
 

 

Meeting of:   PERSONNEL COMMITTEE 

Date /Time:  Monday, June 2, 2014 @ 5:30 p.m. 

Location:  Mayor’s Office 

   381 E. Main St., Stoughton, WI 

Members:                   Tricia Suess (Chair), Paul Lawrence (Vice-chair), David Kneebone, Eric      

   Hohol and Mayor Donna Olson (ex-officio member) 

AGENDA 

1. Call to Order 

2. Communications: 

3. Minutes of May 5, 2014 and May 21, 2014 

4. Discussion and Action regarding Utilities job description updates and changes. 

5. Future Agenda Items: Begin Personnel policies review. 

6. Adjournment 

 

 

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

PLEASE CALL 873-6677 PRIOR TO THIS MEETING.  

 

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

conduct business when a quorum is present. If you are unable to attend the meeting, please notify City Hall by calling 

(608)873-6677 or via email lsullivan@ci.stoughton.wi.us 

By:  Personnel Committee Chair Tricia Suess, Mayor Donna Olson 

 

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

regular or special meeting as indicated on the date, time and location given below. 
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Meeting of: PERSONNEL COMMITTEE
Date /Time: Monday, June 2, 2014 @ 5:30 p.m.
Location: Mayor’s Office


381 E. Main St., Stoughton, WI
Members: Tricia Suess (Chair), Paul Lawrence (Vice-chair), David Kneebone, Eric


Hohol and Mayor Donna Olson (ex-officio member)


AGENDA


1. Call to Order


2. Communications:


3. Minutes of May 5, 2014 and May 21, 2014


4. Discussion and Action regarding Utilities job description updates and changes.


5. Future Agenda Items: Begin Personnel policies review.


6. Adjournment


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


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


By: Personnel Committee Chair Tricia Suess, Mayor Donna Olson


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


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








PERSONNEL COMMITTEE MEETING MINUTES
Monday, May 5 2014 @ 5:30 p.m.
Mayor’s Office


Members: Tricia Suess, Paul Lawrence, Eric Hohol, David Kneebone, Mayor Donna Olson
(ex officio)


Others in attendance: Finance Director Laurie Sullivan, Police Lieutenant Pat Conlin


CALL TO ORDER
Suess called the meeting to order at 5:30 p.m.


Communications:


Parks Maintenance Supervisor Update- Mayor Olson announced that the Parks


Maintenance Supervisor position has been filled by an internal candidate. John Halverson has


been promoted to this position.


Compensation Study- Mayor Olson updated the committee on the status of the


Compensation Study. Paul Lawrence asked whether or not Alderperson and Mayor


Compensation had been included in the study. Mayor Olson said that the Alderperson and


Mayor Compensation is not included in the study, but she will have staff look into adding both


to the Compensation Study.


Minutes of April 16, 2014:
Motion by Lawrence to approve the minutes of April 16, 2014, second by Hohol to
approve. Motion carried unanimously.


Discussion and action regarding Police Department request for authorization to
fill upcoming officer vacancy due to retirement:
Lt. Conlin presented a memo from Chief Greg Leck outlining the purpose of the request.
Motion by Hohol, second by Lawrence, to authorize the Police Department to proceed
with the transfer of the part time officer to full time status, to fill the vacancy left after
Helstad retires. Effective June 1, 2014. Vote: 5-0 with the Mayor Voting. Motion carried
unanimously.


Set meeting date and time:
Meetings will be the 1st Monday of the Month at 5:30 p.m.


**CLOSED SESSION- The Personnel Committee may convene in closed session,
pursuant to Wis. Stat. sec 19.85 (1)(c), to consider compensation or performance
evaluation data of any public employee over which the governmental body has
jurisdiction or exercises responsibility RE: Offer of Employment-HR **Re-open
meeting.
Motion to go into closed session by Lawrence, second by Hohol at 5:50 p.m. Vote 5-0 in
favor with the Mayor voting. Motion carried unanimously.







Motion to return to open session by Lawrence, second by Hohol at 6:06 p.m.


Future agenda items: Review Part time benefits and work related rules.


ADJOURNMENT
Motion to adjourn by Hohol, second by Lawrence at 6:10 pm. Motion carried
unanimously.


Respectfully submitted,
Laurie Sullivan, Finance Director








SPECIAL MEETING: PERSONNEL COMMITTEE MEETING MINUTES
Wednesday, May 21 2014 @ 5:00 p.m.
Mayor’s Office


Present: Alders Tricia Suess, Paul Lawrence, David Kneebone, Mayor Donna Olson


Absent & Excused: Eric Hohol


Others in attendance: Alders Tim Swadley, Ron Christianson, Greg Jenson, Sonny
Swangstu, Finance Director Laurie Sullivan


CALL TO ORDER
Suess called the meeting to order at 5:00 p.m.


Communications:


Clerk Resignation- Deputy Clerk Richmond Kim Richmond will assume the City Clerk
responsibilities as described in the Wisconsin State Statutes.


HR Director- Amy Jo Gillingham will start her new position on June 26, 2014.


New Prescription Drug company- Begins on July 1, 2014.


Recruitment for City Clerk- The City is requesting approval to post the position of City Clerk


immediately. Motion by Lawrence, second by Suess, to follow the City policy and post


internally for 5 days and then post externally after the results of the internal posting. Motion


carried unanimously.


Future agenda items: Utilities Job Description Updates


ADJOURNMENT
Motion to adjourn by Lawrence, second by Kneebone at 5:40 pm. Motion carried
unanimously.


Respectfully submitted,
Laurie Sullivan, Finance Director








DRAFT STOUGHTON UTILITIES COMMITTEE REGULAR 
MEETING MINUTES 
Monday, May 19, 2014 – 5:00 p.m. 
Edmund T. Malinowski Board Room 
Stoughton Utilities Administration Office 
600 S. Fourth St. 
Stoughton, Wisconsin 
 
Members Present: Alderperson Eric Hohol, Citizen Member John Kallas, 


Alderperson Thomas Majewski, Mayor Donna Olson, 
Citizen Member Alan Staats, and Alderperson Elvin 
(Sonny) Swangstu. 


  
Excused: Citizen Member David Erdman 
  
Absent: None. 
 
Others Present: Stoughton Utilities Finance and Administrative 


Manager Kim Jennings, CPA, and Stoughton Utilities 
Director Robert Kardasz, P.E.  


 
Call To Order:  Mayor Donna Olson called the regular Stoughton Utilities 
Committee Meeting to order at 5:00 p.m. 
 
Stoughton Utilities Proposed Updated Position Descriptions For The Utilities 
Director And The Utilities Technical Operations Supervisor:  Stoughton 
Utilities Robert Kardasz presented and discussed the proposed updated Utilities 
Director and the Utilities Technical Operations Supervisor.  Discussion followed.  
Motion by Alderperson Elvin (Sonny) Swangstu, the motion seconded by Citizen 
Member John Kallas, to approve the Stoughton Utilities proposed updated position 
description for the Utilities Director, and recommend its approval to the Stoughton 
Personnel Committee and the Stoughton Common Council.  The motion carried 
unanimously. 
 
Discussion followed.  Motion by Alderperson Eric Hohol, the motion seconded by 
Alderperson Thomas Majewski, to approve the Stoughton Utilities proposed 
updated position description for the Utilities Technical Operations Supervisor, and 
recommend its approval to the Stoughton Personnel Committee and the 
Stoughton Common Council.  The motion carried unanimously. 
 







 
600 South Fourth Street 


P.O. Box 383 
Stoughton, WI  53589-0383 


Serving Electric, Water & Wastewater Since 1886 


 


Date:  May 13, 2014 


 


To:  Stoughton Utilities Committee 


 


From:  Robert P. Kardasz, P.E. 


  Stoughton Utilities Director 


 


Subject: Stoughton Utilities Proposed Updated Position Descriptions For the 


Utilities Director and the Utilities Technical Operations Supervisor. 


   


The proposed updated position descriptions for the referenced two senior Stoughton 


Utilities management positions have been modified to address current responsibilities.  


There is no fiscal impact.   


 


I am requesting that the Stoughton Utilities Committee approve the proposed updated 


position descriptions for the Utilities Director and the Utilities Technical Operations 


Supervisor, and recommend their approval to the Stoughton Personnel Committee and the 


Stoughton Common Council. 


 


Encl. 


 


cc: Sean O Grady 


Stoughton Utilities Operations Superintendent 


 


 







   


City of Stoughton 


Position Description 
 


 


Name: Brian R. Hoops Department: Utilities – Technical Operations 


Division 


Title: Utilities Technical Operations  


Supervisor 
Pay Grade:  FLSA: E 


Date:  May 2014 Reports To: Stoughton Utilities Director 


 


Purpose of Position 
The purpose of this position is to implement, administer and monitor information technology solutions 


throughout Stoughton Utilities and provide supervision to the Technical Operations Division, with the 


assistance of the Utilities Finance & Administrative Manager, and under the direction and assistance of the 


Utilities Operations Superintendent and the Utilities Director. 


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. 


 Supervises and directs the daily operations of the Technical Operations Division.  Ensures compliance with 


regulatory agency requirements, utility policies, etc. 


 Supervises and directs the activities of the Technical Operations Division personnel.  Establishes and 


maintains productivity reports, assigns and reviews work, coordinates continuing education/training and 


professional development programs, schedules and approves overtime and leave, reviews work performed 


for accuracy and effectiveness, completes performance evaluations, etc. 


 Supervises and directs the operation of an automated billing system in sufficient detail to produce and 


dispense accurate bills, and produce accurate billing data for both management and statutory requirements.  


Resolves system issues and implements system modifications and additions. 


 Receives and responds to high level customer inquiries and complaints, including those from the Wisconsin 


Public Service Commission, and performs resulting  corrective action and/or policy revisions. 


 Manages technology inventory to include procurement and disposal. Assists with preparation and monitors 


annual budget, 10-year capital projects program, and 20-year capital operations program.  Maintains 


contacts with vendors, prepares proposal requests, receives and evaluates proposals, prepares purchase 


orders, and acquires material as required. 


 Ensures technology documents/certificates such as product registrations, software licensing and contracts, 


SSL certificates, maintenance agreements, service contracts, etc. related to technology operations and/or 


technology services are evaluated, processed, and maintained. 


 Manages phone and data network system operations.  Installs & maintains hardware; adds and maintains 


user accounts for SU staff and external contractors; assigns rights and access; assesses and reports upon 


operational status; performs system monitoring and performance analysis and tuning; troubleshoots system 


hardware, software, networks, and operating and system management systems, etc. 


 Establishes and maintains a well run phone and data network system by planning and executing the 


selection, installation, configuration, and testing of PC and server hardware, software, wired and wireless 


LAN and WAN networks, telephone system hardware, internal and external telephone lines and circuits, 







City of Stoughton  Utilities Technical Operations  Supervisor  


 


and operating and system management systems; and defining system and operational policies and 


procedures. 


 Secures phone and data network system by developing system access, monitoring, control, and evaluation; 


establishing, implementing, and testing disaster recovery policies and procedures; monitoring network 


input and output; and reviewing application and performance logs. 


 Configures and maintains workstations, software, printers, desktop and mobile devices, and other 


peripherals. Provides written and verbal instruction and education to end users on computer/device use, and 


problem solving. 


 Designs, develops and maintains web-based applications including public websites and internal 


applications, including graphic design and programming.  Supports existing web-based applications 


programmed in ASP.NET, VB.NET, HTML/XHTML, CSS, and JavaScript. 


 Designs, develops, and maintains database solutions for internal applications.  Supports existing databases 


in Microsoft Access, Microsoft SQL, ESRI geodatabase, and MySQL formats. 


 Designs, develops, and maintains custom programming solutions for internal applications.  Supports 


existing custom programming in VB, VB.NET, and C#.NET. 


 Oversees Geographic Information System (GIS).  Provides recommendations and assists in the coordination 


of system improvements. 


 Participate in required Utility Committee and Common Council meetings.  Prepare monthly status reports 


as well as other scheduled and unscheduled presentations and reports. 


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. 


 Develop and implement effective customer service operations and positive customer relations, as well as 


assist with public education. 


 Develop and implement a public information program to promote a positive Utility environment in the City 


and service territory. 


 Maintains Stoughton Utilities facilities, and assists all Stoughton Utilities divisions as required. 


 Ensures that all safety standards are met and complies with all Stoughton Utilities Safety Programs. 


 Performs other Stoughton Utilities tasks as directed. 


Minimum Training and Experience Required to Perform Essential Job Functions  
High school diploma, Associate’s or Vocational degree in Computer Science, Network Administration, Web 


Design or related fields with ten years utilities office systems experience required, or any combination of 


education and experience that provides equivalent knowledge, skills, and abilities. 


Physical and Mental Abilities Required to Perform Essential Job Functions 
 Ability to maintain and operate all Stoughton Utilities technologies. 


 Ability to operate office equipment and machinery requiring simple but continuous adjustments, such as 


computer terminal, calculator/adding machine, remittance processing system, cash register, postage meter, 


photocopier, paper cutter, hand punch and telephone. 


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


 Ability to exert very moderate physical effort in sedentary to light work, typically involving some 


combination of stooping, kneeling, crouching and crawling, lifting, carrying, pushing and pulling. 
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Supervisory Skills 
 Ability to assign, supervise and review the work of others and implement discipline. 


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


 Ability to conduct performance reviews. 


Language Ability and Interpersonal Communication 
 Requires the ability to perform mid-level data analysis including the ability to audit, deduce, assess, 


conclude and appraise.  Requires discretion in determining and referencing such to established criteria to 


define consequences and develop alternatives. 


 Requires the ability to provide first line supervision.  Ability to persuade, convince, and train others.  Ability 


to advise and provide interpretation regarding the application of policies, procedures and standards to 


specific situations. 


 Requires the ability to utilize a variety of reference, descriptive and/or advisory data and information such 


as reports and records, studies, logs, timesheets, service rules, manuals, handbooks, procedures, guidelines 


and non-routine correspondence. 


 Ability to communicate orally with customers, department personnel, bank personnel, vendors, all levels 


of City personnel, and the general public. 


Mathematical Ability 


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


decimals; may require the ability to perform mathematical operations with fractions and algebra. 


Judgement and Situational Reasoning Ability 
 Requires the ability to apply principles of influence systems such as supervision, managing, leading, 


teaching, directing, planning, coordinating and controlling.  Ability to exercise independent judgement to 


apply facts and principles for developing approaches and techniques to problem resolution. 


 Requires the ability to exercise the judgement, decisiveness and creativity required in situations involving 


the direction, control and planning of an entire program or multiple programs. 


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 Americans with Disabilities 


Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages 


both prospective and current employees to discuss potential accommodations with the employer. 


___________________________________ ___________________________________ 


Employee’s Signature Supervisor’s Signature 


  


___________________________________ ___________________________________ 


Date Date 


 







   


City of Stoughton 


Position Description 
 


 


Name: Brian R. Hoops Department: Utilities – Accounting & Customer 


ServiceTechnical Operations 


Division 


Title: Utilities Office and Information 


SystemsTechnical Operations  


Supervisor 


Pay Grade:  FLSA: E 


Date:  May 2014December 2008 Reports To: Stoughton Utilities Director 


 


___________________________________________________________________________ 


 


Purpose of Position 
 


The purpose of this position is to implement, administer and monitor information technology solutions 


throughout the Stoughton Uutilities and provide supervision to the Accounting & Customer ServiceTechnical 


Operations Division, under with the direction assistance of the Utilities Finance & Administrative Manager, 


and under the direction and assistance of the Utilities Operations Superintendent and the Utilities Director. 


 


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. 


 


 Supervises and directs the daily operations of the Accounting & Customer ServiceTechnical Operations 


Division.  E; ensures compliance with regulatory agency requirements, utility policies, etc.; provides 


recommendations, coordinates, and implements customer service, accounting and information system 


improvements. 


 


 Supervises and directs the activities of the Accounting & Customer ServiceTechnical Operations Division 


personnel;.  E esstablishes and maintains productivity reports;, assigns and reviews work;, coordinates 


continuing education/training and professional development programs;, reviews and approves time sheets; 


schedules and approves overtime and leave, vacation, and sick leave, reviews work performed for accuracy 


and effectiveness, completes performance evaluations, etc.. 


 Supervises and directs the operation of an automated billing system in sufficient detail to produce and 


dispense accurate bills, and produce accurate billing data for both management and statutory requirements.  


Resolves system issues and implements system modifications and additions. 


 Receives and responds to high level customer inquiries and complaints, including those from the Wisconsin 


Public Service Commission, and performs resulting  corrective action and/or policy revisions. 


Manages technology inventory to include procurement and disposal.  
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Information Systems Supervisor 


 


 Assists with preparation and monitors annual budget, 10-year capital projects program, and 20-year capital 


projects operations program.  Maintains contacts with vendors, prepares proposal requests, receives and 


evaluates proposals, prepares purchase orders, and acquires material as required. 


 Ensures technology documents/certificates such as product registrations, software licensing and contracts, 


SSL certificates, maintenance agreements, service contracts, etc. related to technology operations and/or 


technology services are evaluated, processed, and maintained. 


  


 


 Receives and responds to customer inquiries and complaints and performs corrective action in response to 


customer inquiries and complaints. 


 


 Maintains contacts with vendors, prepares proposal requests, receives and evaluates proposals, prepares 


purchase orders, and acquires material as required. 


 


 Conducts Division scheduled/unscheduled/updates meetings as necessary. 


 


 Administers Windows 2000 and MS Exchange networking environment.  Installs and implements 


networking solutions.  Administers, updates, and maintains network user accounts.Manages phone and data 


network system operations.  Installs & maintains hardware; adds and maintains user accounts for SU staff 


and external contractors; assigns rights and access; assesses and reports upon operational status; performs 


system monitoring and performance analysis and tuning; troubleshoots system hardware, software, 


networks, and operating and system management systems, etc. 


 Establishes and maintains a well run phone and data network system by planning and executing the 


selection, installation, configuration, and testing of PC and server hardware, software, wired and wireless 


LAN and WAN networks, telephone system hardware, internal and external telephone lines and circuits, 


and operating and system management systems; and defining system and operational policies and 


procedures. 


 Secures phone and data network system by developing system access, monitoring, control, and evaluation; 


establishing, implementing, and testing disaster recovery policies and procedures; monitoring network 


input and output; and reviewing application and performance logs. 


 Configures and maintains workstations, software, printers, desktop and mobile devices, and other 


peripherals. Provides written and verbal instruction and education to end users on computer/device use, and 


problem solving. 


 


 


 Designs, develops and maintains web-based applications including public websites and internal 


applications, including both graphic design and programming.  Supports existing web-based applications 


programmed in ASP.NET, VB.NET, HTML/XHTML, CSS, and JavaScript. 


 Designs, develops, and maintains database solutions for internal applications.  Supports existing databases 


in Microsoft Access, Microsoft SQL, ESRI geodatabase, and MySQL formats. 







City of Stoughton Utilities Technical Operations  Supervisor Utilities Office and 


Information Systems Supervisor 


 


 Designs, develops, and maintains custom programming solutions for internal applications.  Supports 


existing custom programming in VB, VB.NET, and C#.NET. 


 


 Oversees Geographic Information System (GIS).  Provides recommendations and assists in the coordination 


of system improvements. 


 Maintains workstations and devices.  Provides instruction on computer use and problem solving. 


 


 Researches existing and emerging technologies and makes recommendations based on information. 


 


 Maintains internal phone system and building connectivity (voice and data). 


 


 Archives and backs up Exchange communications. Administers server file and data backups. 


 


 Creates and administers database solutions for Utilities applications.   


 


 Creates spreadsheet solutions for Utilities application; administers billing server environment. 


 


 Acts as metering handheld loading/unloading backup as required. 


 


 Assists in the installation and maintenance of meter reading and test equipment and assists in adding single 


and three-phase meter test programs. 


  


 Programs demand and kWh test criteria to electric test board as required. 


  


 Assists with public education. 


  


 Ensures that all safety standards are met and complies with all Stoughton Utilities Safety 


Programs.Participate in required Utility Committee and Common Council meetings.  Prepare monthly 


status reports as well as other scheduled and unscheduled presentations and reports. 
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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. 


 


  Prepares statistical reports for review. 


 


 Receives and directs messages, customers and visitors.   


 Develop and implement effective customer service operations and positive customer relations, as well as 


assist with public education. 


 Develop and implement a public information program to promote a positive Utility environment in the City 


and service territory. 


 


 Assists with billing and collections procedures. 


 


 Maintains Stoughton Utilities Facilitiesfacilities, and . 


 


 Aassists electric, planning, wastewater and waterall Stoughton Utilities divisions as required. 


 Ensures that all safety standards are met and complies with all Stoughton Utilities Safety Programs. 


 


 Performs other Stoughton Utilities tasks as directed. 


 


 


Minimum Training and Experience Required to Perform Essential Job Functions  
 


High school diploma, Associate’s or Vocational degree in Computer Science, Network Administration, Web 


Design or related fields with five ten years utilities office systems experience required, or any combination of 


education and experience that provides equivalent knowledge, skills, and abilities. 


 


 


 


 


 


Physical and Mental Abilities Required to Perform Essential Job Functions 
 


 Ability to maintain and operate all Stoughton Utilities technologies. 
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Information Systems Supervisor 


 


 


 Ability to operate office equipment and machinery requiring simple but continuous adjustments, such as 


computer terminal, calculator/adding machine, remittance processing system, cash register, postage meter, 


photocopier, paper cutter, hand punch and telephone. 


 


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


 


 Ability to exert very moderate physical effort in sedentary to light work, typically involving some 


combination of stooping, kneeling, crouching and crawling, lifting, carrying, pushing and pulling. 


 


Supervisory Skills 
 


 Ability to assign, supervise and review the work of others and implement discipline. 


 


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


 


 Ability to conduct performance reviews. 


 


Language Ability and Interpersonal Communication 
 


 Requires the ability to perform mid-level data analysis including the ability to audit, deduce, assess, 


conclude and appraise.  Requires discretion in determining and referencing such to established criteria to 


define consequences and develop alternatives. 


 


 Requires the ability to provide first line supervision.  Ability to persuade, convince, and train others.  Ability 


to advise and provide interpretation regarding the application of policies, procedures and standards to 


specific situations. 


 


 Requires the ability to utilize a variety of reference, descriptive and/or advisory data and information such 


as reports and records, studies, logs, timesheets, service rules, manuals, handbooks, procedures, guidelines 


and non-routine correspondence. 


 


 Ability to communicate orally with customers, department personnel, bank personnel, vendors, all levels 


of City personnel, and the general public. 


 


Mathematical Ability 
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Information Systems Supervisor 


 


 


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


decimals; may require the ability to perform mathematical operations with fractions and algebra. 


Judgement and Situational Reasoning Ability 
 


 Requires the ability to apply principles of influence systems such as supervision, managing, leading, 


teaching, directing, planning, coordinating and controlling.  Ability to exercise independent judgement to 


apply facts and principles for developing approaches and techniques to problem resolution. 


 


 Requires the ability to exercise the judgement, decisiveness and creativity required in situations involving 


the direction, control and planning of an entire program or multiple programs. 


 


 


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 Americans with Disabilities 


Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages 


both prospective and current employees to discuss potential accommodations with the employer. 


 


 


 


 


___________________________________ ___________________________________ 


Employee’s Signature Supervisor’s Signature 


 


 


 


 


___________________________________ ___________________________________ 
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Date Date 


 


 







City of Stoughton  


Position Description  
  


Name:  Robert P. Kardasz   Department:  Stoughton Utilities  


       
Position Title:  Utilities Director   Pay Grade:    FLSA:  E  


          
Date:   May, 2014    Reports To:  Mayor  


      


 
  


Purpose of Position  
  


The purpose of this position is to supervise and direct the operations of Stoughton Utilities.  


  


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.  


  


• Supervises and directs wastewater, water, and electric operations; prepares and monitors budgets, plans, and 


goals; develops policies and procedures; implements operations study recommendations; maintains utility 


service quality standards; coordinates various construction and development programs; ensures compliance 


with Safe Drinking Water Act, Clean Water Act, and other local, State, and Federal mandates.  


  


• Provides direction and assistance to the Planning Division regarding engineering studies, utilities safety 


programs, CAD and SCADA implementation, well abandonment and well head protection programs, and other 


programs. Provides information and assistance, and coordinates activities with other divisions, consultants, 


auditors, regulatory agencies, customers, etc.  


  


• Coordinates Stoughton Utilities capital projects; implements long-range plans; oversees the work of 


consultants; reports to the Mayor, Utilities Committee, and the Common Council.  


  


• Coordinates all electric, water and wastewater infrastructure projects with the direct assistance of the Utilities 


Operators Superintendent.  


  


• Supervises and directs the activities of division supervisors; participates in staff hiring and promotion program; 


determines and implements disciplinary actions and prepares personnel evaluations; provides assistance 


regarding staff development.  


  


• Facilitates staff meetings; participates in Utilities and other Committee meetings, Common Council meetings, 


and meetings of the Leadership Team, Tree Commission Meetings, Technical Advisory Committee meetings, 


Risk Management Committee, Safety Committee and other committee meetings.  


  


• Serves on the Wisconsin Public Power Energy Board of Directors and serve as a representative to the 


Municipal Electric Utilities of Wisconsin, the Wisconsin Rural Water Association, Wisconsin Wastewater 


Operators Association, American Water Works Association, and the American Public Power Association.  


  


• Resolves public and regulatory agency inquiries.  


  


• Complies with all Stoughton Utilities Safety Programs.  


  







Minimum Training and Experience Required to Perform Essential Job Functions  
  


Bachelor’s degree in Civil Engineering or a related field with a minimum of ten years of responsible utilities 


experience, including supervisory experience, or any combination of education and experience that provides 


equivalent knowledge, skills, and abilities.  Be a professional engineer licensed to practice in Wisconsin.  Possesses 


a valid motor vehicle operator’s license. Must have DNR Grade 1-GD Waterworks Operator License.  DNR 


Wastewater Operator License preferred.  


  


Minimum Physical and Mental Abilities Required to Perform Essential Job Functions  
  


Physical Requirements  


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


  


• Ability to operate a motor vehicle.  


  


Supervisory Skills  


  


• Ability to assign, supervise, review, develop, improve and implement procedures to improve the work of others.  


  


• Ability to make decisions regarding the selection, discipline, and discharge of employees.  


  


Mathematical Ability  


  


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


algebra, trigonometry, and descriptive statistics.  


  


Language Ability and Interpersonal Communication  


  


• Ability to comprehend and interpret a variety of documents including activity reports, water reports, electric 


reports, wastewater reports, training forms, time sheets, payment due lists, letters and other correspondence, 


engineering studies, capital projects plans, Administrative Codes, State Statutes, Federal Register, and other 


requirements, safety manuals, engineering references, etc.  


  


• Ability to prepare a variety of documents including performance evaluations, training forms, time sheets, 


vehicle reports, letters and other correspondence, etc. using prescribed format and conforming to all rules of 


punctuation, grammar, diction, and style.  


  


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


  


• Ability to use and interpret civil, environmental, and electrical engineering and accounting terminology.  


  


• Ability to communicate effectively with Utilities division supervisors and other staff, customers, the Mayor, 


alderpersons, and other City officials, engineering and legal consultants, auditors, regulators, congressional 


delegates,  the general public, and others verbally and in writing.  


  


Judgment and Situational Reasoning Ability  


  


• Ability to use functional reasoning in performing influence functions such as supervising, managing, leading, 


teaching, directing, disciplining, and controlling.  


  


• Ability to exercise the judgment, decisiveness and creativity required in situations involving the evaluation of 


information against sensory and/or judgmental criteria; make decisions, and follow through on the 


consequences.  


  







Environmental Adaptability  


  


•  Ability to work effectively in an office environment, at work sites, and in public meetings.  


  


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


the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both 


prospective and current employees to discuss potential accommodations with the employer.  


  


_______________________________________ _____________________________________   Employee’s 


Signature Supervisor’s Signature  


  


  


_______________________________________ _____________________________________    


Date    Date  


Council Approved 2-9-99  


  





















