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.

Meeting of: PERSONNEL COMMITTEE
Date /Time: Monday, August 6th, 2012 @ 5:30pm.
Location: Mayor’s Office at City Hall
381 E. Main St. Stoughton, WI
Members: Larry Peterson (Chair), Sonny Swangstu, Michael Engelberger, Tricia Suess,

Mayor Donna Olson (ex-officio member)

ATTN COMMITTEE MEMBERS: EIGHT (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 the City Clerk by calling (608)873-6677 or via email nprobst@ci.stoughton.wi.us.

CALL TO ORDER
1 Call to order
2 Communications
CVMIC Review of Work Rules

OLD BUSINESS

3 Discussion and action on 2% Employee Base Wage Increase applicability.

NEW BUSINESS

4 Utilities filling of Wastewater Operator | position

5 Discussion of 2012 Personnel Offer Review

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

By: Personnel Committee Chair Larry Peterson, City Clerk Nick Probst
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Office of the City Clerk/Personnel Director
City of Stoughton
381 E. Main St.
Stoughton, WI 53589
(608)873-6677
nprobst@ci.stoughton.wi.us

MEMORANDUM

To: Personnel Committee
From: Nick Probst

Date: August 2,2012

RE: Work Rules update

| have been informed by our liability insurer, CVMIC, that they will perform an employee
handbook review free of charge. The City of Stoughton Work Rules will be submitted to CVMIC
for their review and the report will be brought back to the Personnel Committee when it is
received.

R/S

Nick Probst






Office of the City Clerk/Personnel Director
City of Stoughton
381 E. Main St.
Stoughton, WI 53589
(608)873-6677
nprobst@ci.stoughton.wi.us

MEMORANDUM
To: Personnel Committee
From: Nick Probst
Date: August 2,2012
RE: 2% base wage raise applied to all non-represented employees

As previously directed by the Personnel Committee, information is now provided on the impact
of applying the 2% base wage raise to all non-represented employees. The original intent of the
raise was for it to be applied to all non-represented, full time and permanent part time
employees. The resolution omitted the language classifying which employees were to receive
the raise and the issue was brought to the committee to have it applied to all.

Finance Director Laurie Sullivan has informed that the fiscal impact of applying this base wage
increase to all employees would be approximately $3,000.00. It would be assumed that the
raise does not apply to employees with a temporary employment status. Distinction for the
raise application should be directed and defined at the meeting. Ms. Sullivan and | will be
available for questions at the meeting.

R/S

Nick Probst






Stoughton Utilities

600 South Fourth Street
P.O. Box 383
Stoughton, Wl 53589-0383

Serving Electric, Water & Wastewater Since 1886

Date: July 10, 2012
To: Stoughton Utilities Committee
From: Robert P. Kardasz, P.E.
Stoughton Utilities Director
Subject: I;’Ir:)opqged Filling Of The Vacant Stoughton Utilities Wastewater Operator
osition.

In response to the Wastewater Operator | position that became vacant on April 2, 2012,
we have evaluated our needs and determined that the vacancy will be best filled by
another Wastewater Operator I. This unrepresented position’s compensation scale is
$18.26 per hour to $20.30 per hour, and is budgeted for.

It is requested that the Stoughton Utilities Committee approve the filling of our vacant
Wastewater Operator | position with a compensation scale of $18.26 to $20.30 and
recommend the authorization to fill this position to the Stoughton Personnel Committee
on August 6, 2012 and to the Stoughton Common Council on August 14, 2012.

Encl.

cc: Sean O Grady-Stoughton Utilities Operations Superintendent
Brian G. Erickson-Stoughton Utilities Wastewater System Supervisor
Brian R. Hoops-Stoughton Utilities Office and Information Systems Supervisor
Kim M. Jennings, CPA-Stoughton Utilities Finance and Administrative Manager
Nick Probst-Stoughton City Clerk and Personnel Director
Roger M. Thorson-Stoughton Utilities Water System Supervisor





Wastewater Operator 1

City of Stoughton
Position Description

Name: Department: Utilities Wastewater System Division
Position Title:  Wastewater Operator 1 Pay Grade: 8 FLSA: N
Date: November 2003 Reports To:  Wastewater System Supervisor

Purpose of Position

The purpose of this position is to maintain and operate the wastewater treatment facilities and sanitary sewer
collection system for the City of Stoughton. This position is intended to provide training leading to WDNR
advanced certification as a wastewater treatment plant operator.

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.

¢ Monitors and records pumps operations, chemical and flow levels.
o Performs plant operations tasks such as checking sludge blanket, etc.
o Performs routine maintenance to pumps, motors, valves, flow meter and other work orders.

e Assists with obtaining and preparing samples and sample testing for BOD, suspended solids, ph levels,
volatile solids, phosphorus, ammonia, fecal caliform, chlorine residual, etc. and calculate same.

e Televises, cleans and repairs sanitary sewer system.
e Serves on call status for the wastewater/water operations.
e Assists with water and electric operations as required.

o Performs plumbing tasks throughout treatment plant. Replaces pipes and valves. Performs carpentry
tasks as needed.

e Monitor, record and make adjustments to the wastewater/water SCADA System.
e Complies with all Stoughton Municipal Utilities safety programs.

¢ Receives and responds to customer inquiries and complaints; makes recommendations and performs
corrective action in response to customer inquiries and complaints.

e Assists with water and electric operations as required.





Wastewater Operator 1
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.

e Performs custodial tasks.

e Paints surfaces.

¢ Removes Ice and snow from walkways and drives.

Minimum Training and Experience Required to Perform Essential Job Functions

High School diploma or equivalent with three years wastewater, water works, equipment operation, mechanics
or related experience. Commercial driver’s license with tanker and air brake certification required.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

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

compute and tabulate data.

¢ Ability to 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 variety of advisory data and information such as lab reports, flow charts, electrical
diagrams, architectural drawings, manhole report, soil sample report, wastewater treatment plant operation
and maintenance manuals, maps, vehicle maintenance reports, DNR rules and regulations, procedures
and guidelines.

e Ability to communicate effectively with customers, Department personnel, construction workers, engineers,
DNR personnel and vendor representatives.

Mathematical Ability

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

o Ability to exercise the judgment, decisiveness and creativity required in situations involving the evaluation
of information against sensory and/or judgmental criteria.

Physical Requirements

o Ability to operate equipment and machinery requiring monitoring multiple conditions and making multiple,
complex and rapid adjustments, such as sewer line jet truck, backhoe, loaders, dump truck, snowplow,





Wastewater Operator 1
cement mixer, lab instruments, mechanic’s hand tools, voltmeter, welder and excavation hand tools.
Ability to repair complex equipment and machinery.

¢ Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as operating heavy
equipment.

o Ability to exert heavy physical effort in moderate to heavy work, typically involving some combination of
climbing and balancing, stooping, kneeling, crouching, crawling, and lifting, carrying, pushing and pulling
over 100 pounds.

o Ability to operate SCBA equipment as required in the Stoughton Municipal Utilities Facilities.

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

Environmental Adaptability

¢ Ability to work under moderately unsafe and uncomfortable conditions where exposure to environmental
factors such as temperature variations, odors, toxic agents, noise, vibrations, wetness, machinery, disease
and/or dust may cause or causing discomfort and where there is a risk of injury requiring extended
recovery.

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






Office of the City Clerk/Personnel Director
City of Stoughton
381 E. Main St.
Stoughton, WI 53589
(608)873-6677
nprobst@ci.stoughton.wi.us

MEMORANDUM

To: Personnel Committee

From: Nick Probst

Date: August 2,2012

RE: 2012 Personnel Budget Offer Review

The 2012 Offer Review for Personnel will indicate that improvements in the area of Human
Resources would benefit the Well Run Government budget priority.

Federal and State law changes have significantly impacted the governance of employees and
workplaces. Additional staff time should be allocated to provide for improvement in personnel
services and policy compliance.

| will be available at the Personnel Committee meeting to discuss the review.
R/S

Nick Probst





CITY OF STOUGHTON
2012 OFFER REVIEW

OFFER/PROGRAM: Personnel

RFR AREA/OUTCOME: Well Run Government DEPARTMENT: Clerk

Related Priority Areas: CONTACT PERSON: Nick Probst

PHONE NUMBER: 873-6692

OFFER REVIEW

OFFER DESCRIPTION:

1.

DESCRIBE HOW OFFER IS MEETING THE PRIORITY:

The city appears to be maintaining long tenured staff that are meeting expectations and executing services
appropriately for the community.

2. WHAT WOULD YOU CHANGE IN THE OFFER TO MAKE IT MORE EFFECTIVE?
More funding allocation for training, conferences, education, and internal personnel or health initiatives.

SERVICE LEVEL ALTERNATIVES:

1.

IS THE SERVICE LEVEL EFFECTIVE TO MEET THE PRIORITY, WHAT WOULD YOU CHANGE NEXT YEAR?

Priority is being met, but more staff time should be allocated to properly administer human resources services
and proactively manage problem areas.

WHAT ALTERNATIVE SERVICE LEVELS COULD BE OFFERED, AND HOW WOULD THAT AFFECT THE SERVICE, THE
BUDGET AND THE COMMUNITY?

The service level is currently at the minimum level for proper administration of personnel services. The finance
department completes the financial aspects of personnel administration, including payroll and benefit
payments.

MEASURES:

1.

DO THE MEASURES IN THE OFFER PROVIDE INFORMATION NECESSARY TO EVALUATE THE EFFECTIVNESS OF THE
SERVICES?

Voluntary turnover rate and EEOC complaint ratio are effective measures. Turnover rate is often dependent on
salary competitiveness and is not solely measured by a productive and positive workforce.

WHAT CAN BE DONE TO IMPROVE THE SERVICE MEASURES?
Number of applicants for new job postings would measure whether recruitment is effective.






MANDATES:
1. HAVE THERE BEEN ANY CHANGES TO STATE/FEDERAL MANDATES:

2. CAN THE MANDATE BE SATISFIED AT A LOWER SERVICE LEVEL?

MAJOR
CHANGES:






