
Meeting of: PERSONNEL COMMITTEE
Date /Time: Monday, August 18, 2014 @ 6:00 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:

a. Update on Goals and Objectives

b. Compensation Study Update

c. City Clerk Position Update

3. Approval of Personnel Committee Minutes of July 7, 2014

4. Discussion and Action regarding Policy Review

a. Review updated listing, prioritization and grouping

5. Discussion and Action regarding EMS Position (EMS Operations Support Specialist)

6. Discussion and action regarding authorization requested by Chief Leck to start hiring process for an anticipated
retirement

7. Discussion and action regarding Police Department Restructure

8. Discussion and action regarding Utilities new proposed position and updated job description

a. Updated job description for Utilities Finance and Administrative Manager

b. Proposed Lead Operator II position

9. Future Agenda Items-identify

a. Mayor Rates of pay- next steps?

10. 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
ajgillingham@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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6. Discussion and action regarding authorization requested by Chief Leck to start hiring process for an anticipated 


retirement 


7. Discussion and action regarding Police Department Restructure 


8. Discussion and action regarding Utilities new proposed position and updated job description 


a. Updated job description for Utilities Finance and Administrative Manager 


b. Proposed Lead Operator II position 


9. Future Agenda Items-identify 


a. Mayor Rates of  pay- next steps? 


10. 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 


ajgillingham@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. 


 


  



mailto:ajgillingham@ci.stoughton.wi.us






PERSONNEL COMMITTEE MEETING MINUTES
Monday, July 7, 2014 @ 5:30 p.m.
Mayor’s Office


Present: Alders Tricia Suess, Paul Lawrence, David Kneebone, Eric Hohol and Mayor
Donna Olson (ex-officio)


Absent & Excused:


Others in attendance: Chief of Police Greg Leck, Alderman Ron Christianson, Alderman
Greg Jenson, Director of Human Resources & Risk Management Amy Jo Gillingham


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


Communications:


Human Resources Department: Mayor Olson and Director Gillingham reviewed and
discussed the document in the packet that outlined the short term (6 month) and long
term goals for the Human Resources Department. Additional goals were discussed and
some goals were re-prioritized. Director Gillingham will update the list based on the
discussion.


EMS Administrative Position Update- Director Gillingham reported that the job
description for the EMS Administrative position is being reviewed by Director
Schimelpfenig to properly reflect the duties of the position. Directors Schimelpfenig and
Gillingham are scheduled to meet with the Mayor to discuss the proposed changes.


City Clerk Position- Director Gillingham reported that three candidates were
interviewed for the City Clerk position. A second interview, with one of the candidates,
is scheduled for Tuesday, July 8, 2014. It was reported that the candidate is currently a
Deputy Clerk in a larger City and has been in that position for seven years. References
were completed.


Minutes of June 2, 2014: Motion by Lawrence, second by Suess to approve the minutes of


June 2, 2014. Motion carried unanimously (5-0).


Prioritize Policy Review: Included in the packet were the Personnel Policies to be reviewed.


Chief Leck stated there are many redundancies between the work rules and the policies.


Action: Director Gillingham to review the policies and the work rules to identify redundancies


for the August Meeting. Alder Hohol asked that policies with legal implications be worked on


as a priority. Director Gillingham will group the policies as follows: regulatory, employee


safety, financial and prepare for the next meeting.







Discussion and Action regarding Alderpersons Compensation: After reviewing the local


municipality salary information discussion took place. Alderperson Hohol stated we have 12


alders and the other municipalities have less. Stoughton has twelve, three municipalities have


six, one had seven and two had eight. Hohol reported that in regards to total spend, we are in


the ballpark. Lawrence stated every person should be reviewed including the Mayor. Hohol


stated that we may be limiting Mayoral candidates because the Mayor’s salary seems low. He


stated most people would be taking a pay cut if they were to take the position. Kneebone


stated $300 per month is offensive and said that we are falling behind. Alder Christianson


stated compensation for the position seems strange. He stated it’s a volunteer position.


Suess stated she would have a hard time raising the compensation of the Alders as we have


twelve and most others have 8 or less. She stated that Alders are people who want to


represent the community and are not in it for the money. Lawrence asked if we should lower


the number of Alderpersons. He stated there is no quick fix. Alder Jensen stated we are


compensated well enough based on the comparisons. He asked to take no action and bring


back to the board if needed. Action: Mayor position salary survey to be completed.


Alderperson Suess motioned to table, seconded by Kneebone, motion carried unanimously.


(5-0)


Future agenda items:
1. Personnel policies- Update spreadsheet, Review Work Rules and Policies for


redundancy
2. City Clerk Position Update
3. EMS Position Update
4. Restructure of Supervisory Staff at Police Department
5. Review compensation for Mayor Position


ADJOURNMENT
Motion to adjourn by Lawrence, second by Hohol at 6:30 pm. Motion carried
unanimously. (5-0)


Respectfully submitted,
Amy Jo Gillingham, Director of Human Resources & Risk Management








COMMITTEE POLICY DATE ADOPTED STAFF


PERSONNEL- LEGAL CITY OF STOUGHTON FAMILY MEDICAL LEAVE ACT POLICY 9/8/2009 HR


PERSONNEL- LEGAL CITY OF STOUGHTON POLICY AGAINST HARASSMENT IN THE WORKPLACE 10/14/2008 HR


PERSONNEL-HIRING HIRING POLICY CITY OF STOUGHTON DEPARTMENT HEADS 2/8/2005 HR


PERSONNEL-HIRING CITY OF STOUGHTON HIRING POLICY (OTHER THAN DEPARTMENT HEADS) 5/9/2006 HR


PERSONNEL-HIRING HIRING POLICY LIMITED PART TIME OR SEASONAL 6/14/2005 HR


PERSONNEL-HIRING POLICY REGARDING EMPLOYMENT OF RELATIVES 5/10/2005 HR


PERSONNEL-HIRING CITY OF STOUGHTON REFERENCE & BACKROUND CHECKS POLICY 5/10/2005 HR


PERSONNEL-BENEFITS POLICY ON OFFERING ADDITIONAL BENEFITS TO EMPLOYEES 10/14/2008 HR


PERSONNEL-EE SAFETY CITY OF STOUGHTON POLICY REGARDING PRIVACY IN LOCKER ROOMS 10/25/2008 HR & POLICE


PERSONNEL-REGULATORY
POLICY REGARDING FULL TIME CITY EMPLOYEES WORKING PART TIME IN OTHER CITY


DEPARTMENTS
6/24/1997 HR


PERSONNEL-REGULATORY
STANDBY POLICY


4/30/1997 HR


PERSONNEL-REGULATORY
CITY OF STOUGHTON 2010 FURLOUGH DAY POLICY


12/22/2009 HR


PERSONNEL-REGULATORY CITY OF STOUGHTON POLICY REGARDING OUT OF STATE CONFERENCE ATTENDANCE 7/26/2005 HR


PERSONNEL-REGULATORY OUT OF STATE CONFERENCE ATTENDANCE 6/26/2005 DUPLICATE MAYOR


PERSONNEL-REGULATORY SPONSORED CELL PHONE PLAN POLICY 7/26/2005 HR


PERSONNEL-REGULATORY USAGE POLICY FOR CITY- PROVIDED CELLULAR PHONES 6/13/2006 HR


REGULATORY/FINANCIAL POLICY ON REVIEWING POSITION DESCRIPTIONS AND/OR WAGE SCALES 5/12/2009 HR


PERSONNEL-FINANCIAL CDL LICENSE REIMBURSEMENT POLICY POR PART-TIME EMPLOYEES 8/12/1997 HR


PERSONNEL-FINANCIAL CITY OF STOUGHTON GENERAL UNIFORM CONTRACT INSURANCE REQUIREMENTS HR


PERSONNEL-EE SAFETY EXCHANGE OF KEY FOBS BETWEEN STOUGHTON FIRE DEPT AND STOUGHTON AREA EMS 2/7/2011 HR


PERSONNEL-EE SAFETY POLICY REGARDING SAFETY GLASSES 9/12/1995 HR


PERSONNEL-EE SAFETY SAFETY SHOE REQUIREMENT PART TIME EMPLOYEES 11/14/1995 HR


PERSONNEL-EE SAFETY UNIFORM ALLOWANCE-FIRE DEPARTMENT 6/10/1997 HR


PERSONNEL-EE SAFETY UNIFORM ALLOWANCE-STREET DEPARTMENT 6/10/1997 HR


PERSONNEL-EE SAFETY STOUGHTON AREA EMS UNIFORM CLOTHING POLICY 6/14/2005 HR


PERSONNEL-EE SAFETY HEARING CONSERVATION POLICY 6/13/1995 HR












        


 


City of Stoughton 


Position Description 


 


Name:   Department:   EMS   


    


Position Title: Administrative Assistant Pay Grade:       FLSA:       N 
 EMS-Operations Support Specialist  


Date: January, 2007 August, 2014 Reports To:      EMS Director 
 


 


Purpose of Position 


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


Essential Functions: 
 


 Records and types Prepares, files, records and maintains a variety of reports, memos and other 
correspondence, including meeting notices, records agendas, minutes, interdepartmental reports, annual 
reports, confidential reports relating to personnel records, evaluations, employee discipline and other 
correspondence, financial data, grant applications and news articles as assigned by the EMS Director. 


 


 Assists the EMS Director with preparation of materials for monthly meetings, Attends board meetings, staff 
meetings, administrative meetings and other special meetings to include typing the agenda, filing and 
distributing minutes of the meeting. including evening meetings as requested. 


 


 Record and distribute meeting minutes and maintain meeting related files. 
 


 Attends board meetings, staff meetings and other special meetings including evening meetings. Record, 
and distribute meeting minutes and maintain meeting related files. 


 


 Answers department phones; greets and assists residents and customers; provides information regarding 
departmental services; refers callers to appropriate personnel/department; takes and relays messages, 
etc. 


 


 Reviews, organizes and verifies invoices, prepares purchase orders with account numbers for bills, enters 
into computer system for budget monitoring; submits to the EMS Director for signature prior to submission 
to the city’s accounts payable clerk. 


 


 Order and stock all ambulance/departmental supplies; providing a cost comparison for all supplies 
including medications. Retrieve supplies as needed from local vendors. 


 


 Prepare spreadsheets, maintain updated records for EMS personnel including training files, recertification 
classes, continuing education classes, in-house training, licensure, background checks and personnel 
issues as directed by the EMS Director.  


 


 Maintain/update EMS web site and EMS Meeting Room/Training Room Calendars.  
 


 Schedules meeting rooms and makes arrangements for equipment needed. Checks eligibility of groups 
using rooms and post meeting information on city website. 


 


 Provide clerical administrative assistance to the EMS Director as required requested and to other staff as 







 


 


 
directed by the EMS Director. 


 


 Maintains and updates inventory and fixed asset records and other inventory lists/reports/print-outs as 
needed. 


 


 Monitors ambulances daily for essential equipment and supplies. Test and update equipment and 
ambulance for working order (Defibrillators, medications, instruments, etc.).  


 


 Prepares and tracks payroll of EMT’s, submitting to EMS Director for review and signature prior to 
submission to city’s payroll clerk. approval. 


 


 Maintains current road map directions (including electronic software) in ambulances. 
 


 Work in conjunction with CPR Coordinator for in-house and Assist with the coordination on in-house and 
community-wide CPR Classes providing clerical administrative support as determined by the EMS Director. 


 


 Assist in providing education, safety, injury prevention presentation to schools and community as assigned 
by the EMS Director. 


 
 


 Follow all federal regulations regarding the Health Insurance Portability and Accountability Act (HIPAA). 
 


 Maintain confidentiality when appropriate regarding SAEMS personnel issues or other issues as requested 
by the Director or Assistant EMS Director. 


 


 Performs other work duties as assigned the EMS 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 all general light housekeeping tasks to include emptying wastebaskets, vacuuming, mopping and 
cleaning bathrooms and ambulance bay areas. 


 


Minimum Training and Experience Required to Perform Essential Job Functions 


 


 High school diploma, or equivalent and two years responsible clerical administrative experience including 
public contact, or any combination of education and experience that provides equivalent knowledge, skills, 
and abilities.  
 


 Must be proficient with Microsoft Office Suite experience preferred.  
 


 Knowledge of Emergency Medical Services preferred, but not required. 
 


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 take and follow direction from others. 
 


 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 ambulance run reports and data, 
payment records and accounts, graphs, vehicle maintenance records, monthly activity reports, insurance 
forms, annual and monthly financial reports, financial statements, computer software, operating manuals, 
insurance instruction handbooks, statutes, procedures, guidelines and non-routine correspondence. 
 


 Ability to successfully communicate with EMS personnel, law enforcement, customers, medical care 
providers and the general public. 
 


Mathematical Ability 


 


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


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, video/electronic equipment, computer printer, telephone and emergency 
communication equipment. 
 


 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  
   EMS Director Signature 
 
____________________________  _______________________________ 
Date   Date 
 
 
 
Approved by the Common Council December 12, 2006 
 








City of Stoughton
Position Description


Name: Department: EMS


Position Title: EMS-Operations Support Specialist Pay Grade: FLSA: N


Date: August 2014 Reports To: EMS Director


Purpose of Position:


The purpose of this position is to perform a variety of administrative and operational duties and provide
organizational support as requested by the EMS Director to assist in the day to day operations of the EMS
Department.


Essential Functions:


 Prepares, files, records and maintains a variety of reports, memos, records agendas, minutes and other
correspondence, as assigned by the EMS Director.


 Attends board meetings, staff meetings and other special meetings including evening meetings as
requested.


 Record and distribute meeting minutes and maintain meeting related files.


 Answer department phones; greet and assist residents and customers; provide information regarding
departmental services; refers callers to appropriate personnel/department; takes and relays messages,
etc.


 Review, organize and verify invoices, prepare purchase orders with account numbers for bills and
enters into computer system for budget monitoring; submits to the EMS Director for signature prior to
submission to the city’s accounts payable clerk.


 Order and stock all ambulance/departmental supplies; provide a cost comparison for all supplies,
including medications. Retrieve supplies as needed from local vendors.


 Maintain/update EMS Website and EMS Meeting Room/Training Room Calendars.


 Schedule meeting rooms and make arrangements for equipment needed. Check eligibility of groups
using rooms and post meeting information on the city website.


 Provide administrative assistance to the EMS Director as requested and to other staff as directed by
the EMS Director.


 Maintain and update inventory and fixed asset records and other inventory lists/reports/print-outs as
needed.


 Monitor ambulances daily for essential equipment and supplies. Test and update equipment and
ambulance for working order (Defibrillators, medications, instruments, etc.).







 Prepare and track payroll for the EMT’s, submit to EMS Director for review and approval.


 Maintain current road map directions (including electronic software) in ambulances.


 Assist with the coordination of in-house and community-wide CPR Classes providing administrative
support as determined by the EMS Director.


 Assist in providing education, safety, injury prevention presentation to schools and community as
assigned by the EMS Director.


 Follow all federal regulations regarding the Health Insurance Portability and Accountability Act (HIPAA)


 Maintain confidentiality when appropriate regarding SAEMS personnel issues or other issues as
requested by the Director or Assistant EMS Director.


 Performs other duties as assigned the EMS 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.


 Perform all general light housekeeping tasks to include emptying wastebaskets, vacuuming, mopping
and cleaning bathrooms and ambulance bay areas.


Minimum Training and Experience Required to Perform Essential Job Functions:


 High school diploma, or equivalent and two years administrative experience including public contact, or
any combination of education and experience that provides equivalent knowledge, skills, and abilities.


 Must be proficient with Microsoft Office Suite.


 Knowledge of Emergency Medical Services preferred, but not required.


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 take and follow direction from others.


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


 Ability to utilize a variety of advisory data and information, such as ambulance run reports and data,
payment records and accounts, graphs, vehicle maintenance records, monthly activity reports,
insurance forms, annual and monthly financial reports, financial statements, computer software,
operating manuals, insurance instruction handbooks, statutes, procedures, guidelines and non-routine
correspondence.


 Ability to successfully communicate with EMS personnel, law enforcement, customers, medical care
providers and the general public.







Mathematical Ability


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


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, video/electronic equipment, computer printer, telephone and emergency
communication equipment.


 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 EMS Director Signature


____________________________ _______________________________
Date Date


DRAFT August 2014
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Memorandum 


To: Personnel Committee 


               Police & Fire Commission 


From: Chief Greg Leck 


Date: 8/7/2014 


Re: Authorization to begin Officer Hiring Process 


  Dear Personnel Committee Members and Commissioners,  


  


  The purpose of this memo is to request to begin an officer hiring process to create a  


  hiring eligibility list to fill future anticipated vacancies.   The process if begun now,   


  would ensure that we have a valid list to hire from starting around January 1, 2015. 


  This request is prompted by my receiving a memo from a senior patrol officer indicating   


  that he will likely retire, effective early January 2014. 


 


  As background, it takes approximately 9 months to complete a hiring and training  


  process to replace a police officer.  Recruitment testing, selection, and background  


  investigation usually takes about 5-6 months to complete.  There is also then an  


  additional 3 months of field training prior to a new officer being ready for patrol duty.  


  This request will help reduce the overtime cost potential that we would face being short  


  an officer in patrol. 


 


  The estimated costs to complete a hiring process will be approximately $2,000.00.  We  


  had anticipated the possible need for a hiring process in the current budget cycle.  We   


  believe we currently have funds in the budget to cover the costs of this process.  


   
 
                   Thank you in advance for your consideration of this matter. 
 
 
                    Sincerely, 
 
 
                   Gregory W. Leck 
                   Chief of Police 
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Memorandum 


To: Personnel Committee 


From: Chief Greg Leck 


Date: 8/7/2014 


Re: Police Department Supervisory Restructuring 


  Dear Committee Members,  


 


 As a result of the recent retirement of our senior patrol sergeant, the department has 


determined that this would be the optimal time to restructure the supervisory positions within the 


department.   The department also feels it would be advantageous to move current first-line 


supervisors from represented positions to staff non-represented positions that would more 


affectively provide oversight to department operations.  


 


History 


 


Currently, the department has 1-Chief, 1Lieutenant, 4 Sergeant supervisory positions.  


Because of division levels the Lieutenant’s position currently has, an on paper direct supervision 


of 4 sergeants and 3 detective positions.  From a practical application, the chief currently directly 


supervises the detectives and both the chief and lieutenant share in the review all seven positions. 


 


Proposal 


  


The department feels that creating a second lieutenant’s position and leaving vacant the 


fourth sergeant’s position, would best serve the department now and going into the future.  The 


second lieutenant position would serve as an Operations Lieutenant with primary duty 


responsibilities of patrol, scheduling, and first-line (sergeant) supervisory oversight.  The existing 


lieutenant would then be responsible for detective oversight and administrative duties that 


include support functions.   


 


Fiscal Impact 


 


The fiscal impact of this supervisory change would result in an approximate budgetary 


increase of approximately $1,500-2,000.00.  This number is dependent on the pay grade of the 


likely internal candidate and the implementation date of any promotion.  Costs would be the 


difference of pay going from an existing senior sergeant to an entry level non-represented 







  August 7, 2014 
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lieutenant position.   An update of the non-represented payroll matrix is still being modified and 


will likely be available later.  At this time we are not anticipating a budget adjustment as we 


believe that there may be enough saving within the current budget to cover this change.   


 


I have attached copies of our current organizational chart and the new proposed chart to 


help clarify the structure and provide a visual of our intent. 


  


  Thank you for your consideration on this matter and if you have any further questions 


please let me know 


 
             
Respectfully, 
 
Greg Leck 
Chief of Police 
    
             








Stoughton Police Department 
Organizational Flow Chart 
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Stoughton Police Department 
Organizational Flow Chart 


2014 Proposed 
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600 South Fourth Street 


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


Serving Electric, Water & Wastewater Since 1886 


 


Date:  July 24, 2014 
 


To:  Amy Jo Gillingham 


   Stoughton Human Resources and Risk Management Director   (Packet via E-


Mail) 


 


From:  Robert P. Kardasz, P.E.  


  Stoughton Utilities Director 
 


Subject: Items For The August 4, 2014 Stoughton Personnel Committee Meeting Packet. 


 


The items from the July 22, 2014 Special Stoughton Utilities Committee Meeting are enclosed.  


Please include them in the August 4, 2014 Stoughton Personnel Committee Meeting Packet. 


 


Business: 


 


1. Stoughton Utilities Proposed Updated Position Description For The Utilities Finance and 


Administrative Manager. 


 


2. Stoughton Utilities Proposed Lead Operator II Position Description.   


 


Encl. 


 


cc: Mayor Donna L. Olson, Chairperson-Stoughton Utilities Committee (Packet via E-Mail) 


 


 Sean O Grady-Stoughton Utilities Operations Superintendent (Memo via E-Mail) 


 


  Kim M. Jennings, CPA-Stoughton Utilities Finance and Administrative Manager (Memo 


via E-Mail) 


 


  


 


 


 


 







DRAFT STOUGHTON UTILITIES COMMITTEE SPECIAL MEETING 
MINUTES 
Tuesday, July 22, 2014 – 6:15 p.m. 
Common Council Chambers 
Stoughton Public Safety Building 
321 S. Fourth St. 
Stoughton, Wisconsin 
 
Members Present: Citizen Member David Erdman, Alderperson Eric 


Hohol, Citizen Member John Kallas, Mayor Donna 
Olson, Alderperson Elvin (Sonny) Swangstu, and 
Citizen Member Alan Staats. 


   
Absent: Alderperson Thomas Majewski. 
 
Excused: None.  
 
Others Present: Stoughton Utilities Finance and Administrative 


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


 
Stoughton Utilities Proposed Updated Position Description For The Utilities 
Finance And Administrative Manager:  Stoughton Utilities Director Robert 
Kardasz presented and discussed the proposed updated position description for 
the Utilities Finance and Administrative Manager.  Discussion followed.  Motion by 
Alderperson Eric Hohol, the motion seconded by Citizen Member David Erdman to 
approve the proposed updated position description for the Utilities Finance and 
Administrative Manager, and recommend the 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:  July 16, 2014 


 


To:  Stoughton Utilities Committee 


 


From:  Robert P. Kardasz, P.E. 


  Stoughton Utilities Director 


 


Subject: Stoughton Utilities Proposed Updated Position Description For the 


Utilities Finance and Administrative Manager. 


   


The proposed updated position description for the referenced senior Stoughton Utilities 


management position has been modified to address current responsibilities.  There is no 


fiscal impact.   


 


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


position description for the Utilities Finance and Administrative Manager, and 


recommend its approval to the Stoughton Personnel Committee and the Stoughton 


Common Council. 


 


Encl. 


 


cc: Sean O Grady 


Stoughton Utilities Operations Superintendent 


 


Kim M. Jennings, CPA 


Stoughton Utilities Finance and Administrative Manager 


 







 


City of Stoughton 


Position Description 


 


Name: Kim M. Jennings, CPA  Department: Stoughton Utilities 


     


Position Title: Utilities Finance/Administrative Manager  


 


Pay Grade:   FLSA:       E 


 


Date: July 2014 Reports To:     Utilities Director 


 


 
Purpose of Position 


 


The purpose of this position is to be accountable for the overall planning, organizing, controlling and directing of the 


financial activities of the Utility, including coordination of all customer accounting with the Technical Operations 


Supervisor and general accounting functions and information processing, and perform critical accounting and fiscal 


management functions in accordance with Utility goals and objectives. 


 


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. 
 


 Direct the operation of a central accounting system in a manner consistent with generally accepted accounting 


principles and practices and in sufficient detail to produce accurate cost, financial and statistical data for both 


management and statutory requirements. 


 


 Implement and maintain a proper set of internal controls. 


 


 Develop financial systems, policies and procedures to ensure effective fiscal management. 


 


 Develop and maintain optimal investment, borrowing and other funding strategies 


 


 Research grant funding opportunities for utility divisions and customers, prepare grant applications and maintain post-


compliance monitoring and reporting. 


 


 Prepare and maintain short, mid and long-term cash flow forecasts. 


 


 Direct the preparation of the annual Utilities budget. 


 


 Manage relationships with financial consultants.  Review service fees, negotiate and develop contracts with service 


providers. 


 


 Prepare for and oversee the annual audit and submit all required regulatory reports. 


 


 Administer the purchase card program. 


 


 Direct treasury management operations, online banking and fraud protection programs.  


 


 Perform electric, water and wastewater retail rate analyses, develop rate structures that allow sufficient revenue 


recovery and obtain necessary local and regulatory approvals. 


 


 Develop and maintain cost accounting procedures to capture costs of both utility and customer financed distribution 


system additions and upgrades. 
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Position Description 
 
 


 Do internal auditing and produce and cause a complete financial statement certified audit by a third party CPA firm. 


 


 Prepares and interprets financial statements, cost reports, and statements of receipts and expenditures at regular 


intervals for use by the Utilities Director, Utilities Operations Superintendent, Utilities Committee and Common 


Council. 


 


 Direct preparation of employee payroll and assist the Human Resources Director with administration of the employee 


benefits program. 


 


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


other scheduled and unscheduled presentations and reports. 


 


 Assist in development and implementation of public education programs to promote a positive Utility environment in 


the City and service territory. 


 


 Provide support for personnel management functions including recruitment. 


 


 Provides back up for duties of the Technical Operations Supervisor. 


  


 Complies with all Stoughton Utilities Safety Programs. 


 


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. 


 


 Assists electric, wastewater and water divisions as required. 


 


 Performs other Stoughton Utilities tasks as required. 


 


Minimum Training and Experience Required to Perform Essential Job Functions 


 


 Bachelor's degree in Business Administration, Accounting or financial management.  Preference for a Certified Public 


Accountant.  Minimum of ten years of management or project management related to financial/accounting operations, 


preferably in the utility environment. 


 


 Significant knowledge of generally accepted financial management and accounting principles and practices, including 


the ability to independently initiate analysis and solve a variety of accounting and fiscal issues from both long-term 


and daily operational perspectives. 


 


 Significant knowledge of computer hardware and software used in the Utility environment, including experience with 


automated accounting, financial and billing systems.  Advanced user of Microsoft applications (Word, Excel, Access, 


and PowerPoint) preferred. 


 


 Familiarity with State and Federal rules and regulations regarding utility systems. 


 


 Proven success and experience in teambuilding and collaboration and experience with effective 


supervisory/management and human resource principles and techniques. 


 


 Understanding of effective customer service principles and techniques. 
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Position Description 
 
 Comprehensive knowledge of electric, wastewater and water systems. 


 


Physical and Mental Abilities Required to Perform Essential Job Functions 


 


Language Ability and Interpersonal Communication 


 


Requires the ability to perform complex data analysis including the ability to analyze and interpret an extensive variety of 


technical information and governmental regulations. audit, deduce, assess, conclude and appraise.  Requires discretion in 


determining and referencing such to established criteria to define consequences and develop alternatives. 


 


 Ability to define problems collects data, establish facts, and draw conclusions.  Good decision-making and problem 


solving skills. 


 


 Ability to promote teambuilding and maintaining good working relationships within the Utility and other City 


Departments. 


 


 Ability to develop and maintain good working relationships with contractors, community members, elected officials, 


and regulatory staff. 


 


 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 wide variety of reference, descriptive, advisory and/or design data and information 


such as financial statements, billing reports, reports, ledgers, journals, summaries, rate applications, budgets, 


manuals/texts, codes, accounting systems, procedures and non-routine correspondence. 


 


 Ability to communicate effectively with the Utilities Director, Utilities Operations Superintendent and all Utility 


personnel, other City departments, Utilities Committee, auditors, technical support contractors and the public verbally 


and in written form. 


 


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. 


 


 


Judgment 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 judgment to apply facts and 


principles for developing approaches and techniques to problem resolution. 


 


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


control and planning of an entire program or multiple programs. 


 


Physical Requirements 


 


 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 functions. 


 







City of Stoughton                                            Utilities Finance/Administrative Manager 


Position Description 
 
 Requires the ability to coordinate eyes, hands, feet and limbs in performing coordinated movements such typing. 


 


 Tasks involve the 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. 


 


Supervisory Skills 


 


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


 


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


 


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           Utility Director’s Signature 


 


 


____________________________  _______________________________ 


Date   Date 


 


Council Approved:  January 9, 2007 


 







 


City of Stoughton 


Position Description 


 


Name: Kim M. Jennings, CPA  Department:   Stoughton Utilities – Accounting 


Division    


Position Title: Utilities Finance/Administrative Manager  


 


Pay Grade:   FLSA:       E 


 


Date: January 2007July 2014 Reports To:     Utilities Director 


 


 
Purpose of Position 


 


The purpose of this position is to be accountable for the overall planning, organizing, controlling and directing of the 


financial activities of the Utility, including coordination of all customer accounting with the Technical Operations 


Supervisor and general accounting functions and information processing, and perform critical accounting and fiscal 


management functions in accordance with Utility goals and objectives. 


 


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. 
 


 Direct the operation of a central accounting system in a manner consistent with established and generally accepted 


Utility accounting principles and practices and in sufficient detail to produce accurate cost, financial and statistical 


data for both management and statutory requirements. 


  


 Direct 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. 


 


 Implement and maintain a proper set of internal controls. 


 


 Develop financial systems, policies and procedures to ensure effective fiscal management. 


  


 Develop and maintain optimal investment, and borrowing and other funding strategies, optimize utility investments 


and provides monthly reports. 


  


 Research grant funding opportunities for utility divisions and customers, prepare grant applications and maintain post-


compliance monitoring and reporting. 


  


 Prepare and maintain short, mid and long-term cash flow forecasts. 


  


 Direct the preparation of the annual Utilities budget. 


  


 Manage relationships with financial consultants.  Review service fees, negotiate and develop contracts with service 


providers. 


  


 Prepare for and oversee the annual audit and submit all required regulatory reports. 


  


 Administer the purchase card program. 


  


 Direct treasury management operations, online banking and fraud protection programs.  


  


 Perform electric, water and wastewater retail rate analyses, develop rate structures that allow sufficient revenue 


Formatted: Numbered + Level: 1 + Numbering Style:


Bullet + Start at: 1 + Alignment: Left + Aligned at:  0" +


Indent at:  0.25"


Formatted: Indent: Left:  0.25",  No bullets or


numbering


Formatted: List Paragraph,  No bullets or numbering,


Widow/Orphan control, Tab stops: Not at  1.31" +  4"


Formatted: Indent: Left:  0.25",  No bullets or


numbering


Formatted: Indent: Left:  0.25",  No bullets or


numbering


Formatted: Indent: Left:  0.25",  No bullets or


numbering


Formatted: Indent: Left:  0.25",  No bullets or


numbering


Formatted: Indent: Left:  0.25",  No bullets or


numbering


Formatted: Indent: Left:  0.25",  No bullets or


numbering


Formatted: Indent: Left:  0.25",  No bullets or


numbering







City of Stoughton                                            Utilities Finance/Administrative Manager 


Position Description 
 


recovery and obtain necessary local and regulatory approvals. 


  


 Develop and maintain cost accounting procedures to capture costs of both utility and customer financed distribution 


system additions and upgrades. 


 


 Do internal auditing and produce and cause a complete financial statement certified audit by a third party CPA firm. 


 


 Develops financial systems, policies and procedures to ensure effective fiscal management. 


 


 Prepares and interprets financial statements, cost reports, and statements of receipts and expenditures at regular 


intervals for use by the Utilities Director, and Utilities Operations Superintendent, or Utilities Committee and 


Common Council. 


  


 Compile statements of current operating and capital expenditures for use by the Utilities Director in preparing budget 


estimates. 


 


 Assembles estimates and confers with the Utilities Director, Utilities Operations Superintendent and other supervisors 


in the preparation of the budget. 


 


 Supervises daily accounting and billing operations and staff. 


  


 Fosters integrity, professionalism, and a team environment. 


 


 Enhance cash flows through effective billing. 


 


 Direct the customer collection policy. 


 


 Plan and instruct clerical business office personnel in standard procedures and regulations, and reviews work 


performed for accuracy and effectiveness. 


 


 Receive and follow through on customer inquiries related to billing problems that are not easily handled by business 


office personnel. 


 


 Audit the readings and billing of customer bills and refunds on finals, and monthly bills, when required. 


 


 Direct preparation of employee payroll, and assist the Human Resources Director with maintenance of adequate 


personnel records and the administration of the employee benefits program. with the City Clerk/Personnel Director. 


 


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


other scheduled and unscheduled presentations and reports. 


  


 Develop and implement effective customer service operations and positive customer relations. 


 


 Assist in Ddevelopment and implementation of a public informationeducation programs to promote a positive Utility 


environment in the City and service territory. 


 


 PerformsProvide support for personnel management functions including recruitment and performance evaluation. 


 


 Resolves automated financial and billing system issues and implements system modifications and additions. 


 


 Determines the necessity for and prepares rate applications for the Utilities Committee and the Public Service 


Commission. 
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City of Stoughton                                            Utilities Finance/Administrative Manager 


Position Description 
 
 


 Prepares annual reports to the Public Service Commission. 


 


 Oversees information technology and communications systems. 


 


 Schedules and facilitates staff meetings. 


 


 Provides back up tofor duties of the Technical Operations Supervisor. 


  account clerk, information systems/customer services technician; billing coordinator and consumer 


services specialist, and provides back up for work order processing. 


 


 Complies with all Stoughton Municipal Utilities Safety Programs. 


 


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. 


 


 Assists electric, wastewater and water divisions as required. 


 Performs other Stoughton Utilities tasks as required. 


 


Minimum Training and Experience Required to Perform Essential Job Functions 


 


 Bachelor's degree in Business Administration, Accounting or financial management.  Preference for a Certified Public 


Accountant.  Minimum of threefive to five ten years of management or project management related to 


financial/accounting operations, preferably in the utility environment. 


 


 


 


 Significant knowledge of generally accepted financial management and accounting principles and practices, including 


the ability to independently initiate analysis and solve a variety of accounting and fiscal issues from both long-term 


and daily operational perspectives. 


 


 Significant knowledge of computer hardware and software used in the Utility environment, including experience with 


automated accounting, financial and billing systems.  Advanced user of Microsoft applications (Word, Excel, Access, 


and PowerPoint) preferred. 


 


 Familiarity with State and Federal rules and regulations regarding utility systems. 


 


 Proven success and experience in teambuilding and collaboration and experience with effective 


supervisory/management and human resource principles and techniques. 


 


 Understanding of effective customer service principles and techniques. 


 


 Comprehensive knowledge of electric, wastewater and water systems. 


 


Physical and Mental Abilities Required to Perform Essential Job Functions 


 


Language Ability and Interpersonal Communication 


 


Requires the ability to perform complex data analysis including the ability to analyze and interpret an extensive variety of 


technical information and governmental regulations. audit, deduce, assess, conclude and appraise.  Requires discretion in 
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City of Stoughton                                            Utilities Finance/Administrative Manager 


Position Description 
 
determining and referencing such to established criteria to define consequences and develop alternatives. 


 


 Ability to define problems collects data, establish facts, and draw conclusions.  Good decision-making and problem 


solving skills. 


 


 Ability to promote teambuilding and maintaining good working relationships within the Utility and other City 


Departments. 


 


 Ability to develop and maintain good working relationships with contractors, community members, elected officials, 


and regulatory staff. 


 


 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 wide variety of reference, descriptive, advisory and/or design data and information 


such as financial statements, billing reports, reports, ledgers, journals, summaries, rate applications, budgets, 


manuals/texts, codes, accounting systems, procedures and non-routine correspondence. 


 


 Ability to communicate effectively with the Utilities Director, Utilities Operations Superintendent and all Utility 


personnel, other City departments, Utilities Committee, auditors, technical support contractors and the public verbally 


and in written form. 


 


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. 


 


 


Judgment 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 judgment to apply facts and 


principles for developing approaches and techniques to problem resolution. 


 


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


control and planning of an entire program or multiple programs. 


 


Physical Requirements 


 


 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 functions. 


 


 Requires the ability to coordinate eyes, hands, feet and limbs in performing coordinated movements such typing. 


 


 Tasks involve the 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. 
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Position Description 
 
Supervisory Skills 


 


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


 


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


 


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           Utility Director’s  Signature 


 


 


____________________________  _______________________________ 


Date   Date 


 


Council Approved:  January 9, 2007 


 







DRAFT STOUGHTON UTILITIES COMMITTEE SPECIAL MEETING 
MINUTES 
Tuesday, July 22, 2014 – 6:15 p.m. 
Common Council Chambers 
Stoughton Public Safety Building 
321 S. Fourth St. 
Stoughton, Wisconsin 
 
Members Present: Citizen Member David Erdman, Alderperson Eric 


Hohol, Citizen Member John Kallas, Mayor Donna 
Olson, Alderperson Elvin (Sonny) Swangstu, and 
Citizen Member Alan Staats. 


   
Absent: Alderperson Thomas Majewski. 
 
Excused: None.  
 
Others Present: Stoughton Utilities Finance and Administrative 


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


 
 
Stoughton Utilities Proposed Lead Water Operator II Position Description 
and Reclassification:  Stoughton Utilities Director Robert Kardasz presented and 
discussed the Stoughton Utilities proposed Lead Water Operator II position 
description and reclassification.  Discussion followed.  Alderperson Eric Hohol 
emphasized that although modest, the wage adjustment is to be budgeted.   
Discussion followed.  Motion by Alderperson Eric Hohol, the motion seconded by 
Citizen Member David Erdman to approve the Stoughton Utilities Lead Water 
Operator II position description at an hourly wage scale of $23.54-$26.01, 
contingent upon a Fair Labor Standards Act review by Stoughton Human 
Resources and Risk Management Director Amy Jo Gillingham, and recommend 
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:  July 16, 2014 


 


To:  Stoughton Utilities Committee 


 


From:  Sean O Grady 


  Stoughton Utilities Operations Superintendent 


 


  Robert P. Kardasz, P.E. 


  Stoughton Utilities Director 


 


Subject: Stoughton Utilities Proposed Lead Water Operator II Position Description. 


 


With the recent hiring of a Water Operator I, it is proposed to create a Lead Water 


Operator II position to assist the Utilities Operations Superintendent in directing the 


Water System Division.  The newly reclassified position is proposed to be an internal 


promotion created to oversee the direct training of the Water Operator I and the Water 


Operator II in the Water System Division.  The proposed compensation is the standard 


$1.50 per hour increase used for existing Lead Workers; thereby creating a wage scale of 


$23.54 - $26.01. 


 


We are requesting that the Stoughton Utilities Committee approve the proposed Lead 


Water Operator II position description at a compensation wage scale of $23.54 - $26.01 


per hour, and recommend its approval to the Stoughton Personnel Committee and 


Stoughton Common Council. 


 


Encl. 
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City of Stoughton 


Position Description 


 


Name:   Department:  Stoughton Utilities    
      Water System Division 
 


Position Title: Lead Water Operator 2 Pay Grade:        FLSA:       N 
 


Date: August 2014 Reports To:     Utilities Operations   
        Superintendent 
 


 
Purpose of Position 


 
The purpose of this position is to assist in the supervision of the Water System Division, under the direction of 
the Utilities Operations Superintendent. 
 


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. 


 


 Assist in the supervision of crews; provides instruction and training; plans, coordinates, assigns and 
reviews work; and maintains standards. 


 


 Conducts routine safety compliance checks with staff and reports to the Operations Superintendent. 
 


 Coordinates the work of sub-contractors working on the distribution system. 
 


 Conducts weekly Division schedule/updates meetings. 
 


 Oversees the training programs for staff. 
 


 Reviews Water Division daily time sheets for accuracy. 
 


 Extracts water samples on scheduled basis and submits samples for testing.  Monitors correct chlorine 
and fluoride residuals. 


 


 Controls distribution.  Monitors and records well pump operations and storage tank volume and make 
appropriate adjustments. 


 


 Performs routine maintenance to pumps, motors, valves, flow meters and distribution system 
components.    Repairs broken water mains, pumps, valves and hydrants.  Replaces old water services 
and hydrants.  Repairs mains, valves, curb stops, water services, etc. 


 


 Prepares monthly pumpage report and submits to the WDNR.  Prepares water meter change program 
report and submits to Public Service Commission. 


 
 
 
 







Lead Water Operator 2 
 


 Operates a variety of machines and equipment such as jackhammers, backhoe, dump truck, sewer jet 
machine, meter test bench, mowers, compactors, portable pumps, black top roller, voltmeter, floor 
jacks, mechanics and carpenter hand tools. 


 


 Changes water meters according to PSC guidelines and installs new meters. 
 


 Installs and maintains water and wastewater service connections. 
 


 Field notifies customers regarding construction and disconnection of service. 
 


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


 


 Maintains records and prepares reports as required. 
 


 Recommends material purchases. 
 


 Maintains material inventories. 
 


 Complies with all Stoughton Municipal Utilities Safety Programs. 
 


 Monitors, records and makes adjustments to the water/wastewater SCADA system. 
 


 Assists with the wastewater and electric operations as required. 
 


 Assists with the continuing property records/CAD programs. 
 


 Performs plumbing tasks throughout the Stoughton Municipal Utilities Facilities.  Replaces pipes and 
valves.  Performs carpentry tasks as needed. 


 


 Serves on call status for the water/wastewater operations. 
 


 Paints surfaces 
 


 Removes ice and snow from walkways and drives. 
 


 Carry out directions without direct supervision. 
 


Minimum Training and Experience Required to Perform Essential Job Functions 


 
High School diploma or equivalent and required WDNR certification for the Stoughton Water Works and 
commercial driver’s license with tanker and airbrakes certification with a minimum of five years plumbing, 
wastewater or water utility experience, or any combination of education and experience that provides 
equivalent knowledge, skills, and abilities. 
 


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, records and transcribe data.  Ability to classify, compute and tabulate 
data. 


 
 







Lead Water Operator 2 
 


 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. 


 


 Ability to utilize a variety of advisory data and information such as well readings, meter records, DNR 
reports and bulletins, water samples, distribution equipment reports, charts, policy manuals, maintenance 
records, WDNR rules and regulations, vehicle manuals, equipment manuals, water main diagrams and 
maps. 


 


 Ability to communicate effectively with Department personnel, customers, contractors, engineers, City 
employees, law enforcement, and WDNR statistical reports. 


 


Mathematical Ability 


 


 Ability to add, subtract, multiply and divide; calculate percentages, fractions and decimals.  Ability to 
interpret basic descriptive statistical reports. 


 


Judgment and Situational Reasoning Ability 
 


 Ability to use functional reasoning in performing diversified work activities. 
 


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


 


Physical Requirements 
  


 Ability to operate equipment and machinery requiring monitoring multiple conditions and making multiple, 
complex and rapid adjustments, such as backhoe, dump truck, end loaders, sewer jet machine, meter test 
bench, air hammers, blacktop rollers, compactors, saws, hand tools, generators, portable pumps, chemical 
pumps, mowers, freezing/thawing machines, voltmeter, locators, jacks, shovels, picks, axes, etc.  Ability to 
repair complex equipment and machinery. 


 


 Ability to coordinate eyes, hands, feet and limbs in performing skilled movements involved in repair of 
water distribution equipment. 


 


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


 


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


 Ability to recognize and identify degrees of similarities and differences between characteristics of color, 
sound, taste, texture and odor associated with job-related objects, materials and ingredients. 


 


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.  


 


 


 


 


 







Lead Water Operator 2 
 


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, dusts, disease, 
machinery, explosives, gas and electrical currents may cause discomfort where there is a 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 





