Amended OFFICIAL NOTICE AND AGENDA

of a meeting of a City Board, Commission, Department, Committee, Agency, Corporation, Quasi-
Municipal Corporation, or sub-unit thereof.

Posted: Friday, Sept. 30, 2011 @ 2:00 pm

Regular Meeting: Special Personnel Committee

Date/Time: Thursday, October 6, 2011 @ 5:30 pm.
Location: Stoughton City Hall (381 E. Main Street) - Giles Dow Room
Members: Greg Jenson(ch), Sonny Swangstu, Paul Lawrence(vc), Larry Peterson, Donna Olson (ex-officio)

AGENDA ITEMS FOR CONSIDERATION
(All items listed may be acted upon unless noted specifically for communication only.)

1) Call to order.
2) Minutes of the prior meeting(s): 9-26-2011

3) Review of City Clerk/Personnel Director position and job description as it relates to possible
changes or reorganization of the department to fit City of Stoughton needs.

4) Review Human Resources needs for the City of Stoughton including an HR Generalist
position, and other possible combinations to fulfill Human Resources/Personnel services.

5) Review of Hiring Policies.
6) Communications / Future Agenda Items / Adjournment
Future Agenda Item: Review updates to Work Rules

Pili Hougan, Acting City Clerk

IMPORTANT: THREE (3) MEMBERS NEEDED FOR A QUORUM (excluding Mayor): If you are unable to attend the
meeting, please notify the City Clerk by calling (608)873-6677 or via email kmichaels@ci.stoughton.wi.us

It is possible that members of, and possibly a quorum of members of other committees of the Common Council of the City of Stoughton may be in
attendance at the above-mentioned meeting to gather information. No action will be taken by any such groups at the above-mentioned meeting
other than the committee specifically referred to in this notice.

Please note that, upon reasonable notice, efforts will be made to accommodate the needs of disabled individuals through appropriate aids &
services. For information or to request this service, contact the City Clerk at (608) 873-6692

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




MINUTES

REGULAR MEETING OF THE PERSONNEL COMMITTEE
Date: Monday, September 26, 2011 @ 5:30 pm., in the Hall of Fame Room at City Hall.

Members Present: Greg Jenson, Larry Peterson, Paul Lawrence, Sonny Swangstu, Mayor
Donna Olson.

Others Present: Pili Hougan, Carl Chenoweth, Bob Ohlsen, Tamarah B. Fleres, Debbie
Blaney.

Call to Order: Chairperson Greg Jenson noted there was a quorum present and called the
meeting to order at 5:30 pm.

Minutes of the Prior Meetings:
Motion by Lawrence, second by Peterson, to approve the minutes of the 8/22/2011, 8/31/2011
and 9/6/2011 meetings. Motion carried 4-0.

Interim-temporary City Clerk / Personnel Director & Appointment of Acting City Clerk
Mayor Olson reported she had hired Bob Ohlsen to help out on a part time temporary basis.
Mayor Olson requested that Maria “Pili” Hougan be appointed as the Acting City Clerk. She
further requested that Mr. Ohlsen be compensated @$25 per hour with no benefits. Mr. Ohlsen
will work 3 days per week for 13 weeks concluding on December 22", Mayor Olson also
recommended an increase of $5 per hour for Deputy Clerk Hougan to compensate her for the
increased responsibilities during this time. Funds are available in the current Clerk’s office
budget.

Motion by Lawrence, second by Peterson, to approve the appointment of Maria Hougan to the
position of Acting City Clerk. Motion carried 4-0.

Review of City Clerk / Personnel Director Position as it relates to possible changes or re-
organization of the Department to fit City of Stoughton needs including an HR Generalist
Position, Clerk/Attorney or Attorney/Personnel Director combinations.

Jenson stated the need to look at every possible scenario. Bob Ohlsen suggested the Clerk
should be a separate position, that there are very few Clerk/HR Director combinations. Mayor
Olson stated she had spoken to Matt Dregne about it and his comment was that to have an
Attorney/Clerk would be very expensive. Mayor Olson stated her desire to review the job titles
of the receptionists, possibly making the title Clerk I. Lawrence said they should concentrate on
the Clerk/HR position and then visit the job title issue. He suggested looking into a part time
position or an outside consulting firm. Peterson talked about making it an Attorney/Personnel
position. Further investigation should be done. Mayor Olson will email the Virchow Krause
study done a number of years ago regarding job classifications to committee members.

Jenson directed staff to bring back information regarding the HR position description. Mayor
Olson stated that she would contact the City of Fitchburg to find out information on their HR
Director and report back at the next meeting.

Review and possible revision to the Hiring Policies

Jenson noted this was on last month’s agenda as he had received a request to review our hiring
policies, however due to work on the Work Rules document it was postponed to this agenda.
Probationary periods should be incorporated into the hiring policies using the language in the
union contracts. This should be done by the next meeting. Chenoweth stated he would like the
hiring policy to mimic the Finance Director’s hiring policy and would like to set a review date of
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the employee. The review would be done at the committee level and then reported to the
Council,

Review of Work Rules:

Committee members reviewed the work rules as updated during the last meeting. It was noted
that conceal and carry language was also added following a request from the Public Safety
Committee. Other items added were the wage matrix and the newly adopted grievance policy.

Motion by Lawrence, second by Swangstu to approve the conceal and carry language Motion
carried 4-0.

Motion by Lawrence, second by Swanstu, to approve adding the wage matrix to the work rules.
Motion carried 4-0.

Motion by Lawrence, second by Jenson, to approve the grievance policy. Motion carried 4-0.

Communications / Future Agenda Iltems / Next Scheduled Meeting:
The next meeting is scheduled for October 6, 2011 at 6:00 pm prior to the council budget
meeting.

Motion by Lawrence, second by Swangstu to adjourn the meeting. Motion carried 4-0. Meeting
adjourned at 6:30 pm.

Respectfully submitted,
Pili Hougan
Deptuy Clerk






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 is to supetvise, direct and coordinate City Clerk’s Office activities, maintenance of public
recotds, elections, licenses, official minute taking, and coordinate adminisirative personnel functions for the Cily.

Essential Duties and Responsibilities

The following dufles are normal for this position. These are not to be construed as exclusive or all-inclusive.
Other duties may be recuired and assigned.

City Clerk Duties:
s Supervises and directs Clerk’s office staff activities including Court Clerk.

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

¢ Prepare official City Council proceedings, minutes; prepates meeting agendas and other materials as required;
completes follow-up of City Council and Committee actions.

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

¢ Coordinates and_administers City election process including voter registration, ballot preparation, absentee voting
and conducts Election Day process,

+ Coordinates the open book and board of review process.

e Prepares salary and benefit data of annual budget process.

& Prepares election and court line items for annual budgst process.

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

» Prepares ordinances and resolutions and coordinates the codification process.

o Performs Recycling Cootdinator dulies, apply for and administer yearly Recycling Grant.

+ Logs and expedites complaints and repotts to the City Council,






- City of Stoughton : City Clerk/Personnel Director

Position Description

Liatson to Federal Census Bureau.

Files all insurance claims wi-th respective carriers (i.e. Workers Compensation, Properly, Liability, etc.).
Prepares Special Assessments Worksheet for Tax Roll.

Maintains all contract files.

Submits Quarterly Strategic Managemeni Geal Accomplishments for Clerk’s Department.

Has overall responsibility for all City insurance coverage and makes recommendations reparding adequacy to the
Cily Council. Serves as City Risk Manager, reviews and approves all contracts in regards to insurance coverage.

Represents the City to the Cities and Villages Mutual Insurance Company.

Personuel Director Duties:

Assists department heads and supervisors with personnel problems; assists the Personnel Commiitee in colleclive
bargaining, as required; handles and refers labor gricvances to Personnel Committee, Staff person to Personnel
Conmunitiee,

¢ Prepares and organizes the recimitment of new employees.

¢ Direcls new employee orienlation regarding payroll, withholding, benefits, retirement, etc. Provides forms for, and
collects new employee information regarding payroll, withhelding, ete.

e Provides or reviews necessary financial data for collective bargaining and assists Personncl Committee as necessaty.

s Administers CDL Random Drug and Alcohol Screening Process.

¢  Does follow-up for CDL drug and alcohol positive veadings.

o  Staff Person to Council and Commitice of the Whole.

s Assists with Interpretation of Union Contracts and Work Rules.

¢ Coordinates and paricipates in the hiring of City Employees so that hiring policies are followed and is responsible
for going over contracts, Work Rules, Policies and benefits with new hires.

¢ Maintains Regular and Confidential Personnel Records.

. Liaison to City Attomey.

¢ Liaison to Labor Attorney regarding Union negotiations,

Supervisory Skills

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






+ City of Stoughton City Clerl</Personnel Director
Position Description

¢ Ability to make recommendalions regarding the selection, discipline and discharge of employees.

Minimum Training and Experience Requived to Perform Essential Job I'unctions

High school diploma or equivalent, vocational/technical training i accounting, three to five years municipal goveriument

or related experience, or any combination of education and experience that provides equivalent knowledge, skills, and

abilities,

Physical and Mental Abilitics Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

¢ Abilily to decide the time, place and scquence 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 allernalives.

s 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 interprel the application of policies, procedures and
standards to specific siluations.

o Ability to utilize, prepare and/or interpret a variety of advisory and design data and information such as meeting
minutesfagendas, insutance 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.

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

Mathematical ADility

*  Ability to caleulate percentages, fractions, decimals, interest, discount and ratios. Ability to interpret descriptive
statistical repotts. '

Judgment and Situational Reasoning Ability

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

» 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

¢ Ability to operate a variely of office equipment including computer terminal, iypewriter, telephone, fax machine,
calculator/adding machine and pliotocopier.

»  Ability to exert light physical effort in sedentary (o light work typically involving lifting, carrying, pushing and
pulling.

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






' Cit_\" of Stoughton City Clerlv/Personnel Director
Position Description

Envirommental Adaptability

¢ Abilily to work under generally safe and comforiable office conditions where exposure to irale 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 4-13-04 3-10-2009






Village of DeForest ~Job Description

MUNICIPAL CLERK
REPORTS TO: EMPLOYMENT CATEGORY! SUPERVISES:
Administrator/Finance Director Full Time Administrative AssistantI

Administrative Assistant II
GENERAL DESCRIPTION:

This position provides all the statutory duties under the municipal clerk’s jurisdiction including
but not limited to official record keeping, elections and minute taking,

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES:
General:
Maintain and coordinate Village meeting calendars.” -
Maintain the Committee, Commission and Board listing and a-dviSqwhen vacancies occur,

Key, compose and/or transcribe correspondence from the Administratér/f‘ inance Director
and/or members of the Village Board. . e

Manage infdrmation flow and retrieval, Create new forms when necessary.

Arrange staff and department head meetings. Serve as recording secretary and compose
report for AdmlmstlatmlFmance Director.

Prepare the mailings for the Village Board meeting, the Ad Hoc Committees that may be
appointed by the Board and other meetings as directed by the Administrator/Finance
Divector, .

Answer fe[ephones
Responsible for assisting the Administrator/Finance Director in supetvising, planning,
organizing, coordinating and directing the activities and services of the Village in

conjunction with Déepartment Heads.

As instructed by the Administrator/Finance Director, cairy out Village Board and
Administrative directives, policies and procedures.

Legislative:

Responsible for attending and recording the minutes for all Board meetings.

Responsible for maintaining the records of all Committee, Commission and Board
proceedings as well as legislative actions.






_ffViII‘agé':' of 'DKeFé)r__estt'— -J'ob Description w

Responsible for the publications, notices and follow-up on legislative action items from
Board meetings.

Develop agendas, preparing necessary supporting documents and filing necessary follow-up
documents,

Responsible for the Certification for Board of Review process. Coordinate and prepare
notices and materials, attend Board of Review meetings and maintain records of proceedings.
File necessary follow-up documents.

Responsible for the issuance of all municipal licenses and permits including liquor, operator,
gathering, cigarette and peddler upon Village Board approval.

Responsible for Dog License collection and subm1ssmn of records and payment to County
Treasurer as required by State Statute.

Responsible for processing and record keeping of special assessinents, notification to
residents involved, maintenance of the resolutions passed by the Village Board and provide
notification to Administrator/Finance Director of affected parcels and amounts of each
assessment for placement on tax roll or arrangement for payment,

Aftend pmfessmnal meetings to keep abreast of current development in mumclpal
govetnment and Clerk responsibilities and duties.

Risk Mansgement:
Serves as:"'agent for the viilé.ge inall insuranceire]ated matters. Oversee insurahce policies.

Submits clalms for all non health/dental or Ilfe related pohcles and works W1th insurance
representatives to ensure timely processing.

~ Assist citizens with questions on the processing of a claim.

Responsible for annual renewal of policies as long as they shall remain the approved carrier
by the governing body. '

Ensure premium payments are made in timely manner,

Investigate and work with the depariment heads and other employees to ensure the proper
information is received by the insurance companies and if necessary the citizens involved.

Loss conirol determinations,

Elections:

As Clerk serve as head election official.






’ Village of DeForest —Job Desci ptibn

Supervise and monitor the conduct of all elections and certify election results as prescribed
by law.

Responsible for training of election workers.

Maintain and test all vdting equipment.

Responsible for publication and posting of all required election notices.
Distribute and maintain records of candidate nomination and regis{ration papers.

Administer oaths and affirmations and certify all newly elected or appointed officials.

Other:

Coordinate the purchasmg of all office supplies and equipment including other department
requests, .

Assist the Ethics Committee in all administrative matters serving as 1'ecr61"_'d_ing secrefary,
Any other 'd_ilties as assigned by Administrator/Finance Director,

OUALIF[CATIONS NEEDED:

Four year: degtee prefelably in Business or related field with work experience or education
over several years in similar fields or any equivalent combination of experience and training
that pr ov1des the requlred knowlcdge and abilities.

Punclples and practices of municipal govemment admlmstratlon management and
supervision.

Function:s:. :and organization of municipal government and of the working of governing
bodies.

Office and Supervisory management prineiples.
Sources of information related to problems of Local Government,

Coordinate and direct the functions and activities of municipal office and depatrtmental
procedures and operations,

Coordinate various personnel involved, gain their respect and when necessary make sure that
the Administrative policy and actions are followed.






Vil Iaf_g'_é_ of DeForest — Job Description

Develop and install clerical and office procedures for municipal office operations and
evaluate their effectiveness.

Read, interpret and apply provisions of laws, ordinances, rules and regulations.
Secure information to resolve problems of municipal government.

Whrite clear, concise repots, leiters and other communications.

Exercise good professional judgment and integrity.

Establish and maintain good working relationships with the Board, Administrator/Finance
Directot, Depariment Heads and employees. -

Deal courteously, tactfully and effectively with the public.

Receive citizens cpz_npléints and respond appropriately,- |

Communicate pff"e ctively, both orally and in writing.

Perform difﬁéillt and responsible work with independence and discretion."

EQUIPMENT USED TO PERFORM FSSENTIAL FUNCTIONS:

Telephone, personal computer, typewriter, calculator, copy machine, fax machine and file
cabinets, . e '

WORKING CONDITIONS:

Ability to inderstand and be understood in written and oral-communications. :
Must perf(;rm duties with a minimum of supervision.
More than 99% of the time is spent inside, in an office environment,

More than 80% of the time is spent sitting, hearing, talking, reading, reasoning, and using
near vision while operating office computers and equipment that require fluid hand, finger,
and eye movement. About 20% of the time is spent walking doing low handling (40 inches
or lower), standing, stooping, kneeling and crouching, light lifting, (10 1bs.}, carrying,
pushing or pulling. Tn unusual situations, bending, twisting, reaching, and medium lifting (20
to 40 Ibs.), carrying, and pushing is required.






Village of DeForest - Job Dés:cript.ioh.'

FLSA: Bxempt

This position desoription has been prepared to assist in defining job responsibilities, physical
demands, working conditions, and skills needed. It is not intended as a complete list of job
duties, responsibilities, and/or essential functions. This description is not intended to limit or
modify the right of any supervisor to assign, direct, and control the work of employees under
supervision. The Village retains and reserves any and all tights to change, modify, amend, add or
delete, from any section of this document as it deems, in its judgment, to be proper.

Formal application, rating of education and experience; oral interview and reference check, job
related tests may be required.

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






CITY OF FITCHBURG
Position Description

Position: City Clerk

Reports To: City Administrator

Unjon Representation: Non-Represented, Grade 9
Written By: LSO

Revised Date: 04/07

Posltlon Summary:

Under the general direction of the City Administrator, performs speclalized and responsible administrative work
regarding conduct of elections and voter registration, issuance of licenses, publication of legal notices,
distribution of information, custody and management of officlal city records, and assistance to the City Councll,
Board of Review and Public Safety & Human Services Commitiees. There is frequent interaction with the
general public, the council and legal counsel. This position requires the ability to maintain the highest degree of
confidentiality and organizational skills. Residency within the City of Fitchburg is not required.

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.

Essential Functions:

Initiates, creates and implements policies, programs and regulations for the Clty to ensure the proper
compliance with laws relating to elections, licensing, Board of Review, open meelings, public record
requests and other areas.

Develop and create the work programs for the department to accomplish the required iniliatives and
legal functions of the City Clerk's Department.

Manage inter-departmental work requests utilizing the skills and expertlse of department staff,
Oversee all aspects of the day to day operations of the Department including budgeting of resources
and expendilures. Determines need and salicits bids for major purchases for the Clerk’s office.

Act as Risk Manager receiving all claims against the Gity and processing accordingly.

Establishes procedures for recelpt of citizen inquiries, problems or comments; channels them to the
proper department, follows through on final outcome.

Supervises the scheduling of meetings, formulation of agendas, including proper noticing, publishing,
posting and mailing. Ascertains that proper publication is made of required notices, ordinances, etc.
Supervises maintenance of records of the City. Insures that all Clty racords, including ordinance and
resolution binders are in order for public inspection.

Manages the licensing process for the City including the issuance of all intoxicating liquor licenses,
cigarette and barlenders licenses, and various other permits and licenses as required by City
Ordinances.

Acts as clerk of the Board of Review and keeps accurate records of all events. Assures that Board of
Review members are trained in accordance with State Statute. Assures all legal publications, postings
and mallings are completed timely and accurately.

Assists City Treasurer In the preparation of the tax roll; calculates mill rates; submits required tax roll
reports. Understands all aspects of the tax cycle, the assessment roll, the tax roll and all related items.
Answers questions both internally and with the Department of Revenue.

Develops reasonable work rules and implements and enforces such work rules and policies.
Manages all Cily elections, including number of workers needed and number/type of ballots required.
Hires and trains all election workers. Assures the statulory requirement for the necessary training of the
Chief Election Inspectors Is fulfilled.

Insures machines are in working order, and works closely with Dane County to determine if changes in
type of voting equipment is needed or required.

Oversees the management of all election materlals and necessary paperwork,

Assures the voter registration files are maintained as required by law.

C:\Documents and Seltings\mhouganil.ocal Sellings\Temporary Internet Files\OLKABWPD_CityClerk07.doc
Revised: 06/29/06, 04/07
Page 1 of 2






Other Functions:

» Altends Commmon Council meetings. TaKes notes and prepares minutes. Attends any other council
meetings, budget meetings, committee meetings as required.

» Staff liaison for Public Safety & Human Services Committes (PSHS). Works with the Committee for all
City licensing, Fire & EMS issues, rent abatement, and other public safety fssues Involving the City.
Works with other departments o assure safely issues are addressed, and schedules other department
heads to attend PSHS as requested.
Attends continuing education meslings and seminars in the area of Clerk's duties and responsibilities.
Keeps current with latest rules and regulations that govern the statulory role of the municipal clerk.

Supervisory Requirements:
+ Directly Supervises: Deputy Clerk, Confidential Administrative Assistant, Election Inspectors. Indirectly
Supervises: Receptionist/Secretary, LTE's and Summer Interns.

Education and/or Experience Requirements:
+ Bachelors Degree in public administration, business, or related field required.
¢ Three years experience in government office management functions required. Additional experience
may substitute for education on a year for year basis.
» Experience in election administration & alcohol license administration required.

Licenseas, Certifications, etc,
« Clerk Certification (CMC) or (WCMC) or the ability to obtain the such certification is required.
+ Master Municipal Clerk Certification (MMC) or Wisconsin Professional Clerk (WCPC) preferrad.

Required Knowledge, Skills, and Abllitles:

¢ Ability to think logically and make decisions; interpret informalion in mathematical, written and diagram
form, such as statlstical reports.
Abllity to understand the effect politics and economic trends will have on the City's plans and needs.
Ability to foster cooperation and teamwork among peers.
Ability to Identify and analyze problems, gvaluate alternafive solutions and make sound judgments.
Ability to train election officials as required by [aw.
Ability to communicate effactively both orally and in wrilien communications.
Advanced knowledge and experience in the utilization of computer appiications including Word or other
word processing program, Excel, and Access, or other relational data base required.

* ® o o o 9

Physical Demands:
Light Work: Exerting up to 40 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or a

negligible amount of force constantly to move objects. Frequently sitting. Occasionally standing or walking.

Work Environment:

Inside; Protection from weather conditions but not necessarily from temperature changes. Inside work 95% of
the time, outside work 5% of the time. Seldom exposed to hazards or risk of bodily injury. Seldom exposed fo
heat and cold extremes, loud noises, vibrations, toxic conditions, odors, dust, and poor venlilation. Frequently
exposed o moderate noise.

Employee's Signature _ Date

Supervisor's Signature Dale
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City of Monona
CITY CLERK

Job Description

Unless otherwise stated, all duties, responsibilities, and qualifications stated herein are essential
functions of this position.

GENERAL STATEMENT OF DUTIES:

Under the direction of the City Administrator, performs the duties of City Clerk contained in the
Wisconsin Statutes and Municipal Code as specified in this job description and confidential
secretarial/clerical support and administrative assistance to the City Administrator, Department
Managers, Mayor and Council Members as needed. Provides supervision of assigned
administeative office functions.

Supervises

Office staff as assighed by the City Administrator,

DUTIES/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.

1. Serves as custodian of official City records and public documents; perform certification
and recording for the City as required on legal documents and other records requiring
such certification; seals and attests by signature to ordinance, resolutions, and coniracts,
easements, deeds, bonds, or other documents requiring City certification; catalogs and
files City records, orders and monitors supplies and equipment.

2. Administers oath of office to public officials,

3 Performs all election duties as required by Wisconsin Statutes; registers voters,
supervises poll workers, maintains all election records and property used in conjunction
with holding of elections.

4, Assists the Cily Assessor in maintaining property assessment records; prepares the tax
roll and tax notices required by the State of Wisconsin, and providing staff support to the
Board of Review.

5. Attends all City Council meetings, performs an accurate recording of the proceedings,
preparation of the minutes, recording, indexing and filing for the public record;
distributes information as requested.

6. Administers the issuance of all permits and licenses; provides staff support for the
License Review Committee.






7. Prepares all word processing products from dictation cassettes, handwritien materials,
and various other materials (including editing, correcting, putting into proper format, and
drafting when requested) such as general cotrespondence, Council and Committee
minutes, agendas, contracts, otdinances, resolutions, reports, etc.

8. Prepares City Councit and Finance and Personnel Committee agendas, prepares all
typewritien materials, gathers and copies all other necessary materials, assembles and
distributes packets ensuring agendas are properly noticed .

9. Sends Council minutes, ordinances, publi¢ notices, resofutions, etc., when necessary, for
proper publication in the official City newspaper.

19, Performs City accounts-payable system duties, including input and vetification of all
transaction for timely processing.

11, Performs City accounts-receivable system duties, including input and verification of all
receivables,

12, Performs general ledger transactions.

13. Pesforms all daily receipting and depositing of City funds.

14. In absence of Executive Secretary, performs bimonthly payroll processing,

15.  Performs personal property reconciliation and collection activities.

16. Majntains City personnei files.

17. Serves as City liaison person for group health and dental insurance programs.

18. Assists in the budget preparation where necessary.

KNOWLEDGE AND ABILITIES:

L. Knowledge of Wisconsin Statutes and Municipal Codes pertaining to the responsibilities
of the City Clerk.

2. Working knowledge of the principles and practices of public administration; exfensive
knowledge of office practices and procedures; thorough knowledge of modern records
management techniques, including legal requirements for recording, retention and
disclosure. '

3. Ability to supervise personnel.

4, Ability to accurately record and maintain records; ability to establish and maintain
effective working rolationships with employees, other Departinents, officials and the
public; ability to communicate effectively verbally and in writing; ability to plan,
organize and supervise clerical workers and assigned stafT.

5. Ability to maintain confidentiality and objectivity.






© 6, Good working knowledge of basic English grammar.

1. Ability to produce accurate and dependable word processing documents.
8. Ability to prepare dictated documents as high quality products.
9, Abifity to use judgment in completing projects with minimal supervision.

10. Knowledge of, and ability to practice, efficient and effective office operations and
procedures.

11. Ability to work well with others,
12. Good customer relations skills.
13, Good oral and written communications skills.

QUALIFICATIONS:

L. High school diploma with post high school training and experience in office operations,
and report writing.

2. Experience with microcomputer systems and software applications, with the ability to
type 60 word per minute,

3. Minimum of 3 years, responsible clerical experience work with minimal supervision.

4, An equivalent combination of education and progressively responsible experience and
training which provides the required knowledge, skills and abilities.

PHYSICAL DEMANDS

Physical demands are tepresentative of those that must be met by an employce to successfully
perform the essential functions of this position. Reasonable accommodations may be made to
enable individuats with disabilities to pecform the essential functions.

While performing the duties of this position, the employee is frequently required to sit, talk, or
listen for long periods of time; use hands to finger, handle, feel or operate objects, tools, or
controls; and reach with hands and arms. The employee is frequently required to work long
hours, beginning in the morning and continuing into the evening.

The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities
required for this position include close vision and ability to adjust focus.

This position description has been prepared to assist in defining job responsibilities, physical
requirements, working conditions, and skills needed. It is not intended as a complete list of job
duties, responsibilities, and/or essential functions. This description is not intended to limit or
modify the right of any supervisor to assign, direct, and control the work of employges under






supervision. The City retains and reserves any and all rights to change, modify, amend, add or
delete, from any section of this document as it deems, in its judgment, to be proper,

Employee’s Signature Supervisor’s Sighature

Date ' Date

Cityclerk.08(revised 12-18-07)
PSM





CITY OF SUN PRAIRIE

JOB DESCRIPTION
City Clerk
DEPARTMENT: City Clerk’s Office CLASSIFICATION: Management/

Supetvisory

REPORTS TO: Assistant City Administrator/ REVISION DATE: July 20,2007

IFinanee Director

PAY GRADE: Nonunion Plan Grade 9

GENERAL PURPOSE:

This is a management position responsible for administering elections, issving licenses and
permits, maintaining City records, and providing information to the public, The City Clerk
receives, compiles, and processes all official City documents and maintains an effective filing
system, which provides prompt record accessibility. This position is responsible for ensuring
City compliance with Wisconsin Open Record, Open Mecting, and Election laws. The City
Clerk’s office is also responsible for preparing meeting agendas and has extensive contact with
the public.

ESSENTIAL JOB FUNCTIONS:

Maintain all of the official City documents and records and make available to depaitments
and the general public when requested. Maintain and update records and documents based
on actions taken by the City Council. Oversee the Records Management System.

Prepate and distribute all City Council, Committee, Commission, and Board agendas.

Attend meetings of the Council and keep a full record of its proceedings. Acts as a resource
for information, parliamentary procedure, and the open meetings law.

Prepare resolutions, proclamations, and routine ordinances for consideration by the City
Council. Process and obtain the necessary signatures on the approved documents and publish
ordinances when required by State law.

Receive and issue licenses and permits as provided by state statutes and city ordinances.
Receive petitions and related information for requests for rezoning, annexations, variances,
and conditional use permits, Create files for cach request and coordinate the review process
with appropriate department. Upon Council approval, obtain the necessary signatutes and
recotd documents in the County Record’s Office.

Hires, trains, supervises, schedules and prepares work assignments for staff. This includes
administering and enforcing city and departmental rules and regulations, procedures and
policies.

Supervise all amendments and the codification of the Municipal Code, Zoning Ordinance and
Building Code books. :

C:\Documents and SeftingsimhouganiLocal Settings\Temporary Internet Files\OLKAB\City Clork.doc





Receive appeals to Board of Review, schedule and attend meetings, and keep a {ull record of
its proceedings.

Register voters and coordinate the local City elections conducted every year. Receive
petitions from candidates and local referendums. Train and supervise election officials.
Administer the Oath of Office to newly elected City officials.

Prepares and recommends the annual Clerk's office budget. This includes the management
and administration of the approved budget as well as the review and approval of all office
invoices. ' :

Prepares legal notices for publication as required by State law. This includes preparing
notices for all public hearings, setling up the appropriate docket file and following through to
the completion of the petitioner's request.

OTHER JOB FUNCTIONS:

Hire, train, supervise, schedule and prepare work assignments for pollworkers. This
includes administering and enforcing city and departmental rules and regulations, procedures
and policies. Bstablish and implement work procedures and review work in progress to
ensurc that established standards are being fulfilled.

Oversee the processing of incoming and postage for outgoing mail,

Perform duties required by State Statute in Chapter 62.09, Section 11. As well as other job
tasks as assigned by City Administration.

REQUIREMENTS OF THE WORK:

Requites considerable knowledge of record keeping operations and legislative requirements;
technical or legal terminology; and federal/state requirements relating to annexations, public
hearing notices, and preservation of public records.

Considerable skill in communicating applicable legislation and explaining decision processes
to others. Requires good judgment and tact in making decisions in accordance with laws,
ordinances, regulations, and depattmental policies and procedures.”

Ability to hire, train, supervise and discipline employees, coordinate and delegate workloads
and schedules and evaluate work performance, normally acquired through three years of
increasingly responsible experience including one year at a supervisory level or an equivalent
combination of training and experience.

Considerable knowledge of computer technology and understanding of new and developing
technologies and demonstrated ability to apply them to City Clerk operations.

Ability to plan and administer a budget.

Ability to establish a positive woiking relationship with staff, elected officials, poll workers,
other agencies and the general public.

Certification through the Wisconsin Municipal Clerk Program is required within three years.

WORK CONDITIONS AND PHYSICAL REQUIREMENTS:

Work is performed under general office conditions.
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APPROVED BY:

Ast, City Administrator/Finance Director Date
Human Resources Direcior Date
City Administrator © Date

The above is intended to describe the general content of the requirements for the performance of this _]Db It is not to
be construed as an exhaustive statement of duties, responsibilitles or requirements.

C:\Documents and Settingsunhougan\Local Settings\Temporary Internct Files\OLKAB\City Clerk.doc






» Considerable knowledge of Local, State and Federal laws regarding human resource
management, labor relations, and payroll/benefits management. '

» Ability to develop and install effective techniques for facilitating and improving
personnel processes and ability to provide effective [eadership in the development
of a comprehensive human resources program.

o Knowledge of accepied personnel policies, procedutes, practices and job analysis

techniques.

Knowledge of public administration and local government.

Ability to supervise, train and divect staff.

Ability to conduct interviews,

Ability to present ideas effectively orally and in writing. Ability to establish and

maintain effectively working relationships with departmental officials, employees,

and the public.

Ability to prepare and maintain accurate and complete records, files and reports.

» Ability to establish and implement policies and procedures.

e Skill in the operation of modern office equipment,

WORK CONDITIONS AND PHYSICAL REQUIREMENTS:

»  Work is performed under general office conditions.

APPROVED BY:
Ast City Administrator/Legal Director Date
City Administrator Date

The above is intended to describe the peneral content of the requirements for the performance of this job. It
is not to be construed as an exhaustive statement of duties, responsibilities or requirements.

CADocuments and Setiings\imhongan\Local Settings\Temporary Internet Files\OLK ABYHuman Resources
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City of Stoughton
Position Description

Name: Department; Clerk

Position Title: Human Resources Generalist - Pay Grade: FL.SA: N
Confidential Administrative Specialist

Date: July 2011 Reports To:  City Clerk/Personnel Director

Purpose of Position

The purpose of this position is to perform various confidential administrative and clerical tasks supporting the
Clerk/Personnel Director in the Personnel functions of the department. This position requires record keeping, forms
completion and data entry related to employee benefits. It is expected this position will perform Personnel Director tasks
in his/her absence,

Essential Duties and Responsibilities

The following duties are normal for this position, These are not to be construed as exclusive or all-inclusive,
Other duties may be required and assigned.

e Provides staff clerical services to the Personnel Committee. Coordinates meeting dates, times and locations for
Personnel Committee, Updates committee information on the web site. Gathers pertinent information; prepares,
posts and distributes agendas, attends meetings; generates, maintains and distributes meeting minutes; assists with
commiftee directives, prepares ordinances and resolutions under the direction of the Clerk/Personnel Director,
forwards committee recommendations for Council; maintains meeting related files.

e Provides confidential administrative and clerical duties to assist the Personnel Director in accomplishing City goals
and projects. Performs clerical, administrative and information gathering tasks which may contain confidential
information involving the City’s strategy or position in collective bargaining, contract administration, litigation or
other similar matters relating to labor relations and grievance handling between City and Union representatives.

o Meets and greels visitors to City Hall and assists them in way finding under the direction of the Clerk/Personnet
Director. Receives and relays messages. Provides information to callers, visitors and employees, or refers to
appropriate person/department. Copies and faxes materials. Processes mail and paperwork received for the
Clerk/Personnel Department.

»  Assists in special projects including training and surveys. Represents the department with employee events and
functions. Makes inquiries regarding Human Resource / Personnel issues and services.

o Coordinates employee recruitment. Writes employment ads and materials. Arranges for timely publication,
including posting to the City web site. Processes and screens applications for completeness and minimum

requirements. Initiates verbal and written contact with candidates; appointments, instructions, hire letters, regrets.

» Coordinates interview teams in accordance with hiring procedures and practices. Prepares correspondence for
applicant evaluations and ranking.

s  Prepares monthly Wisconsin Retirement Fund System reports and submits to WRF. Reconciles retirement fund
annually. Keeps up to date on changing regulations. Prepares employee transaction reports for terminations,

e Prepares worker’s compensation and unemployment reports and records, Equal Employment Opportunity reports, and






City of Stoughton HR Generalist / Confidential Administrative Specialist
Position Description

salary and benefits surveys. Manages and maintains related claim files.
¢ Prepares employer withholding, 19 forms, retirement, health & dental insurance, deferred compensation enrollment

forms.

e  Asgists in new employee orientation counseling. Provides documents regarding wage/benefits, withholding,
retirement, work rule policies and procedures.

*  Assists in providing policy development, organization and regulatory compliance for programs related to
development and training, employee safety, welfare, wellness, health and EAP counseling services for employees.

o Agsists in recruiting and staffing logistics. Provides supportive and cooperative technical and administrative
activities in a team atmosphere.

s Maintains employee benefit database in payroll / benefits system. Maintains regular and confidential personnel
records.

¢ Updates work rules and handbook as needed or annually. Assists with the interpretation of work rules and union
contracts. Updates policies and procedures manual.

s Prepares the employee newsletter, Up Close and Personnel, on a monthly basis. Maintains pertinent information
related to Personnel on Intranet website.

e Assists City Clerk/Personnel Director with risk management and EAP services and functions.
¢ Prepares purchase orders and payment vouchers. Reviews, approves and submits for payment various monthly
billing including but not limited to union dues, United Way deductions, child support/garnishments, life insurance,

health, restat drug claims and retirement payments.

e Prepares various journal entries and financial worksheets. Prepares government reports on a monthly, quarterly and
annual basis. Enters data into excel spreadsheet files.

o  Acts as liaison between employees and health / dental insurance carrier. Provide enrollment and change assistance to
employees.

* Serve as a member of the Wellness Coalition. Assist with the coordination of the medication disposal event.
s Provides backup to Deputy Clerk position by performing crucial/mecessary responsibilities in his/her absence,
o Other duties as assigned by the City Clerk / Personnel 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.

o Serves as a Notary Public and assists visitors in this capacity as required.
e Assists with Voting and Election Duties as assigned.

* Provides Customer Services Assistance to the General Public including telephone, computer and in person contact.






City of Stoughton HR Generalist / Confidential Administrative Specialist
Position Description

e Provide back-up coverage during peak and staff shortage in other areas and functions of the City Clerk’s operations.
Minimum Training and Experience Required to Perform Essential Job Functions

Associates or Bachelor’s Degree in Human Resources, Personnel Management, Accounting or closely related field.
Bachelor's degree preferred. Professional in Human Resources (PHR) certification preferred, but not required. Three to
five plus years of progressive leadership experience in Human Resource or similar position. Specialized training in

employment law, compensation, organizational planning, organizational development, employee relations, and safety,
training preferred.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

s 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.

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

»  Ability to utilize a variety of advisory data and information such as financial statements and records, vouchers,
invoices, payroll records, and instructions, billing statements, purchase orders, schedules, retirement reports,
employee vacation/leave records, memos, state statutes, computer software operating manuals, dictionary, union
contracts, city employment policies, benefit administration guides, procedures, guidelines and non-routine
correspondence.

e Ability to effectively communicate orally and in writing with City Clerk personnel, City employees, department
heads and the general public. Ability to maintain a high degree of confidentiality.

Mathematical Ability

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

Judgment and Situational Reasoning Ability
¢ 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 sitvations involving the evaluation of
information against measurable criteria. :

Physical Requirements

*  Ability to operate office equipment and machinery requiring simple but continuous adjustments such as computer
keyboard/typewriter, telephone, calculator/adding machine, photocopier and fax machine.

s 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 [ight work,

*  Ability to recognize and identify degrees of similarities or differences between characteristics of forms, sounds.






City of Stoughton HR Generalist / Confidential Administrative Specialist
Position Description

Environmental Adaptability

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

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities 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: July 2011






Maria Hougan

From: Donna Olson

Sent: Tuesday, September 27, 2011 9:01 AM
To: Maria Hougan; Bob Ohlsen

Subject: FW: Inquiry from Stoughton

Attachments: PD_HRManager06.doc;, PD_HRAsst09.doc

For the next personnel packet,
donna

Serving Together, We Make a Difference

Donna L Olson, Mayor

City of Stoughton

381 E Main Street

Stoughton WI 53589

Office 608 873-6459

dolson@ci stoughton.wius A , o
From: Lisa Sigurslid [mailto:Lisa.Sigurslid@city.fitchburg.wi.us]
Sent: Tuesday, September 27, 2011 8:03 AM

To: Donna Olson
Subject: Re: Inquiry from Stoughton

Hi Donna-

The City of Fitchburg has 2 HR staff positions. A full-time HR Manager and a half-time HR Assistant. I have attached
both job descriptions. The HR Manager job description does need to be updated as it does not reflect the addition of
the HR Asst, position.

2011 Hiring ranges-
HR Mgr - $54,126 - $59,047 (exempt position)
HR Asst - $17.45 - $19.03/hr (non-exempt)

Please [et me know if you have any further questions.

Lisa A. Sigurslid, PHR

Human Resources Manager

City of Fitchburg

5520 Lacy Road

Fitchburg, WI 53711

Ph. 608-270-4200

Fax. 608-270-4391>>> <dolson@ci.stoughton.wi.us> 9/26/2011 6:52 PM >>>

Hi Lisa,

Please tell me abeout your HR Department. How many staff do you have? Full - time or part-time? Can you share the
positions descriptions and wage scales?

Stoughton currently does not have an HR Department or HR Generalist. We currently have a combination City
Clerk/Personnel Director. With the increased work loads and changes we need to look at a different way to address our
HR needs. '






Thanks for any help you can give us.
donna

Serving Together, We Make a Difference

Donna L Qlseon, Mayor
City of Stoughton

381 E Main Street
Stoughton WI 53589
Office 608 873-6459
dolson@ci.stoughton.wi.us






CITY OF FITCHBURG
Position Description

Position: Human Rescurces Assistant (.50 FTE)
Reports To: Human Rescurces Manager

Unicn Representation: Non-Represented, Grade 5

Written By: LS

Revised Date: 08/13/09

Position Summary:

Under the direction of the Human Resources Manager, assists in carrying out a variety of Human Resources
functions including recruitment and selection and benefit administration. Acts as the first point of contact for
candidates during the recruitment process. Knowledgeable of the Cily's benefit programs and acts as a
resource to employees. Maintains and organizes personnel files, conducts orientation and exit interviews for
seasonal employees. Assists with special projects as needed. There is frequent interaction with employees
and the general public.

Essential/Duties Responsihilities:
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.

Essential Functions:

+ Coordinate recruitment and selection activities. Prepare postings and advertisements, application
packets, and any supplemental information required. Coordinate and schedule testing and interviews
with selected candidates. Prepare applicant correspondence. Check references.

Field calls from candidates and answer questions regarding recruitment.

Assist with coordination of interview days.

Insure that all necessary records are kept for each employee, as mandated by State and/or Federal
law. Assist with other records management duties.

Prepare orientation materials for new employees, conduct orientation for seasonal employees.
Conduct exit interviews with exiting seasonal/LTE employees.

Maintain HRIS system and prepare annual benefit statements for regular full and part-time employees.
Prepare photo IDs for employees, issue visitor badges, and maintain badging system database.
Assist with the annual review and update of the Employee Policies and Procedures Manual.

Assist with updating employee position descriptions.

Maintain and update the Human Resources web page.

Monitor Unemployment claims, providing information to DWD as needed.

Prepare purchase orders

Other Functions:

« Schedule drug and alcohol testing in accordance with consortium agreement. Maintain CDL licensing
records.
Maintain salary schedules and prepare salary increases accordingly.
Gather salary, benefit and other contractual data from comparably sized municipalities as needed.
Prepare agendas and minutes for Police and Fire Commission and Personnel Committee meetings;
attend meetings as needed in the absence of the HR Manager.

» Special projects and other such duties as assigned.

Supervision Requirements:
e None

Education/Experience:
e High School Diploma or GED required
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¢ Associate Degree in Human Resources, Public Administration, business or related field required.
Two years of office administration experience required, preferably in a Human Resources setting.
Additional experience may substitute for education on a year for year basis.

e Prior experience working with the public is required.

Licenses, Certifications:
+« None

Knowledge, Skills, Abilities:

e Strong verbal and written communication skills required

e Advanced knowledge and experience in the utilization of computer applications including Microsoft
Office products required
Ability to maintain confidentiality
Ability to comprehend and interpret contract language, policies, procedures, and statutes.
Ability and experience in personally preparing effective written reports and correspondence, and
delivering effective oral communications.
Ability to communicate effectively with the public and employees required.
Ability to establish and maintain effective working relationships with City elected and appointed officials,
employees, and the public required.

Physical Demand:

Light Work: Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force frequently, and/or a
negligible amount of force constantly to move objects. Requires walking or standing to a significant degree, or
requires sitting most of the time. :

Work Environment:
Inside; Protection from weather conditions but not necessarily from temperature changes. A job is considered
“inside” if the worker spends approximately 75 percent or more of the time inside.

Employee Signature Date

Supervisor's Signature Date
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CITY OF FITCHBURG
Position Description

Position: Human Resources Manager
Reports To: City Administrator

Unicn Representation: Non-Represented, Grade 8
Written By: LSO

Revised Date: 06/22/06

Position Summary:

Under the general direction of the City Administrator this position is responsible for coordinating and carrying
out all aspects of the Human Resources function for the City. Areas of responsibility include; recruitment and
selection, records management, classification and compensation, employee benefits, labor relations and equal
opportunity in employment and service delivery. There is frequent interaction with employees and the general
public. Supervision received is limited with periodic review of progress.

Essential/Duties 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.

Essential Functions:

Develops and administers the recruitment and selection program including: advertising, testing,
interviewing, reference/background checks, and coordinating medical/psychological evaluations to
assist the hiring authority in selecting the best qualified individual.

Assist department heads with drafting job descriptions.

Serves as administrator for all employee benefit programs. Advise employees on enrollment eligibility
and options, continuation/conversion options, and ensure timely enroliment in selected benefits.

Act as liaison between the employees and benefit providers to reconcile problems relating to benefit
eligibility and claims processing.

Administer the Worker's Compensation program.

Reconcile monthly benefit biliings and prepare annual reports as required by the benefit plans.
Provide employees with appropriate COBRA and HIPAA paperwork as mandated by Federal Law.
Research and develop labor cost estimates, conducts wage and benefit surveys in preparation for the
collective bargaining process.

Ensure compliance with all labor, equal opportunity and other applicable laws and regulations. Serves
as Equal Employment Officer.

Provide statistical information and historical perspective to aid in the resolution of grievance issues.
Interprets and administers the personnel policies adopted by the Common Council, makes
recommendations for changes to policy.

Develop and maintain the City’s Human Resources Records Management System, insuring all
necessary records are kept for each employee, as mandated by faw, including medical records if any.
Insure that all training, disciplinary actions, evaluations and accommodations records are kept
appropriately for each employee.

Implementation and maintenance of HRIS system. Train new users on use of system, responsible for
updates to system.

Maintain the City's Classification and Compensation Plan.

Conduct wage and benefit surveys within the labor market to determine competitive wage rates.
Work with third party vendor on the classification of new positions to ensure recommendations are
inline with current market data and inline with the City’s current salary structure. Make
recommendations for changes to the City Administrator and Personnel Committee.
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Other Functions
e Serve as staff contact for the Police and Fire Commission (PFC).
e Prepare agendas and minutes for the PFC and Personnel committee.
¢ Attend PFC and Personnel committee meetings.

Supervisory Requirements
» Direct supervision over the Human Resources Intern.

Education/Experience Requirements
o Bachelor's Degree in Human Resources, Public Administration, or related field with a minimum of 3
years experience as a Human Resources generalist is required.
Additional work experience may substitute for education on a year for year basis, limit 2 years.
Additional experience in the areas of benefit administration, recruitment, and labor relations is
preferred.

Licenses, Certifications, etc.
¢ PHR cerification desired.

Knowledge, Skills, and Abilities

e Strong verbal and written communication skills is required.

s Strong computer skill including experience with Microsoft Office Suite and HRIS systems is required.

» Ability to think logically and to make decision; interpret information in mathematical, written and diagram
form, such as statistical reports are required.

e Experience in personally preparing effective written reports and correspondence, and delivering
effective oral communications is required.

« Ability to establish and maintain effective working relationships with City elected and appointed officials,
employees, and the general public is required.

* Ability to understand the effect politics and economic trends will have on the City of Fitchburg's
personnel plans and needs is required.

« Ability to identify and analyze problems, evaluate alternative solutions and make sound judgments,
especially in stressful situations.

Physical Demands:

Light Work: Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force frequently, andfor a
negligible amount of force constantly to move objects. Requires walking or standing to a significant degree, or
requires sitting most of the time.

Work Environment:
inside: Protection form weather conditions but not necessarily from temperature changes. A job is considered
“inside” if the worker spends approximately 75 percent or more of the time inside.

Employee Signature Date

Supervisor's Signature Date
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CITY OF SUN PRAIRIE
JOB DESCRIPTION

Human Resources Director

DEPARTMENT: Human Resources CLASSIFICATION: Management
REPORTS TO: City Administrator REVISION DATE: May 28, 2010

PAY GRADE: Nonunion Pay Plan Grade 11

GENERAL PURPOSE:

This is a Department Head level position responsible for directing, coordinating and
catrying out the human resources function for the City. Areas of responsibility include;
recruitment and selection, labor relations, safety, records management, classification and
compensation, employee benefits, performance evaluations and equal opporiunity in
employment and service delivery. The work is performed under managerial direction
from the City Administrator.

ESSENTIAL JOB FUNCTIONS:

o Develops, interprets and adininisters the personnel policies adopted by the Common
Council and establishes procedures consistent with such policies. Solicits input
from all departments on city-wide issues.

o Develops, implements and enforce City labor relations programs; researches and
develops labor cost estimates, conducts surveys and benefit surveys and solicits
comments of supervisots regarding labor contract improvements to develop
bargaining demands and recommends bargaining positions; assists in negotiating
collective bargaining agreements; conducts exit interviews; oversee the City's
employee assistance program.

¢ Develops and administers the recruitment and selection program including:
advertising, testing, interviewing, reference/background checks, and coordinating
medical/psychological evaluation to assist the hiring authority in selecting the best-
qualified individual.

e Maintains and administers the position classification and compensation plan; serves
on and coordinates the efforts of the Compensation Review Committee; conducts
salary surveys; drafts job descriptions; and performs job analyses to support
personnel actions and development of Assessiment Centers.

e Provide assistance to supervisors and managers in regards to employee
development, counseling and discipline. Advises supervisors in grievance
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processing and written correspondence. Acts as mediator/counselor in employee
and supervisor disagreements.

Ensures compliance with all labor, equal opportunity and other applicable laws and
regulations.

Conducts internal investigations in conjunction with City Attorney and department
representatives.

Develops and implements safety programs to reduce accidents/injuries and to stay
in compliance with State and Federal regulations. Assists in the identification of
city risk and facilitate discussion with depattments and Administration,

Develops and administets the performance evaluation programs and upwatd

‘evaluation process.

Develops, conducts and/or coordinates training programs for employees and
supervisors, Develops annual city-wide training goals with input from all
depattiments.

Develops and maintains the City’s personnel records management system. Assists
other departments in records retention issues.

Supervises departmental staff, develops annual departmental budget.

Coordinates the City’s Workers Compensation program.

Develops and maintains City’s Equal Opportunity Employer Plan,

OTHER JOB FUNCTIONS:

As a member of Safety & Wellness Committee, reviews annual goals and
programs/activities. Provides employee communication and management ditection.
Oversees administration of the employee benefits programs and new employee
orientation and training programs, Recommends changes in policies and plan
documents when needed. Works closely with the Finance Depariment on proper
payroll set up and taxable benefit issues. Oversees Workers Compensation
program. _

Conduects organizational review and makes recommendations on all requests for
modification to departmental tables of organization.

Meets with deparimenta} officials, employees, job applicants and the public and
discusses issues related to human resources policy and administration.

Advises the City Administrator/Assistant Administrator on employee relations
problems. Makes special studies and prepates repoits independently or as assigned.

REQUIREMENTS OF THE WORK:

This position requires a bachelor’s degree in Human Resources, Public or Business
Administration or related field and at least five (5) years of progressively
responsible experience in personnel administration and labor relations or any
combination of education or experience that provides the following knowledge,
skills and abilities.

Considerable knowledge of the theories, practices and methads of personnel
administration, human resources management and labor relations.
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¢ Considerable knowledge of Local, State and Federal laws regarding human resource
management, labor relations, and payroll/benefits management. '

» Ability to develop and install effective techniques for facilitating and improving
personnel processes and ability to provide effective leadership in the development
of a comprehensive human tesources progiram.

¢ Knowledge of accepted personnel policies, procedures, practices and job analysis

techniques.

Knowledge of public administration and local government.

Ability to supervise, train and direct staff,

Ability to conduct interviews.

Ability to present ideas effectively orally and in writing. Ability to establish and

maintain effectively working relationships with departmental officials, employees,

and the public.

Abilily to prepare and maintain accurate and complete records, files and repouts.

Ability to establish and implement policies and procedures.

Skill in the operation of modern office equipment,

WORK CONDITIONS AND PHYSICAL REQUIREMENTS:

s Work is performed under general office conditions.

APPROVED BY:
Ast City Administrator/Legal Director Date
City Administrator Date

The above is intended to describe the general content of the requirements for the performance of this job. It
is not to be construed as an exhaustive statement of duties, responsibilities or requirements.
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CITY OF SUN PRAIRIE
JOB DESCRIPTION

Benefits Coordinator
DEPARTMENT: Human Resources CLASSIFICATION:Para-professional
REPORTS TO: Human Resources Director REVISION DATI: May 28, 2010

PAY GRADE: Nonunion Patra-Professional Grade 7

GENERAL PURPOSE:

The employee in this position assists the Human Resources Director in catrying out a
variety of personnel functions including recruitment and selection, payroll maintenance,
benefits administration and employee tiaining., Acts as a resource person, providing
information regarding the City's payroll and benefits.

LSSENTIAL JOB FUNCTIONS:

¢+ Maintains and updates employee files and information in the City’s automated paytoll
system.

e Coordinates selection activities, conducts skills testing and post-offer medical exams,
and ensures completion of background checks prior to extending an offer of
employment. '

e Conducts new employee orientations including policy review and insurance
enrollments. Processes required State and Federal employee reporting (e.g. E-verify,
New Hire reporting).

¢ Coordinates the City's Health Care Plans for employees and retirees, answering
questions and resolving problems as needed. Prepares billing reports and reconciles
accounts via payroll processing or with the Finance Department.

¢ Conducts annual negotiations for rates and coverage. Recommends plan desctiption
changes to contain expenses and enhance employee coverage.

» Coordinates City participation in the State Retirement System and ICMA refirement
programs.

» Coordinates the administration of the City’s Benefit Bank, Section 125 Flexible
Spending Accounts and Post Employment Health Plans. Audits external accounts
where appropriate.

¢ Conducts exit interviews including caleulation of final pay and administers COBRA
program.

e Administers the City’s lifc insurance programs, long-term disability and income
continuation programs, answering questions and resolving problems as needed.
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e Processes Family Medical Leave requests and records fime used and initiates follow
up/motifications where appropriate.

¢ Verifies and processes all accrual records including vacation, sick leave,
compensatory time, ete.

e Performs periodic audits of benefit providers to ensure compliance to plan documents
and appropriate laws. _

o Advise supervisors and employees on interpretation of city policy, bargaining unit
coniracts, and benefit programs. Refers matters to the HR Director as appropriate.

OTHER JOB FUNCTIONS:

« The position gathers salary information and other contractual information from other
comparably sized municipalities,

o Schedules drug and alcohol testing according to consortium agreement and city
policies. Maintains the CDL licensing records and DOT inquiries. Schedules annual
safety testing and training per policies (e.g. audio testing, DL checks).

¢ Works closely with the Sun Prairie Utilities office on all personnel related issues.

¢ - Maintain the City Hall and EMS/Fire building security programs. Issue card readers,

1D cards and troubleshoots problems that may arise.

e Assists with conducting various employee training on benefits related issues.
Maintains information on the City’s Intranet and automated HR system.

¢ Assists in special projects related to employee development and recognition.

REQUIREMENTS OF THE WORK:

» Requires Associates degree in Accounting, Personnel Administration or Employment
Law. Advanced experience in Microsoft Office Suite including an advanced
knowledge of word processing, spreadsheets and databases.

¢ Kunowledge of federal, state and local personnel labor laws Health Insurance and
COBRA and employee assistance programs usually acquired through a minimum of
three years of payroll, accounting or bookkeeping experience, preferably in a
municipal government setting.

« and ability to stay abreast of changes through continued training. Ability to conduct
research of employment and benefit issues as required.

Considerable skill in communicating cleatly and concisely both orally and in writing.
¢ Ability to work accurately with figures and meet imposed deadlines.

 Ability to relate to and deal tactfully with the wide variety of City employees and
persons outside the organization as needed.

Ability to work independently on a variety of projects in a busy office environment.

e Three to five years previous public sector work experience with employee payroll and

benefits is required.
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WORK CONDITIONS AND PHYSICAL REQUIREMENTS:
«  Work is performed under general office conditions.

APPROVED BY:
Human Resources Director Date
City Administrator Date

The above is intended to describe the general content of the requirements for the performance of this job. It
is not to be construed as an exhaustive statement of dugles, responsibilities or vequirements.
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CITY OF SUN PRAIRIE .
JOB DESCRIPTION

- Confidential Secretary
Human Resources/Finance

DEPARTMENT: Human Resources/Finance CLASSIFICATION: Clerical/Confidential

REPORTS TO: Human Resources Director/ REVISION DATE:  May 28, 2010
Finance Director/City Treasurer

PAY GRADE: ParaProfessional Grade 5

GENERAL PURPOSE:

Provides secretarial support to Human Resource and Finance Departments. -Performs a
considerable amount of work of a confidential nature including; receiving, compiling, processing
and filing various personnel information which encompasses but is not limited to personnel files;
labmlmanagement negotiations and complaints; and fiscal planning. Works independently on
various projects referring problems and suggestions for improvement fo supervisor(s).

ESSENTIAL JOB FUNCTIONS:

« Types and edits correspondence, repotts and other information often of a confidential nature
for Human Resources and Finance Office. Composes some repotts and correspondence
within established guidelines.

+ Receives and processes confidential information related to Human Resoutces functions
including labor/management negotiation items. Receives, compites, processes and files
various confidential items within personnel files, medical files and department files.

« Assists in responding to requests for information and assistance fiom employees and the
general public,

« Coordinates scanning and records retention for Finance and Human Resources departments.
Trouble shoots problems in automated system integrations with vendor and IT department.

» Performs data entry and maintains files for development projects, claims management;
worker’s compensation, unemployment, and employee pay files. Corresponds with various
outside agencies to verify and gather necessary information.

+ Assists finance in preparation and distribution of proposed and final budgets; prepatation of
tax display and insert; first point of contact for all telephone tax inquiries; compilation and
distribution of fiscal trends and TIF reports.

+ QGathers information and assists in the preparation of reports and the depaltments budget.
Maintains monthly copier account usage. Generates and distributes regularly scheduied
employee performance reviews.

+ Coordinates job posting and advertising for employment; applicant testing and scheduling;
and maintains records of recruitment processes. Ensures all documentation is submitted
properly by departments.

« Creates employce orientation packets and orders appropriate enrollment supplies when
necessary.
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s« Sorts, codes, stuffs, and files accounts payable bills and checks for payment.

o Sorts and stuffs payroll checks and stuffers,

+  Assists with departmental projects, gatheting information to create documents and
presentation material.

OTHER JOB FUNCTIONS: ‘

o Operates various office machines, open and distribute mail.

» Orders and maintains department office supplies.

*  Maintains records and files of all work projects and programs of the Human Resowrces and
Finance Departments.

s Schedules meetings and/or interviews and secures meeting facilities.

s Assists with annual property tax collection,

QUALITICATIONS/ABILITIES

+ Ability to perform, coordinate the clerical functions for Human Resource and Finance Office.
Organizing and establishing clerical priorities to ensure that administrative suppoit is
provided in a timely and accurate fashion. Ideally, three to five years experience in a busy
office environment.

¢ Advanced knowledge of Microsoft office suite applications as well as computerized calendar
and mail systems. , .

s Knowledge of modetn office procedures and organization. Must be able to type a net score
of 60 wpm. '

¢ Must possess good spelling, grammat, punctuation and letter composition skills as well as
provide good customer contact skills over the telephone and in person, Requires graduation
from High Schoot with additional coursework in clerical procedures.

¢ Overall knowledge of general bookkeeping procedures is required.

WORK CONDITIONS AND PHYSICAL REQUIREMENTS:
¢ Work is performed under general office conditions.

APPROVED BY:

Human Resources Director Date
Finance Divectoy/City Treasurer ' Date
City Administrator Date

The abave is intended to describe the general content of the requirements for the performance of this job. It is not to
be construed as an oxhaustlve statetnent of duties, responsibilities or requirements.
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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
Page 2

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.

11. Each Department Head will be subject to periodic reviews after 6 months
and 9 months of employment. Results of the employee reviews will be reported
out at the Personnel Committee.

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





Hiring Policy

Limited Part-time or Seasonal
(600-1039 hours annually)
Approved by Council June 14, 2005

1. Notice of Intent to Hire. 2 weeks listing in the Stoughton Courier Hub and/or
Shopper.

2. Completion of Application Form. All interested parties must complete and
submit an application form by the application deadline to be considered.

3. Screening Process. Applications are paper screened by the Department
Head or designee. Testing may be used; Clerk’s staff will be available for
support. Testing is also offered through the State Department of
Administration. Review of application form with emphasis on:

A) Past working experiences.

B) Past experiences directly relating to the job.
C) Education.

D) Attained job related skills.

E) Certifications or licenses.

F) School district resident.

4. Reference Check. Depending on the responsibility of the position, and if time
allows, do a reference check, and also contact past employers for their job
evaluations.

5. Interview the top final candidates. Interview panel is optional. Provide the
candidate with information pertaining to job:

A) Duration of employment.

B) Wages.

C) Duties and Responsibilities.
Attempt to establish:

D) Job suitability.

E) Conversational ability.

F) Emotional maturity.

G) Responsibility.

6. Offer Position(s) to Individual(s) Selected.
7. Notice to individuals not selected.

8. Orientation and Training.
Provide new employee with the following information:





A) Job Description.

B) Seasonal Employee Handbook (Complete sign off form)

C) Time Sheets.

D) Pay Periods.

E) Procedures.

F) Point out physical facilities: rest rooms, water fountain, pop
machine, mailbox, copy machine, etc.

G) Job responsibilities.

H) Dress and appearance.

9. Completion and Submittal of Forms.

A) W-4.

B) WT-4

C) Drivers License.

D) Social Security Card.

E) Work Permit. (If under 18 years)
F) Employment Eligibility Form.

G) Direct Deposit Enrollment Form

The above forms must be completed within 3 days of hire.

10. Trial Period

All newly hired employees must serve an initial 12-month trial period (18-months

for police officers). The Department Head, with approval of the Mayor, may elect

to extend the trial period in circumstances where more time is needed to evaluate

the employee's job performance. The Employer may extend the trial period to

cover any absence of thirty (30) calendar days or more. Upon completion of the

trial period, the employee will be considered a reqular employee.

An additional trial period will be served when an employee is promoted to a

position in a higher classification. (Please see Promotion Section below.)

Satisfactory completion of the trial period does not alter the employee's status as

an at-will employee.

If an employee’s performance does not meet acceptable standards during the

trial period, he/she will be terminated without further review.

11.The City of Stoughton is an affirmative action and equal opportunity employer.

AA/EOE.
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