to candidates. Audits campaign finance reports.


 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.







City of Stoughton Deputy Clerk/Confidential Secretary
Position Description


 Maintains cash receipting for licenses and balances the receipts.


 Staff person to Public Safety Committee. Prepares monthly Public Safety committee meeting agendas. Gathers
pertinent information; attends meetings; generates, maintains and distributes meeting minutes; forwards committee
recommendations for Council; maintains meeting related files. Prepares resolutions for the committee.


 Staff person to Community Affairs/Council Policy Committee. Prepares monthly CA/CP committee meeting
agendas. Gathers pertinent information; attends meetings; generates, maintains and distributes meeting minutes;
forwards committee recommendations for Council; maintains meeting related files. Prepares resolutions for the
committee.


 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 in City Clerk/Personnel Director’s
absence.


 Assists in processing legal notices, ordinances and resolutions for publication in City Clerk/Personnel
Director’s absence.


 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.


 Assists in new employee orientation.


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


 Reviews weekly health, dental and prescription drug insurance claims billings, including Utilities.


 Reviews administrative fees for health and dental insurance.


 Updates work rules and handbook as needed or annually.


 Maintains vehicle titles & registrations and reports to CIVMIC and SLGPIF.


 Reports annexations to appropriate governmental agencies (i.e. local governments, county and state).


 Updates policies and procedures manual as needed.


 Assists as liaison between employees and health insurance carrier in the absence of the City Clerk/Personnel
Director.


 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.


 Confidential secretary to management. In the absence of the City Clerk/Personnel Director 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.
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 Provides backup to Receptionist by performing those responsibilities in his/her absence.


 Assists in.preparing for public hearings, publish legal notices regarding public hearings.


 Assists in preparing ordinances and resolutions for review by City Attorney.


 Produces the city newsletter, The Tower Times. Compiles information from committees, department heads and
staff, community groups, etc; and coordinates printing.


 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.


 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.


 Enters data into spreadsheet files


 Serves as Liaison as Volunteer of the Year, Business of the Year and Friend of Youth Organizations,.


 Administrative liaison to the Food Pantry.


Minimum Training and Experience Required to Perform Essential Job Functions


High school diploma or equivalent,yocational/technical training, three to four years experience in City government.
Experience with website management, Microsoft


office, software applications, or any combination of education and experience that provides equivalent knowledge,
skills, and abilities. Possess knowledge of the Statewide Voter Registration System.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


 Ability to provide excellent customer service internally and externally and to effectively lead a team and
participate as a team player.


 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







City of Stoughton Deputy Clerk/Confidential Secretary
Position Description


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 vouchers, invoices 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, 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.


Mathematical Ability


 Ability to calculate percentages, fractions, decimals. Ability to interpret basic descriptive statistical reports.


 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.


Environmental Adaptability


 Ability to work under safe and comfortable conditions where exposure to environmental factors poses little to no risk
of injury.
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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-8F2008 March 10, 2009
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City of Stoughton, 381 E Main Street, Stoughton WI 53589


RESOLUTION OF THE PERSONNEL COMMITTEE


Authorizing and directing the proper city official(s) to approve the position description for the Deputy
Treasurer.


Committee Action: Personnel Approved 4-0, Personnel


Fiscal Impact: -0-


File Number: R-16-2012 Date Introduced: December 13, 2011 referred
back
February 14, 2012


WHEREAS, your Personnel Committee met on November 28, 2011 and February 8, 2012 to consider
the approval of the Deputy Treasurer 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
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Position Description


Name: Department: Finance


Position Title: Deputy Treasurer Pay Grade: FLSA: N


Date: March 2009 Reports To: Finance Director/Treasurer


Purpose of Position


The purpose of this position, appointed under State Statute 63.09(a)(F) and according to City hiring policies, is to assist
the Finance Director/Treasurer by performing accounting tasks and providing secretarial administrative support to the
Finance Director/Treasurer, performs Treasurer statutory duties in the absence of the Finance Director/Treasurer or as
directed by the Finance Director/Treasurer.


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.


 Assists the Finance Director as support staff as directed. Attends City Council, committee and staff meetings in the
absence of the Finance Director.


 Organizes Finance Committee agendas and distributes packet. Attends meetings and types minutes. Forwards items
to appropriate committees for further action. Provides staff clerical services to the Finance Committee. Coordinates
meeting dates, times and locations. 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 resolutions under the direction of the Finance Director, forwards
committee recommendations as appropriate for further action.


 Performs scheduling, typing, prepares memoranda, correspondence and other administrative support as directed.


 Prepares forms for bid openings. Attends bid openings and records all information. (From City Clerk)


 Receives all monies receipted to the City and verifies amounts. Prepares daily bank deposits, reconciles cash drawer
and receipts in-coming funds. Reviews and verifies and/or assigns account numbers to in-coming funds. Creates new
account numbers when appropriate.


 Reconciles monthly bank statements for the City and Opera House. Prepares and enters adjusting journal entries to
balance monthly bank statements including all ACH and wire transactions. Transfer monies between funds to insure
adequate monthly balances. Monitor general fund checking account for appropriate deposits and withdrawals.


 Maintains manual spreadsheets as requested by Finance Director.


 Processes city employee payroll. Compiles time cards. Reviews payroll register for accuracy. Calculates tax
withholding and other payroll deductions; prepares required and requested payroll reports including FICA, state and
federal income tax withholding, etc.; prepares payroll checks for distribution; maintains and updates payroll records.
Completes monthly reporting for US Department of Labor regarding current employment statistics. Creates and edits
direct deposit information for current and new employees.


 Verify direct deposit information. Initiate batch upload to bank.
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 Provides backup to Finance Administrative Clerk by performing payroll duties in his/her absence.


 Calculates vacation accrual schedules and longevity payments for all eligible City employees. Calculates payouts for
employee terminations. (From Deputy Clerk)


 Prepares W2’s and year-end reporting including annual social security and state tax withholding reconciliation.


 Provides backup to the Finance Accounting Clerk Specialist by performing those responsibilities in his/her absence.


 Prepares monthly reports for Department Heads and others as requested. Prepares monthly financial and leave time
reports for Department Heads. Prepares monthly financial reports for multiple volunteer organizations. Prepares
other reports as requested.


 Assists in budget preparation, research and reporting to departments regarding accounting information. Creates
budget worksheets. Receives completed spreadsheets, enter budget information into computer system. Compiles
budget documents.


 Monitors debt service payments. Monitors long term debt service payment spreadsheets for principal and interest
amounts. Coordinates timely debt service wire payments.


 Prepares Room Tax correspondence Issues quarterly payment reminders for room tax and monitors collections.


 Answers inquiries from the public and others regarding property assessments, real estate and personal property tax
information and other City treasury information.


 Creates and maintains capital project spreadsheets including monthly balancing of all expenditures.


 Maintains fixed assets spreadsheets.


 Issues dog licenses. Prepares periodic reporting of dog licenses for County. Balances license sales and prepares
adjusting journal entries.


 Prepares tax bill mailing. Collects tax payments, refunds overpayments of taxes, balances tax collections, and
prepares tax collection reports.


 Prepares delinquent personal property tax reports. Maintains delinquency information until collection. Reviews
delinquency information and reports to Finance Director. Initiates and prepares Personal Property chargeback’s to
other taxing jurisdictions and collects payments for same.


 Compiles personal property deletion information. Assists assessor on reasons for with personal property deletion
and supporting documentation. Relays deletion information to Finance Director.


 Provides Taxi Service with grant application materials. Receives completed spreadsheet and compiles necessary
information for submission of the taxi grant application.


 Prepares memoranda, correspondence and other documents for the Finance Director. (Combined with another bullet
point)


 Prepares monthly Wisconsin Retirement Fund System reports and submits to WRS. Reconciles retirement fund
annually. Keeps up to date on changing regulations. (From Deputy Clerk)
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 Prepares monthly life and income continuation insurance reports and submits to ETF. Prepares annual imputed
income report.


 Collects, reviews and enters all new employee information into payroll system. (From Deputy Clerk)


 Maintains, reconciles and prepares reports for all employee benefit information in payroll database.(From Deputy
Clerk)


 Reviews and submits for payment monthly union dues billing. (From Deputy Clerk)


 Reviews and submits for payment quarterly United Way billing. (From Deputy Clerk)


 Prepares government payroll reports on a monthly and quarterly basis. (From Deputy Clerk)


 Reconcile all payroll accounts in the general ledger.


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.


Minimum Training and Experience Required to Perform Essential Job Functions


High school diploma or equivalent, vocational/technical training in secretarial and accounting skills, three to five years
secretarial/accounting experience, experience with website management, Microsoft office, software applications 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 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, assemble, copy and record and
transcribe data and information. Ability to classify, compute and tabulate data.


 Ability to persuade, convince, and/or train others, including the ability to act in a lead worker capacity. Ability to
advise and interpret how to apply policies, procedures and standards to specific situations.


 Ability to utilize a variety of advisory data and information such as financial statements, tax bills, bank statements, tax
payment records, annual budget, budget reports, job applications, daily receipts, balance sheets, journal entries,
computer software operating manuals, tax collection manual, State statutes, procedures, guidelines and non-routine
correspondence.


 Ability to communicate orally and in writing with Mayor, Finance Director/Treasurer, Assessors, tax payers, City
Council and City staff.


Mathematical Ability


 Ability to calculate percentages, fractions, decimals, volumes, ratios, present values and spatial relationships. Ability
to interpret basic descriptive statistical reports.
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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 sensory and/or judgmental criteria, as opposed to criteria which are clearly measurable.


Physical Requirements


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


 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, but which may involve some lifting, carrying, pushing
and pulling. Ability to sustain prolonged visual concentration.


Environmental Adaptability


 Ability to work under generally safe and comfortable conditions where exposure to environmental factors such as
repetitive computer keyboard use, irate individuals and intimidation may cause discomfort and poses a limited 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


Personnel approved 9-24-01 January 8, 2008 March 10, 2009







City of Stoughton
Position Description


Name: Department: Finance


Position Title: Deputy Treasurer Pay Grade: FLSA: N


Date: November 2011 Reports To: Finance Director/Treasurer


Purpose of Position


The purpose of this position, appointed under State Statute 63.09(a)(F) and according to City hiring policies, is to assist
the Finance Director/Treasurer by performing accounting tasks and providing administrative support to the Finance
Director/Treasurer, performs Treasurer statutory duties in the absence of the Finance Director/Treasurer or as directed by
the Finance Director/Treasurer.


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.


 Assists the Finance Director as support staff as directed. Attends City Council, committee and staff meetings in the
absence of the Finance Director.


 Provides staff clerical services to the Finance Committee. Coordinates meeting dates, times and locations. 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
resolutions under the direction of the Finance Director, forwards committee recommendations as appropriate for
further action.


 Performs scheduling, typing, prepares memoranda, correspondence and other administrative support as directed.


 Receives all monies receipted to the City and verifies amounts. Prepares daily bank deposits, reconciles cash drawer
and receipts in-coming funds. Reviews and verifies and/or assigns account numbers to in-coming funds. Creates new
account numbers when appropriate.


 Maintains manual spreadsheets as requested by Finance Director.


 Reconciles monthly bank statements for the City and Opera House. Prepares and enters adjusting journal entries to
balance monthly bank statements including all ACH and wire transactions. Transfer monies between funds to insure
adequate monthly balances. Monitor general fund checking account for appropriate deposits and withdrawals.


 Assists in budget preparation, research and reporting to departments regarding accounting information. Creates
budget worksheets. Receives completed spreadsheets, enter budget information into computer system. Compiles
budget documents.


 Monitors long term debt service payment spreadsheets for principal and interest amounts. Coordinates timely debt
service wire payments.


 Issues quarterly payment reminders for room tax and monitors collections.
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 Creates and maintains capital project spreadsheets including monthly balancing of all expenditures.


 Maintains fixed assets spreadsheets.


 Prepares tax bill mailing. Collects tax payments, refunds overpayments of taxes, balances tax collections, and
prepares tax collection reports.


 Answers inquiries from the public and others regarding property assessments, real estate and personal property tax
information and other City treasury information.


 Prepares delinquent personal property tax reports. Maintains delinquency information until collection. Reviews
delinquency information and reports to Finance Director. Initiates and prepares Personal Property chargeback’s to
other taxing jurisdictions and collects payments for same.


 Compiles personal property deletion information. Assists assessor with personal property deletion and supporting
documentation. Relays deletion information to Finance Director.


 Reviews payroll register for accuracy. Calculates tax withholding and other payroll deductions; prepares required and
requested payroll reports including FICA, state and federal income tax withholding, etc.; maintains and updates
payroll records. Completes monthly reporting for US Department of Labor regarding current employment statistics.
Creates and edits direct deposit information for current and new employees.


 Verify direct deposit information. Initiate batch upload to bank. Maintain Direct Deposit files in database.


 Prepares W2’s and year-end reporting including annual social security and state tax withholding reconciliation.


 Prepares monthly Wisconsin Retirement Fund System reports and submits to WRS. Reconciles retirement fund
annually. Keeps up to date on changing regulations.


 Prepares monthly life and income continuation insurance reports and submits to ETF. Prepares annual imputed
income report.


 Collects, reviews and enters all new employee information into payroll system. Reviews withholding, retirement,
payroll deductions and benefits for accuracy.


 Maintains, reconciles and prepares reports for all employee benefit information in payroll database.


 Reviews and submits for payment monthly union dues billing.


 Reviews and submits for payment quarterly United Way billing.


 Prepares government payroll reports on a monthly and quarterly basis.


 Reconcile all payroll accounts in the general ledger.


 Calculates vacation accrual schedules and longevity payments for all eligible City employees. Calculates payouts for
employee terminations.


 Prepares monthly financial and leave time reports for Department Heads. Prepares monthly financial reports for
multiple volunteer organizations. Prepares other reports as requested.


 Prepares forms for bid openings. Attends bid openings and records all information.
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 Prepares periodic reporting of dog licenses for County. Balances license sales and prepares adjusting journal entries.


 Provides Taxi Service with grant application materials. Receives completed spreadsheet and compiles necessary
information for submission of the taxi grant application.


 Provides backup and assistance for payroll processing.


 Provides backup to the Finance Accounting Specialist by performing those responsibilities in his/her absence.


Minimum Training and Experience Required to Perform Essential Job Functions


High school diploma or equivalent, vocational/technical training in secretarial and accounting skills, three to five years
secretarial/accounting experience, experience with website management, Microsoft office, software applications 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 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, assemble, copy and record and
transcribe data and information. Ability to classify, compute and tabulate data.


 Ability to persuade, convince, and/or train others, including the ability to act in a lead worker capacity. Ability to
advise and interpret how to apply policies, procedures and standards to specific situations.


 Ability to utilize a variety of advisory data and information such as financial statements, tax bills, bank statements, tax
payment records, annual budget, budget reports, job applications, daily receipts, balance sheets, journal entries,
computer software operating manuals, tax collection manual, State statutes, procedures, guidelines and non-routine
correspondence.


 Ability to communicate orally and in writing with Mayor, Finance Director/Treasurer, Assessors, tax payers, City
Council and City staff.


Mathematical Ability


 Ability to calculate percentages, fractions, decimals, volumes, ratios, present values and spatial relationships. Ability
to interpret basic descriptive statistical reports.


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 sensory and/or judgmental criteria, as opposed to criteria which are clearly measurable.


Physical Requirements


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


 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, but which may involve some lifting, carrying, pushing
and pulling. Ability to sustain prolonged visual concentration.


Environmental Adaptability


 Ability to work under generally safe and comfortable conditions where exposure to environmental factors such as
repetitive computer keyboard use, irate individuals and intimidation may cause discomfort and poses a limited 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


Personnel approved 9-24-01 January 8, 2008 March 10, 2009
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