OFFICIAL NOTICE AND AGENDA

Notice is hereby given that the Community Affairs/Council Policy 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 the: Special meeting of the Personnel Committee

Date /Time: Tuesday, September 6, 2011, at 6:00 p.m.

Location: Hall of Fame Room/City Hall (381 E Main St, Stoughton WI 53589)

Members: Greg Jenson(Chair), Sonny Swangstu, Paul Lawrence (Vice Chair), Larry Peterson, Mayor Olson(ex-officio)

Note-For security reasons, the front doors of the City Hall building (including the elevator door) will be locked after
4:30 p.m. If you need to enter City Hall after that time, please use the entrance on the east side of City Hall (the
planning department door). If you are physically challenged and are in need of the elevator or other assistance,
please call 873-6677 prior to 4:30 p.m.

Item # CALL TO ORDER
1. Communications
Item # NEW BUSINESS
2. Approval to fill the City Clerk/Personnel Director vacancy.
3. Review and approval of the City Clerk/ Personnel Director position

position description and posting.

4, Request and approval to obtain interim City Clerk/Personnel Director
temporary services.

5. Adjournment.

cc: Mayor Olson, City Clerk Kelly Michaels, Utilities Director Bob Kardasz, Senior Center Director Cindy
McGlynn, City Council Members, Department Heads, City Attorney, Stoughton Newspapers/Wi State Journal,
Deputy Clerk Pili Hougan, Library Administrative Assistant Debbie Myren.

Note-An expanded meeting may constitute a quorum of the Council.

ADJOURNMENT
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HIRING POLICY
CITY OF STOUGHTON
DEPARTMENT HEADS

1. When an existing Department Head position is vacant the Mayor shall inform
the Personnel Committee and Council to seek approval to fill the position.

2. Creating a new position requires the advice of the Mayor and the Personnel
Committee and the approval of the Council. Department Head positions in the
Electric, Wastewater and Water Utilities also requires Utilities Committee
approval. The Personnel Committee and the appropriate oversight Committee
must be provided with a Job Title, Job Description and recommended pay
ranges as provided by the City Clerk/Personnel Director. After approval by the
Personnel Committee and oversight committee, the proposed Job Description
and pay range must be approved by the Council before the position is
advertised.

3. Department Head positions to be filled in the Police or Fire Departments are
done with the approval of the Police and Fire Commission. Department Head
positions to be filled at the Library are done with the approval of the Library
Board. There is no Personnel Committee involvement, unless a new position is
created. The City Clerk/Personnel Director will participate in the interview
process.

4. Advertisement will be initiated by and managed by the City Clerk/Personnel
Director and/or staff, in consultation with the Personnel Committee and
appropriate staff, utilizing state and regional venues, if possible, in conformance
to Federal requirements.

5. All applications shall be submitted confidentially to the City Clerk/Personnel
Director. If driver license investigations are required, the City Clerk/Personnel
Director will have those provided to the Interview Panel. The Interview Panel will
consist of the Mayor or designee, the Personnel Committee and other
appropriate City employee(s) or non-city employee(s) with the appropriate
technical/professional background as determined by the Personnel Committee.
The City Clerk/Personnel Director will participate in all interviews.

6. The Interview Panel will help develop questions for the prospective
interviewees and develop benchmark answers for those questions. The City
Clerk/Personnel Director will provide the protocol and forms to be used by the
Interview Panel.

7. Applications are then paper screened by the Interview Panel. Testing may be
used; City Clerk/Personnel Director’s Staff will be available for support.





Hiring Policy- Department Heads
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8. The Interview Panel should interview at least five (5) qualified applicants if
available and certify the top applicant to the Mayor along with a list of the
remaining applicants in prioritized order. The Mayor will offer the position to the
top applicant, and upon acceptance, will forward the Interview Panel's
recommendation to Council for approval. Reference checks will be the
responsibility of the City Clerk/Personnel Director. Interviews will be held at the
site/department whenever possible. A tour of the facility, etc., if requested by the
applicant prior to the interview, will be arranged by the City Clerk/Personnel
Director.

9. A pre-employment physical is required after an offer of employment is made to
any candidate. The purpose of the requisite pre-employment physical is to
insure the candidate is capable of performing the essential functions of the
position offered. The physicians for the pre-employment physical will be
designated by the City. These physicians must be used if the applicant lives in
the area. If applicant does not live in the area, a physician other than his/her
personal physician must be used.

10. Orientation of the new Department Head will be done by the City
Clerk/Personnel Director or designee, with insurance enrollment, retirement
forms and other necessary paperwork completed at that time. Benefits will be
reviewed, work and safety rules explained. The Local Government Handbook is
given to new employees. The City Clerk/Personnel Director or designee shall go
over Work Rules and specify safety requirements in more detail.

Approved by Personnel Committee: 7-22-02 (Amended #-10-03}{#-28-03} 1-24-05
Approved by Council: 8-13-028-12-03 2-8-05






This was last
years

advertisement
CITY OF STOUGHTON /
CITY CLERK/PERSONNEL DIRECTOR

The City of Stoughton, an Equal Opportunity Employer, (population 12,865) has an opening
for a full time City Clerk/Personnel Director. This position is responsible for the supervision,
direction and coordination of the Clerk’s Office activities, maintenance of public records,
licensing and regulations, elections, official minute taking, and human resources/personnel
functions for the City. The position requires knowledge of human resources rules and
regulations, legal notices, election laws, state voter registration system (SVRS), budgetary
procedures, insurance programs, CDL random drug and alcohol screening process, and
required state and federal reports. Requires high school diploma or equivalent, strong
leadership and customer service skills, along with the ability to effectively communicate with
the public and peers, vocational/technical training in job related areas, three to five years
municipal government or related experience. Participation in the UW Green Bay Clerks
Institute or other Clerks certification a plus and preferred. Background check and pre-
employment physical will be required. This position has a hiring rate of $27.20 per hour.

Employment applications and Position Descriptions are available from and must be returned
to the Office of the City Clerk/Personnel Director, 381 East Main Street, Stoughton, WI 53589
by 4:00 p.m. on Friday, October 15, 2010. Applications are also available at
www.ci.stoughton.wi.us/clerk/

Box Ad:

Publish: HUB - 9/30/10 and 10/7/10

GREAT DANE- 9/29/10 and 10/6/10

WMCA Clerk’s Website/League of Municipalities Website



http://www.ci.stoughton.wi.us/clerk/

mhougan

Callout

This was last years advertisement







City of Stoughton
Position Description

Name: Department: Clerk's Office
Position Title: City Clerk/Personnel Director Pay Grade: FLSA: E
Date: March 2009 Reports To: Mayor

Purpose of Position

The purpose of this position isto supervise, direct and coordinate City Clerk's Office activities, maintenance of public
records, elections, licenses, official minute taking, and coordinate administrative personnel functions for the City.

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.

City Clerk Duties:

* Supervises and directs Clerk's office staff activities including Court Clerk.

e Maintains public records and ensures that records are properly preserved, filed and disposed of; maintains official
records of licenses, permits and bonds; coordinates publication of City legal notices.

e Prepareofficia City Council proceedings, minutes; prepares meeting agendas and other materials as required;
completes follow-up of City Council and Conunittee actions.

e Coordinates and administers public hearing process for Council and Committee of the Whole and other departments.
e Coordinates health insurance and other benefit administration; administers-all City insurance programs.

e  Coordinates and administers City election processincluding voter registration, ballot preparation, absentee voting
and conducts Election Day process.

e Coordinates the open book and board of review process.

e Prepares salary and benefit data of annual budget process.

e Prepares election and court line items for annual budget process.

e Preparestax rolls for submission to the City Treasurer; reviews statement of assessments and statement of taxes.
e  Processes delinquent utilities for tax roll.

e  Prepares ordinances and resol utions and coordinates the codification process.

e Performs Recycling Coordinator duties, apply for and administer yearly Recycling Grant.

e Logs and expedites complaints and reports to the City Council.





City of Stoughton City Clerk/Personnel Director
Position Description

Liaison to Federal Census Bureau.

o Filesall insurance claims with respective carriers (i.e. Workers Compensation, Property, Liability, etc.).
e Prepares Special Assessments Worksheet for Tax Roll.

e Maintains all contract files.

e  Submits Quarterly Strategic Management Goal Accomplishments for Clerk's Department.

o Hasoverdl responsibility for al City insurance coverage and makes recommendations regarding adequacy to the
City Council. Serves as City Risk Manager, reviews and approves all contracts in regards to insurance coverage.

o Representsthe City to the Citiesand Villages Mutud Insurance Company.
Personnel Director Duties:

Asssts department heads and supervisors with personne problems; assists the Personnel Committee in collective
bargaining, as required; handles and referslabor grievancesto Personnel Committee, Staff person to Personnel
Committee.

e Prepares and organizes the recruitment of new employees.

e Directs new employee orientation regarding payroll, withholding, benefits, retirement, etc. Provides forms for, and
collects new employee information regarding payroll, withholding, etc.

e Provides or reviews necessary financial datafor collective bargaining and assists Personnel Committee as necessary.
e Administers CDL Random Drug and Alcohol Screening Process.

e Doesfollowup for CDL drug and alcohol positive readings.

e Staff Person to Council and Committee of the Whole.
e Assists with Interpretation of Union Contracts and Work Rules.

e Coordinates and participatesin the hiring of City Employees so that hiring policies are followed and isresponsible
for going over contracts, Work Rules, Policies and benefits with new hires.

e Maintains Regular and Confidential Personnel Records.
e Liaison to City Attorney.

e Liaisonto Labor Attorney regarding Union negotiations.
Supervisory Skills

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





City of Stoughton City Clerk/Personnel Director
Position Description

o Ability to make recommendations regarding the sel ection, discipline and discharge of employees.

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma or equivalent, vocational/technical training in accounting, three to five years municipa government
or related experience, or any combination of education and experience that provides equivalent knowledge, skills, and
abilities.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

Ability to decide the time, place and sequence of operations within an organization, and the ability to oversee
_operations. Ability to analyze and categorize data and information using established criteria, to determine
consequences and identify and select alternatives.

o Ability to manage and direct a group of workers, including the ability to provide counseling and mediation. Ability
to persuade, convince and train others. Ability to advise and interpret the application of policies, procedures and
standards to specific situations.

o Ability to utilize, prepare and/or interpret avariety of advisory and design data and information such as meeting
minutes/agendas, insurance records, legal notices, public records, payroll records, special assessments, election
notices, licenses, accounts payable, accounts receivable records and documents, State Statutes, City ordinances, tax
rolls, financial statements and accounting methods.

o Ability to communicate effectively orally and in writing with Mayor, office staff, other City personnd, City Council
members, vendor representatives, attorneys and the general public.

Mathematical Ability

o Ability to calculate percentages, fractions, decimals, interest, discount and ratios. Ability to interpret descriptive
statistical reports.

Judgment and Situational Reasoning Ability

e Ability to use functiona reasoning in performing synthesis functions and influence functions such as supervising,
managing, leading, directing and controlling.

o 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

o Ability to operate avariety of office equipment including computer terminal, typewriter, telephone, fax machine,
cal culator/adding machine and photocopier.

o Ability to exert light physica effort in sedentary to light work typicaly involving lifting, carrying, pushing and
pulling.

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





City of Stoughton City Clerk/Personnel Director
Position Description

Environmental Adaptability

« Ability to work under generally safe and comfortable office conditions where exposure to irate individuals may cause
discomfort and poses possible risk of injury.

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities Act, the
City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective
and current employees to discuss potential accommodations with the employer.

Employee's Signature Supervisor's Signature

Date Date

Council approved 443-04 3 10 2009





